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) 1 OOT AOAOEI 1

This documenhas been developed to introduce youYoSyy Sal ¢ {dGF 4GS ! yABSNEAGE Q2
management systenbDesire2Learn (D2Lhe various sdions presented on the following pagesl|
help you tolearn how to use thalifferent featureswithin Desire2Learn

Desire2Learn can be used as a small component of a traditional course, such as to submamépers
check gradesor it can be used in a course where everything occurs completely online.

| AEAAOEOAO
The followingearningobjectives are covered in this document

Accessindpesire2Learn.

Understanding the Home Page.

Usingthe Calendar tool.

Usingthe Emaditool to read and send messages
Being able to use the Content tool.
Understanding the features of the Dropbox tool.
Participating in class discussions tia Discussions tool.
Taking an online assessment tha Quiz tool.
Checking your grades tine Gades tool.

Using the Locker tool to store files.

Logging out.

Being aware of system requirements.

=4 =4 =8 =8 =8 -8 -8 -8 a9 -9

Desire2Learn on the Mobile Device

Desire2Learn includes a mobile interface, accessible from an iPad, Android, or other mobile devices.
Please see our bookl€esire2Learn on the Mobile Deviftg more information about mobile access.

Version June 11, 2013


https://apps.kennesaw.edu/files/pr_app_uni_cdoc/doc/Desire2Learn-student_mobile_app.pdf

I AAAOGRIE@AYK , AAOI

The following instrations explain how to access Desire2Learn

1. Go to the following websitéhttp://d2].kennesaw.edu
2. Click theLog In to KSU D#hk.
3. Enter youNetIDand NetIDPasswordn the area provded (sed~igure ).

Username:

juser

Password:

Flease note your
password is case
zensitive.

Login

Forgot Password?

Figure 1

4. Click theLoginbutton.
5. When you have logged to Desire2lLearnthe D2LMy Homepagewill appear on your screen (see
Figure 2.

B My Home | BH Email | ®8 D2L Help / 8 Logged in as instruct-58

Kennesaw
it JNIVERSITY ™.

= 8 @ KSU Library

Evaluations fi

There is no news to display.

My Courses

My Admin Tools .

Course Related

Welcome,

o World Literature — ENGL250.01
o Intro to Psychology — PSY355.02
o Intro to Communications — COM301.03

Instruct-58 Account

Learning Activity Library

Figure 2


http://d2l.kennesaw.edu/

AEX T T A OACA

On the D2LMy Homepage,you will find many options such asljustingthe Prdile, Preferencegnd
Notifications(seeFigure3). The following describes features available on tteme Page

& My Home | BH Email | ®8 D2LHelp

m
Stak’UN[VERSITY .

m R @

There is no news to display.

My Courses

Welcome,
Instruct-58 Account o World Literature — ENGL250.01
Y brofilc o [ntro to Psychology — PSY355.02
A profile
@ e ee o Intro to Communications — COM301.03
@ MNotifications
T View my proaress

KSU Library

My Admin Tools -

Course Related

Learning Activity Library

Figure 3

Profile
The following explains how to adjust your profile.

1. From theD2LMy Homepage clickProfile(seeFigure3).
2. TheEdit My Usr Profilescreen will appear (sdéigured).

Edit My User Profile

Cancel |

Instruct-58 Account

Nickname: John

Homepage:
Facebook:
Twitter:
Google:
Change Picture |

LinkedIn:

About Me

Interests/Hobbies:

Cancel |

Save |

Save |

Figure 4



Enter any information that you wish &hare with others

Click theChange Picturbutton if you wish to set a profile picture.

Click theSavebutton in the lowerright area of the screen when done.

To return to theD2LMy Homepage click theMy Homebutton in the upperleft area of the screen
(seeFigureb).

o gk w

& My Home | B Email | ®8 D2L Help

m
State] JNIVERSITY ™\,

Edit My User Profile

Cancel | Save |

v This page allows
you to edit your
user profile

Instruct-58 Account

v If you are not
comfortable
revealing any of

Mickname: John

Figure 5
Appearance and Accessibility
The following explains how to locatiee Appearance and gcessibilitysettings.

1. From theD2LMy Homepage click Preference¢seeFigure3 on Page 6.
2. ThePreferencescreen will appear (sefeigureb).

Preferences
General Preferences | Appearance & Accessibility || Language & Region || Discussions | Email
Cancel | Save |

General Preferences

Online Status: @) Appear online {(when I'm logged in)
Always appear offline

Which option should I choose?

