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Tutorials for Faculty  
  

Organizing and Pinning your Course  
The new upgrade to Daylight gives you the opportunity to customize your course home page by 

pinning your courses.  In the past, you would see just the one semester or all your courses.  You can 

now choose what you would like to see.    

1. Click on the Select a Course icon   

2. There are two ways to search:  

• Enter keywords for the courses you are looking for and click enter (For ex; Semester 

(540), Prefix ENC1101, Section #, etc.)  

• Click on Advanced Search (Here you can filter by role, semester, department, status)  

3. When you have found the course you would like to see, click on the pin (You will 
now see your pinned courses on the home page)  

  

Changing your Course Image  
You are able to upload or change your course image.  This can help you keep your courses in order 

instead of remembering your section number.  This can also be used to help remind students that 

they have a test or some other major project.    

1. Hover over your course section  

2. Click on the three dots   

3. Click on Change Image 4. You have two options:   

• Search for an image  

• Upload an image from your Computer  

  



Creating a News Item   
News items appear on the course homepage and will allow you to quickly communicate with your 

students. News items can be used to notify your students of the availability of content, ways of 

communicating, as well as information on when normal classes will resume.  

1. Click News content menu from the MyCourses My Home.  

2. Click New News Item.  

3. Type the Headline.  

4. Enter the news content in the Content field.  

5. Select the posting availability date in the Start Date and End Date fields. News items 
publish immediately unless you specify an alternate Start Date.  

6. Click Publish.  

Tip: If you want to hide your news item’s date and time, clear the Always show start date 

check box. By default, a news item's start date and time appears below its headline when 

displayed in the News widget.  
  

Syllabus  
  

A syllabus can be added to the Syllabus area located under Course Content.  
  

Uploading Your Syllabus  
  

1. Click the Course Content Tab on the Navbar.  

2. Click Syllabus, at the upper left.  

3. Click the Syllabus context menu   

4. Click Add an attachment   

5. Click Upload  

6. Locate your syllabus file on your computer  

7. Click on Add (You will now see your syllabus displayed in the Syllabus area)  

  

Update Your Syllabus  
  

1. Click Course Content on the Navbar  

2. Click Syllabus at the upper left  

3. Click on View as Text at the bottom of the syllabus  

4. Click the Download icon, and save the syllabus file to your computer. Open the 

syllabus file, make your changes to the document, and then save the file.  

5. Click the Syllabus context menu  , and then click Change the attachment from the 

drop-down menu.  

6. Locate and upload your updated syllabus file (You will now see your updated syllabus 

displayed in the Syllabus area)  



  

Note: If you are unable to download, save, and/or edit the existing syllabus file, select to Remove 
attachment from the Syllabus context menu, and then add your own syllabus file.  
  

Email  
  

You can communicate with your students easily through email. The best way to email students is via 

the Classlist in your course.   
  

Send an Email to the Entire Class  
  

1. Click on the Communicate Tab on the Navbar  

2. Click on Classlist  

3. At the top of the Classlist Page, click on Email Classlist  

4. Scroll to the bottom of the page and click the Send Email button.  

5. The Compose New Message window will appear with the students’ email addresses in 

the BCC area. Leave the To: field blank. It is not necessary to have any name in this 
field. NOTE - There is no need to use the Address Book at this point. Each student will 

get the email as if it came from you.  

6. Type in your subject. NOTE – Please do not delete the text in-between the brackets    

([  ]) This information helps determine where the message originated.  

7. Type in your message in the Body of the email.  

8. Click the Send button.  

  

Send Email to Individual Students on the Classlist  
  

1. Click on the Communicate Tab on the Navbar  

2. Click on Classlist  

3. Click the checkbox to the left of each person in the Classlist you wish to email  

4. Click Email Link at the top or bottom of the Classlist  

5. The Compose New Message window will appear with the students’ email addresses in 

the BCC area. Leave the To: field blank. It is not necessary to have any name in this 

field.   

