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Step 1: Class List Search

In this tutorial, we will learn how to utilize Classlist tab in D2L. As an instructor in D2L, it is

important to keep information concerning your students organized. A practical way to do

this is to utilize the class list tool.

1A. From the course home page, click on
the Classlist tab at the top of the page.

1B. On this page, you will see a list of all
Image Last Name &, First Name .
the students enrolled in your courses.

1C. The list is usually organized into tabs

Al separating the users into categories such as

[nstructor || Uney Tohg Asst

St !"z it

students, instructors and teaching assistants.

1D. From the Classlist tool you can view user profiles, blogs, group enrollments,
and progress by clicking on the appropriate icons located to the right of the user.

All | Student | Instructor | /g A helpful tool in finding certain users is the View by
Field. You may search for users by either “user” or by
“group.” This will change the users displayed in the list.
You may also narrow down the list by typing in a certain

Search For

Vew ¢ user’s name in the search field.




F. Next to this field is a link called

View By: User =] Apply . Lo
' Show search options. By clicking on

Search for: | I Search | =how Search Uphons this, you may restrict the search to

certain areas including...

Search For: mitch kraft Search | Hide Search Ootione

Search In: I U First Name || Last Name | 1G. First/last name,
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Role: |\ Central Admin @ the user’s role, and

Flagged:
Onbne Status: | 1I . the online status.
T =
Locked: Jsers account is locked

Step 2: Selected User Icons.

2A. Suppose you wish to email or print a list of selected users.
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" I D2L will allow you to do so. Under the search field you will

notice a few icons. We will refer to these as the “selected user’s

These icons allow you to print lists of particular users, email them, change

their role, unenrole them, and even page them in a different window.
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2B. First, you need to select which users you wish to edit the settings for. Click
in the box on the left hand side of the students in order to select them.

| Select Kyler Huber

A e 2C. Now select to either email, print the lists, unenrole,
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change role, or view in a different window.




To: kbbuber

Boc

Subgect

Pronty -.;.me
Message: | pasic  Advanced

BIlIU|EEa
| on their name. A window will appear where you

D. You may also email students by simply clicking

may type an email in the text editor; including

attachments if you desire.
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Step 3: Adding Participants

A. At the top of the page next to Class list is
;[j Clusshat the Add Participants button. This is where you

can enroll other users into your course.

Select one of the followng tasks:

Qdick Add an existing User.

Search for 8 user already enrolled in the on

Import users from a file on your computer

Enroll existing users in your course by impa



Enroliment Options

3C. This brings you to a page where you will search for the

Set all roles to: -~ Select 2 Role -- E: Set all roles . .
) users and select what role they will be playing.
Serd: Enroliment email
Add Existing Participant [}
Search For: Search | Hide Search
Search In: 7| First Name 7| Last Name
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Add Existing Participant

Search For: kyler huber Searchi Hide Search Optus
Search In: V! First Name J|Last Name
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You must perform  search. 3D. If you have the need to add

e someone to your course, click

“Enroll Selected Users.”

EI!Q Classhist <1 Add Participants @e next button over is “Report” tab.
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Summary

Role Name a Enroliments Withdrawals

CSEL Tchg Asst 0 0

E-Mertor (v} o

Gust Observer 0 0 3F. This page shows a summary of the
S P - ~ number of enrollments and withdraws
K-12 Stsdent (i} 1]

Tech Fellon 0 0 that your course undergoes.
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Total 1 0

20 (=] per page

3G. Click on the Classlist button. The last item we
SO E will discuss under Classlist is the actions.
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As tions

{,;h. @nder actions, the first action is progress.

Name

Role:

Qrg Defined ID
Emanl;

Lnk to Course

Checklist Summary

3I. This shows the details of the user and

Ttems Result
= Items Completed the items that he/she has completed, not
= Items Not Comoleted completed or have that are overdue.

# [tems Overdue

Total = Items c

Chedklist Details

Actions

' m@e next action is group enrollments.
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3K. A window appears that will display any and

all groups that the user is involved in.
Thes perticpent is not enroled in any groups

Actions

¢ oa {Lasﬂy, there’s the blog action.
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Entry List 3M. This will bring you to a page where you can create
Entry List 770 Add Entry preview Blog / and view entries about certain users. This is helpful in
keeping notes on users and also helps other users to view

A% Sxtotus || hesixivion || Sxtvbe ivin information that may pertain to group projects.

In this tutorial, we learned how to edit class lists in D2L.




