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This step-by-step guide will demonstrate how to use the News tool in Desire2Learn
(D2L).

How to Use News

Create a News Item

1. Select Course Home.
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2. Select the New News Item <" icon.
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News Item Actions

3. Enter a Headline.
4. Enter Content using the HTML Editor.
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Note: Refer to the D2L HTML Editor User Guide for detailed information regarding the

HTML Editor.

5. Optional: Select a Start Date and Time.
a. Optional: Select Show Start Date Beside Headline.

6. Optional: Select Remove news Item based on end date.
a. Selectan End Date and Time.

Availability

Show Start Date: @ Always show start date

Start Date: 12/19/2011 E] [ 9 ﬂ 46 31 AM a ‘E)Wﬁ

United States - Naw Yoik

End Date: [JRemove news item hacad an end date

12/20/2011 12 {31 00 |5 AM-+% NOW|

linited States - Moy York

If unchecked, the start date will be visible only in the News tool to users with permission to edit news.

7. Optional: Select Add a File.

Attachments

‘Add a File “ Record Audio‘

a. Select a file from one of the following locations:
i. My Computer.
ii. Course Offering Files.
iii. My LocKker.
iv. Group Locker.
b. Select Upload.

‘ ile - OURSE - Quality Matters in Online Course Design (Cohort 8) -

gpringboard! - The UniNersity of Akron

@ My Computer Select the file(s) to upload from your computer:

=
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1. (_Choose File ) no file selected

[= Course Offering Files
Add
{13 My Locker

‘ % Group Locker

‘ Cancel

Upload files from your computer.
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8. Optional: Attach Existing or Create and Attach additional release conditions, or
Remove All Conditions.

Additional Release Conditions

|Attach ExistingjLCreate and AttachJ Remove All Conditions [ff

There are no conditions attached to this item.

9. Select Save as Draft or Publish.

‘ Cancel

E 3 v
Save as DraftJ| PubllshJ

Reorder News Items

9. Select Course Home.
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10. Select the Reorder News Items ! icon.

=2 < (I 8 @
News Item

Actions

11. Select the new order using the Sort Order dropdown menus.
Reorder

News ?e% 'Iutz‘:; ﬁjl Reorder
Grouping/N It Start Date End Date Sor* Order
How widespread is QM? Nov 1, 2011 10:38 AM - (1 e
First time using Springboard? Oct 27, 2011 1:10 PM - (2 &
Quality Matters Sep 16, 2011 5:21 PM - B
Save )
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12. Select Save.

Delete a News Item

13. Select Course Home.
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14. Select the Delete ™ icon in the upper right corner of the item to be deleted.

News
< 1
News Item Actions
Welcome 1! A |
Welcome to the Class.l!
New Course Material uploaded for Chapter 1 & {ﬁ]

Posted Dec 2, 2010 ’

15. Select Yes to confirm.

Delete multiple

@ Are you sure you wish to delete the news item?

Yes @

News items at one time

16. Select Editicon ¢ on an existing News Item.

News Item

How widespread is QM?
Posted Nov 1, 2011 10:38 AM

Actions

&S m X
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17.Select the News icon .

| Edit Item

\New; o e

e ——

18. Mark the News Items you would like to delete.

19. Select the Delete icon.

News

News % K?:‘ ]_‘rjl Reorder G RSS @ Notifications

Search For: Search | Show Search Options

g If_?l [ 20 | 4] per page
Title Start Date End Date Status Actions

() How widespread is QM? Nov 1, 2011 10:38 AM - Published & m X

Here is a link to a newscast featuring a former member of Design and Development Services who used to teach this course.
He is now an instructional designer for Coastal Carolina University, near Myrtle Beach, SC. This interview describes what QM
is all about and how they are using the program there to improve the quality of their online courses.

() First time using Springboard? Oct 27, 2011 1:10 PM - Published & m X

If you're new to Springboard or could use a little refresher training, watch these video tutorials to familiarize yourself with
some of the basic functions!

20. Select Yes to confirm.

This will delete the selected news items. Are you
sure you wish to continue?
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