6. Type in your subject. NOTE – Please do not delete the text in-between the brackets    

([  ]). This information helps determine where the message originated.  

7. Type in your message in the Body of the email.  

8. Click the Send button.  

  
  

Read an Email  
  

1. Click on the Email alert icon within the mini-bar and click Email  



2. You will be taken to your Inbox.  

3. A list of email messages will be displayed from all your courses.  

4. Messages that are bold have not been read.  

5. You can filter your messages for a specific class by clicking on the Filter By dropdown 

list.  

6. Choose the course you wish to view messages for from the dropdown list.  

7. Click on the subject link to read the message.  

8. The message will pop-up in a new window.  

9. Click the Close button when done reading the email.  

  

Reply to an Email  
  

1. Follow the steps on how to read an email.  

2. Within the Message Preview window, click the Reply button.  

3. Do not change the Subject Line.  

4. Type your message in the Body textbox.  

5. Click the Send button.  

6. After the message is sent, you are taken back to the Message Preview window.  

7. Click the Close button.  

  

Determine if a Student Has Opened an Email  
  

You can view if students have read an email message that was sent via the MyCourses email tool. 

The only way to view this information is via the Sent Folder.  
  

1. To access the email tool, Click on the Email alert icon within the mini-bar  

2. Click on Email  

3. You will be taken to your Inbox.  

4. Click on the Sent Folder.  

5. Click on the Subject Name of the email you wish to confirm has been read.  

6. Scroll down until you see View Recipient Activity link. Click on View Recipient Activity.  

7. A Recipient Activity window will appear:   

  If no students have read the email, then it will have No Items Found.  

a. If you sent the message to one student and the student has read the message, 

you will see Date and Time the student read the message.  

b. If you sent the message to the entire class or more than one students, you will 

see a table with each of the students that read the message and date and time 

they read it.  

8. Click Close to close the Recipient Activity window.  

9. Click Close to close the Message Preview window.  

10. Repeat steps 4 - 6 to view more messages.  



Add Another Faculty Member to Your Course  

1. Click the Communicate Tab on the Navbar.  

2. Click Classlist from the drop-down menu.  

3. Click Add Participants  

4. Click Add existing users from the drop-down menu.  

5. In the Search for field, type First and Last Name for the faculty member you wish to enroll  

6. Click the search icon or press the Enter key on your keyboard.  

7. Check the box to the left of the name Faculty Member.  

8. Under the column heading Role, click Faculty from the drop-down menu.  

9. Under the column heading Section, click the title of your course.  

10. Click Enroll Selected Users.  

11. Click Done.  

12. You will now see the faculty member added to your Classlist.  

  

Add Content to Your Course  
  

Create a Module  
  

Modules organize the Course Content area of your course. For example, you can have a module for 
each chapter, unit, or week that you cover.   
  

1. Click Course Content Tab from the Navbar.  

2. Scroll to the bottom of the Table of Contents along the left-hand side of the screen.  

3. In the Add a module... field, enter your new module title.  

4. Press Enter or click outside the field.  

5. The new module will be added  

  

Rename a Module  
  

1. Click the Course Content Tab on the Navbar.  

2. In the Table of Contents, click the Module’s name.   

3. The Module will display on the right side of the screen.  

4. Click on the name of the Title. This places the title in Edit Mode.  

5. The title field will become highlighted.   

6. Type the new title in the field.  

7. Press the Enter Key.  

8. A confirmation message will appear at the bottom of the screen that the title has been 

updated.  
  



Upload a File  
  

Using the steps below, you can upload a Word, PowerPoint, PDF, or other files from your computer 

into the course.  
  

1. Click Course Content Tab from the Navbar.  

2. Click the module from the Table of Contents in which you would like the page to appear.   

3. Click New.  

4. Click Upload a File from the drop-down menu.   

5. Click Upload.  

6. Locate the file on your computer, and either double-click the file or select the file and click 

open.  

7. Click Add  

8. The new fill will appear.   

  

Create a Link  
  

Using the steps below, you can create a link to an external website. For example, you can reference 

an article you would like the students to read or a current news story.  