CD-ROM Drive: E: -

Selecting vour CO-ROM Drive

Application Settings

the Revoke Access button to force all your applications to renew their authentication. How does appli:a:icr

authentication work?

Revoke Access

Cancel | Save |

Figure 6




3. Click theAppearance & Accessibiltigh (seeFigure?).

Preferences

[ General Preferences lIAppearance & Accessibilitym Language & Region ” Discussicns " Email ]

| cancel | save

General Preferences

Online Status: @ Appear online (when I'm logaed in)
(©) Always appear offline

Which option should I choose?

CD-ROM Drive: E: w
Selecting yvour CD-ROM Drive

Application Settings

Click the Revoke Access button to force all your applications to renew their authentication. How does application
authentication work?

| Revoke Access
| cancel | save

Figure 7

4. On theAppearance & Accessibiliigb, you can adjust the settings as desired (Bipire8).

Preferences

I General Preferences ” Appearance & Accessibility ” Language & Region ” Discussions ” Email ]

| cancel | save

Font Settings (]

Adjusting the font face and font size changes the default font and size of the text. It does not affect images, documents, and
other objects such as math equations.

Font Face: Verdana hd

Font Size: 11 w

Preview: | The quick brown fox jumps over the lazy dog.

Dialog Setting

If you are using assistive technology such as a screen reader, we strongly recommend showing secondary windows as
pop-ups.

Show secondary window as: (@ Dialogs

(") Pop-ups

HTML Editor Settings

The HTML editor enables you to enter text and HTML in the system. It has many additional rich text features. If yvou use
assistive technology such as screen readers, some of these features might be difficult to navigate.

HTML Editor: [_| Turn off rich text editor and view source

| cancel | save

Figure 8



5. Click theSavebutton in the lowerright area of the screen when done.

6. To return to theD2LMy Homepage click theMy Homebutton in the upperleft area of the screen

(seeFigure9).

& My Home | B Email | e: D2L Help

£::::1322335553-\\
State] JNIVERSITY ™\,

Edit My User Profile

Cancel | Save |

» This page allows
you to edit your
user profile

Instruct-58 Account

» If you are not
comfortable
revealing any of

Nickname: John

Figure 9

Notifications
The following explains how to locate tkettings forNotifications

1. From theD2LMy Homepage clickNotifications(seeFigure3 on Page §.

2. On the next screen that appeasmu will seethe settings foMNotifications(seeFigure D).

Notifications

Contact Methods

EMAIL ADDRESS
Send email notifications to: norepIy@noreply.kennesaw.eduj
Change vour email settings

MOBILE NUMBER
Reqgister yvour mobile

Summary of Activity
Email me a summary of activity for each of my courses.

HOW OFTEN?

Never -

Instant Notifications

Discussions - new message posted to a forum, topic or message for which I subscribed to instant notifications.
Dropbox - Dropbox folder end date is 2 days away.
News - item updated

News - new item available

Exclude Some Courses

You currently have no courses excluded. Manage my course exclusions

Figure 10




»

On theNotificationsscreen you can do the following:
Have notifications sent to the email of your choice by clicking the follov@@hgnge your

a.

b.
c.

email settings

Have notifications sent to your mobile device by clicking the follovRagiister your mobile
Adjust the settings for notifications in the following#e categories located on the screen:

Summary of Activity, Instant Notificatioremyd Exclude Some Courses

Click theSavebutton in the lower-left area of the screen when done.

To return to theD2LMy Homepage click theMy Homebutton in the upperleft area of the screen
(seeFigurell).

& My Home || BE Email | 8 D2L Help

m
State{ JNIVERSITY .

News

Any information (example: system downtima@pdates, announcements, et@bout the Desire2Learn
system will be provided in thlewsarea (sed-igure ).

& My Home | B8 Emal | fll Locker | "8 D2L Help

Figure 11

# s/72013

Aﬁgaw\
StaieUN IVERSITY ™,

Welcome,

Instruct-58 Account

A Profie

@ Preferences

@ Notifications

£33 View my progress
f3 Locker

“8 Loggedinasinstruct-58 | [l Logout

= (8 @

Scheduled downtime for D2L June 7, 10:00pm - June 8, 7:00
am

Posted Jun 2, 2013 7:00 PM

The D2L servers undergo maintenance every other weekend, during
which access to D2L wil be temporariy unavaiable. Faculty should
schedule quiz and assignment submission deadiines before the
maintenence period begins. Students should plan to complete work
before the maintenance period. A downtime has been scheduled for Fri,

June 7 10:00 pm - Sat, June 8 at 7:00 am. Additional maintenance dates

can be found here.

