
D2L Navigational Guide 
For Students 

2025 



1 

Contents 
Getting Started ...........................................................................................................2 

What is D2L?...........................................................................................................2 

Accessing D2L........................................................................................................2 

D2L Navigation & Tools .............................................................................................6 

Course Home ..........................................................................................................6 

Content ...................................................................................................................9 

Assignments.........................................................................................................10 

Discussions....................................................................................................... 10 

Dropbox............................................................................................................. 11 

Quizzes .............................................................................................................. 12 

Rubrics .............................................................................................................. 13 

Communications ..................................................................................................14 

Email..................................................................................................................14 

News ..................................................................................................................15 

Tools .....................................................................................................................16 

Attendance ........................................................................................................ 16 

Grades ...............................................................................................................18 

Class Progress ..................................................................................................19 

Classlist............................................................................................................. 21 

Calendar ............................................................................................................22 

Contact Information ................................................................................................. 24 



2 

Getting Started 

What is D2L?   
Desire2Learn (D2L) is an online learning management system through which the 
College offers courses. All instructors at HGTC are required to keep a gradebook and 
attendance in D2L, even if the course is taught face to face. Contained within D2L are a 
variety of tools and features designed to ease navigation and support student success. 
This guide breaks down each tab in a D2L course and highlights important, commonly 
used features in each one.   

The guide covers the following tabs shown in D2L:   

● Course Home   ● Content   ● Assignments 

● Communications ● Tools 

Accessing D2L 
D2L is accessible through the myHGTC portal. To access the portal, either visit the 
HGTC website (hgtc.edu) and click on the top right corner on the myHGTC logo or visit 
myhgtc.hgtc.edu directly.   

After logging into the myHGTC portal, look for the widget that says D2L and has the 
green and black D2L logo. A screenshot is provided below. Please note, D2L may be in 
a different part of the portal home screen; if it does not appear, please click on View All 
Cards on the right side and type in D2L to search for it.   

https://myhgtc.hgtc.edu
https://hgtc.edu
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The D2L widget displays the main landing page (see screenshot below), which provides 
navigation options to access courses. To navigate to a specific course, click on the 
course on the right-hand side, under My Courses, or click on the squares in the top 
right-hand corner to access the Select a Course menu. Both options will provide a list 
of current, active courses in which to navigate from that menu.   

For students taking a Fast Forward course that begins part way through the semester, 
the course may not show up until the View All Courses option is selected at the bottom 
of the My Courses panel on the right side. It will display as normal on the course’s 
specified start date. 

This primary landing page will contain a generalized News section. This only contains 
news items that are pushed by College administration. Broad, institution-wide 
information will be provided here, such as tutoring and other services available. 
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Another important feature on this home page is the ability to pin courses to ensure 
currently active classes, or the most used, will always be shown at the top of the right-
side panel and in the Select a Course menu at the top. To pin a course from the panel 
on the right, hover over the course and click on the three dots that appear. Then, there 
will be an option to pin the course. To pin courses from the menu at the top, click on the 
Select a Course squares in the top right. Each course will have a pin option next to 
them.   
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D2L Navigation & Tools 

Course Home 

After navigating to a course, the user is taken to the Course Home page. Here, 
students can navigate to other areas of the course as well as view News 
announcements that the professor has posted. 

It is highly important to keep track of and check the News section each day, for each 
course. Most instructors will post pertinent information and reminders here each week, 
such as assignments due for that week or upcoming exams, so it is beneficial to check 
this section often for each course.   
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To access older News announcements that have been posted in the course, users can 
click on Show All News Items at the bottom of the News section. Note, it may be 
necessary to scroll down on the page to see this option if there are many News 
announcements. This feature will be the most relevant towards the middle or end of 
the semester as the instructor posts announcements throughout the semester.   

The Calendar is another tool accessible through the Course Home page. Most 
instructors make use of the calendar feature and opt for assignment due dates to 
appear there for students. This feature is only available for certain D2L assignments 
(such as quizzes) that the instructor integrates into the calendar tool.   

