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Part 1: Logging on to Desire2Learn (D2L)

Step 1: Create Your Password
You will need your Benedictine ID number to login to D2L

e Go to www.ben.edu and click on Current Students at the top of the page.

e Then, under Student Current Student Resources

Logl n , Cl | C k on St u d e nt Account Login Library  Directory  StudentLlife  BenULive

Password Reset.
Most Popular Resources Student Login

¢ Library Desire2Learn

FI ” out the req UIrEd fIEIdS BenULive (Course Schedules) Online Student Access to Engage
Course Catalogs Office 365 Email Login
to create your password. e Hawinlien 0fica 265 (200)
¢ Academic Calendars Student Password Reset
Student Life MYBENU (if off-campus. Togon to BenUConnect first)
Financial Aid ¢ BenUConnect
* Scholarships How to Use BenUConnect
¢ Syllabi and Pre-Class Assignments
Commencement Information
Dining Services
* Athletics
¢ Student Accounts
Class Registration

Step 2: Log on to D2L

e Go to www.ben.desire2learn.com.

e You can also access D2L by going to www.ben.edu and clicking on Current
Students at the top of the page. A link to Desire2Learn is under Student
Login.

& C (Y | @& Secure | https//ben.desire2learn.com

‘L, Benedictine
Once you are on the D2L “IF University:

o Welcome
Use rna me (the Ietter b Username: D2L has been configured to use your Benedictine Network ID and

[alakin Password. Your Benedictine Network ID and Password are what
you use for Benedictine email and MyBenU. If you cannot log in
Password: please use the appropriate Forgot Password? link located below

p I U S yO U r 7'd igit the Login button or call the Service Desk at 630-829-6684

Please note your . :
password is case Please click here for a System Check before vou log in.

Benedictine ID number) s

login page, enter your

and your new password. Rl pa

Eaculty/Staff -
Forgot Password?



http://www.ben.edu/
http://www.ben.desire2learn.com/
http://www.ben.edu/
http:www.ben.edu
http:www.ben.desire2learn.com
http:www.ben.edu

After you log on, you will arrive on your home page which has a D2L News

section, a list of your courses (My Courses), a Calendar of D2L due dates, and

Student How to Videos.

L, Benedictine ] -
U University ePorttio | Wiggo | Help +
Student How to

There is no news to display

My Courses

Role

Learner

0725 - Spring 2017

Business Statistics | - NMCAL_MGT150_BF_orig

CSA Training - BUP_CSAT_esite

Music Appreciation; Medieval to Contemporary - NMCAL_MUSI104_0OL_orig

Survey of Psychology - NMCAL_PSYC100_OL_orig

Calendar | ¢

To access a course, find the course under the appropriate term, like Fall 2017, and
click on the link.




Part 3: D2L Course Homepages

After you click on a course, you will arrive on that course’s home page. Below are

three sample course homepages:

A My Home

u
e

> Survey of Psychology ~

Benedictine
University*

Survey of Psychology (NMCAL_PSYC100_OL_orig) ~

Welcome and Overview

Welcome to
There is no news to display.

Add your photo here

Add your welcome here

Calendar | ¥
Tuesday, January 24, 2017

Upcoming events
There are no events to display.

STUDENT HOW TO VIDEQOS

Watch these short videos to learn the basics of using your learning environment. (Videos open in né

Navigation

Course Ci
D2L course home pages may be
Discussio
oo | slightly different from one
== | gnother, but they all have the
Classlist
User Prog

same home bar at the top with

The Page

Help dropdown menus . . .

... and widgets like Content

adieval to Contemporary (NMCAL_MUSI104_OL_orig) ~

Faculty Contact Inior...

(Insert photo)
Faculty Name:
Phone Number:

Email:

Calendar | ¥

Tuesday, January 24, 2017

Upcoming events

There are no events to display

Browser, News, and a Calendar.

