
 
Using Desire2Learn (D2L) for the First Time 

 
Online courses at Saint Paul College require access to Desire2Learn (D2L), a learning management system 
designed for providing course information online. 
 
By utilizing the latest technology, the College delivers courses at places and times that are convenient to the 
student. Courses delivered via the Internet using the Desire2Learn learning management system allow 
students and faculty to communicate regardless of the distance between them. 
 
Using Desire2Learn (D2L) will allow you to have access to your online course from anywhere and anytime 
via the Internet. 
 
This handout will show you how to: 

• access D2L 
• log in 
• access a course 
• access course related materials using 

 News 
 Content 
 Discussions 
 Dropbox 
 Quizzes 
 Grades 
 Classlist 

   



1. GETTING STARTED: LOGGING IN 
You will need a valid e-mail address (i.e. Saint Paul College Student Email Account). 
You will need to have access to the Internet from a Windows PC or a Macintosh. 
 
• Open an Internet browser (i.e. IE 8, Mozilla Firefox 7) 
• Type www.saintpaul.edu in the browser address box to take you to the College’s home Web page 
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The D2L link is located  
in the footer at the  
bottom of the Web page. 
 
 

• Click D2L  
 
 

NOTE: If you are unable to access Desire2Learn (D2L) from Saint Paul College home page, type https://saintpaul.ims.mnscu.edu 
in the white address box of your browser.  

http://www.saintpaul.edu/
https://saintpaul.ims.mnscu.edu/


 
For courses for which you are registered: 
Your Username is your 8 digit Student ID including any leading 0s (i.e. 00012345) 
Your Password is your Date of Birth – (yymmdd) (i.e. January 1, 1973 is 730101) 
 
Note: You will be prompted to change your password to a minimum of 8 characters. Passwords are case sensitive and can be any 
combination of letters and numbers. 
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• Username:  
Type 8 digit Student ID 
 

• Password: 
Type Date of Birth 
 

• Click Login 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   



 
• You should now be at your My Home page 
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• You will see Welcome, first name last name  
in the left navigation pane window 

 
 
 
 
 
 
 
 
 
 
 
  



 
In the center of your My Home page is My Saint Paul College Courses  
• To access a course using D2L that you are registered for, click on the course name link (i.e. Desire2Learn (D2L) Student 

Orientation) 
 
 
 
 
 

 
 
 
 
 
 

• You should now be at your Course Home page 
• When entering a course for the first time, you will see a News section in the middle of the screen 
 
The News tool is a place for your instructor to put any updates, changes and news about your course. Make sure to check the 
News section on a regular basis. 
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2. COURSE CONTENT 
The Content area is one of the most frequently used tools of your course. Content is where you will find your syllabus, course 
outline, lecture notes, assignments, resources and other important course related information. 

• Click Content on the second navigation bar 

 
 
 
To open a topic inside of Content, simply click on a topic name link (i.e. Course Outline / Syllabus (Word)). These may consist of 
Word documents, Excel spreadsheets, PowerPoint slides, videos, audio files, PDFs, Web sites etc. 
 
Your course syllabus will contain very important information for your success. Check for it on your first day of class and if 
you do not see it, contact your instructor immediately. If you have any questions regarding course content, you need to 
contact your instructor for further explanation. 
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• Click a link in the Content area to open a topic 
 

 
 
 
 
 
 
 
 
 
 
  



 
3. DISCUSSIONS 

The Discussion board enables you to communicate from anywhere, any place and at any time. It is a powerful tool to share ideas, 
information and opinions. 
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• Click Discussions on the second navigation bar 

 
 
 
 
 

• Read the directions on how to respond and reply  
• Click a discussion topic (i.e. Sample Discussion 1) 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



 
• When you open a Discussion topic, read what your instructor has instructed and when ready to respond, click Compose 

 
 

 
 
 
 
 
 
 
 

• Type your subject in subject white Box (i.e. Sample Discussion 1) 
• After reading the instructions, type your response in the HTML editor. In the example below 

“Hello World” was typed in the HTML editor 
• Click Post located in lower right corner when finished 
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• To reply to a response previously posted by another student you can click a discussion topic link not authored by you  
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• Click Reply 

 

 

 
 
 
 
 
 
 
 
 
 
 
  



 
• Type your response right above <<<Replied to message below>>> 

 
In the example below “Hello World Again” was typed. 

