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Introduction

Welcome toMoodle! The following user guide is designed as a quick reference guide for the
basic functionality you will usevery daywith Moodle. This document igesigned as a

reference after you have attended a Moodle training course and is not designed as a substitute
for Moodle training.

If you find yourself getting more advanced whfoodle, there are a number of resources at
your disposal. A few alternativese outlined at the end of this documetd get you started.

This document also featuré¥here Have They Gogections. These are indicated by a blue box
and will appear at the end of each topic. They indicate settings formerly in that area in Moodle
version 1.9 and tell you were to find these settings in Moodle 2.x. This section is designed to
assist you as you make the transition between versions.

This documentatioris proprietary information of eThink Education and is not to be copied, reproduced,
lent or disposed of, nor used for any purpose other than that for which it is specifically provided without

the written permission of eThink Education.
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Logging On

Moodle ismostcompatiblewith Internet Explorer oFirefoxbrowsers

Moodleis integratel with your existing campus log user name and password. This means you
can use the same user name and passwibed you use to logon to compers oncampus. For
example, ifyour name is John Doe, your logon will be somethingdil@ R 2 &dn.daefNJThe
password will be the same as you use currently.

The first screen you will see is the Moodle home page. Click in the upper right corner to login

Enter the User Name and Password as shown below:

You are notlogged in. (Login)

Havigation =10 Login

Home Usemame

Calendar
» Courses

Password

Login

Calendar =10

e October 2011 >

Sun Mon Tue Wed Thu Fri Sat

8 0 1 12 12 14 15
18 17 18 12 20 21 22
s 3R T

W A
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Editing Your Profile

é
elhink

EDUCATION

The first time you logonjou may want to update yourser profile. To access it, click on your
name in the upper righhand corner of the pagand then go to the Edit Profile tal number

of fields on this profile are being automatically updated using your information in
PowerCAMPUS. If you feel any chesigeed to be made, contact yoon-campusiT
Departmentto have it updated.

Home » Site pages

—General

First name™ ITgacher

Surname™ |Test

Email address™ |test@ethink.com

Email display |.¢.III:|'-N only other course members to see my email address |Z|

Email format [ pretty HTIL format ||

Email digesttype

| Mo digest (single email per forum post) |E|

Forum auto-subscribe |"r’es: when | post, subscribe me to that forum E
Forum tracking | Mo: don't keep track of posts | have seen E
When editingtext [Use HTWIL editor (some browsers only) [=]
AJAx and Javascript | No:use basic web features =
Screen reader @ W
Citytown™  |Boston
Selecta county™ | United States |v]
Timezone [ servers local time [=]

Preferred language

I English (en) :

Desu:ripti-:uno advanced.font = || advanced.font = || advanced.parz = 'a':r = |
B I U =x, x| EEZ=|JF & EEA -2 -1
i iIZ =4 EH & Q FH P

M P
these here as they are linked to your other logons on campus.

I| sBedmdlr usernamand email address already filled itYou will not be able to change

2. Email displagllows you tochoose who can see your email address. Your choices are to hide
your email from everyone, allow only the people in your classes to see it, or display it for

This documentatioris proprietary information of eThink Education and is not to be copied, reproduced,
lent or disposed of, nor used for any purpose other than that for which it is specifically provided without
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everyone who logs in to the site. If you choose to hide your email from other people, they
will not be able to send you email directly from Moodle.

3. After setting your city and country, you can choose your preferred language. Setting your
language here makes it your default language for all pages.

4. The timezone setting can be very important, 8 pA I £ £ &8 A F &2 dzQNBE 62NJ Ay3 4
audience or will be traveling and accessing the system. Be sure to set the time zone to your
f20Ff GAYSY y2G GKS aASNBSNDa 20t GAYSO®

5. The description box gives you a place to tell your Moodle commutiityeaabout yourself. If
@2dz R2y Qi FSSt O2YF2NIlo6ftS gNARGAYI I RSaONRLIA
GKS &deaidSy ¢62yQi O2YLX FAYy®

6. The remaining optional fields allow you to include personal details about yourself, including
your phob or a representative image, and contact information. Your picture will appear by
your postings in the forums, in your profile, and in the course roster.

7.You can also upload a pictuusingthese steps:

a) Prepare the picture youwanttouse®2 Yy @SNI Ay 3 Ad G2 F 3IAF 2N 2LIS
It should be smadir than the maximum upload size.

b) Click theChoose a Filbutton and locate your prepared picture. Then click Choose in the
dialogue box.

¢) Then click Update Profile at the bottom of the screen. Moodle will crop your picture into a
square and shrink it to 100y-100 pixels.

b2g €2dzNJ LINPFAES Aa |ttt asSad G2 3209 . 2dz g2y Qi Kl
something.
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Opening Your Course

After logging in you will find yourself on the Moodle homepage. Your user id is linedrto
a0K22f Qa { G dzRS Y fiso Mopdleatdriaticallgisglayq tRedursBsyyou are

teaching. If you do not see one or all of the coungas are teaching, contact the IT Help Desk
for assistance.

The courses are pulling over directly from the Student Information System. As such, the Course

ID, Course Name, Description, Start and End Dates are automatically being filfeginsee

FyedKAYI GKFG A& AYyO2NNBOGS O2yil OG GKS wS3ixaidNd

The Course ID in Moodle is a computed field including the Course ID (ACC 101) plus the Section

Number followed by a dash and then the Term and Session the course is beiegl affefFor
example ACC101.0t FAL would be ACC 101, Sectitroffered in the Fall Term, Session 01.

The information on your course (the special Course ID) will be grayed out when you first see it

on the homepage. This is because when the course is created it is creathididteastatus.
This means that only you as the teacher can see it, the studamtsot. This gives you an

opportunity to update your course and add content and then you decide when you are ready to

for your students to see the course.

Click on the grayed out course ID to open your course.

éﬂlinﬁ

EDUCATION

Home m Site pages

Navigation

Home
My home
¥ Site pages Teacher: Teacher Test
Blogs
Tags
Calendar Search courses l—il
P My profile
b Ly courses

Calendar -10

« October 2011 -

Sun Mon Tue Wed Thu Fri Sat

2 3 5 6 7
2 10 1" 12 13 14 15
16 17 18 19 20 M 22
23 24 25 28 27 28 29
0 A
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Course Settings

The settings area where you set the course format also gives you access to a number of
AYLRNIFyG O2dzZNES 2LJiA2yad | 2dzQff FAYR AG A& AYLY
your course to ensure that it behaves the way you want.

To change yaucourse settings:
1. ClickeditSettingsin the Administration block.

2. Review the settings options to ensure they are correct for your course:

Summary
The summary will appear in the course listings page when other users scan the course

catalogs.

Format

The default format is Weekly, which creates separate boxes on your course page for each
week of your course. Students tend to prefer this format. The second most popular option is
Topics, which allows you to organize your course not by week but by fG@mpécSocial
Format is completely free form and not recommended for academic courses.

