Engage, Explore, Enhance

Learning Management System Classroom Application

Moodle is an acronym fdvlodular Object-Oriented Dynamic Learning
Environmenta program educators can use to create web pagesli®ican
be used to create an informational web site onteractive learning
environment online. This manual attempts to cokerltasics of Moodle with
brief instruction on features you can use to crgater web site

Moodle features:

= Communication tools

= Student Collaboration

= 24/7 Access

= Student/teacher interaction
* Online learning

= Digital tools

= Discussion board

= Assessment Tools
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How to Moodle

Part | — Settings and Course Layout gUT mOOdle?

Introduction: Overview

What is Moodle?

Moodle is a course management system (CMS) - a@pen Source software package
designed using sound pedagogical principles, to éelicators create effective online
learning communities.

What can a teacher do in Moodle?

You can create assignmem(ﬂ] you can open a chaQ] you can organize a choice
(poll) [ ?] for a selection or election; you can post questi a forum L:x'l-_] you can
Create Iessonsﬂﬁ] you can design and give a qw- you can initiate a wiki Fu]
you can conduct a Workshogﬁ], and you can keep track of all these activitas]
many more, with a variety of administrative tools.

What can a student do in Moodle?

You can see all your enrolled classes at a glanéd;[you can work on assignment from
any computer with an Internet connection and a @iile browser; you can check your
grades [@ ] for assignments, quizzes and other tasks; yawcoatribute to forums,
wikis, and glossaries@. ] that your teacher establishes; and you can chegkcourse's
calendar [~ ] for important dates and upcoming course evézits.

Logging in and navigation

Log into your new course using your ETC Portal actaisername and password. Go to
the Moodle tab. If you cannot find a Moodle taltornot see Moodle inside the Portal or
cannot get Moodle to open, you can go directhhsNoodle location on the web at
http://morro.slocoe.org/moodle/

Once you have logged into Moodle, use the navigdier at the top of each page. The
navigation bar should help remind you where youmidoodle.

/A Course: GOT MODDLE? - Microsoft Internet Explorer provided by SLOCOE
Fie Edt vew R aols e g
cidress @] htipsjose moode/course vier phpRid=147 v B
Dk - © -

Google - IC| search ~ | 50 1blocked
Links @] ETCPortal &) Charter (Y ETC Moode ] Hotmail

Turn editing on ”

Moodle Talk

Chat BB News forum Moodl
Slonsts Status of the ETC Moodle Site... A

e Forums Moodle documentation fram Moodlers around the world.. m Moodleis...




Your Class Space

If this is the first time you are entering the elai$ will be mostly blank. Please note that
all of the individual sections, such Administration , People Activities, My Courses
are called “blocks” and can be moved around tooctuste the space.

g

File  Edit Wiew Favorites Tools  Help L]
= a A = ¥ e I & »
Q z & |f| I_,ﬂ s ye T * & |:Links ;@j Customize Links ﬂ Free Hotmail @j Windows
Address ’gj http: ffmorra. slocoe. orgimoodlefcourse)view. phprid=233 v E Go Gox '3"9 - v|»

You are logged in as Patricia Scott {(Logout)

tc moodle » GOT_MOODLE_SAMPLE_1 Turn editing an

People E _Topic outline Latest News =
;3 Participants Add a new topic...
L;f Mews forum (Mo news has been posted
yet
JActivities =
i =
3:' Farums Upcoming Events =
2 E There are no upcoming
[Gearch Forums E events
3 =1
f Go to calendar...
— — —! Mew Event...
&dvanced search @
Recent Activity -
A dministration = -
oy Activity since Friday, 2 June
[E7 Turn editing on 2006, 03:46 PM 3
5 @ Internet

Administrative tools for your class:

Administration . Turn editing on allows you to make changes.
Settingsallows you to change many aspects of your class.

@Tum editing an 7 .
Teachers(Administrators, Developers) lists all the

¥ settings ) -

E Edit profile teachers for thg course (typically just you, buildde

23 Tearhers more than that if the class were team-taught).

23 students Students(Users, Participants) lists all of the studentthim

& Groups class. You can manually enroll or unenroll a studem

B Backup here. . ] .

& Restore Scalesallows you to define special scales_ for evaluation

& Import course data These are made up of word evaluations (i.e., Eswtll

é) asias Good, Average, etc.).

@ Grades Gradeslists grades of quizzes of each enrolled student.

| Logs Logs show user activity in your class.

JFiles Files allows you to upload files or view files.

QyHelp Help brings up the Moodle manual.

&P Teacher forum Teacher forumis a discussion board for teachers in your
class.