 

 

 

 

 

 

 

• When you are finished typing your response click Post  

 
4. DROPBOX 

The Dropbox tool is used primarily to submit assignments. You will see a folder list outlining the folders available, submission and 
feedback information. This is an area your instructor retrieves your submitted files, grades it and possibly gives you feedback which is 
viewable in the Dropbox and/or Grades area. 
 
Many of you will be given assignments which you will type up in a Word document saving it to your flash drive, desktop etc. 
Once you have saved your document, you are ready to submit it to its appropriate Dropbox folder. 
 
Note: If you do not have Microsoft Word, save your document as a text (.txt) or a (.rtf) Rich Text Format file. You can also use 
the Save as type: dropdown box and then select Word document or (.doc).  
 
When naming your word document, please follow the same naming convention you would in naming any other file. That is, do 
not use any special characters and avoid using spaces in the file name: 
 

( i . e . ` - = [ ] \ ; ' , . / ~ ! @ # $ % ^ & * ( ) _ + { } | : " < > ? )  
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• Click Dropbox on the second navigation bar to submit an assignment 

 
 
 
 
 

Notice in the left navigation pane, a set of instructions (how-tos). These step by step instructions are placed within most of the tools 
you will be using. 
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• Click a Dropbox folder link to open it up (i.e. Hello World Assignment) 
• Click Add a File 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



 
• Browse for your saved assignment file (i.e. Hello World) 
• Click Upload 

 
 
 
 
 
 
 
 
 
 
 

 
• Click Submit 
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5. QUIZZES 
The Quizzes tool is primarily used to complete quizzes, midterms and exams online. 
 

• Click Quizzes on the second navigation bar 
 
 
 
 
 
 
 

 
• To take a quiz, click a quiz link to enter the quiz 

In the example below, “Sample Quiz 1” is being entered. 
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Please note, instructors can set quizzes up in a variety of ways. It is very important to read the “Quiz Details and 
Instructions” prior to starting your quiz. 

  



 
• Click Start Quiz to begin quiz 
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• Click OK 
  



 
• Select correct answer by clicking on radio button to left of correct answer choice 
• Click Save 
• Click Go To Submit Quiz 

 
 
 
 
 
 
 
 
 
 
 
 
 

• Click Submit Quiz 
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• Click Yes 

 
 

 
 
 
 
  



 
 
The screen print below shows the Attempt Score and Overall Grade. 
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6. GRADES 

The Grades tool will enable you to view grades and feedback that have been released to you from your instructor. 
 

• Click Grades on the second navigation bar 
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7. CLASSLIST 
In the Classlist, you can locate other students or your instructor and send them an email. An active green icon will display to the right of 
an individual’s name indicating if they are online. If you do not see this icon, no one is online.  

• Click Classlist on the second navigation bar 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
• Click Logout on the top navigation bar to log out of Desire2Learn (D2L) 
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NOTE: If you are unable to access Desire2Learn (D2L) from Saint Paul College home page, type https://saintpaul.ims.mnscu.edu in 
the white address box of your browser. 
 
If you are having any difficulties using D2L, do not hesitate to contact the D2L Helpdesk. Allow 1 business day to get back to you. Any 
questions regarding understanding your course materials, you need to contact your Instructor.  

 
 

D2LHelp@saintpaul.edu 
 
 

 
Additional video tutorials can be found at http://www.saintpaul.edu > Online Learning 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

For technical support questions: D2LHelp@saintpaul.edu 
Dan Thompson at 651.846.1779 or Marti Docken at 651.846.1339 
dan.thompson@saintpaul.edu   marti.docken@saintpaul.edu 

 
This document is available in alternative formats to individuals with disabilities by contacting Caidin 
Riley, Coordinator of Disability Services at 651.846.1547 or caidin.riley@saintpaul.edu. For TTY 
Communication, contact the Minnesota Relay Service at 7-1-1 or 1.800.627.3529. 
 
Saint Paul College is an Equal Opportunity employer and educator and a member of the Minnesota State 
Colleges and Universities system. 
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