Number of Weeks/Topics
Based on the format you choose, you may want to change this setting to modify the number
of boxes appearing on your course page.

Course Start Datébo Not Change this fiéld
The start date is the day the course is first actiVéuis is also computed by the integration
with your Student Information System

Group Mode
Moodle can create student workgroupsFor now, you need to decide if you want your

IANRdzLJa G2 62N] AYRSLISYyRSyiGfe 2N G2 oS ofS G2
group modeseparately for many activities or force the group mode to be set at the course

level. If everything in the course is done as part of a group, or you are running cohorts of
d0dzRSyda GKNRdAzZZK || O2dzNES 4 RAFFSMBIg®H GAYSaA:Z
make management easier.

This documentatioris proprietary information of eThink Education and is not to be copied, reproduced,
lent or disposed of, nor used for any purpose other than that for which it is specifically provided without
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Availability

Use this setting to control student access to your course. You can make a course available or
unavailable to students without affecting your own access. This is a good way to hide
O2dz2NAE Sa (K I fdr publNBoyisQriiptioNBr hiRedthem at the end of the semester
while you calculate your final gradesThis setting will be configured to hide your course
when the course is initially created. You must change this setting to unhide your course in
order fa students to see it.

Student Progress

¢CKA&E Ad | ySé FSIiGdzNB F2N) az22RtS HoE® LG I|ff2
course by requiring them to complete certain activities before others become available to

them. Here you are simplgnabling the option to use it, as you create each activity or
NBaz2dNOS e2dxQff G(KSy 6S Io6tS (G2 aSidzal G6KS aLlSo

Role renaming

The next two settings allow you to enter the word you want Moodle to use for the singular

and plural versions of the word KI & RSaA 3yl iSa GKS GSI OKSNIDa NI
instructors, facilitators, professors, etc.. Whatever you want to use, enter it here.

Your Word for Student/Students

Again, you can choose the word you want Moodle to use for people in the studlensuch

FAd AL NOAOALI yGaAég 2N af SIFNYSNRERDE

o® hyOS &2dz200S YIRS I ff @&2dzNJ aSt SOGA2yas
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Editing Your Course

b2¢g G(GKIFIG 22dz2Q3S RSOARSR 2y | QiopkNivhbwitoddy R & S G A
O2yiSyid (2 &2dzNJ O2dzNAS® ¢ 2 &0 EdiiigModeshichide OSa a =
allow you to add resources and activities to your course. Ondpeight side of the screen of

yeg O2dz2NES &2dz ISNB G SWOKAXYBStERAzQGUZNFS ORAGAY T a:
link will present you with a new array of options.

y 3
2

NY O%

Startingati KS (2L 2F (GKS aONBSysx tSGQa €221 +id ¢KIFG 9
SIOK o0f 207132 @& avdxrh(this us&i$o be g/ perh ad®RpaperZichyhen you click

it, you are presented with a Summary text area. You can use this to label and summarize each

topic or schedule blocks in your course. You should keep the summary to a sentence or two for

each block tof 2 AR YIF {1 Ay3d GKS YAy LI 3IS (22 t2y3d /A
summary. You can go back and change it later by clidkiegvrench icon.See the section

Adding Section Headefsr more detail.

Onthelefi K YR aARSTZ ySEG (2 GKS t106Sf F2NJ GKS t S22 LJX ¢
Block icons

Icon Function

& Show or hide item. If you want to keep an item in your course, but
R2y Qi ¢yl @2dzNJ atdzRSyda G2 as
them.

X Delete item. Removes the item or block from your course. ltems wil
permanently removed; blocks can be added again using the Blocks
menu.

|E| Move item. Clicking this will allow you to move an item to another tg
-5

or schedule block.
- Move right orleft. You can move blocks to the leftr righthand
columns. You can also use this to indent items in your content blocl

You will use these icons throughout Moodle to customize the interface for your needs.

In addition to the icons for manipulating the blocks, each content block in the middle column

KFd 62 RNRBLIR2gYy YSydzad hy GKS STl GKS YSydz ft
adding static content, such as web pages and wwomtessing document€On the right, the

G!' RR Iy FOUA@GAG&E YSydz IA@Sa e2dz G22t&a (42 | RR |
assignments.

The resource mengives you access to tools for adding content. There are a number of ways
you can create content directly iitA Y a2 2 Rt S 2NJ f Ay | G2 O2yiGSyid &2«

File (formerly Link to a File)

This documentatioris proprietary information of eThink Education and is not to be copied, reproduced,
lent or disposed of, nor used for any purpose other than that for which it is specifically provided without
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You can use this to upload a file such as a Word document, PowerPoint, or PDF. Keep in mind it
is best to use the PDF format for items such as a Syllabus, so they carbeasibd on all
operating systems and to ensure they cannot be modifi€ge the sectionUploading
Documentdor more details.

Folder (formerlyJpload a Directory
If you have a large number of documents to provideryswdents, it might be best to use this
option to create a link to a folder of documents. This will keep your course page cleaner.

Label (formerly Insert a label
.2dz Oy dza8S froSfa (2 2NHIFIYATS (KS fAysa Ay @e2c
provide a label within the content block.

Pagéformerly Compose a texiveb page

If you want more formatting options, you can compose a web page. If you selected to use the

HTML editor in your personal profile, you can simply create a pag®ews/ould usea word
LINEPOS&aa2N» hiKSNBAaSs e2dzQfft ySSR (2 1y2¢ az2vysS |

URL (formerly calledink toaweb sitg
You can easily create links to other web sites outside your Moodle co8ese.the section
Linking to Websitefr more details.

The Add Activity Menwllows you to add interactive tools to your courséhe table below
explains each tool very briefly.

Activity types

Tool type Description

Assignment A basic task with which you can
describe what you want the
students to do or record a grade.
You can also have the students
upload a response and score it latq

Attendance Used to manually or automatically
track student participation in the
class.

Chat A group chat room where people
can meet at the same time and se
text messages.

Choice A simple poll displayed within a
content block.

Database Option to create a database in
information to be used as part of
the course. The setup of this can b

This documentatioris proprietary information of eThink Education and is not to be copied, reproduced,
lent or disposed of, nor used for any purpose other than that for which it is specifically provided without
the written permission of eThink Education.
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involved.
Forum Treaded discussion boards. They :
a powerful communication tool.
Glossary Dictionaries of terms that you can

create for each week, topic, or
course. You can have your studen
participate in building them.
Lesson A set of ordered materials that use
guestions to determine what
content the student sees next.

Quiz A good, olefashioned web quiz witk
a lot of flexibility.

SCORM SCORM is an acronym for Sharab
Content Object Reference Model.
LidQa F LI Ol 3IAY:

educational content. Moodle now
has tools to allow you to upload
content packaged as SCORM.

Survey Gathers feedback from students
using prepackaged questioraires.
Wiki Allows you to create a common

document with many editors.

Workshop A very nice tool for student peer
assessment. Students upload their
g2N] YR a0O2NB |
using a scoring guide you create.
This feature has been redesigned
for Moodle 2.

