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myDU Learning Management System : An Overview  
 
 In addition to providing a portal to a myriad of information to all things Dominican, our myDU 
site also provides its own learning management system (LMS).  It provides faculty a place to upload 
course documents, post assignments, host online discussions, and post grades.  There is no need for 
students to self-enroll in a course as they do in our other LMS, Blackboard, and once they register for a 
course in myDU (or even in person at the Registrar) they are automatically added to your class list in the 
LMS.  Many faculty also like the powerful Attendance feature in myDU, and the extremely flexible  
Gradebook.     

This document cannot possibly include everything you can use in your LMS, but will at least give 
you a start.  In addition to this document, you should also learn to take advantage of the built-in help 
screens, discussed on page 3. 

Getting to Your Courses 
 
 There are a few steps to take to get to the LMS in myDU: 
 

1. Login to myDU with your ID and PIN 
2. Depending on the academic term that myDU is set to, the quickest way to enter the LMS is by 

clicking on the My Courses link in the lower left-hand corner of any screen.  Click either the plus 
sign immediately to the left or the text itself . . .  

 
. . . and you will see all the courses you are teaching during the current term.  Simply click on the 
course name you wish to enter, and you will be in the LMS.   
 
 
 
 
  
  
  
  
  
  
  
(You can skip to #7 on this list of steps if the above applies to you and you've found the correct 
course!) 

3. If you do not see your course listed or you want to work on a future course, you should click on 
the Faculty tab in myDU. 

If you are teaching a cross-listed course, 
myDU will have a separate site for each 
one.  We have posted some workarounds 
for this in another document, Tying 
Together Parent and Child Courses in the 
myDU Learning Management System, 
also available on myDU within the 
Resources>>Information Technology 
area. 
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4. Scroll down to the portlet called All My Courses (see screenshot below). 

5. Click the Show: drop-down menu, and change it from Current Courses to Future Courses, as 
shown below: 

 
 
 
 
 
 
 

6. As soon as you do this, you will be a page listing all of your future courses.  Click on the course 
name you wish to work on: 

7. You can tell if you are in the LMS by checking the menu on the far left.  It will look like this: 
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General Tips  for Viewing  and Navigating  the LMS 
 
 As with all of myDU, you will save yourself a considerable bit of scrolling back and forth from the 
right to left by setting your monitor's resolution to at least 1024 by 768 pixels.  To do this, right-click 
anywhere on the Windows desktop, and then left-click Properties from the ensuing menu.  Click the 
Settings tab in the dialog box you see, and then set the "slider" in the Screen Resolution area to 1024 by 
768, and then click OK or Apply: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Help! 
 Tempting though it may be to call our help desk at 1:00 a.m., you may be able to save yourself a 
bit of timeτnot to mention your sanityτby taking advantage of the context-sensitive help scattered 
throughout the LMS.  Whenever you see a question mark icon in the upper right corner of a portlet 
(more on "portlets" below), the LMS will launch a separate browser window with help about the 
functionality in the specific portlet.  Below, for example, is the icon in the Handouts portlet on the main 
page:  
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Each link on this circled top bar (usually called "tabs" even though they don't really look like tabs) leads to a different 
context in myDU.  The tabs change depending on a user's "role."  Your students will have different tabs than you will. 

These links on the side menu go to pages.  Clicking on any 
one of these will open pages with their own set of portlets.  
The Collaboration page, for example, has three default 
portlets:  Forums, Chat, and Coursemates.  By default, the 
LMS opens on the Main Page. 

Each area in this section to the right of 
the side menu is called a portlet.  Each 
portlet can contain text, hyperlinks, and 
other information.  You can maximize 
the size of a portlet by clicking directly 
on the name (called the portlet header), 
or by clicking on the links displayed on 
the left under the Main Page heading.  
So, to maximize the Handouts portlet, 
either click directly on the name (circled 
to the right), or click on the Handouts 
link listed under Main Page menu item 
on the left (squared off to the left). 

The Quick Links are persistent from 
context to contextτyou will always 
see them, no matter which context 
you are in and whether or not you 
are within the LMS. 