The home page has numerous resources available, shown in the screenshot below, to 
support academic success across all courses. These include links to the Tutoring 
Center to get academic assistance and to the library website for research or library 
support. 
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Content 

The Content area is where the resources and activities for most courses are stored. 
When navigating to the Content tab, the user is taken to the Table of Contents page 
which lists the modules for the course. As seen in the above screenshot, the modules 
are also listed on the left-hand side navigational menu. Most courses will be separated 
into two main modules: Getting Started and Course Content   

In the Getting Started module, there are two important documents that should be 
read carefully and in their entirety: the Instructor Information Sheet and the 
Course Instructional Package. Each of these documents gives an in-depth breakdown 
of the structure, navigation, and grading of the course as well as learning objectives and 
other general information. The Getting Started module will contain other important 
information, activities, and documents for starting the course.   

The Course Content module will hold all other information for the course. These will 
usually be broken down into weeks or units to help with pacing and divide the content 
that will be most relevant for that upcoming week of class.   
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Assignments 
A feature available to instructors within D2L is the creation and usage of a wide variety 
of Assignments within D2L itself. The three primary assignment types used are 
Discussion, Quiz, and Dropbox assignments. Additionally, the instructor may also 
utilize and create Rubrics to assist in grading certain assignments. 

Most instructors will link assignments directly from Content for each corresponding 
week to make navigation easier.   

Discussions 

Discussion assignments are commonly used to facilitate interaction between the 
students and the instructor within a course. Some courses will utilize discussion posts 
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more often than others, especially for collaborative projects or weekly discussions if a 
course is fully online. 

Opening the Discussions tab displays a full list of discussions currently available in the 
course. Selecting a discussion allows responses to be added by clicking Start a New 
Thread to address the initial discussion question or post created by the instructor. After 
starting a new thread, the Post button must be clicked to submit the response to the 
discussion. 

Many instructors require a response to at least one other classmate’s discussion post 
after the initial submission. This can be done by opening the discussion again. After 
posting an answer, a list of other responses becomes visible. From there, a classmate’s 
response can be selected, and a response to a classmate can be made by clicking 
Start a New Thread again. 

Dropbox 

Dropbox assignments are most often used as a submission area for essays or other 
written assignments. After clicking on the Dropbox tab, a list of assignment folders that 
are available will display. 

Clicking on a Dropbox folder displays the attached instructions for the assignment. 
Please pay attention to the correct file format (.pdf, .doc) requested by the instructor 
when submitting Dropbox assignments. A rubric outlining grading criteria will also be 
displayed when available. 
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There will be an option to Add a File underneath the Submit Assignment section of the 
Dropbox assignment. Select My Computer if the file is saved to the computer. After 
uploading the assignment, and adding a comment if needed, please be sure to click 
submit at the bottom of the page or else the assignment will not be saved.   

Quizzes 

Quizzes are commonly used by professors to assess student knowledge in a course 
using multiple-choice, true/false, short-answer format, or essay-format questions. Some 
assignments under Quizzes can also be set up as major tests by the instructor, so it is 
important to keep an eye on due dates, time limits, availability dates, and other 
qualifiers that the instructor may include. Please note any special instructions, such as 
number of attempts allowed, before clicking Start Quiz on the quiz summary page. 
Below is a screenshot of a completed quiz that gives an example of useful information 
on the quiz summary page.   
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Rubrics 

Rubrics are used in evaluating student work based on a set of criteria or objectives. If 
the instructor has rubrics published in the course, they will be viewable under the 
Rubrics tab in assignments. Any viewable rubrics can be clicked on from this section; 
once they are clicked, the rubric will open in a new window with the full rubric.   



14 

Communications 
Under the Communications tab, there are two features: Email and News. The 
Communications features are intended to assist the professor with disseminating 
course-wide information within D2L.   

Email 

While HGTC encourages all professors to use their official Microsoft Outlook email to 
communicate with students, instructors have the option to use D2L email if that is their 
listed preferred method of communication. Always check each course’s Instructor 
Information Sheet to see the instructor’s preferred method of communication.   

This feature also allows the user to filter by course or All Messages to see all recent 
D2L emails. This filtering option will also include receipts for Dropbox submissions.   

The Email function in D2L is an isolated, D2L-only email. This means that emails can 
only be sent to and from other D2L email addresses within the platform. To send an 
email to another D2L user, click on their name in the Classlist tool or copy-and-paste 
the email address into the To box after clicking Compose. 
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News 

As mentioned in the Course Home section, the News feature is a prominent spot for 
instructors to post important announcements and information for the course. When 
navigating to News through the Communications tab, available News announcements 
will be shown in a list view. To view them in more depth, click on the title of the News 
announcement.   
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Tools 
D2L has a multitude of tools available within the platform that are designed to help 
students succeed. This guide will discuss five of the most useful tools available under 
the Tools tab in a course: Attendance, Grades, Class Progress, Class List, and the 
Calendar.   