There is no news to display

T & ™  [¥amylakinv &

Communication ~ Evaluation ~ Help ~

; Content Browser |

W Bookmarks 7] Recently Visited

1 Week 1
= Week 2

| Week 3
i

A My Home Business Statistics | v &% |8 amylakinv &

Business Statistics | (NMCAL_MGT150_BF_orig) » Communication ~ Evaluation ¥ Help ~

Content Browser | ¥

Welcome to M Bookmarks 7 Recently Visited

Add your photo here ' \Week 1
Add your welcome here Y 5 5

Qriline Tutoring in Statistics Week 2
Online tutors are available to assist you in
Statistics.

Week 3

. 5 Week 4
To access the Smarthinking online tutors, log

on to the Student Lounge page via the D2L home
page

Click on the Smarthinking link under "Quick Links"
in the upper left-hand corner.

Week §

Week 6

Weal 7

T HOW TO VIDEOS

ort videos to leam the basics of using your learning environment. (Videos open in new window

Communication, Evaluation, and

v | & | % Amy Lakin v &}

Communication ~ Evaluation ~

Help ~

v |= Content Browser | ¥
R Bookmarks & | Recently Visited

 Week #1 - Middle Ages and the »
Renaissance

- Week #2 - Barogue Music
Week #3 - Classical Music
Week #4 - Romantic Music
Week #5 - 20th Century Music »

' APA Resources




Part 4: Basic Navigation of the Content Browser

Course material is structured into learning "modules.” Most course modules are
arranged by week and include directions and links to reading assignments,
assignments, discussion boards, Dropbox assignments and so on. Often each week
will focus on a particular concept or learning objective.

When you login to your online course, all of the modules will be listed in the Content
Browser. Since most of what you will need to access is in the Content Browser, you will
probably use it more than any other part of the online course

After you click on Content Browser on the home page, you will see a list of all the modules in
a Table of Contents on the left-hand side.

From the Table

of Contents, click
on the module you
want to access.

The contents of
that module will

be displayed in the
middle of the
screen. Click on the
specific assignment
activity, or file you
need to access.

# My Home

A, Benedictine
1 Uni erSItY'

W Booknfarks

% Coursg Schedule
A2

= Table of Contents

Module 1: Introduction to
Online and Accelerated
Learning

Module 2: Technology
Requirements, Online
Course Structure, and
Instructor Expectations

Module 3: Typical
Assignments

Module 4: Grades and
Reading Instructor's
Feedback

Module 5: Student
Resources

Module 6: Course Wrap
Up

) SGAPE Online and Ac...

4

9

D & | % E Amy Lakin as Student ~ [ie3

SGAPE Online and Accelerated Learning Readiness Course (SGAPE_OALRC_eSite) ~ Communication ~

Evaluation ~ Help ~

Module 3: Typical Assignments ~

= Print

€ Download | [ Send to Binder

100 % 8 of 8 topics complete

é: Video: How to Navigate the Content Browser ¥

. This is the same video available in Module 1.

NOTE: the video refers to "Brightspace." Brightspace is the software used by D2L.

Online Discussions ¥

={| Video: Posting to a Discussion ~
=

View the video to see more specifics on online discussions. NOTE: the video refers to
"Brightspace." Brightspace is the software used by D2L.

After viewing the video, complete the practice exercise below.

@ Online Discussion Practice v

Refer to the Online Learning Readiness Manual for more specific information on participating
in an online discussion

Practice posting to the discussion board by
1. Clicking on Start a New Thread,

For example, if you click on Module 3: Typical Online Assignments, all of the files
will appear in the middle of the screen. NOTE: to return to the course home page,
click on the course title at the top of the page in the black bar (next to the green

arrow).




Part 5: Online Discussions

In most courses, you will participate in weekly graded online discussions.

PRACTICE EXERCISE: Online Discussions

Follow these instructions to post to the Online Discussion and to reply to another

student.

# My Home ) SGAPE Online and Ac... v D é’ [ E Amy Lakin as Student ~ ife3

AL, Benedictine
T University*

1- Click on the Online
Discussion Practice link (next
to the blue arrow).