LMS Vocabulary 101 
 While not essential to learn the LMS, it helps to know what each element of your screen is called 
in the system.  This will be particularly useful when reading some of the aforementioned help screens.  
Here is what the default Main Page will look like as soon as you enter the LMS, with the appropriate 
areas labeled:  

There are also two links on the left, just under the Syllabus page link:  Add a Page and Context Manager.  
The former will add a new page that will be listed amongst the other page links in the menu on the left.  
We discuss this in more detail beginning on page 88.  The Context Manager will allow you to add a new 
folder (called a sub-section) that will appear as a folder icon just beneath the other pages in your 
course.  In this sub-section you can add additional pages or portlets.  Creating such a sub-section is the 
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What Was That Again?  A Vocabulary Review - With Hierarchy 
 

u Context/Section - basically the same thing 
o Sub-Section Folders - displayed toward the bottom left with a folder icon.  Created by 

using the Context Manager link on the left menu. 
Á Pages - Displayed on the left sidebar or (if you create one) inside a sub- section 

folder.  Each page, in turn, can have multiple ǎŜǇŀǊŀǘŜƭȅ ƴŀƳŜŘΧΦΦ 

 Portlets - Separate "areas" within a context or pageτoften displayed 
several on a page at a time. 

 

same as creating another entirely new content area in your course; users will not see the default pages 
(such as Attendance, Collaboration, or the Main Page) within that sub-section, but will rather see an 
entirely new array of any new pages you choose to create.  That's why it is called a sub-sectionτit's 
somewhat like a sub-folder in Windows.  While you likely won't need to do this, some of the 
circumstances surrounding why you might is discussed on page 100.  More importantly, the Context 

Manager is where you can set Properties for the entire course, such as who sees what.  This is discussed 
in more detail beginning on page 91. 

LMS Navigation 101: Don't Click the Back ButtonɂMake Like Hansel and 
Gretel and Use Breadcrumbs! 
 Here's another curve myDU throws at you:  do NOT click your browser's Back button.  This is 
easy to forget, and myDU has a none-too-friendly way to remind you of the errors of your ways: 

Fortunately, just clicking on your browser's Refresh button will you back to where you were--sometimes.  
To avoid the issue altogether, when you want to go back to a specific screen, follow the "breadcrumbs" 
towards the top of the screen.  There are two possible places to look for these breadcrumbs based on 
the hierarchy outlined above:  within a context, and, sometimes, within a portlet.  In the following 
example, you are viewing an assignment that is posted within the Coursework portlet on the Coursework 
page.  Note the multiple sets of breadcrumbs: 

 
Depending on your context, clicking on one of the page links on the left menu will bring you to that page 
within your course, and clicking on the course name/number in the area at the top of the menu should 

The majority of the breadcrumbs you will be using to navigate are up here, just beneath the tabs.  Here, clicking 
on the course number and name that appears just before the portlet name you are within will return you to 
the main page for the course. 

Clicking on either of these circled links will return you to the 
Coursework portlet itself, rather than within a specific assignment area. 
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also return you to the course's main page.  When in doubt if something is a link (or breadcrumb) or not, 
simply hover your mouse over the text.  Generally, once you hover your mouse over anything that links 
to anything else, it will become underlined: 

 

The Main Page and Adding Handouts  
 
 We will now begin looking at the various portlets on the Main Page of your course within the 
LMS.  As its name implies, this is where you will be adding material that most of your students will use 
initially.  Rather than going in their order of appearance, however, we will look at these in the order that 
you will likely be using them most often, starting with the Handouts portlet. 

Handouts  
 This area has a straightforward feature of the LMS:  uploading various documents for your 
students.  By "handouts" in this case, it actually refers to virtually anything that is a computer file:  Word 
documents, PowerPoint files, Excel spreadsheets, PDF documents, etc.   
 At first glance, the portlet looks like the screenshot below.  To get going, just click on the most 
obvious linkτthe link to Add a Handout: 
 
 
 
 
 
 
 
 
 
 
You will notice that this will not only lead you to the screen where you can add something, but it will 
also maximize the portletτwhich is good.  You will need this portlet maximized to take advantage of its 
features. 

Quick Tip:  You can also maximize any portlet at any time by clicking on the portlet name on the side 
menu, by clicking on the portlet name itself, or (in many cases) clicking the link at the lower right that 
says Go to Main Screen. 

What top of course menu 
looks like normally . . .  