X

Course Evaluations for Students
Course Evaluations for Faculty

Current GALILEC Password:

My Admin Tools ]

Course Related

J

e

D2L Tutorial Videos for Instructors

Help Files for Faculty
Help Fies for Students

KU Specific Information and

Instructor | Student

ITS Training

o ITS Training 58 - its training 58 4

Campus Bookmarks @

KSU Library

Figure 12
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Accessing Your Courses
The following explainsow to access your coursén Desire2Learn.

Important Information about Course Acess:

1 Even if you registered during Early Registration, your courses will not be visible in Desire2Learn
until the official start date of the semester.

91 During Add/Drop, it W take 2448 business hours after you register for your course access to
become available in Desire2Learn.

1. From theD2LMy Homepage inthe My Coursesection, you will see the course(s) that you are
currently enrolled in this semester (s€ggureld). Click the course of your choice.

& My Home | B8 Email | ll Locker | "8 D2L Help 5 3 | "% Logged in as ehassman | B Logout

=

M
State] JNIVERSITY ™\,

KSU Library

There is no news to display. Course Evaluations for Students

Course Evaluations for Faculty

My Courses

Welcome, Current GALILEO Password:

My Admin Tools -]

Course Related

Emily Hassman Spring 2013

Profile

= Financial Statement Analysis Section 02 Spring Semester 2013

CO - CO.430.FIN4460.12032.20134

(5

)
L
2
@ Notifications
{

rEnces

Summer 2013

My progress = Business Statistics Section 01 Summer Semester 2013 CO - Learning ACTry Library

C0.430.ECON2300.50795.20141

‘ Locker

Faculty Resources a

Figure 13
2. TheQourseHome Rgewill appear on your screen (s&égureld).

& vy Home | EH Email | 3 D2LHelp 4§ 11/9/2012 | %8 Logged in as instruct-58

| B Logout

Kennesaw ITS Training 59

ome | M content | ¢ O

ns | &@ Dropbox | Bl qQuize

[l Bookmarks | Recently visited

Home
Toda:
v | Start Here
No events .
Upcoming & Intro to Art History
No events

November 2012
Sun Mon Tue Wed Thu Fri Sat

456?BE|10

11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30

Today |

Read the syllabus x

Please remember to read and save a copy of the
syllabus immediately.

Welcome X

Welcome to class.

1 can't wait to meet you.

8 New Emails

Figure 14
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You can use the calendar in Desire2bda view important dates foyour class. If your instructor

chooses to do so, he or she may indube following types of events on the calendexams,due dates
for important papers, office hours, etc

You caralso] SSLI-R2 & iA2a G ¢ Atg'help yo$stay drganized tidbighout the semester. The
following explains how to use the calendarDesire2Learn.

Finding the Calendar
The calendar is located grour CourseHome Page (seeFigurelb).

[ My Home | B email | ®§ D20 Help 8 11/9/2012 | 9§

Ken nesaw ITS Training 59
SWE‘UNIVERSITY

® Logged in as instruct-58 | i

@ Course Home | B Content | @ Discussions | & Dropbox | [l Quizze:

[1 Bookmarks ¢ | Recently Visited = 8 @
Home
Today Read the syllabus x
2 start rere 9
N events . Please remember to read and save a copy of the
. A i syllabus immediately.
Upcoming 2 o to Art History >
Welcome x
Calendar [~ ] Welcome to class.
= 1 can't wait to mest you.
‘ November 2012 »
Sun Mon Tue Wed Thu Fri Sat Updates B
123 Ny
[=] 8 New Emails
4 s 6|78 El 10
11 12 |13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30
==re|

Viewing Eventson the Calendar

Your instructor(s) may choose to post important dates to¢hkendar.The following explains how to
find theseevents on the calendar.

1. Click on a day on the calendar to vieweats. For example, as shownFigurel6, if you wantto
view events foMonday, November, 120u willclick on the number 12.