Attendance 

Course attendance will be tracked within D2L. The Attendance feature displays a list of 
attendance sessions for the given course. Within the Attendance Register(s), sessions 
and the percentage of past sessions that were attended can be seen. Sessions for 
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which the user was marked present or absent are visible after clicking on the respective 
register. 
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Grades 

The Grades tool displays assignments that have been graded and entered into the 
gradebook by the instructor. This area should be reviewed regularly to monitor 
progress and maintain awareness of overall performance throughout the semester. 

Published feedback for assignments can also be found within the Grades tool, in 
addition to being attached to the assignment itself.    

Please note variation in the grading schemes for some courses. Commonly, some 
courses will use a points system to measure the percentage grade in a course. Always 
refer to the Instructor Information Sheet for information on the grading scheme in the 
course. Please be sure to contact the instructor as soon as possible if there are any 
questions regarding grades or grading in the course.   
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Class Progress 

In addition to being accessible under Tools, Class Progress can also be accessed by 
clicking on the user’s name in the top right-hand corner and selecting Progress. 

The Class Progress tool provides a comprehensive dashboard to look at activity in the 
course, especially for seeing completed assignments. In navigating the Class 
Progress tool, the dashboard and associated tabs will display assignments that have 
been completed in the course. This tool also provides a broad overview of the user’s 
current grade in the course and assignments that have been graded. 
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The Class Progress feature is especially helpful for viewing Discussion and Dropbox 
assignments that have been completed. In the screenshots below, the Class 
Progress tool displays which Dropbox assignments have been submitted as well as 
which Discussion posts have been replied to. Similarly, the Quizzes tab within the 
Class Progress tool will give brief information on completed quizzes.   

It is highly encouraged to view this tool in each course to get a brief overview of 
grades on specific assignments to gauge progress in the course. As noted previously, 
the Grades section may look different between courses due to differences in gradebook 
set ups. Please reach out to the instructor for the course if there are any questions 
about the grading scheme. The Instructor Information Sheet and Instructional Package 
should be consulted for further information.   
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Classlist 

The Classlist tool displays a list of students in the class. This tool can be useful to 
reach out to classmates to try and set up study sessions or to generally reach out for 
assistance. The instructor will also appear in the Classlist—they are easily identifiable 
through the “dash” (-) listed next to their name in the role column.   

D2L provides two built-in options for contacting classmates, or the instructor, from this 
screen. A message can be sent by clicking a student’s name in the Classlist to use 
D2L email, or by selecting the checkboxes on the left and choosing the Page option. To 
email multiple classmates, select several names using the checkboxes and then click 
‘Email.’ Since this feature uses D2L email, it is isolated within D2L itself and cannot be 
used to reach out to Outlook emails. However, some students may have an alternative 
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email listed on their profile, which can be viewed by clicking their image in the class list. 

Calendar 

The Calendar tool is accessible either through the Tools tab itself, or by clicking on 
Calendar in the Course Home page.   

There are a handful of helpful features within the Calendar tool. It will display, on the 
date they are due, any D2L assignments that have calendar integration. These are 
listed both on the large-format calendar that is shown below as well as the smaller 
calendar on the right-hand side panel which has dots underneath the days to indicate 
assignments are due on those days.   

The Calendar tool includes an option to create tasks. These tasks function as private 
notes and reminders. When a task is added from the right-hand panel, a due date can 
be assigned as a personal reminder for the user. Tasks do not appear on the main 
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calendar but are displayed under Tasks on the right side each time the calendar is 
opened. Tasks can be manually marked as complete. 

As mentioned before, only assignments that have been integrated into the D2L 
calendar will appear on this calendar menu. 
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Contact Information 
If there are any questions about D2L or the contents of this guide, please do not 
hesitate to contact the Student Success and Tutoring Center at SSTC@hgtc.edu. Each 
campus can also be reached separately at the numbers or locations below:    

Conway Campus 

Building 1100, Room 201 in the Library 
(843) 349-7872 

Grand Strand Campus 

Building 200, Room 134 
(843) 477-2113 

Georgetown Campus 

Building 100, Room 200 
(843) 520-1455 

mailto:SSTC@hgtc.edu
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