 . . . but hover your mouse 
over it, and you can tell it is 
a hyperlink, too! 
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On the ensuing screen, shown below, you can upload any document from your computer's hard drive or 
any other device you have rights to, including your networked N: drive.  Just click the .ǊƻǿǎŜΧ button to 
find and upload your document: 

 
Note that towards the bottom of the screen, you can set Start: dates and End: dates to display items, 
and even the time of day.  This way, you can start building up your entire course ahead of time and have 
your handouts "date released."  If you set an end date, by default the document becomes "inactive" (the 
default Make Inactive setting seen in the After End: area in the drop-down menu above), but you can 
even set it to delete. 
 Be sure to click the Save button when finished or Save and Add Another to get back to similar 
screen to add a second document.  After clicking Save on the screen above, you will see the following: 

Note that the heading immediately above your newly-posted document says Ungrouped.  That is where 
"sets" of handouts come in.  You can edit the name of Ungrouped by clicking on the pencil icon (circled 
above).  The resulting screen is below: 

Sets of handouts are discussed below.  For your very first 
handout, just leave it at the default of Ungrouped.  Tempting 
though it may be to click the Add a Set link next to it, don'tτat 
least not if you already started typing things into this screen, as 
it will exit this screen and force you to start over! 

It never hurts to type some words of explanation in the Description: text box.  
Note that you have the ability to bold, italicize, and even change the text color 
in this text box using the same editing buttons you learned to love in most 
common word processing programs. 
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Type in the name of the set and description, and after clicking Save the same screen we previously saw 
will now look like this: 

 
The next time you choose to add another handout by clicking the Add a Handout link, myDU will ask if 
you want it in your newly created set: 
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After you have added several handouts to a set, you will wind up with a screen that looks something like 
this: 

 
  
By default, myDU lists the documents in the order you uploaded them, with the most recent document 
uploaded appearing at the bottom within each set.  There are two ways around this, one manual and 
the other automaticτthough each has its plusses and minuses.   This also is a good time to introduce an 
important topic: how to customize a portlet. 

Portlet Customization  

 
 Each portlet is a bit different in myDU, and all can be customized in certain ways.  This is 
especially important for the Handouts portlet, which perhaps offers the most customization.  To 
customize a portlet, click on the little "monkey wrench" icon ( ) that is in the upper right-hand corner 
of the portlet, right next to the help button: 

 
Once you've done so, you will see the screen shown on the following page.  Fortunately, each option is 
fairly self-explanatory.  The customization screen has three tabs at the top:  Preferences, Settings, and 
Permissions.   Any changes must be SAVED via the Save button within each tab.  We will look at the first 
two, in order: 
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The first two options under Preferences on the 
customization screen allows one to alphabetize the 
handouts within each set, as well as alphabetize the sets 
themselves.  Note that if you enable either one, you will 
not be able manually order them separately unless you 
turn it back off.  (We will show the "manual" option 
shortly.) 

What on earth is an Empty Set?  We have not shown it 
yet, but you can create a set at any time in myDU.  By 
default, a newly created set will not display.  If you want 
them to display, enable this checkbox. 

IMPORTANT!  Be sure to click this Save button before you do 
anything else IF you've made changes.  It's easy to forget, 
especially if you click on another tab above, thinking you're 
staying within customization but just moving over a tab.  Each 
tab must be saved individually! 

Be sure to click Save if you made any changes.  Next, under the Settings tab, you will see this screen: 

 

The Display Indicator refers to the Start: , End: , and After 

End:  settings we saw back on page 7 where you could set 
dates and times.  We do not recommend that you disable 
this!  Even if you don't choose to place start/end dates if 
you ever had a change of heart, re-enabling this only 
would do it from that point forward, forcing you to re-
upload everything to get the dates to display! 
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The final tab, Permissions, we will deal with later.  General information on setting permissions in a 
portlet is on page 91. 
 Looking back at our earlier Handouts screenshot from page 9, if we chose to enable having the 
handouts appear alphabetically on the screen shown on the previous page, we would now see this: 

 

Creating and Dealing With Additional Sets  

 
 There are two ways to create a new set within the Handouts portlet.  The most easily noticed 
appears at the bottom of the main screen as shown on page 9, with the Add a Set button:                          
Clicking this link leads to the following screen: 

 
Notice at the bottom in the Position: drop-down menu that you have the ability to place the sets in 
whatever order you prefer when you create them.  When you click the Save button, however, you may 
see something like this, which does not show your new set at all:   
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Why?  Remember, the default setting for the Handouts portlet is to not show empty sets.  Unless you 
decided to enable that option (see page 10), empty sets will not appear.  However, the new set you 
created will appear in any future drop-down menus like that shown on the bottom of page 8. 
 Also, you can Move documents from one set to another taking advantage of the checkboxes next 
to each document and that Move drop-down menu shown at the bottom of the previous screenshot.  
The other options besides Move are Copy, Delete, and Save to File Cabinet.  We discuss the File Cabinet 
on page 101.)  Assuming that you enabled both ordering sets and ordering handouts alphabetically (see 
page 10), you may ultimately have something that looks like this: 

 
Taking advantage of this ability to create sets, you can ultimately create separate areas for all units in 
your course.   (By the way, the other way to add a set is via the Manage drop-down menu at the top of 
the screen.  There is a screenshot of this menu on the next page.) 