Others: Groups, Backup, Restore, Import Course data



Turn on Editing

Click on Turn on Editing and you will notice iconsxt to items that you can edit:

& = Theedit icon lets you edit whatever it is next to.

@ = Thehelp icon will provide you with a popup help window.

4 = Theopen-eyeicon will let you hide something from students dfuyclick on it.

~— = Theclosed-eyacon will make a hidden item available if you &lion it.

b

. = TheX is used to delete an item.

i

[

Course settings

[l R
«I' = The up/down arrows are used to move activittesrasources.

The first thing you should do is look under #h@ministration on your course home
page and click o®ettings (Note that this link, and in fact the whole Admsination
section, is only available to you - students wilt Bven see these links.) On ettings
page you can change a number of settings for yaunse, ranging from its name to what
day it starts. A help icon is available to explatures in detail. The most important of
these is the course format. The course formatythatchoose will decide the basic layout

of your course, like a template. Moodle has thoeenhts.

[ homs: fjmoode comjcoureies srondemedtecn
T D Bbccirats Pitsrty Dboode Soss P Pivec Piwes G

Demonstration 101
Moodie -~ Demol101

Paopla Waakly cutline Latest news

HList of all people 1 D Aol & b
9 Edit profile

Hil @ In this first week well explore some of the
different types of activities, and get to know sach
other a little, Just work your way through the links
below, in arder.

Activities

£ Assignments v
Uzt f& reat-ooly

7 2

g::::: [ Acartoon x s

B Journals El Welcome to the dems x 14 4 N

B Readings B Cutline of the course x 1 4 &

F Surveys T Research Conzent xtsm ol ciaall
I]] B Why am | here? xts 4

= Survey 1 - Online Leamning Environment x 14 4
Search B Siwvey s Recent activity

Tour sattitudas to laarning = ¢ & &

| & Forum 1 - introductions  x ¢3 & _Your fast login was:
Search fonmms )

- o Add._. i | Hothing new since your

. Last login

Admimstration

il Settings...
Wiogs...

Ok, thiz week well explore the many faces of
—IFiles. ..

constructivism, and particularly social constructionizm,
Here are a couple of my papers that are relevant to the
design of Moodle. &

K Teacher forum
% Tuen editing off

[ Journey into Construckivism %+ 4 &
" ]

Nl codiora  wm,0 o

30

T G Qe asd Dok Bsredmal e Tony

e |

Note that the weekly
(left) and topics formats
are very similar in
structure. The main
difference is that each
box in the weekly format
covers exactly one week,
whereas in the topic
format each box can
cover whatever you like.
The social format doesn't
use much content at all
and is based around just
one forum that is
displayed on the main
page. See the help
buttons on th€ourse
Settingspage for more
details.



Topics format

A (BT 20020817 48]

i @3_‘} @ () [l et e it

SMEC 706 - Constructivism

" Qi Basknity Bseh ik Boas B Bex Do Gl @ik Qo B Qo @rrid Qock ) iodee Qrc @ oda @aa @

gie)

e
&
“

L Radical Constructivism, Please read the two EvG papers in the week

ey 19Jul-1Aug, recording your thoughts i Jowmnal 24, We chall ducws the
papers in the week 5-FAug.
etk I8 Readirg 24 - & Constiuckivitl Approach be Teaching - won Glaserciald (1995)
B Reading 2B - Why Some Like It Radiesl - von Glaversfeld (17%0)
Bl satings... B dsurnnl 28 < Reflection on resdings
Wiag.. B Forum P - Badicsl comirus tiviam
IFllet... D Sirvny 2 - Orbine Lasrming Envirorsant

B Teacher forum
o T editing on

Journal 26 - Baflections on try own beaming

Constructiviim and Teaching
1. Please complete Jurvey I and Journal 18 (for Topic I)

Pecple |[Topic outiina | [Catest s |
Wi orai pocple 1 Startimg Up. Lets get acquainted with the web site and with sach other I:l. N i s e
B edit profils during the first wesk of semester (12-26Jul). Pleass click on the
Irstructiorns link balow, , &
B tretructioms {plsore start harel |
& fustgrenents B ratienate of 705 Onlies
P Chicicer Fewmarch congent b Tl -
. F Survey ik - AttHode Towsrd: Onliee Leaming Paar-srrassmant in Forom 7
Forums B e
B 1 Seriey 1B - Online Learing Environment
highiag B Reading | - Convectad Knowirg 27, F204 - harthy
Mr@ B Jsurnal 1 - SMECTOL cobine and me Some work ha hesndons on This
F wels ¥ 1B 1w,
< Brveyt R Forum 1 - Introductony digeusiion

diusElns

[Racentactany |

Vour st kogir
Taturday, 17 Aug M,

1T

Nathing rerw gires
login

sout L

Social format

Cor . SMEC Paostgrad ©ollogu m - Aciis (Bultd 107 2002081 716]