1. Click the module from the Table of Contents Panel into which you would like the link to 

appear.  

2. Click New.  

3. Click Create a Link from the drop-down menu.  

4. Type a Title for the link.  

5. Type (or Copy-Paste) the URL (Web Address).  

6. Check the box Open as External Resource.  

7. Click Create.  

8. You will see a page that confirms the link title and External Resource.  

9. Return to the Module, and you will see the new link added.  

  

Dropbox  
  

Create a Dropbox  
  

Dropboxes allow your students to upload attachments of their assignments to the course to be 

graded.  
  

1. Click on the Submission Review Tab on the Navbar.  

2. Click Dropboxes.  

3. Click New Folder.  



4. Enter a Name.  

5. Add Instructions for users.  

6. You can include attachments such as a file, an audio recording, or a video recording.  

7. Click Save and Close.  

  

Link a Dropbox to the Gradebook  
  

As you grade submissions made by your students, the grades will be sent automatically to the 

gradebook so that you and your students can better track progress.  
  

How to Navigate to the Dropbox:  

1. Click the Submission Review Tab on the Navbar.  

2. Click Dropboxes.  

3. Click on the context menu Name of the Dropbox you wish to edit the settings.  

4. Click on Edit Folder.  

To Add a Dropbox to the Gradebook:  

1. Underneath the Grade Item heading, click the link named [New Grade Item] within the 

Properties Tab.  

2. A new window will appear.  

3. Enter a name for the grade item. NOTE - It is a best practice to name your grade item the 

same as the dropbox folder name.  

4. Enter the Maximum Points in the textbox.  

5. Click the Save button.  

6. In the Out Of textbox, enter the number of points for this dropbox folder. NOTE - It is a best 

practice to use the same number of out of points that you used for the grade item.  

7. Click the Save and Close button.  

8. You will be taken back to the Dropbox Folder List. Next to the name of the dropbox  

folder will be an assessment icon indicating the dropbox is connected to a gradebook 

item.  
  

Add a Dropbox to the Course Content Area  
  

1. Click on Course Content  

2. Click on the module in which you want to place the Dropbox  

3. Click Add Existing Activities.  

4. Click Dropboxes.  

5. A list of the dropboxes will appear.  

6. Click on the name of the Dropbox.  

7. A message at the bottom of the screen will appear confirming that a Topic has been created.  



8. The dropbox will appear at the bottom of the module.  

  

Grade a Dropbox  
  

1. Click on the Submission Review tab on the Navbar.  

2. Click Dropboxes.  

3. Click the context menu for the dropbox  you want to grade and choose View 

Submissions.  

4. Click the Evaluate link across from the student’s name.  

5. Click on the student’s file submission.  

6. The viewer will show you the students file. There is no need to download the file.  

7. On the right-hand side of the screen within the Evaluation area, enter a value in the Score 

box.   

8. Provide comments and suggestions in the Feedback textbox.  

9. You can Add a File, Record Audio, or Record Video as feedback.  

10. Click Publish to release your feedback to user.  

11. To grade the next student’s submission, click Next Student.  

12. Repeat steps 6 - 10.  

13. When you are done grading, click Back to Folder Submissions.  

Discussion  

Discussions can be used to allow for continued discussion of course topics similar to those that take 

place in a face-to-face environment.   

  

Create a Discussion  
  

1. Click on the Submission Review Tab on the Navbar.  

2. Click Discussions.  

3. On the Discussions List page, click New Topic from the New button.  

4. Select the Forum you want to place your topic in from the drop-down list.   

5. Enter a Title for your forum.  

6. Enter a Description for the Topic. NOTE - The Description is the instructions for the topic.  

7. Click Save and Close.  

  

Link a Discussion to the Gradebook  
  

How to Navigate to the Discussion:  

1. Click the Submission Review Tab on the Navbar.  

2. Click Discussions.  

3. Click on the context menu Name of the Discussion Topic you wish to edit the settings.  



4. Click on Edit Topic.  

  

To Add a Discussion Topic to the Gradebook:  

1. Click on the Assessment within the Edit Discussion  

2. Underneath the Assessment heading, click the link named [New Grade Item].  

3. A new window will appear.  

4. Enter a name for the grade item. NOTE - It is a best practice to name your grade item the 

same as the discussion topic name.  