Editing Handouts  and Sets 

 Recall that from the screenshot shown on page 10 that you could enable both handouts and sets 
to be ordered alphabetically.  Otherwise, handouts usually appear in the order added (from top down) 
within each set in the order you add them.   What if you want to create your own order for handouts?  
To do this, you can click the Edit icon that appears next the set's name: 
 
 
 
 
 
This leads to the following useful screen, which allows you to actually do multiple things:  change the 
name of the set itself, change the position of the set relative to other sets, change the order of the 
handouts within the set, and even to delete a handout altogether: 
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This is a very useful screen that allows you to get almost everything done within the portlet.  Similar 
commands are also available via the Manage drop-down menu at the very top of the screen, just under 
the Handouts portlet name: 
 

 
 

Change the Name of the set or edit the 
description up here. 

Change the position of the set 
using the Position: drop-down 
menu. 

You can type 
in numbers 
in these 
boxes to 
change the 
order of the 
handouts. 

Clicking the "trash can" 
icon will delete the 
corresponding handout.  
Click the pencil icon allows 
you to edit it. 
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The top command, however, is a bit different.  The Hide Editing Tools item allows the closest thing you 
have to a true "student's view" in myDU.  When you click that, you get an idea of how your students will 
see thingsτalbeit only within this specific Handouts portlet: 
 

 
 
This view is terrific for you as an instructor, since as you add multiple sets and handouts you get a 
"clean" view similar to the one your students will see.  (Notice there are no pencil/editing icons, trash 
can/delete icons, etc.) 

Other Main Page Portlets  
 The Main Page of your course also features several other portlets.  These are outlined below. 

About This Course 
 
 The About This Course portlet is fairly straightforward.  Simply click the Create Content link: 

 
As the ensuing screen indicates, you can add Header text, an image, and text.  (Note that the image has 
certain limitations in sizeτand they are serious with that 400x400 resolution mentioned in the Image 
section!  You may have to use an image editing program such as the one included in Office 2007, the 
Microsoft Office Picture Manager, to edit it down to size.) 
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After you click Save, below is what the end result will look like.  (You will have an intermediate step 
where you are asked to Exit Edit Mode to get here.) 
 
 
 
 
 
 

Here we are browsing to our hard drive 
to find an image to post on the screen. 
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Announcements 
 
 As its name indicates, the Announcements portlet will contain anything you deem important 
enough to make what will essentially be a course wide announcement for to your students.  However, 
this is also where any campus wide announcements will appear, which is why you will see text that 
indicates You have no incoming announcements more often than not: 

 
To create an announcement specific for your course, first click on the Announcements portlet header 
directly to maximize it (circled above).  On the ensuing screen, click the Manage drop-down menu, and 
then click New Announcement:  
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On the next screen, you may type your announcement.  Note that you must check the box for All Users 

in [your course number] (circled below) or else no one will see the announcement!  Also note that you 
can set start dates and end dates for your announcement.  You can also set whether to archive your 
announcement after the end date, or simply delete it. 

 
Assuming you selected the All Users checkbox (as shown above) the Announcement that you post will 
appear in both your IN box as well as your OUT box.  (IMPORTANT:  If you delete it from your OUT box, 
iit will disappear from the student's view altogether!) 
 Speaking of students, they will see that they have announcement, as it will appear on the Main 
Page in the Announcements portlet like this: 

 
They will have to click the subject line (circled above) to read the message, which also maximizes the 
portlet.  The message text itself appears beneath the subject line: 

All Users in HIST 333 01 ï THE LINCOLN PRES 
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Bookmarks 
 
 This is a handy feature to post lists of external web sites for your students to see.   And similar to 
Handouts, you can place bookmarks in "sets" and therefore categorize them.  As you might suspect 
when looking at this portlet, to get started you simply click on the Add a Bookmark link: 

 
 
On the ensuing screen, type in the URL for the site and give it a name (called the Label:τwhich is what 
your students will actually be clicking on to activate the link) and a description.  As you will see on the 
screenshot on the next page, it is otherwise very similar to the Handout portlet we saw earlier, except 
for the fact that you can't add any attachments or documents to it: 
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Once you click the Save button, you will see a screen such as this: 
 

 
 
Like handouts, by default all bookmarks are "ungrouped."  But if you follow the same steps for creating 
Sets outlined in the section on Handouts above, you can categorize all of your bookmarks and wind up 
with something that ultimately could look like this: 
 
 
 
 

Hint: It may be easiest to open a separate web 
browser window, go to the site you want to 
link to, and then simply cut and paste the 
complete URL within the URL: text box to 
avoid the potential for typographical errors! 
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Like the Handouts portlet, this screen above can be shown by hiding the editing tools via the Manage 
drop-down menu immediately above it, and then selecting Hide Editing Tools. 

