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Classlist Tool Guide 

W H A T  I S T H E C L ASSL IST  T O OL ?  

You can use the Classlist tool to view those students enrolled in your 

course, to identify who is currently working online and contact those 

users via email and the Pager tool (instant messages). From the 

Classlist tool you can view user profiles, ePortfolios, blogs, and shared 

locker files; access the User Progress tool; print a  class list; and check 

enrollment reports. 

 

W H Y  U S E T H E C L ASSL IST T O O L?  

The Classlist tool is a convenient starting point for viewing 

information about your users. For example: 

 Identify who is online using the       Online Status i con 

which is displayed beside the name of the user currently 

onl ine. 

 Communicate with those on your Classlist using the     

Pager tool  or send an    Email. 

 On the Classlist page, click   View Progress from the 

context menu of the user you want to view. 

To view information about your users, use the content dropdown 

menu beside user’s names or at the top of the Classlist.  Remember 

that the options that you see here are determined by the permissions 

set in your system for users with your role. 

U S E R  S TO RY  

Mr. Brown is a  manager responsible for employees' completion of a 

course. To ensure all the required employees in his organization have 

been successfully enrolled into a  training course, he refers to the 

Classlist tool to ensure all individuals are l isted. Mr. Brown is able to 

identify i f any employees have been missed and quickly enro lls them 

into the course to ensure required corporate training is being 

provided to all employees. 

C L A S SLI ST O PT ION S  

Depending on your permissions, the Classlist tool enables you to add 

or remove course participants, change user roles, create new users, 

and import users from a  TXT or CSV fi le. You can use the options in 

the context menu beside each user’s name to manage user auditors, 

view user progress, view group enrollments, and impersonate users. 

 

 

V I E W E ING C L ASSL IST  E NRO LL MEN T S TA TIST ICS  

The Enrollment Statistics area provides a summary of course 

enrollments and withdrawals. On the Classlist page, click Enrollment 

Statistics to access this area.  

 

C L A S SLI ST T A B M ANA GEME NT 

Classlist Tab Management can be accessed through the Admin Tools 

cog and enables you to set up tabs for use in the Classlist tool. You 

can set up any number of tabs and define which roles you want to 

include in the tab. You can force all org units to use the tabs or give 
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individual users permission to control which tabs to include in a  

particular org unit’s Classlist. As well, users with the permission to 

manage Classlist tabs can create new tabs and assign roles to them. 

Within the Classlist Settings, users can choose to display or not 

display tabs. 

 

U S I N G T H E C L ASSLI ST T O O L 

 

W H A T  T O OL S I N TERA CT W I TH C HE CKLIST ?  

The Classlist tool interacts with: 

 

 

 

 

 

 

 

 

 

 

 

Groups
User 

Progress

Locker Blog

W A N T M ORE  I NFORM ATI ON?  

Visit the Brightspace Community 

(https://community.brightspace.com) or D2L Resource 

Centre (https://documentation.desire2learn.com) for 

videos, documents and other resources. 
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A global leader in EdTech, D2L is the creator of Brightspace, 

the world’s first integrated learning platform. The company 

partners with thought-leading organizations to improve 

learning through data-driven technology that helps deliver a 

personalized experience to every learner, regardless of 

geography or ability. D2L’s open and extensible platform is 

used by more than 1,100 clients and 13 mill ion individual 

learners in higher education, K–12, healthcare, government, 

and the enterprise sector—including Fortune 1000 companies.  

The company has operations in the United States, Canada, 

Europe, Australia, Brazil, and Singapore.  
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