NOTEAnNy day that has an event on the calendar will appesab@ld.

o=

{ November 2012 [
Sun Mon Tuwe Wed Thu Fri Sat
1 2 3
4 5 6 7 8 g 10
ﬁ 13 | 14 | 15 | 16 | 17
18 19 20 21 22 23 24
25 26 27 |28 29 30

Today |

Figure 16

12



2. The calendar will open on your screaifowing you to view events for the day, stsownin
Figurel?.

‘ Agenda m Week ‘ Month ‘ List

¢ » Nov 12, 2012

all day

8:00 AM
9:00 AM
10:00 AM

i [ Unit 10 Test
11:00 AM CeeT

12:00 PM

1:00 PM

2:00 PM

3:00 PM

4:;00 PM

m

5:00 PM

6:00 PM

7:00 PM

Figure 17
3. To change the view of the calendar, clicly of the options showin Figurel8.

‘ Agenda m Week ‘ Month ‘ List

¢ » Nov 12, 2012

all day

8:00 AM

9:00 AM

10:00 AM

. [] Umit 10 Test

11:00 AM 11:00 AM
12:00 PM

1:00 PM

2:00 PM

3:00 PM

4:00 PM

m

5:00 PM

6:00 PM

7:00 PM

Figure 18

4. Toreturn to theD2LHome Rge, click theMy Homebutton located in the uppeteft area of the
screen.

13



Adding Tasks
Desire2Learn allows you to pdssks to help you stagrganized which is explained in the following.
Your tasks are only visible to you.

1. Onthe calendar, click angayallowing you toenter the Calendarool. For exampleyou could click
2y HHMigu@l9to enter the calendar

o=

1 November 2012 b
Sun Mon Tue Wed Thu Fri Sat

1 2 3
4 5 6 7 8 g 10

é 13 | 14 15|16 17

18 19 20 |21 |22| 23|24
25 26 | 27 |28 29 | 30

Today |
Figure 19
2. Next, clickAdd a taskseeFigure20).
= Prinf &, Settings
Agenda m Week | Month | List n:a,,“E.__Ej:_t J%;—
4 » Nov 15, 2012 Today Tasks =

Study for Exam >

8:00 AM

Figure 20

3. Enter the name of the tagl be addedseeFigure21).

Tasks =

Study for Exam >

é Meet with study group in library.

Figure 21
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4. Press theéenterkey.

5. Click the item in th& askdist (seeFigure22).

‘ Agenda g Week ‘ Month ‘ List

4 » Nov 15, 2012 Today

all day

8:00 AM

9:00 AM

10:00 AM

11:00 AM

12:00 PM

1:00 PM

2:00 PM

3:00 PM

@ Print \ (@ Settings

| search Events Q|

Ta

Meet with study group
in library.

Add a task...

Figure 22

6. ClickDue somedayseeFigure23).

‘ Agenda Day Week ‘ Month ‘ List

4 P Nov 15, 2012 Today

all day

5:00 AM

5:00 AM

10:00 AM

11:00 AM

12:00 PM

1:00 PM

2:00 PM

3:00 PM

(& print | ) Settings

| Search Events Q._\

Tasks Details

Meet with study group in le
library.

Add a note...

7. Enter thedate when the task should be complgigeeFigure24).

Figure 23

Tasks Details

Meet with study group in
library.

=

Add a note...

iy

Figure 24
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8. Click theSavebutton asshownin Figure25.

Tasks Details

Meet with study group in
library.

‘ 11/222012 g@,@

Add a note...

Figure 25
9. Thetaskwill be addedas shownin Figure26.
@M | @53{‘t|ngs
‘ Agenda m Week ‘ Month ‘ List
‘ Search Events |Q‘
4 » Nov 22, 2012 Teday Gasks - \
Upcoming
’I_. Create Event ‘ L,; Set Due Dates ‘
Meet with study group
all day 3':5":::3?; 012 g
5:00 AM Add an upcoming task...
9:00 AM Someday
Study for Exam >
10:00 AM e & bk
11:00 AM )
12:00 PM
Figure 26

10. Aick theCourse Hombutton in the upperleft area of the window to retur to yourGourseHome

Page

16
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TheBEmailtool can be used to send and receive emailthin Desire2LearrThis email tool is separate

from your student email accounthe followng explains more about using the email tool within the
Desire2Learn application.

Opening Email
The following explainsdw to open the email toalithin Desire2Learn.