This documentatioris proprietary information of eThink Education and is not to be copied, reproduced,
lent or disposed of, nor used for any purpose other than that for which it is specifically provided without
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Adding Section Headers

Section Headerare quick easy way to make your course pop. For example, you can easily add a
quick picture and introduction to the top of your course.

Start by clicking the Wrench Button in the upper box of ymurse page:

e"ﬂqini

EDUCATION

Home » My courses » Cheryl Test Course

Navigation = (] Welcome to My Course!

a2 y

Home JMewsforum =4 F R L &

9 Ky home |@| eThink Education Web Site = ¢ ~ = X% & &

: rSdi:enfoaﬂgL: : @ |Addaresource.. [ |@ | Add an activity... =

Once in the editing page, you can type useful information into the text box:

Home » My courses » Cheryl Test Course » Edit General
Summary of General

Use default section name
Section name |

Summary (g

advanced.font = || advanced.font = || advanced.parz ~ | | £ 34 '?:_Er = |
B J U#x x| EEEJCEEA -2
is L3 5 Y R L

Welcome to Moodle 101! In this course, we'll be exploring the basics of
Moodle. |

11
[

Contact Information:

m

Teacher Test
Phone: 555-1234

Email: teacher@test.com =
advanced.path: p

Save changes| Cancel|

This documentatioris proprietary information of eThink Education and is not to be copied, reproduced,
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{AyOS dKAa Aa GKS FTANBG UAYS 6SQ@S aSSy UKS 1 ¢al

The text editor (sometimes referred to as the '"HTML editor' or even 'Til§M@s many icons

to assist the user in entering content. Many of these icons and functions should be familiar to
anyone who uses a word processor. Some examples of where you will see the text editor
include: Editing Section headings, description of divig, writing an answer to a quiz question
or editing the content of many blocks.

Font family | = || Font size * || Paragraph - 3 '?_;-’ =l
= JCmmA -2

22 AGE Q -
the text editor tool bar

B 7 U ¢ x x°

$m

— 1— ey s
o= === 52
= 3— =3 B

The standard version o

=

For those who are not familiar with the tool bar, here are the functions listed by group using the
above example.
Rowl

1 Font family |~ || Font size * | Paragraph = Font, size and heading group
1 7 ™ _Undo and Redo group

#E o
Al - Find and Replace group
1 Sl Full screen toggle
Row 2
g (B 4 U & X X 1o effect group
|l === Line format group
)l J L@ Formatting group
g A Z - color group
1 Simllide Paragraph group
Row 3
f == | Number and Bullets and indents
7 &= itud Link group
1 22 Aol 2 i'?-lnsert group

g ™% HTML source toggle & spellchecker
Special features
Color pickers

. A%
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Linking to Websites

Linking to a website is a one of the easiest and most useful things you can do to add content to
your Moodle course.

To start, Turn Editing On and select URL from the Add a Resourcdalxop

Name: This field is required (as indicated by the red *). This is the text the students will see on
your course page, so make the name something clear andise.

5SaONARLIIAZ2YY ¢KAa oAff FLIISFNI 6St26 (GKS sSoaii
the content into any kind of useful context, it is helpful to articulate that here.

External URL: Paste or use tBkeoose A Lirthutton to put the URL you want to link to here.

Display: You can select how you want the students to see the site.

Home » My courses - Cheryl Test Course » General » eThink Education Web Site
i -0 .
Navigation I & Updating: URL
2 L]
Va4
rGeneral
Home Name™ [eThink Education Web Site
My home -
» Site pages Description advanced.font ™| advanced.font ™ | advanced.parz =]
P My profile  —
B J Usx xX' EE= 5 G| A -3 || e e
¥ My courses = EsFyama-Z
v IS iE4E I A
»
» Great web site!
¥ General
2 News forum
|®| eThink Education Web
Site
» 29 December - 4 January
¥ 5January - 11 January
Seftings e advanced path: p 4
Vs 3
—Comn
¥ URL module administration External URL [ttp:hanaow ethinke ducation.com Choose alink...
Edit settings
Locally assigned roles
Permissions Ontions ¥ ap oo 4
Check permissions Show advanced
Filters Display @ l—M
Logs
Teann Display URL name []
Restore Display URL
description

There are several other settings on this page. If you are interested in using them, feel free to
click on the any of the blue questionark buttons to get help understanding any of those
features.

Press Save and Return to Course at the bottom when you are done.

This documentatioris proprietary information of eThink Education and is not to be copied, reproduced,
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Uploading Documents

Moodle is a great tool for providing students with copies of important course documents such
as the syllabs, reference materials, copies of PowerPoint presentations etc.

To begin, Turn Editing On and select File from Add a Resource:

Name: This field is required (as indicated by the red *). This is the text the students will see on
your course page, so makige name something clear and concise.

Description: This will appeavith the documentg K Sy (G KS aGdzRSyiQa @ASg AGO
the content into any kind of useful context, it is helpful to articulate that here.

Home » My courses » Cheryl Test Course

Navigation -0 . .
S | ]Adding a new File
Va4
rGeneral
Home Name™ [gyllabus
My home .
b Site pages Description advanced.font - | advanced.font ~ || advanced.parz ~ || ) Rl
P My profile —
B I Usx x| E== Gl A -2 - ko
¥ My courses — x|EEEVeamA-Z
v IS EE T EREIL
»
» Course Syllabus
» General

» 29 December - 4 January
» 5 January - 11 January

Settings -0
Vs ]
advanced.path: p A
¥ Course administration
S Turn editing off
483 Edit seftings
83 Completion tracking
b Users
T Filters
|+] Grades
£ Outcomes

es
d Create fG\‘jEFI Download all | Maximum size for new files: 64MB

= syllabus et %2

Use the Add button to upload ddihere. For more details on the File Picker, Be@aging
Documents.

Press Save and Return to Course at the bottom.

This documentatioris proprietary information of eThink Education and is not to be copied, reproduced,
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Managing Documents

The File picker enables files to be added and displayed in Metai@xample, when an editing
Teacher clickddd A Resource > Fite when a Forum participant adds an attachment to a post.
An "add" button appears which is clicked on to access theliker:

Content
Select ﬁIEE_-_ AdM Create folder

click to getto File
Picker where you J

choose your file

Getting files from the File picker

When the File picker screen appears, a number of links are listed down the side. These are links
to Repositoriesvhich hold files you might want to use. There is also aUiplioad a filevhich
you would clek on to add a file yourself from your computer.

File picker

1 Server files

1 Recent files

3. Upload a file

¥ Private files

This documentatioris proprietary information of eThink Education and is not to be copied, reproduced,
lent or disposed of, nor used for any purpose other than that for which it is specifically provided without
the written permission of eThink Education.

170f 42


http://docs.moodle.org/20/en/File:Filepickeraddbutton.png
http://docs.moodle.org/20/en/File:Filepickerscreenshot.png

eThink Education

E
Moodle 2 Faculty él—hinI{

Quick Reference Guide EDLCATION

Server files
This takes you to other areas of Moodle where files have been uploaded and to which you have
access.

