Create and Edit Checklists in D2L

1. To begin, navigate to the course you wish to create the checklist in. Then, click “Content” on your
course toolbar.
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2. Next, select or create the module you want to add the checklist to.
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3. Next, click the blue “Upload/Create” button. Choose the “New Checklist” option.
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4. Now, name the checklist topic. For the purpose of this exercise, we will call it “Checklist for
Module 1.” You can also include instructions for your students in the “Instructions” section. For
now, let’s save this list as a draft by clicking the “Save as Draft” button.
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Complete all items on the list(s) below before the due date.|
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5. Now, click “Add a New List” to your topic.
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6. Change your checklist title by clicking “List 1” and add a new activity by clicking “Add a New Task
to List 1...”
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7. After adding a new task, the module will automatically populate a due date. You can edit the due
date by clicking on the date. You can also task instructions under “Add a Description” or you can
add another task by clicking “Add a New Task to Activities for Module 1...” and repeating the
previous step.
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8. You can add restrictions to your checklist by scrolling down to the “Activity Details” section. Click

“Add dates and restrictions...” to lock the module until a certain date or until after a student has
completed an activity.
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9. Click “Add start date...” and add the date you want the module to open on. “Add due date...” will
be the date that the activities are due. Click “Add end date” if you want to set a date for the
module to close. You can edit the release conditions if you want the module to be opened after
the student has completed a specific action. Click “Create” or “Browse” under “Release
Conditions” if you want to do this. Otherwise, click “Update” to save your list.
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10.After completing and saving your list, make sure to publish it. Click “Draft” and change it to
“Published” to do so.
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Complete all items on the list(s) below before the due date.

11.You can edit the checklist title, description, and due date by clicking the arrow next to the topic

name.
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