5. Enter the Maximum Points in the textbox.  

6. Click the Save button.  

7. In the Score Out Of textbox, enter the number of points for this discussion topic. NOTE - It 

is a best practice to use the same number of out of points that you used for the grade item.  

8. Click the Save and Close button.  

9. You will be taken back to the Discussion List. Underneath the name of the discussion  

topic will be an assessment icon indicating the topic is connected 

to a gradebook item.  
  

Add a Discussion to the Course Content Area  

  

1. Click on Course Content  

2. Click on the module to which you want to place the Discussion  

3. Click Add Existing Activities.  

4. Click Discussions.  

5. A list of the Discussion Forums will appear.  

6. Click on the name of the Discussion Forum where the Topic was created.  

7. Click on the name of Discussion Topic.  

8. A message at the bottom of the screen will appear confirming that a Topic has been created.  

9. The discussion topic will appear at the bottom of the module.  

  

 Add Start, Due, and End Dates Modules and Content  
  

To add start, end or due dates for a module:  

1. Click the module name from the Table of Contents panel.  

2. Click Add dates and restrictions... or directly on the module's existing dates and/or release 

conditions.  

3. To add dates for the module, click Add due date..., Add start date..., and/or Add end 

date....  

4. Click Update.  

To add start, end, or due dates to Files and Links  



1. Click on a module from the Table of Contents panel.  

2. Click the context menu to the right of the topic name.  

3. Click Edit Properties In-place.  

4. Click Add dates and restrictions...  

5. To add dates for the module, click Add due date..., Add start date..., and/or Add end 

date....  

6. Click Update.  

To add start, end, or due dates for multiple topics:  

1. Click on a module from the Table of Contents panel.  

2. Click Bulk Edit  

3. Click Add dates and restrictions...  

4. To add dates for the module, click Add due date..., Add start date..., and/or Add end 

date....  

5. Click Done Editing.  

    

Tutorials for Students  
  

Access MyCourses  

1. Go to MyCourses at https://mycourses.spcollege.edu.  

2. Enter your username (Student ID) and password  

3. Click Login 

 

 

 

 

 

Navigate MyCourses  
  

Navigate a Course  

Each course may vary slightly depending on how the instructor has chosen to lay it out. There are, 

however, certain navigation features that should be available in all courses. This tutorial will show 

you some of the basic navigation tools starting with how to access a course through navigating 

through content within a course.  

   

https://mycourses.spcollege.edu/
https://mycourses.spcollege.edu/


1. Once you enter a course, you can use the links and menus in the Navigation Bar to navigate 

to specific areas of the course.  

A. Course Home - when you first enter a course, you will be taken to the Course Home. 

You can return to this spot at any time by clicking the Course Home link in the 

navigation bar  

B. Calendar - use the calendar to view important course dates including assignment 

due dates  

C. Course Content – this link will take you to the main area of your course where you 

will access course materials, assignments, and the course syllabus  

D. Communicate - this menu offers links to commonly used communication tools such 

as email, chat, and discussions as well as a link to view the class list  

E. Report - this menu offers you options to view your current progress in the course  

F. Submission Review – this menu offers links to review your discussion posts, 

Dropbox submissions, and quiz submissions  

G. Grades – this link offers access to your grades in the course  

    

Navigate Course Content  

1. You will spend the majority of your time in the Course Content area of the course. To view 

the course content, click on the Course Content link.  