Recent files

This takes you to the last 50 files you have uploaded. It's a quick way of finding files if you want
to reuse them, but remember that it will only show you files of the type it thinks you want to
usec i.e., what you see depends on the context.

Upload dfile
This is where you click to upload files and folders from your computer.

Private files

This is a private file storage area for each user. You can upload files to your private files area
from a link in your profile or a side block if it has been added to your course. You can then
access those files from therivate filedink in the File piokr to display on the course page for
others.
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Assignments

There are 4 tyes of assignments:

Upload a single file

A student can upload a single file, such as a Word document, spreadsheet or anything digital.
Multiple files can be zipped and then submitted. After learners upload their files in this
arrangement, the instructowill be able to open the submission and then use the Moodle
interface to assign a grade and offer comments as feedback.

Advanced uploading of fildBEST CHOICE

This option is your best choice for any type of assignment because it provides the most
flexibility. Options include multiple file submission, allowing students to type a message
alongside their submission & returning a file as feedback.

Online Text

This assignment type asks users to compose and edit text, using the normal editing tools. The

online text assignment can be set up to allow learners to compose, revise and edit over time or

such that the learner only has one opportunity to enter his or her response. Furthermore, with

the online assignment, instructors can grade the work online arh eedit and/or provide

O2YYSyida 6AGKAY GKS fSIFNYSNRa gjpunblidgatiKS 2yt Ay S
composition work.

Offline activity
This is useful when the assignment is performed outside of Moodle. It could be something

elsewhere on the web or fae®-face. Students can see a description of the assignment, but
can't upload files. Grading works normally, and students will get noiificatf their grades.

All of the above assignment types have some common settings, explained in detail below:
AssignmentnameDA @S @2 dzNJ ! aaA3YyYSyd F yIFrYS 60Sdad awSLR!

entered here will be the name that learners see in the course content area. Learners will click on
this name to view the details of the assignment and, if applicable, submit thek. wo

Description The description of the assignment, which should include precise instructions for
students regarding the subject of the assignment, the form, in which it should be submitted, the
grading criteria etc.

Use this area to describe the agsnent and explain what learners are expected to do to
complete this task. The assignment description can be as brief or as detailed as you feel is
necessary to meet the needs of your learners. However, it is to your benefit to provide as much
detail and nformation as possible, especially at the start of the course while you are still
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establishing procedures. Generally, the more information you are able to provide here the fewer
guestions and problems your learners will have completing the task.

The asginment description field can also be used to provide information or resources related to
the assignment. An instructor, for example, could provide some literature, a video clip, an
image, or a link to a webpage, and then ask the learners to use theseiatgaiarcompleting

the task.

Available from The Available from setting prevents students from submitting their assignment
before the shown date. This option allows an instructor to set a day, month, year and time (24
hour clock) from which learners céegin to submit their assignments. Please note that this

setting does not hide the activity from the learners. Instead, the learner will see the activity, be
able to view the instructions and use any materials you have include in the description, but the
learner will not be able to submit or complete the assignment until the Available from date.

By default the Available from date is Enabled (ticked) and is set at the day and time you selected
Add Assignment. To Disable this feature simply ensure the &ahbtkbox is not marked.

Due date- The Due date setting prevents students from submitting their assignment after the
shown date. This option allows an instructor to set a day, month, year and time (24 hour clock)
before which learners must submit their assignment.

By default the Availablgom date is Enabled (ticked) and is set at 7 days ahead of the day and
time you selected Add Assignment. To Disable this feature simply ensure the Enable checkbox is
not marked.

Prevent late submissionsSetting Prevent late submissions to Yes willpre learners from

being able to submit this assignment after the Due date (where specified). If you set Prevent late
submissions to No, then learners can submit the assignment as long as the assignment is visible
or accessible to them but their submisssowill be marked as late.

Grade- Specify the maximum grade or Scale to be applied to the assignment. If you will not be
giving a grade for the assignment, choose No Grade.

If you have any questions on specific settings for each of the individualrassigtypes, use the
guestion mark icons next to each item to get more details.
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Forums

The forum module is an activity where students and teachers can exchange ideas by posting
comments. A forum can contribute significantly to successful communicatidc@mmunity
building in an online environment.

To add a forum:

1. dick "Turn Editing On", and go to the topic or week section in which you want to create
the forum.

2. From the dropdown menu labeled "Add an activity", select "Forum". This will take you
to the forum settings page titled "Adding a new forum" page.

There are five forum types to choose from:

71 A single simple discussief single topic discussion developed on one page, which is
useful for short focused discussions

¢ Standard forum for general usé\n open forum where anyone can start a new topic at
any time; this is the best generplrpose forum

1 Each person posts omiscussion Each person can post exactly one new discussion
topic (everyone can reply to them though); this is useful when you want each student to
start a discussion about, say, their reflections on the week's topic, and everyone else
responds to these

1 Q and A Foruminstead of initiating discussions participants pose a question in the
initial post of a discussion. Students may reply with an answer, but they will not see the
replies of other Students to the question in that discussion until they hammselves
replied to the same discussion.

T Standard forum displayed in a bKige format

ANews forumis a special type of forum that is automatically created with a new co&me.
more details on uses for News Forums, Eseailing Students

Subscription mode

When a person is subscribed to a forum it means that they will be sent email copies of every
post in that forumUserscan usually choose whether or not they want to be subscribed to each
forum. However, the teadr can choose to force subscription on a particular forum then all
course users will be subscribed automatically, even those thatllegira later time.

If the teacher selects the option "Yes, initially" then all current and future course users will be
subscribed initially but they can unsubscribe themselves at any time. If the teacher chooses
"Yes, forever" then the forum members will not be able to unsubscribe themselves.
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Tips:

1 Forcing everyone to subscribe is especially useful towards the beginting course
(before everyone has worked out that they can subscribe to these emails themselves).

1 Changing the setting from "Yes, initially" to "No" will not unsubscribe existing users, it
will only affect those whenrollin the course in the future. Sitarly changing "Yes,
initially” will not subscribe existing course users but only those enrolling later.

1 There is also a "Subscriptions not allowed" setting which prevents Students from
subscribing to a Forum. Teachers may choose to subscribe to a fiotfuey wish.

Grade

Forum posts can be rated using@ale(pre existing number or word scales). By default, only
teachers can rate forum posts, though students can be given permission to do so if desired (see
Forum permissions below). This is a usefal for giving students participation grades. Any

ratings given in the forum are recorded in theade book

Aggregate type

You can set an aggregate type, in other words, decide how all the ratings given to posts in a
forum are combined to form the finakrgde (for each post and for the whole forum activity).
Some scales do not lend themselves to certain types of aggregates. There are five options:

1 Average of ratings (defauk)This is the mean of all the ratings given to posts in that
forum. It is espeailly useful with peer grading when there are a lot of ratings being
made.