1. Click theEmailbutton shownin Figure27.

B tmail

& My Home 8 D2L Help

| B Logout

i Kelslgaw\‘ ITS Training 59 =
Stait’UNIVERSITY

Content | ¢

2 | % Logged in as instruct-58

I Grades

[1 Bookmarks < | Recently visited

Home
Today Read the syllabus x
| Start Here
No events 5 Please remember to read and save a copy of the
i b syllabus immediately.
Upcoming [ Intro to Art History
Mo events

Welcome x

Welcome to class.

I can't wait to meet you.

November 2012
Sun Mon Tue Wed Thu Fri Sat
1 2 3

=] 1 New Emails
4 s 5 7|8 9 10
11 12 1415 16 17
18 19 20 21 22 23 24
25 26| 27 28 29 30
Today |
Figure 27
A o A A . “ A I
2. 5SaANBH[ SI Nyll@@peadyouk $crean Eseeigure28).
Folder List Inbox
Zent Mail =1 Message List =7 Compose fr:iJ Refresh K Folder Management Settings
Drafts o =
1 Trash Filter By: ITS Training 58 - Folder: Inbox -
Address Book
Search For:
i —MoveTo - 20 ~ perpage
* [ From Subject Date¥ Size

"Instruct-59 Account” ... Welcome to History 1405 Nov 13, 2012 12:48 PM 0.2 KB

No message selected

Figure 28

17



Reading Your Email Messages
The following explains how to check your email messages.

1. If you are enrolled in multiple classes, you can useritier Byoption as showrin Figure29to
select the class of your choice.

Folder List Inbox
Inbosx (2) _
i =l Message List “_s Compose [ :] Refresh Folder Management Settings
Sent Mail |~_‘_| g = P i kﬂ g g
Drafts
Ty Trash Filter By: ITS Training 59 -
Address Book
Search For:
[ m’ -- Move To -- -
'-? [m From Subject
= “Instruct-59 Account” ... Museum Essay Information
= “Instruct-59 Account” ... Welcome to History 1405

Figure 29

2. IntheFolder Lisarea, you will see the folder for tHabox(seeFigure30). If a number appears next
to the Inboxfolder, this number indicatethe number of unopened emails that you have received.

For example, ifrigure30, you see the numédr 2 next to Inboxindicating that there are two
unopened emails.

Folder List Inbox
i i
5 7 =l Message List “. Compose ] Refresh Folder Management ‘ Settings
i ent Mail |~_‘_| =) ] J_,_E ¢E
Drafts
Iy Trash Filter By: ITS Training 59 -

Address Book

Search For:
[ m’ -- Move To -- -
L] I From Subject
= “Instruct-59 Account” ... Museum Essay Information
= “Instruct-59 Account” ... Welcome to History 1405

Figure 30
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3. To open the email so that you can read the contents, clickSiligecof the email as showrin
Figure31.

Inbox
E Messag
Filter By: 1TS
Search For:
O o
]

o
o

e List “—= Compose =3 Refresh Folder Management ‘ Settings
=3 () =l @

Training 55 - Folder: Inbox -

Search | Show Search Options

-- Move To -- =

[m From Subject
"Instruct-59 Account” ... Museum Essay Information
“Instruct-59 Account™ ... Welcome to History 1405

20 ~ perpage

Date v Size
Now 13, 2012 12:59 PM 0.1 KB
Now 13, 2012 12:48 PM 0.2 KB

Figure 31

4. The message will appear on your screen (Sigare32).

Folder List
Sent Mail
Drafts

T Trash

Address Book

Inbox

=| MessageList -5 Compose ~il Refresh Folder Management ‘ Settings
B =8 (= =] o

Filter By: ITS Training 59 - Folder: Inbox -
Search For: Search | Show Search Options
O iy - MoveTo-- - 20 ~ per page
rom ubje ate ¥ ize
? F Subject Dats Si
B “Instruct-59 Account” ... Museum Essay Information Nov 13, 2012 12:59 PM 0.1 KB
B "Instruct-59 Account” ... :Welcome to History 1405 Nov 13,2012 12:48 PM 0.2 KB

7l

Message Preview

Move To: (Nome)

Course Offering: ITS Training 58
ITS Training 53

From: "Instruct-5§ Account’ <instruct-S9@kennesaw2.view.usg.edu=
To: "Instruct-58 Account” <instruct-58@kennesaw2.view.usg.edu>
Subject: Welcome to History 1405
Message
Welcome to History 1405, Please be sure to read the syllabus located in the Content area of Desire2Learn.