2. The Course Content area is broken up into several sections.  

  

   



A. Search Topics - use this feature to search for specific, active topics in the course  

B. Syllabus, Bookmarks, Course Schedule   

1. Syllabus - your instructor can post a Syllabus to this section of the course. The first 

time you enter the course, and click on Content, you will be taken to this Syllabus 

area. You can always return to it by clicking Syllabus in this menu  

2. Bookmarks - as you navigate through the course content, you can bookmark items 

which allows you to easily locate them at a later date, to view items that you have 
bookmarked, click on Bookmarks from this menu  

3. Upcoming Events - this area will show you the calendar events for the current day, 

the next day as well as the next 7 days  

C. Table of Contents - clicking on the Table of Contents will display each active module in the 

course as well as the active topics within each. Click on a specific module under the Table of 

Contents will display just that module and its topics.  

D. Module Title – this is the title of the module and will vary based on how your instructor has 

chosen to organize the course  

E. Progress Bar - this feature shows your progress in the course in terms of items completed. 

This bar shows your progress in the course overall. Each module also contains a progress bar 

which shows your progress in that specific module.  

NOTE: This will let you know which files you have not yet completed. If you have viewed all 

of the content that is available to you, this bar will help notify you when new content is 

posted, or made available.  

F. Topic - each module contains individual topics such as pages, discussions, dropboxes, etc., 
clicking on the title of each will provide you with more information about that topic  

Navigating a Course Topic  

1. To view a topic, click on the title of the topic you would like to view.  

2. The topic will open to show additional information. This page will vary based on the type of 

topic you opened, but will have some consistent navigation features.  



  

A. Breadcrumb Trail - as you move through certain areas of the course, you will see the 

breadcrumb trail which can be used to return to areas you have previously clicked  

B. Topic Title - this is the title of the topic on which you have clicked  

C. Topic Instructions or Content - instructions for the topic will appear in this area  

D. Download - you can download specific types of content and save them to your computer 

including Word, PowerPoint, and PDF files  

E. Print - the print feature allows you to generate a PDF file which can then be printed or saved 

to your computer  

F. Bookmark - click this button to bookmark this topic and add it to your Bookmarks list under 

the Content area  

G. Pop-Out - click this button to pop the page out into a new window  

H. Previous/Next - use the buttons to navigate through the topics one at a time  

Create Notifications  
Creating notifications allows you to receive important course information via a text to your phone 

or via a personal email account.   

1. Click on your name on the minibar.  

2. Click on Notifications from the dropdown.  

3. Under Contact Methods, you will register an email address and/or a mobile number. (NOTE: 

these fields must be completed to receive notifications based on your preferences.)  



Register Your Personal Email  

1. To register an Email Address, click Enable Email Notification.  

2. You can choose to user the email address associated with the account or enter a custom 

email.  

3. Once you have chosen an email, click Save.  

Register Your Cell Phone  
  

1. To register a Mobile Number, click Register your mobile.  

NOTE: It is recommended that you have your mobile phone with you when completing this 

process. You will need to confirm the phone number you enter via a text message sent to 

your phone.  

a. Country - Select a Country  

b. Mobile Carrier - Choose your mobile carrier  

c. Mobile Number - Enter your mobile number including area code (no spaces, 

dashes, or hyphens)  

2. Click Save  

  

Email  
  

Access Course Email  

  

1. Click into a course on your MyCourses homepage.  

2. Click on the Communicate menu.  

3. Click Email from the dropdown menu.  

4. Your Inbox for that course will load.   

  

 

Email Your Instructor  
  

1. On your Course Home page, In the Student Tools, Click on the Email Faculty   

2. In the Compose New Message window, enter a Subject and Message  

3. Click Send  

Read an Email Message  

1. Click on the Communicate Tab in the Nav Bar.  

2. Click Email from the dropdown menu.  



3. Your Inbox for that course will load.  

4. Unread messages will appear in bold.  

5. Click on the Subject of the message you would like to read.  

6. The Message Preview pane will open and includes the following information.  

  