W Bookmarks

=

Course Schedule

2 - To type your practice post,

ek on PR

You can use your name as the

i= Table of Contents

Learning

Module 2: Technology
Requirements, Online
Course Structure, and
su bJeCt t|t|e. Instructor Expectations
Module 3: Typical
Assignments

Module 4: Grades and

3 - After you type your text,
Reading Instructor's

CIiCkm s
Module 5: Student

Resources

Module 6: Course Wrap
Up

Module 1: Introduction to
Online and Accelerated

SGAPE Online and Accel. d Learning Readii Course (SGAPE_OALRC_eSite) v Communication ~

Evaluation v Help ~

Module 3: Typical Assignments ~

= Print

€ Download | (] Send to Binder

100 % 8 of 8 topics complete

m Video: How to Navigate the Content Browser

This is the same video available in Module 1.

NOTE: the video refers to "Brightspace." Brightspace is the software used by D2L.

Online Discussions
—

=i| Video: Posting to a Discussion ¥
=

View the video to see more specifics on online discussions. NOTE: the video refers to
"Brightspace." Brightspace is the software used by D2L.

After viewing the video, complete the practice exercise below.

(9 Online Discussion Practice F
Refer to the Online Learning Re¥diness Manual for more specific information on participating

in an online discussion
Practice posting to the discussion board by
1. Clicking on Start a New Thread,

4 -You will be able to see other students’ posts. Reply to another student’s post by

clicking on that student’s name, and then clicking . Type your reply and
click post




Part 6: The Dropbox

You will be assigned various writing assignments in an online course.

Writing assignments are submitted to the Dropbox for your instructors to review
and evaluate. Submitting a document to the Dropbox is similar to attaching a
document to an email.

PRACTICE EXERCISE: Submitting a document to the Dropbox

Using Microsoft Word, type a short paragraph explaining your educational
goals, and then submit it to the Practice Dropbox. When you’re ready to
submit the document, click on the Dropbox link in Module 3 that looks like
this:

D Practice Dropbox ~

Refer to the Online Learning Readiness Manual for more information on uploading a
document to the Dropbox.

A new Window Wi” A My Home > SGAPE Online and Ac... DN Q"‘ L] Y Ay Lakin as Student + B
appear AL, Benedictine

"]°|"° Ul”llVeI'Slty‘ SGAPE Online and Accelerated Learning Readiness Course (SGAPE_OALRC_eSite) = Communication

Evaluation ~ Hel

Read any

Table of Contents Medule 3: Typical Assignments Practice Dropbox

instructions and 0O Practice Dropbox -

then click Upload
(next to the yellow

Instructions

Refer to the Online Learning Readiness Manual for more information on uploading a document to the Dropbox.

arrow).

Submissions

A neW Wi ndOW Wi ” (W] Practice document docx (12.46 KB)
appear.

@ Upload | & se Existing




Choose the correct file and either double click on the document name, or
click on the document name and then click open.

Part 6: The Dropbox, continued

Once you’ve selected
the document, you
will automatically
return to D2L.

Make sure that the

correct document is attached and click Submit to Dropbox (next to the purple
arrow).

After submitting a document to the Dropbox, you can view it by clicking on the
Evaluation drop down menu at the top of the page (next to the red arrow), and
selecting Dropbox. Click on the number under Submissions (next to the blue
arrow) to view the document. You can also view your instructor’s feedback (next
to the green arrow).




#A My Home » SGAPE Online and Ac... v

L. Benedictine

T 1 SGAPE Online and Accelerated Learning Readiness Course (SGAPE_OALRC_eSite) ~ Communication
1T University* g (SCAPE_ORLRC_eStte)

Dropbox Folders

View History

Folder

Mo Category

Practice Dropbox G5

Amy Lakin as Student ~

Evaluation

20 =  perpage

Score Submissions Feedback Due Date

100/ 100 - 100 View

9,

per page




Part 8: Email and Notifications

No matter which D2L page you are on, at the top in the black bar you will see

three icons: <ML . The first is for email, the second

is for notifications, and the third is for chat.