Please don't hesitate to contact me if you have any question about this semester.

Regards,
Professor Smith

Reply f“@ Reply All & Forward Tj'u Move to Trash [ Mark Unread (5 View Printable @ Change Course Offering Association

Flag:

None -

Received: Nov 13, 2012 12:48 PM

Figure 32
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Sending an Email
The following explains how to send an email to your instructor or another person in your class.

1. Click theComposdutton (seeFigure33).

2 | "8 Logged in as instruct-56 | B Logout

& MyHome | B Email | ®8 D2L Help

A&N ITS Training 59 =
Stak‘UN[VERSITY .

® Course Home | Content | @® Dis s | & Dropbox | Quizzes
Folder List Inbox
)
Sent Mail =|_ Message List fr-e_’l Refresh EFuldEr Management 5ettings
=7 =
Drafts

i) T";j*‘ . Filter By: TS Training 59 - Folder: ' Inbox hd
Address Boo

Search For:
il | - Move To - 20 ~ per page
? Llﬂ From Subject Dater Size
"Instruct-59 Account” ... Museum Essay Information Nowv 13, 2012 12:59 PM 0.1 KB
"Instruct-59 Account” ... =‘\'.E|CCH1E to History 1405 Nov 13, 2012 12:48 PM 0.2 KB :

2. TheCompose New Messagéndow will appear on your screen. $end the email togyour instructor
or other people in your class, click t#aldress Boolnk as showrin Figure34.

Compose New Message
|-E Address Book

To:
Ce:
Bee:

Subject:

Pricrity: MNormal -

Message: | pasic || advanced

Y BIUEEZISE|SE|Bwil
|
Figure 34

20



3. TheAddress Boowindow will appear on your screen (segure35). You will see the names of the
peoplein your class in the area shownFigure35.

Address Book

4}"_ Add Contact

rs

New Message.

Recipients:
To:
Ce:

Bece:
Filter By: | ITS Training 59
Search For:

To Cc Becc

Folder: Address Book -

Search | Show Sea

rch Cptions

-

Select one or more recipients then click on the To, Cc, or Bee links to add them to the Recipients area
abowve. Once you select all your recipients, click the Add Recipients button to add these recipients to your

m

20 ~ perpage

First Name &+ Last Name Email Address Role Type

David Kirlland dkirklan@kennesaw?2.view.usg.edu Instructor  Internal Email
Emily Hassman shassman@kennesaw2.view.usg.edu Instructor  Internal Email
Instruct-1 Account instruct-1@kennesaw2.view.usg.edu Student Internal Email
Instruct-58 Account instruct-58@kennesaw2.view.usg.edu Student Internal Email
Instruct-59 Account instruct-39@kennesaw2.view.usg.edu Instructor  Internal Email
Michael Pourreau mpourrea@kennesaw.view.usg.edu Instructor  Internal Email
Roderick Carden rcarden@kennesaw2.view.usg.edu Instructor  Internal Email
Weronica Trammell vtrammel@kennesaw2.view.usg.edu Instructor  Internal Email

To Cc

Figure 35

20 « perpage T |

4. If you are enrolled in multiple classes, you can useHitier Byoption as showrin Figure36 to
select the class of your choice.

Address Book

d}-_“ Add Contact
2

E

New Message.

Recipients:
To:
Ce:

Bee:

Filter By: | ITS Training 59

Folder: Address Book

Select one or more recipients then click on the To, Cc, or Bee links to add them to the Recipients area
above. Once you select all your recipients, click the Add Recipients button to add these recipients to your

-

Search For: Search | Show Search Options 3
To Cc Bce 20 ~ perpage
First Name 4 Last Name Email Address Role Type
David Kirkland dkirklan@kennesaw2.view.usg.edu Instructor Internal Email
Emily Hassman ehassman@kennesaw2.view.usg.edu Instructor Internal Email
Instruct-1 Account instruct-1@kennesaw2.view.usg.edu Student Internal Email

Figure 36
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5. Next, click to select the name(s) that you want to send a message to in your em&igse87).

