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Co-Instructor Enrollment Request 
The Office of Distance Education assists the enrollment of co-instructors only after 
obtaining the permission of the primary instructor and the department head. To request 
co-instructor enrollment, please submit a Help Desk ticket if you are the primary 
instructor of the course or the department head. Either way, both should be copied on 
the request. 

For questions on this policy please email distanceed@coloradomesa.edu 
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D2L Help Request: Co-Instructor Enrollment 
1. From the Colorado Mesa University website, www.coloradomesa.edu, click on Log 

in to MAVzone. 

2. After signing in, select the IT Help Desk app to create a ticket. 
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Help Request 

Request Type 

Subject Banner and Administrative Systems 

Request Deta[I Classroom NV 

Help, Reques:t 

Comput er / Laptop / Tablet 

Des1re2Leam (D2L) 

Email / Out look 

eP ortfolio 

MAVzone 

Request Type I Desire2il.,ear (02L) 

Canno access D2L course S11bject 
Canno access D2L course conten 

Request Detai ll 

3. From the Help Request page, choose your Request Type as Desire2Learn 
(D2L) from the dropdown menu. 

4. Choose the sub-request as Co-Instructor Enrollment Request (Instructor 
Only) from the dropdown menu. 
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Request Type I Desire2Learn (D2L) • I 

Instructions 

I Co-lnslructor Enrollmenl Request (lnstruclor Only) • [ 

Co-lnstru.clor enrol enc reciuest for a. COLII se s.tieft in D2L as to come from 
either the I sted {pnmary) instructor Of the Oepsrtment Head. In edher csse , the 
ocher pe-r=-0n should be CC'd on ·s request. 

Class, section number, and CRN (e. g. ENGL11 2-001 20156)' I ENGL 112-001 20156 J 
Primary instructo~s fu ll name.' I Ju I ie Smith I 

~· =========~/, 
Co-instructo~s ru ll name.' .I _B_u_ c _k_y_ B_a_ r _n_e_s _________ =I - /, 

Carbon Copy (Cc:) ~-----------------~ 0 Enabled 

Attachments ~ 

Locat ion [ Lowell Heiny Hall (LHH) • [ Room ~14_27 ______ ~ 

( Cancel ) I< Save ~ 

5. Complete the rest of the form (make sure to fill the required fields indicated by *) 
and Save the form to submit your request. 
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