Calendar 
 
 Arguably the least likely thing you are going to use, the Calendar portlet can note key dates (like 
quizzes, presentations, etc.).  To add something, there is the rather obvious-looking link to click first 
called Add an Event: 

 
This leads to a not-so-obvious resulting screen shown below, requiring you to create a calendar first: 
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One reason myDU forces you to go through this is because of the sharing options at the top.  The first 
two options, Allow any user to subscribe to this calendar and Allow only users with access to this page to 

subscribe means that users can "subscribe" to the calendar via the My Pages tab at the top of the main 
myDU menu.   

Because myDU is a portal-based system meant to be a gateway to other campus services, the 
calendar function is considererd one of these services, so it allows students to keep all of their calendars 
together for easy reference and also lists their "subscriptions" on the calendar page.  It does not, 
unfortunately, imply anything like an RSS feed or things that would be "fed" into the user's email box.  In 
fact, even if you choose Do not share this calendar, your own students WILL still see the calendar when 
they use your LMS course site.  For that reason, we recommend you do one of the last two options, 
since it is unlikely you want to allow the entire campus community access by choosing the first one!   
 Once you click Save on the above screen to establish the calendar, myDU will next take you to 
the screen to add an event: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

myDU Learning Management System: An Overview 

22 

 

 
Once you click Save the event will be added to the calendar 
 What do students see?  On the Main Page, they will see that any calendar date that has an 
event attached to it will appear in a soft yellow-ish hue.  To see what the date has, they will have to click 
on the date: 
 
 
 
 
 
 
 
 
 
 
 
 

Take advantage of these little 
calendar buttons to select a date so 
that it's populated automatically in 
the Start: and End: dates. 
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That will open the calendar to that date, where they can see the event, although not the text you wrote 
accompanying it.  To see that, they have to click on the event name. 

 

Arranging Your Portlets  on a Page 
 
 Once you have edited the content some or all of the portlets on a specific page in myDU you can 
edit the "look" of the entire page.  For this example, we will use the Main Page, since most other pages 
do not have nearly as many portlets as the Main Page does by default.   

First, click the Edit Page link in the upper right corner from within any portlet in the Main Page in 
your LMS site.  (Important:  Make sure you are within a Main Page portlet and not elsewhere in the site, 
or you could be editing the wrong page!) 

 
This leads to the following screen with four tabs across the top; they are briefly outlined below. 

 
 

Properties Allows you to change the name of the entire page from Main Page to something else.  
On other pages (such as Syllabus or Collaboration), this tab also allows you to set the 
page you are on as the default page rather than the system default page of Main Page. 

Content Allows you to add a new portlet to the page as well as change the name and/or delete 
some portlets that already exist on the page.  Don't want the Calendar portlet?  This is 
the place to send it to cyberspace oblivion.  We have a screenshot of this page on 
page 88. 

Layout Here you can customize the way portlets appear on the screen from the default 
layout of two columns to something else. 

Permissions Sets who in the University can view this pageτapart the default setting of (your) 
Students. 

This is a good time to make sure 
you are editing the correct page 
before you go any further! 

HIST 333 01 ð THE LINCOLN PRESIDENCY  

To see the text you wrote about the event (if any), 
students have to click upon the event name. 
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So, to change the look of the portlets, click the Layout tab.  On the ensuing screen, you can change the 
number of columns of portlets (whichτas advised on the screenτyou should probably leave at two) or, 
towards the bottom, change which portlets appear in which column and their order within a column: 

 
 
The following screenshot shows a course Main Page with the Calendar portlet moved to the left, and the 
Bookmarks moved to the top, followed by Handouts and finally Announcements.  It shows that you are 
not "stuck" with the default appearance of the course site if you don't like it; there's quite a bit of 
customizing that can be done. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Just click on a portlet name and then 
on a gray-and-white column icon to 
move the selected portlet over to the 
other column.  You can also click on a 
portlet name and then an arrow 
button to move a portlet up or down 
within a column. 
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