First Name & Last Name Email Address Role Type

(DDavid Kirkland dkirklan@kennesaw2.view.usg.edu Instructor  Internal Email
Emily Hassman ehazzman@kennezaw2.view.usg.edu Instructor  Internal Email
Instruct-1 Account instruct-1@kennesaw2.view.usg.edu Student Internal Email
Instruct-58 Account instruct-58@kennesaw2.view.usg.edu Student Internal Email
Instruct-59 Account instruct-59@kennesaw2.view.usg.edu Instructor  Internal Email
Michael Pourreau mpourrea@kenneszaw.view.usg.edu Instructor  Internal Email
Roderick Carden rcarden@kennesaw. view.usg.edu Instructor  Internal Email
Yeronica Trammell vtrammel@kennezaw?2.view.usg.edu Instructor  Internal Email
To Cc Becc 20 - per page

Figure 37

6. Then, clik one of the followingas showrnn Figure38:

To ¢ Select this option if the recipient is directly affected by this email.

Cc ¢ Select this option if the recipient should know about the email, but is not directly involved.

Bceg Select this optiorffi 1 KS NBOALIASY (i akKz2dzZ R {y2¢ Fo2dzi (GKS
I NB I dy R NI nedd B knd\@ that he or she receiv@dopy of the email.

-
7| Add Contact
o |
Select one or more recipients then click on the To, Cc, or Bee links to add them to the Recipients area
above. Once you select all your recipients, click the Add Recipients button to add these recipients to your
New Message.
Recipients:
Ta:
Cc:
Bce:
Filter By: ITS Training 59 v Folder: Address Book
Search For: Search | Show Search Options E
To Cc Beo 20 - PErpage
First Name & Last Name Email Address Role Type
V| David Kirkland dkirklan@kennesaw2.view.usg.edu Instructor Internal Email
Emily Hassman chassman@kennesaw2.view.usg.edu Instructor  Internal Email
Instruct-1 Account instruct-1@kennesaw2.view.usg.edu Student Internal Email

Figure 38
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7. After you have added all of the recipients, click fad Recipientbutton (seeFigure39).

-
Select one or more recipients then click on the To, Cc, or Bec links to add them to the Recipients area above. Once you select
all your recipients, click the Add Recipients button to add these recipients to your New Message.
Recipients:
To: "David Kirkland" <dkirklan@kennesaw2.view.usg.edu=
Ce
Bee:
Filter By ITS Training 58 - Folder: Address Book « =l
|
Search For: Search | Show Search Options
To Cc Bec 20 w Pper page
First Name & Last Name Email Address Role Type
David Kirkland dkirklan@kennesaw2.view.usg.edu Instructor Internal Email
Emily Hassman ehassman@kennesaw2.view.usg.edu Instructor Internal Email
Erica Roberson eroberd3@kennesaw2.view.usg.edu Instructor Internal Email
Instruct-58 Account instruct-58@kennesaw2.view.usg.edu Instructor Internal Email
Instruct-59 Account instruct-59@kennesaw2.view.usg.edu Student Internal Email
Instruct-60 Account instruct-60@kennesaw2.view.usg.edu Student Internal Email

Add Recipients I’

Figure 39

8. Next, enter éSubjectand yourMessage as showrin Figure40.

Compose New Message

D Address Book

To: "David Kirkland" <dkirklan@kennesaw2.view.usg.edu=
(eH

Bce:

Subject: Question about essay

Priority: Normal -

Message: | pagic || Advanced

| B [ U|

Hi Professor Kirkland:

il
I_*‘
g
8=

How many references do I need to include for the essay about photograhy?

I'Fhanl-c vou,
John

Figure 40



9. Click theSendbutton (seeFigure41) when you are done.

Compose New Message

E Address Book

Te: "David Kirkland" <dkirklan@kennesaw2.view.usg.edu=
Cc:
Bee:

Subject: Question about essay

Priority: Mormal =
Message: [ pasic || Advanced
¥ Bl UE=ZZ=|==H=il
Hi Professer Kirkland:
How many references de I need to include for the essay about photograhy?

[rhank you,
Jehn

Attachments

1. ‘ Erowse_ |

Add Another File |

[ Save os off ] cend
Figure 41

10. TheSend Resultsindow will appear on your screen. Click @msebutton.

#1 1 OAT O
TheContenttool is whee you will find course materials that can include the followmdtabus, lecture
slides, assignments, efthe following explains how to use t®ntentarea

Accessing and Viewing the Content
The following explains how to access tbententarea

1. Fromthe GourseHomePage clickContent(seeFigure4?2).

O

Figure 42
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