1 Count of ratings The counts the number of rated posts which becomes the final grade.
This is useful when the number of posts is important. Note that the tahotexceed
the maximum grade allowed for the forum. A count may be used if the teacher simply
wants to acknowledge that a reply was given in the case students being required to
make a certain number of posts in the discussion.

f Maximum rating The highest rating is retued as the final grade. This method is useful
for emphasizindhe best work from participants, allowing them to post one higlality
post as well as a number of more casual responses to others.

1 Minimum rating- The smallest rating is returned as the final grade. This method
promotes a culture of high quality for all posts.

1 Sum of ratings All the ratings for a particular user are added together. Note that the
total is not allowed to exceed thmaximum grade for the forum.
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Quizzes

Creating a new quiz is a tvgiep process. In the first step you create the quiz activity and set its
options which specify the rules for interacting with the quiz. In a second step you will tliten e
the quiz to add questions to it.

Step 1: Questions

Questions can be added by either building them directly into Moodle or by importing them from

'y 2dziaARS &a42dz2NOS® Ly GKS /2dzNBS ' RYAYAAGNT GAz2y
Click orthis to toggle open the options here.

w Course administration
& Turn editing off
é23 Edit seftings
£33 Completion tracking
P Users
5 Filters
|| Grades
- Outcomes
(% Backup
| Restore
| Import
</ Reset

w Cuestion bank
B (Questions
B Categories
B Import
B Export

Questiong; Allows you to manually add questions. Moodle supports numerous guestion types,
including multiple choice, true false, and essay.

Categorieg; Questions can be grouped into categories as makes sengetoicourse, such as
by chapter, topic, or year.
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Import ¢ This option is extremely useful. You can import Quiz Questions into Moodle from
multiple sources, including Blackboard, Examview, and Respondus. Additionally, the Gift Format
allows you to create westions in Word or a text file and import them into Moodle.

Use the question mark icons next to each import type to get more information.

Step 2: Create the Quiz

hyOS 22dz2Q@S ONBI G§SR &2 dzNJ |j dzS & ( With Fditifg O, seledtf t Yy SSR
Quiz from theAdd an Activitydrop-down. Follow the usual Moodle homenclature you are

familiar with at this point by adding a Name and Introduction.

L 2dzQf £ gl yld G2 LI @& LI NIAOdzZ NI F(ipPagaiAzy (2 GKS 73
Open/Close Quigz When do you want the students to be able to complete the quiz.

Time Limit If enabled, a floating timer window (requiring JavaScript) is shown with a
countdown. When the time limit is up, the quiz is submitted automatically wihatever
answers have been filled in so far.

Review options These options control what information students can see when they review a
quiz attempt or look at the quiz reportBay careful attention to the setting here, the defaults
are setup as moshstructors want quizzes to work.

Browser security If "Full screen pofup with some JavaScript security" is selected,
1 The quiz will only start if the student has a JavaSematbled webbrowser
1 The quiz appears in a full screen popup window that coaktbe other windows and
has no navigation controls
1 Students are prevented, as far as is possible, from using facilities like copy and paste

hyOS @2dz20@S O2yFANNSR GKS ljdzAT LI 3SzT LINBaa {I @S

The next step is to select the questions from yQuestion Bank that you want to add to the

jdAT & / fA01 G(KS o0fdzS a{K2¢¢ odziliz2y Ay GKS dzLILISNI
boxes next to the questions you want to add and clickAkld to Quidbutton at the bottom of

the Question Bank column.
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Home # My courses » Cheryl Test Course & General » Quiz » Edit quiz

Navigation =10 Editing quiz Order and paging
Vs 4
Eom? Editing quiz: Quiz @ The basic ideas of quiz-making Question bank contents [Hide!
5 Wy hame Total of grades: 0.00 | Questions: 0| This quizis open

Site pages Maximum grade: [100.00 Save Category: Default for Cheryl Test Course
» Wy profile P 1 ‘ : - The default category for questions shared in

age 1| ntext Cher S

i g Empty page ® context ‘Cheryl Test Course’.

- Select a category:

Add estic Add de estic -
» dd s question_.| 3 random queston | [Defauitfor Cheryi Test Course (52) [

b MI Create a new question ..

¥ General
) News forum Page: 1 2 3 (Next)

}p_eThink Education Web i Question -

@] site & [0 B “Concentrstions of aredit risk” ooou & &4

[+ Quiz « 1B em of internal control a
@ nfo ¢ 0] & Alower level employes whe is ash * 4

Once questions have been added to a quiz, you can setup point values for each individual
guestion as well as the quiz itself. Use the Magnifying Glass icon next to the word Description to
edit values fo individual questions and the Maximum Grade field at the top to configure the
overall points for the quiz.

Home » My courses & Cheryl Test Course » General » Cuiz & Edit quiz
MNavigation = Editing quiz | Order and paging
Vs
l;(ome. Editing quiz: Quiz @ The basicideas of quizmaking Question bank contents [Hide]
D bly home Total of grades: 0.00 | Questions: 3 | This quizis open
Site pages Maximum rads'l—ﬂ 00 Save Category. Default for Cheryl Test Course
P My profile ; 4 g The defavit category for questions shared in
age A context Cheryl Test Course’
¥ Wy courses 1 A ‘Concentrations  "Concentrations of credit risk” occur if: A. A significa +x EElBu =
- Description @, Select a category: L
» - Default for Cheryl Test Course (52) 5
» | Add a question ... Add a random guestion |° Create a new question
¥ General
_J News forum Addpage hers|  Pager 1 2.3 (Next)
@
B eThink Education Web Page 2 . 1 . uestion
@] Site I V. ystem of A good system of internal control will include all of the U ¥ ¢ [F] & “Concentrstions of oredit risk” aoou
|#] Quiz Description
@ nfo B
F Results Add a question Add a random question |9
P 29 December - 4 January .
Add page here
» 5January- 11 January
Page 3 .
I A Alower level emy A lower level employee who is asked to participate in Tx
Settings =10 Descrl
&
£ Add a guestion Add a random question |9 g the of an auditef & &
¢ [ B Financial accsunting information i, 24
¥ _Quiz administration Adrinans hara | El =1

There is also a new tab a the top callediering and Pagingshich can be used to change the
order of questions or reset what pages the questi@ppear on.

This documentatioris proprietary information of eThink Education and is not to be copied, reproduced,
lent or disposed of, nor used for any purpose other than that for which it is specifically provided without
the written permission of eThink Education.

250f 42



eThink Education

E
Moodle 2 Faculty él_h lnI{

Quick Reference Guide EDLICATION

Conditional Activities

Conditional activitiesre new in Moodle 2 andnable teachers to restrict the availability of any
activity according to certain conditions such as dates, grade obtained, or activity completion.

Here follows a basic example. Students are required to undertake 4 tasks in a precise order.
According to their score in a quiz, the fourth tagkMoodle lessonis either at a lower or more
advanced level. They must

1 view a webpage explaining the coars

! post an introductory message in a forum

 take aquiz

f  move onto a lesson tailored to their performance in the quiz.

