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INSTRUCTIONS FOR USING

DALLAS THEOLOGICAL SEMINARY
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Logging in to my.dts.edu

1.  When you arrive at my.dts.edu you will need to click the login 
link on the left menu as shown above.

2. Your username is your first and last name separated by a pe-
riod, with no spaces or dashes. If your name is John Dyer, your 
username is John.Dyer. If your name is Carlos de la Garza, your 
username is Carlos.delaGarza. Your username is case sensitive 
(john.dyer and JOHN.DYER will not work). 

3.  If your preferred name is different from your actual name (such 
as William and Bill or Jennifer and Jenny) try using the longer 
name if the shorter names don’t work. 

4.  Your password is your student ID. You will be able to change 
this later if you desire. 
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▲ Click the login link to log in

◄  Usernames are case sen-
sitive.
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Viewing the Course Information Page
Course Schedule
This section contains all the units for your 
class. The units are separated into “Future 
Units,” “Completed Units,” and “Incomplete 
Units.”  You can click on any of the units to 
view the tasks within that unit.

Current Unit
The “current unit” section will display the 
tasks you need to complete before the end 
of that unit. Click “Unit Instructions” for an 
overview of the unit. Below the unit listing, 
you will find the “tasks” (assignments) for 
that unit.

Certain tasks, such as reading assignments 
and devotionals, can be checked off by the 
student. When you have completed the 
task, simply click inside the checkbox and 
you work will be recorded.

Other tasks are not “checkable.” The the 
task will automatically be checked after 
your assignment has been turned in. Some 
assignment will require you to turn in a file 
(usually a paper written in Microsoft Word), 
others will automatically create a thread in 
the forums. If you accidentally upload the 
wrong file, you will be able to replace it up 
until the due date for the assignment.

Some checkboxes are dimmed until you turn in an assignment.
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Viewing the Course Information Page...(continued)

Course Forums
Some classes have forums for open discus-
sion and for assignments. If your class has 
forums, you will see the appropriate links in 
this section. 

The “Class Discussion” forum is for general 
discussion about course-related material but 
is not used for assignments. There will also 
be several “Assignment” forums for groups 
within the class.

My Assignments
Whenever you turn in (post) an assignment, 
it will be listed here. Every assignment you 
have turned in will be listed here.

When your grader or facilitator has graded 
your assignment, they will return a marked- 
up PDF and enter in your grade for the 
assignment.
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Course Members
In this section you will find all the registered 
students, faculty, and class facilitators. 
Clicking on a link will allow you to view a 
profile of that class member.

Viewing the Course Information Page...(continued)
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1. Start Microsoft Word.

2. Type your assignment into Microsoft Word.

Submitting an Assignment
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3. Save your paper to your computer. Make sure you save your work to a location you 
can remember.

4. Go to http://my.dts.edu/, click on “My Classes.”

Submitting an Assignment...(continued)
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5. Click on “Course Information Page.”

6. Click the “Turn in Assignment” button.

7. Press the “Browse” Button.

Submitting an Assignment...(continued)
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8. Find your file.

9. Add any comments you might need. 

10. Press the “Submit Assignment” button.

Submitting an Assignment...(continued)


