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Basics: News

The News tool allows you to post messages to your students on the Course Home page.
When students login to your class, the first thing they see is the News area. Therefore, it is
recommended that your first News item includes instructions on how to proceed in the

course.

Examples of possible News items:

Faculty introductions

Revisions/updates to the syllabus

Changes in due dates for assignments
Community notices that pertain to the course
Weather or iliness related announcements
Notes to summarize the week or lesson

News Item Example

Mews Item Actions
Course Introduction & El

Welcome to ED 6120 Critical Issues In Education!

Course Description: Analyzes issues confronting American education. Specific and detailed study is given to
selected issues by individual members of the class.

Flease click on Content in the tool bar above to find links to your course syllabus, course expectations,
assignments and other course components.

In this tutorial, you will:

Create a News Item
Edit a News Item
Delete a News ltem
Reorder News Items

Create a News Item

Click on the “* New News Item button. You will be taken to the New Item window.
Type in an appropriate Headline, for example, “Course Introduction.”

Type in your message Content in the HTML Editor box. If you want more formatting options, click
on the Advanced tab.

Availability

e |f you want to have the News item visible immediately with no end date, skip the Availability
section.

o If you want the News item to be dated, check the box for Show Start Date.

e If you want the item to be seen on a future date, select a start date using the drop down
menus for Start Date. [See image below.]
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o If you want the item to be hidden on a specific date, select an end date using the drop-down
menus for End Date. [See image below.]

Availability
Show Start Date: [ Show Start Date Beside Headline

Start Date: | November » |13 |» | 2008 | [&E
| Now
9 %|10 % |AM v

End Date: [ ]Remowve MNews Item based on End Date
=l

5. Click Save to save the item, or Save and New to continue creating News ltems.

6. Click Course Home in the navigation bar to view your News item.

Edit a News Item

1. Click onthe & Edit News Item icon to the right of the item you wish to edit. You will be taken to
the Edit Item window.

2. Make your revisions using the HTML editor.
3. Click Save.

Delete a News Item
1. Click on the Ei Delete icon next to the News item on the Course Homepage.
2. Click on Delete in the confirmation message.

Reorder News Items

1. Click on the I} Reorder icon on the Course Homepage.

2. Click on the drop down arrow in the Sort Order column for the news item you'd like to reorder
and select the new placement of the item.

3. Click Save. Note: all other News items will be adjusted automatically.
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Beyond the Basics: News

Now that you know how to create a basic News item, you are ready to enhance your News
items with images, tables, and links. [See the example below.]

ExamEIe of a News ltem

MNotes on Week 3

WORKSHEET Assignment: Several of you have not yet submitted your
WORKSHEET assignment to the Dropbox for Week 2. Please fill it out
completely, then submit it to the Dropbox.

A bit of tech humor (link o YouTube video)

MEDIEVAL HELPDESK
Link to this video on one man's experience with a new and intimidating technology...

http:/ /fwww.youtube.com/watch?v=aUczKPXWLAM&feature=related

In this part of the tutorial, you will:

e Resize an image

e Add animage to a News item

e Use atable to format a News item
e Insert a Quicklink into a News item

Resize an image (using Microsoft Picture Manager)

Images can be inserted into News items. However, large images take a long time to download for
students with dial-up access. To determine how long it will take to download a picture or other file, you
can use a download calculator such as (http://www.onlineconversion.com/downloadspeed.htm).

If you are not sure how large your file is, right click on the filename, click on properties, and the file size
will be displayed.

There are many programs available to resize images, such as Microsoft Picture Manager.

1. Click Start, All Programs, Microsoft Office, Microsoft Office Tools, Microsoft Picture
Manager.
2. Click on the picture you want to resize.

3. Click Picture on the toolbar and then click Resize.
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[E Microsoft Office Picture Manager

© File  Edit Eiew( e Tools  Help
EEﬂghnrtcuts... hﬁ—ﬁa Correct Chrl+C
Picture Shortcuts u Brightness and Contrast. ..
7 Add Picture Shark © color...
E@ My Picture Short + Crop..
= EB My Pictures @, Rotate and Flip, ..
My Musiq @  Red Eye Removal...,
[C5) Mature 1 \_'é Resize...
I Mature 1 ;é{ Compress Pictures, .,
P =i

4. The Resize frame will open on the right side of the window (see following picture). Resize the
picture by adjusting the percentage of original. The original size and new size will be displayed
at the bottom of the resize frame. [Note: when resizing for the D2L window, we recommended
you keep the image width under 550 pixels, and image height under 300 pixels.]

IEResize * X
e | o) a

1 files selected

Resize settings
Make picture it inside;
(") Criginal size
() Predefined width = height:

MER-pk-LucidaH. jpg

s

bermidijifall3.jpg

| )
(7) Custom width x height:

[ B &

pixels

(%) Percentage of original width x
height:

Size setting summar

Criginal size: 500 x 599 pixels
Mew size: 280 % 210 pivels

5. Click the OK button. Your filename will have an (*) in front of it. This indicates there are unsaved
changes to the file.

6. Click File, Save As, and give the image a new name, such as imagel-small.

Close Microsoft Office Picture Manager. Do not save changes to the original file.

Add an image to a News item

1. Click on the ¢" Edit icon next to the News Item you wish to add the image to.

2. Place your cursor where you want the image to appear in the content area. Click on the =
Insert an image icon in the toolbar.

3. Click the Browse button and find the file on your computer. Click Open, or double-click the file
name.

4. Click the Upload button.

Enter a Text Alternative describing the image. Or, if the image is decorative, place a checkmark
in the box, and then click Ok. The image will be inserted into the News item.

6. Click Save, and then click Course Home to view the News Item.
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Use a Table to format a News item

Create a new News Item, or Click on the & Edit News Item icon to the right of the item you wish
to edit.

*
Place your cursor where you want the table to appear in your content. Click on the “lInserta
new table icon in the toolbar.
Enter the number of columns and rows for the table, and then click Insert.

Enter text, images, etc. into the table cells. If you need additional columns or rows, or if you wish
to format the table or cells of the table, right click in a cell and use the pop-up menu.

Click Save.

Insert a Quicklink into a News item

1
2
3.
4

10.
11.

Go to the website (or YouTube site containing the video) you wish to link to.
Copy the URL by clicking once inside the address bar, then right-clicking and selecting copy.

Go to your D2L course.

Create a new News Item, or Click on the & Edit News Item icon to the right of the item you wish
to edit.

Place your cursor where you want the link to appear in your content.

Click the %9 Insert Quicklink icon in the toolbar. The following window will open.

Insert a QuickLink
Category

* Category: | Url v

Link Details

* Url: |http://bemidjistate.edu

Link Options

* Link Caption: |BSU Website

Open In: O whole Window
O same Frame

® New Window

Cancel | Insert

Select URL from the Category dropdown menu.

Paste in the URL address that you copied from the website.
Enter a Link Caption. This will appear as linkable text.
Click the radio button next to Open In: New Window.

Click Insert.
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