Here is the teacher view.
E) Read this first!

%
Read this first!
Introduce yourself here
o
Do this quiz
Do this quiz

Students will only see the first task (the webpagith the second task (the forum) grayed out.
The other tasks only appear once the conditions have beenldwt:'s it done?
1 Task 1, the webpage must be read (or at least viewed) before students can access the
forum. In task 1 the activity completion conidin is set tarequire view

Require view @ ¥lUser must view activity
Expect completed on | 5 March 2010 Enable

@

1 Task 2, the forum, needs to have the "Restrict availability" section set such that the
webpageRead This Firshust be marked complete. It is also set so the forum is grayed
out until available:

Activity completion Read this first! -
condition @  must be marked complete -

Add 2 activity conditions to form

Before activity s - Show activity greyed-out, with restriction information ~
available @
f Task 2, the forum, needs tequire students to make a post before they can do the quiz.
The activity completion condition is set to " require posts"
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Activity completion

Completion tracking @ Show activity as complete when conditions are met ~

Require view @ ["User must view activity
Require grade @ User must receive a grade

Require posts @ [V User must post discussions or replies
1

Require discussions | User must create discussions:
@
Require replies @ User must post replies:
Expect completed on Marct i Enable

@

1 Task 3, the quiz, needs to have the "Restrict availability section " set such that the forum
must be marked complete. It is also set so that that the quiz is completely hidden until a
student has posted in the forum:

Activity completion  Introduce yourself here v
condition @  must be marked complete v

Add 2 activity conditions to form |

Before activity IS Hide activity entirely ¥
available @

1 Task 4 is two lessongither at level 1 (basic) or level 2 (advanced). If the student scores
less than 50% in the quiz they do Level 1; if they score more, they do Level 2. In the
Level 1 lesson, the "Restrict Availability" section is set such that students can only access
it if they get under 50% in the quiz

Grade condition @ Do this quiz > must
be at least % and less than
50 %%

The Level 2 lesson has the "Restrict availability" section such that students can only access it if
they get 50% or more:

Grade condition (3 Do this quiz > must
be at least 50 % and less than
%o
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Embedding Media

Video is a very powerful tool to use in a Moodle coufideere are severalays of diplaying
video in Moodle.

Linking to a video online elsewhere
1 If your video is hosted elsewhere online (such as youtube) you can simply link to the
relevant page by choosirddd a resourcdRLand pasting in the relevant link.

Uploading a video for students to download
1 Choose this option if you wish to upload your video to Moodle and give users the option
to download it to their own computerdlote that Moodle does have size restrictions on

the upload size of content and this may not be the best option for providing video
content.

1 ChooseAdd a resourcesile

1 Note that the way the video will display depends on the software the user has on their
own computer.

Embedding a video in its own player
1 Moodle has an inbuiltideo player called Flowplayer amitleos embedded into the text
editor will play inline in Flowplayer.
1 Anywhere that Moodle's text editor is available, it is possible to embédeo
f  With your editing turned on, click into the HTML editor where you wish to
embed your video.

71 Click the Moodle media icon as in the following screenshot:
t2Adding a new Label to Topic 5@
Font family |~ | Font size = | Paragraph - o Rl =
B I U&X x EEF JL@HEA-¥-mwmw
= = =i iﬁ\ﬂujw‘?-

71 ClickFind or upload a sound,video or applet
1 The file picker will appear:
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File picker
T server files =
11 Recent files Altachment | B&
Saveas |
¥ Upioad a fike Author.  [Mary Cooch

-«

Private files

Choose license: | Al rights reserved

& Youtube videos Uphoad this file

1 Either clickJpload a fileo upload from your computer or choose the appropriate
repository from which ya wish to bring in your video.

1 Change thesave as/author/licenseettings if desired and cliakpload this fileor select
this file

1 Your video will appear in agview player. Clickisertat the bottom

1 Don't panid You will now only get a blue text link of your video:

summary @ | ont family = | Font size ~ || Paragraph -

B 7 U #sx, x' E=

¥ & im
1 24

— — . :
— P o — . r
— 3 tm |50 59 =3

#— F—

et

moodletvgirl.fiv

Fath:p » &
| HTML format |

Save changes| Cancel|

|l

When you cliclsave changet return to the main course page, your videdlwlisplay.

Using embed code to display external videos

|l

il

il

Go to yourchosen video sharing site and find the embed code of the video you wish to
display. Copy this code.

With your editing turned on, click into the HTML editor where you wish to embed your
video.

Click the HTML code icon as in the following screenshot:
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Font family ~ | Font size ~ | Paragraph v Ee) A,". =
B Z Uax, x EEET JL@WA -

= 1= = e ~ gﬂw)‘/rm:?-

1 Paste your embed code into the box:

HTHML Source Editor ¥ ward wrap

<ifrane Wwidth="360" height="343" src="http:// wwne. youtube ., con/enbed
/EUchl 97 4wZEYrel=)" franebocder="0" allowfullecceen></ifzane)>

T Scroll down and click "update”.

1 Your video will be previewed in the HTML editor. ke changefor it to display on
the page
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Simulate Student Role

hyOS8 &2dQ@8

get an idea of what the course will look like for a student.

hy GKS NRARIKI
and ®lectStudent. Now you can navigate your course agtadent. Once you are ready to
move back to your normal role, click on tReturn to My Normal Rolek in the upper right

hand corner of the screen.

é
elhink

EDUCATION

FRRSR 02y Sy isiniuate & studeNtro@ 3cdydlEcéh

AARS SitchRaeleDeptich Thickidn & ® togg dapént

e"ﬂqirﬂi

EDUCATION

Navigation

Settings

w Course administration
S Turn editing on
oz Edit settings
g2s Completion tracking
b Users
T Filters
|] Grades
& outcomes
=5 Backup
‘B Restore
‘B Import
<7 Reset
aag Dank

Home » My courses » Cheryl Test Course

[

=10

< w Switch role to...
WTTD Leacher

B Student
B Guest

Welcome to My Course!

J Mews forum
|@| eThink Education Web Site

29 December - 4 January

] Assignment 1
/ Forum Discussion

5 January - 11 January

.l Warkshop Module Test

12 January - 18 January

19 January - 25 January

26 January - 1 February

This documentatioris proprietary information of eThink Education and is not to be copied, reproduced,

a

lent or disposed of, nor used for any purpose other than that for which it is specifically provided without
the written permission of eThink Education.

31of42

ez2dz Yl

S

S



eThink Education

E
Moodle 2 Faculty él_h 1nI{

Quick Reference Guide EDLICATION

Emailing Students

The Quickmail block provides an easy way to email one or all of your students from directly
within Moodle. The emails sent from within Moodle appear exactly the same to students as
emails sent from your email address and if students respond to the eyoailvill receive it in
your regular email Inbox.