A. From - who sent the message  

B. To - the recipients of the message  

C. Subject - the subject of the message  

D. Received - the time/date the message arrived in your inbox E. Course Offering - the 

course from which the message was sent  

F. Message - the text of the message.  

Reply to an Email Message  

1. Click on the Communication in the Nav Bar.  

2. Click Email from the dropdown menu.  

3. Your Inbox for that course will load.  

4. Unread messages will appear in bold.  

5. Click on the Subject of the message you would like to read.  

6. After reading the message carefully, click Reply.  

7. The reply message box will appear. A. Enter your reply into the Body field  

B. Click Send  

Compose an Email Message  

1. Click on the Communication in the Nav Bar.  

2. Click Email from the dropdown menu.  

3. Your Inbox for that course will load.  

4. Click Compose.  

5. Click Address Book to choose recipients.  

6. The Address Book will load. By default, you will see all of your classmates and instructors in 

the recipient list at the bottom of the address book.  

  

A. Dropdown the Filter By dropdown box and choose the course you are currently in 

to show only available recipients in that course  

B. Check the box next to the individual(s) you would like to email.  

C. Click To, Cc, or Bcc   

a. To - sends the message to that recipient  

b. Cc - a copy of the email is sent to recipients in this field  

c. Bcc - a copy of the email is sent to recipients in this field, but their names 

are not visible to other recipients of the email  

D. The recipient(s) name will appear in the Recipient fields.  

E. Click Add Recipients  



F. The Compose New Message box will appear again.  

Complete your message:  

A. To - recipients you have chosen will appear in the To field  

B. Subject - by default, the name of the course will appear in the subject line of the email, enter 

a descriptive subject to the right of the course name so that you recipients will know what 

you message is concerning  

C. Body - enter your message into the body area of the email  

D. Click Send  

Forward Your Email  
  

1. Click on the Settings link in the top, right corner of your inbox  

2. Scroll down to Forwarding Options  

3. Check the box Forward incoming messages to an alternate email account   

4. Enter an Email Address   

5. Chose a forwarding option   

a. Forward and delete from the Inbox folder – NOT RECOMMENDED  

b. Forward and mark unread in the Inbox folder – RECOMMENDED  

c. Forward and mark read in the Inbox folder – RECOMMENDED  

Discussions  
Access a Discussion  

1. Click on Course Content  

2. Locate the discussion to which you would like to submit  

3. Click on the title for the discussion  

    

Post a Thread  

1. Navigate to the discussion  

2. Click on the title of the topic to which you would like to post  

3. After carefully reading the directions for the assignment, click on Start a New Thread  

4. Enter a Subject and Message into the appropriate fields.  

5. If you would like to subscribe to this discussion topic, leave the Subscribe to this thread 

option checked. Subscribing to a thread means that you will receive notifications each time 

someone posts a reply to that thread.  

6. Click Post.  

  



Reply to a Thread  

1. Navigate to the discussion  

2. Click on the title of the topic to which you would like to reply  

3. Click on the title of the post to which you would like to reply  

4. Click Reply to Thread  

5. Enter your reply into the Message field  

6. If you would like to include the original post in your reply, click on Add original post text  

7. Click Post  

  

Dropbox  
Access a Dropbox  

1. Click on Course Content  

2. Locate the dropbox to which you would like to submit  

3. Click on the title for the Dropbox  

Submit to a Dropbox  

1. Locate the dropbox to which you would like to submit  

2. Click on the dropbox title  

3. Once you click on the Dropbox title, you will be taken to a page which displays the 

instructions for the dropbox as well as options for Submitting  

4. After carefully reading the directions for the assignment, click the Upload button to attach 

your document to the Dropbox  

5. Select the file you would like to upload on your computer  

6. Click Open  

7. The file will appear directly under the upload button. Repeat Steps 2-4 to upload any 

additional files.  

8. Click Submit to Dropbox  

  

You will receive a summary of your submission as well as a list of files that were attached. If you 

have an email associated with your account in MyCourses, you will receive an email confirmation of 

the submission. Make sure to keep this confirmation for your records. You can always return to an 

active dropbox and view your submissions prior to the End Date if one has been set by your 

instructor.   

  

  


