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CLASSLIST: Using the Classlist features

The Classlist provides you and your students with a list of course participants, including
instructors, students, staff, mentors and visitors. The Classlist is automatically updated from
BSU’s Integrated Student Records System (ISRS) one business night after official registration.

The Classlist includes various tools which provide information and allow interaction among
class members. For example, instructors and students can easily email and/or page each other.
In addition, instructors can view student group enrollments and check student progress in the
course.

Communication

Course participants can contact each other directly from the Classlist. For example, you can go
to the Classlist, see who is currently online and send those users an email or page.

To email a user:
1. Select a user by clicking in the box to the left of the user’s name.
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2. Click the il Email selected users in a new window icon.
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3. The main email screen will open with the user's email address already in the 'To' field.
4. Compose your message, and then click Send.

Note: To send a mass mailing to course participants, select the = Email everyone on this tab
link.

To page a user:

1. Select a user by clicking in the box to the left of the user’s name.
2. Click the .*. Page selected users in a new window icon.
3. Compose your message, and then click Send.

To print a list of users:

1. To print a list of all users (listed on a particular tab), click the = Print Tab icon and then the
Print button.
2. To print the names of selected users, click on the box to the left of the users’ names. Then click

the E‘;'] Print icon and after that, the Print button.

Progress Reports

The Classlist allows you to keep track of student progress in each tool area. For example, you
can see which Content topics a student has accessed, how many discussion items the student
has authored and/or read in each topic, etc.

To view student progress:

1. Click the € View Progress for Student Name icon to the right of a student’s name.

From the dropdown, select the tool you wish to view (i.e. Discussions, Content).

3. Scroll down (past Login Summary and Details) to the tool-specific student progress
information.

N

NOTE: You can use the Login Summary and Details information to determine when (how often) a
student has logged into D2L. This information is for logins to the D2L system and not for the selected
course.
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