Youshouldsee the Quickmail btk appearing in the rightand corner of your course.

eThinIi

EDUCATION

Home » My courses » Cheryl Test Course

Navigation +10 Welcome to My Course! Your progress (g

News forum =ZiCompose New Email

Settings =10 @] eThink Education WeD Site

¥ Course administration )%Si-;natures
%Tum editing on 29 December - 4 January

; - 5&View Drafts
423 Edit settings 1] Assignment 1

Forum Discussion o
b Users % View History

T Filters

|»] Grades 5 January - 11 January & Configuration
o

§op Completion tracking

Click on the Compose button to open the block and write an entdibose thestudent names
you want to receivehe email.

The History tab will store a record of all emails you have sent from within Moodle.

There are 2 other ways to email students:

News Forung All participants in your course are automatically subscribed to the News Forum,
which you will find automatically appears in the top section of your course. Any postings
teachers make to this will automatically be sent via email to all students. Natesthdents

cannot reply to the News Forum, it is designed for teacher announcements.

Messaging; Within the Participants block you can select a user and send them a message. Of all
the ways to contact students, this is the least preferred. Quickmali@News Forum is better,
as it stores an easily accessible record of the contact.
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Using this guide yowill beable to successfully track and tally grades in Moodle.

From the homepage of your course, click on the Grades link from the Adraiivis block on

the left side of the page:

¥ Course administration
2 Turn editing off
gop Edit settings
¢od Completion tracking
P Users

T Ei 'j ii
& Oulcomes

= Backup

2= Restore

= Import

% Publish

%7 Reset

# Question bank

ou will enter the Gradebook for your course as shown below. If you have any assignments,

quizzes or other graded activities already configured in your course, you will see them appearing

AY GKS DNIRSG2271®

LF¥ @&2dz R2Yoycaniproée8direg&tdiegsS

of whether or not you have content in your course.

Havigation =10
Lie

Home

My home
} Site pages
¥ My profile

Home » Courses » Documentation » Cheryl Test Course » Grade administration » Grader report

|Graderrepm Iz‘

Forum Discussion ¥ ;--vnrksmpl-.\nuu\e Test P

CIWorkshop Module Test
==

P 3 Course total

¥ Courses CremiTest
P 2011/SUMMER/SESSION1 y ‘
P 2011/SUMMER/SESSION2

¥ Documentation PC Test B
»

»
» Overall avera ge 50 (2)
3

0100 0-20
32 40 2)
I

0-20 F [0 %)-A [100
1042) cey
r
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Go to thedrop-downmenu in the uppeportion of the screen and drop it down. Select
Categories and Itents Simple View or Full Vidmm the dropdown as shown belowThis will
take you to the setup screen for the Gradebook.

Surname B First name

Cheryl Test
O |

PC Test

Range

Overall average

Cheryl's Test Coursel~!

L&Asslgnment 1

» Cheryl Test Course » Grade administration » Grader report

Grader report

View
Grader report
Mid-TermiFinal Grade Entry
Outcomes report
Overview report

/Forum User report

Categories and items

4

100

0-100
50 (2)

Scales
View
Outcomes
Outcomes used in course
Edit outcomes
Import cutcomes
Letters

View

Edit
Import

C8Vfile

SimEIe view

[=]

-

Test...@

Turn editing on

T‘.l‘.l’orkshop Module Test ... @ X Course total

0-80
40 (2)

20 Af10

F (5

0-20 F (0 %}-A (100
10 (2} CT6%

3

The best thing to do is create Categories for each of the major types of grades you will have
within your course. This will help you keep all the grades organized and make the Gradebook

easier to read and manage.

Examples of categories might QrizzesHomework, Exams, and Foruni$ie example below

shows an overall category of the Course Name, which will be created automatically. Below that

the example below has a Quizzes category. To add a Category, clididtieCategoriutton
in the lower righ corner.

Full view

Name

|| Cheryl's Test Course

X Course total

il

Agaregation g

» Cheryl Test Course » Grade administration » Categories and items » Full view

=]

Extra  Max  Aggregate  Aggregate
credit grade only including
non-empty subcategories

in

Include  Drop
outcomes the

lowest

grades o aggregation o
e

(] (]

Save changes

-

Multiplicator ~ Offset  Actions

BN 9N I
W o i, o

9N

[k,

1177

Add category| Add grade item|  Add outcome item |
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Once in theAdd a Categorgption, you should assign the Category Name at the top. For
Aggregation it is easiest to sel&fimple Weighted Mean of GradesWeighted Mean of
Grades

Simple weighted meamises the maximum grade values to weight scores within a category

rather than normalizing a grade to 100 percent before weighting. This aggregation type does not
allow you to set a weight for items or the categories; it simply uses the inherent weighting

you've established by setting different maximum point values.

Al 70/100, A2 20/80, A3 10/10: 70 + 20 + 10 = 100/190

Weighted meanallows you to establish weights for categories and items. These weights
influence the overall importance of each item or caigg For example, if a category is weighted

at 50%, then regardless of the number of items in that category, the overall mean score of those
items will be 50% of the student's grade.

Al 70/100 weight 10, A2 20/80 weight 5, A3 10/10 weight 3, category ma&:1
(0.7*10 + 0.25*5 + 1.0*3)/18 = 0.625> 62.5/100

In order to decide which grading method is right for you, find the scenario below that applies
most closely to your grading philosophy for a particular course.

Scenario 1

IF

| know in advance what alie graded course items are,

and the available points per item are in proportion to each other (bigger items are worth more
points).

THEN
Use "Simple Weighted Mean of Grades" or "Sum of grades" as your aggregation strategy.
There is no need to establishtegories.

Scenario 2

IF

I know in advance what all the graded course items are,

and | use one standard scale to grade my course items. (Points out of five, or out of one
hundred, etc.)
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But, some things are worth more than others (e.g., a final exam gradedf 100 is worth more
than a homework assignment graded out of 100).

THEN
Use "Weighted Mean of Grades."
Assign proportional weights to the ITEMS.

hyOS @2dz20@S YIRS @2dzNJ AN RAY3 YSGK2R asStSo

be left as itdefaults. Press Save at the bottom.

Repeat this process for each Category you require for your course.

—Grade category

© Show advanced

Category name™ IQuiEgS

Aggregation @@ |Simp|e'-.-veighted mean of grades IZ|

—Category total

Grade type @@ m
Scale @ |Use no scale
Maximum grade (@ |1m—
Minimum grade @@ IU—
]
]

© Show advanced

Hidden @
Locked @@

Save changes' Cancel'

There are required fields in this form marked™.

Once you have created all the Categories, use the Move buttons (the up and down arrows) to
move the individual activities underneath tia@propriate category

Finally, go to thelrop-down menu in the upper left corner and seleGrader Reporto return to
the GradebookYou can click on the icon next to each category to expand or collapse the
category. There are 3 settings:

+ = fullycollapsed, just the Category total shows

- = open showing individual activities and the category total column

circle = open showing individual activities but not the column for the category total
| Grader report Iz‘

Cheryl's Test Coursel=|

| Assignment 1 % Forum Discussion % Workshop Medule Test ... % Werkshop Medule Test ... % X Course total
Tr (==Y = = e
Surname First name
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Mid-Term and/or Final Grade Posting

Mid-term and Final Graass can be entered into Moodle and they automatically post back to
your Student Information System.