Email: When you see a red pin on the email icon, you have an unread email
message. Click on the email icon, and then click on Go to Email, next to the
red arrow below.

| & | " ,L‘ Amy Lakin v £}

(=] Go to Pager ‘ | Go to Email

You will then be on your email Inbox page. To see all your email messages,
make sure that the Filter is set to All Messages (next to the yellow arrow). To

view all your messages, slide the center bar down (next to the purple arrow
below).
A My Home |Seleclacourse...v| DN - ,;‘ Amy Lakin v £}

0:110%0 %?fedrlsclg}e ePortfolio | Capture Central | Admin Tools ~ Wiggio | Help ~

Folder List Inbox ‘ # Settings

m Refresh Folder Management

Sent Mail
Drafts

m Trash
Address Book

Filter By: All Messages Folder: | Inbox

Search For Q  Show Search Options

ﬁ Move to Trash Mark as Read —~MoveTo-- ~ Page: 1of8 ~ » 20 w per pag

? || From Subject Date v Size

d2lsupport@ben.edu
ppor@ Dropbox submission receipt Feb2, 2017 12117 PM 0.1 KB

No message selected

You can forward D2L email messages to your own personal email account.
Click on Settings in the upper right hand corner (next to the blue arrow on the
previous page). Under Forwarding Options, check the Forward incoming
messages box and enter your email address. Notifications are alerts to let
you know when News items, grades, or content are posted. A red pin in the
notifications icon tells you something new has been posted. You can set your




notification preferences by clicking on your name in the top right hand corner
and then selecting Notifications.

Part 9: Minimum System Requirements

Supported Browsers

The following computer browsers are supported for use with D2L.

Google Chrome (latest version, preferred)
Mozilla Firefox (latest version, preferred)
Microsoft Internet Explorer 10 and 11
Microsoft Edge (not recommended)

« Apple Safari (6 thru latest, not recommended)
The following tablet and mobile devices are supported for use with D2L.

Android 4.0 or later, using the Android browser

Apple iOS 6-9.x, using the Safari browser

Microsoft Surface with Windows 8, using Internet Explorer 11

BlackBerry mobile phones with BlackBerry OS 7 or 10, using the BlackBerry
browser

Recommended Browser Settings

Ensure cookies are enabled. Do not use D2L in a private browsing or
"incognito" mode.

o Allow cookies in Google Chrome

o Allow cookies in Mozilla Firefox

Ensure JavaScript is enabled. Without it, critical parts of D2L will not
function.



https://support.google.com/chrome/answer/95647?co=GENIE.Platform%3DDesktop&amp;hl=en
https://support.mozilla.org/en-US/kb/enable-and-disable-cookies-website-preferences

« Ensure pop-ups are allowed for D2L.

o Enable pop-ups for Google Chrome

o Enable pop-ups for Mozilla Firefox

o Enable pop-ups for Internet Explorer 11

Recommended Internet Connections

High-speed internet is strongly recommended.

If using WiFi at home, ensure your signal is stable. Shakey signals can cause problems when

submitting quizzes, uploading files or viewing content.

Additional Recommended Tools

In addition to the above software, additional tools are recommended for the smooth
operation of many D2L courses.

Java - some areas of D2L and some instructor tools rely on Java.

Adobe Flash - presentations or activities offered by instructors may require
Flash.

Adobe Acrobat Reader - while most browsers can display PDF files, having
Adobe Acrobat Reader



https://support.google.com/chrome/answer/95472?co=GENIE.Platform%3DDesktop&amp;hl=en
https://support.mozilla.org/en-US/kb/pop-blocker-settings-exceptions-troubleshooting
https://support.microsoft.com/en-us/help/17479/windows-internet-explorer-11-change-security-privacy-settings
https://java.com/
https://get.adobe.com/flashplayer/
https://get.adobe.com/reader/