To enter grades, click on the Grades icon inAleinistrationBlock on the side of your course:

Settings =10

¥ Course administration
& Turn editing on
g3 Edit settings
¢23 Completion tracking
P Users
 Filters
2] Grades
# Outcomes
(& Backup
] Restore
=& Import
% Publish
¥’ Reset

P Question bank

You will find yourseih the GradebookiFrom the '‘Choose an Action' drafown, select 'Mid
Term/Final Grade Entry'.
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Home » Courses » Documentation » Cheryl Test Course » Grade administration » Grader report
Navigation =) | Mid-Term/Final Grade Entry ||
View -~
Grader report
Cheryl's Test C -
Fme S Test Course Mid-Term/Final Grads Entr
M_’ home Outcomes report
b Site pages Overview report
¥ 1y profile (elAssignment 1 @ JForum|  User report Test.. ¥ | CWorkshop Module Test... # | Course total
! sumame W' First name - . =
¥ Courses Categories and itemns E
| Simple view
: 2011/SUMMER/SESSION1 n Cremiest | g mele N N oo
2011/SUMMER/SESSION2 Seales
¥ Documentation View
» PC Test B Outcomes s
» Outcomes used in course
Edit outcomes -
Range 0-80 0-20 F (0 %} (100
3 Import outcomes
Overall average [ etters 402 102) cEey
g ] View r
Edit
L4 Imnart

On this page, depending on if your school does just final grades or algemmidjrades, you'll
see columns for grade entry along with the student names and course totals. Note that the
course totals cannot be changed on this page and reflect wieat@silated in the primary
Moodle Gradebook.

Each student will have a credit type, which determines the grade options appearing in the drop
down. Select the appropriate grade for each student.

Home » Courses » Documentation » Cheryl Test Course » Grade administration » Mid-TermiFinal Grade Entry

-0 | Mid-Term/Final Grade Entry E

Navigation

Home | Cheryl's Test Course
My home ) ) .
’ Site pages First name / Surname ‘U Credit Type Course Total Mid-Term Grade Final Grade
P My profile n choyi st B Letter apoow  |[T15] A
¥ Courses
P 2011SUMMERISESSIONA b tost | | Leter Fiszs | [T =] (=
P 2011/SUMMERISESSION2 U -
¥ Documentation Save Mid-Term Grades| (3

b Save Final Gradesl 3

k

Note the following:

1 Grades can only be entered ONCE per stiid&ll grade changes must be made via the
Registrar's Office. Once grades are entered, they become grayed out on the page and
cannot be changed.

1 Grades can only be submitted during the allowable grade entry period. The period is
controlled by the datesiyour Academic Calendar.

1 Grades are posted to your Student Information System once per day between the hours
of 12 midnight and 5am. Aftgrostinggrades, please wait until the following morning
before confirming if they are appearing in your SIS.
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Taking Attendance

Moodle provides the ability to take daily attendance. Generally, the Attendance module should
be added to the top section of your course. With Editing On, uAdier an Activityselect
Attendance.

The default name of Attendance is generaibod. For the grade dregown, select No Grade if
you do not wish to associate a gradebook point value with attendance. If you do, select the
overall points for the attendance activity.

ifAdding a new Attendance

—General

Name™ [attendance

You can add only one module Attendance per course.
Remaval of this module will not entail removal of the datal

Grade I 100 IE'

On the Add tab, you can select to add one individual sessiarutiiple sessions as once.

Home » Courses » Documentation » Cheryl Test Course

( sessions | Add | Report | Export | Seftings )

rAdd session
(7] [Clcreate muttiple sessions
Session Date mmmm 35
Duration IEEIEE
Session end date |1g |O|:1-:|:-3r |gg11
Session Days Sunday L _Monday L _Tuesday L _Wednesday | Thursday [ _IFriday |_Saturday
Frequency I'I—'\-Veel-:[sj:
Description |
Add session
¢KS {Saarzya (1o (KSy aK2¢a (GKS aSaarzy 22dQ@S |
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Home » Courses » Documentation = Cheryl Test Course

Attendance for the course :: Cheryl's Test Course

Sessions Add Report Export Settings

# Cate Time Duration Description Actions Select

1 241011 {Meon) 14:35 1 hours 00 min Regular class sessicn -@-y—: D

2 211011 {Mon) 14:25 1 hours 00 min  Regular cless session '&5‘;': I:‘
3 71111 {Menj 12:25 1 hours 00 min  Regular class sessicn Wyi I:‘

Use the Blue Circle button to take attendance for each session.
hyOS @2d2Q@S NBO2NRSR FGGSyRIFIyO0Ss G(KS wSLJ]NIa

If your school ha chosen to post attendance data from Moodle into your Student Information
System, this will occur on a nightly basis and appear in your SIS the following day.
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Importing ltems between Courses

If you are teaching more than one course, sometimes you m&et to use the same resources
in several courses. Rather than setting up the resource again, you can use the Import process to
move resources from one course to another.

To use the Import process, go into your course and then go téntipert block n the
Administrator block on the left.

e”ﬂqirﬂi

EDUCATION

Home » My courses » Cheryl Test Course

Navigation +In Welcome to Moodle 101! In this course, we'll be exploring the basics of Moodle. Your progress @

Contact Information:
Settings =0 Teacher Test

¥ Course administration Phone. 585-1234
}&Turn editing on Email: teacher@test com
403 Edit settings
4sz Completion tracking

Office Hours: Mon and Wed 4-5pm

b Users

T Filters ) News forum

-1 Grades i@ eThink Education Web Site
I ) Quiz

@Oulcc'ﬂes 41

= Backup 4

— 29 December - 4 January
‘ T Import
- 1l Assignment 1

» Question bank ) Forum Discussion

Once you click Import, you will be prompted to select the course you want to copy the resources
from. The list will include other courses you are teaching. Select the course you want to then
LINS&da a!asS GKAa / 2dz2NBSoé

On the next page, check or unchehk boxes for the resources you want to copy into this
course. If you leave all the boxes checked, the entire course will copy or just select a few boxes
to move specific resources.

The next page will begin the copy process, let it run througtotapletion and then press the
Continue button. Now you should see the content copied into your course.
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Other Resources on Moodle

There are many other resources to consult for additional information on Moodle.

Using MoodleTeaching with the Pagar Open Source Course Management System
This book is available in PDF format and can be reproduced as neEldesk files are postkto
Moodle site in the upper left hand corner under Main Menu > Using Moodle .Book

Moodle.org
This web site is designed to assisting users and has onlinedhimnmat for teachers. From the

www.moodle.orghome page, select thBocumentatiorink on the left and therFor Teacheris
the body of the screen.

HelpDesk
The Help Des#tt your schootan provide assistance to issues with loggingr accessing your

COUrSES.
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