B e e o Reeen el Wiees g

=) @ () [ i i rtms v s

SHEC Bt CaksguiR i

Wi of ab pecple
3 Edinprae

I
| ———
B Welcoma 1o tha Fnlaium
Bldveci e of 2 resesud ey
B scholerty Wrilirg
B Corrpot timetable 3002 51
B T Searvey (hen Beed

Add a riew discussion MOpi. ..

(Wesa L have been to smmerted o oy o ttudy Latelyl

Have the on-campus collequiime started again’ I there ane wmght’

Diicuss this lople LF redlies o0 far)

Delete

- publication. The lopic o one thet | hope i of interest to ot Lesst & few of you,

‘Read the rest of the topic (558 wordsh..

Darcusy

(I

| need yous helpl | need a ttle practsce in conducting qualitatiee reseanch. | have a guick down and
dirty that | would s ta do ax 2 precurar for anes that | nesd to @ for & papar | am plarning ts de for

—~.

Dilago

this fopic [ 3reolies 3¢ far)




Other Settings
Enrollment period — Sets how long a student can be enrolled inssdtam when the
student registers. Recommendation: leave it seintimited — the default.
Number of weeks/topics The number of weeks or topics displayed on ybass page.
Group mode— This is the default setting for groups for tloeise. You have three
settings to choose from if you use groups:
= No groups- If this is set, the class is one big group. gee can see everyone.
= Separate groups- If this is set, each group is separate — thagg@annot see
each other (cannot see other groups’ postinggrassints, etc.).
= Visible groups— If this is set, students belong to groups, laumt €ee other groups.
Force (setting related to group mode}- If this is set to “No,” then groups can be
assigned for each module added (each assignmémtetd.). The default is the class
group setting. If this is set to “Yes” to force ke groups, then the group setting cannot
be changed at the assignment level — the settmgldes level is the same.
Enrolliment key — Is the classroom password a student uses #tdifire they enter your
class. Afterwards, they do not need to use it agdirs is to keep people who are not in
your class from joining. The enroliment key caraingthing — a word, numbers, or a
combination of the two.
Guest access This controls if people without accounts caniggt your classroom.
This is set to “Do not allow guests in” by defa@uests cannot change anything in a
course — they can only read or see what has been do
Hidden sections— This setting controls how hidden sections appaagon’t) in your
class. You may want to hide a section while younaa&ing changes, or you may not
want students working ahead. If you hide a sed@otopic or a date), a small bar will
normally appear to let the student know therehg&den section there. If you set this
control to “Hidden sections are completely invisiblthen nothing shows up in the class.
News items to show This sets how many news items to show for y¢éassc If you
enter “0” for this menu, the “Latest news” box wilbt be displayed.
Show grades- This item sets whether or not students can saeg you give them on
any assignments that support giving grades (whsichast of them). By default, this is set
to “Yes” so the student can see grades you giwidfis set to “No,” then students
cannot see the grades.
Show activity reports — This feature defaults to “No.” If this is switihto “Yes,” then
students can see their activity log (logon timdsatithey did while on, etc.). This can put
a strain on a server if it is turned on for lartgsses. The teacher can always see the
activity log of a student, no matter how you set skudent view.
Category — This is usually the site where you teach or work
Full Name — This is the name students will see in the coocasalog, in théVly Courses
block, and at the top of the screen while in course
Short Name- This name is established by the administratdraannot be changed.
ID Number —is not used at this time, but is reserved ftarlase.
Summary — This is the description that students will seéhe course catalog (graphics
and large font should not be used). You shouldugielyour name and the name of your
class since the course search engine uses sumnoamedch search terms to courses.

Be sure to click on “Save Changes” when you finish.



The People Block

etc moodle » GOT_MOODLE_|

Peaople =

3 Participants

ThePeopleBlock gives you access to Participants enrolled in
your class. When the class has students, you &gllesach
student account as well. To view information abeut
participant:
1. You need to click on their name or picture.

2. This will open up a screen that displays the pigiat’s

profile, and gives you access to activity repddsim posts, and edit profile.

3. Click on the “Activity”
link (on the right-hand
side) to see what that
participant has done in
your class.

4. To edit information for
a participant in your
class, click on “Edit

etc moodie » GOT_MOODLE_SAMPLE » Participants

First name / Surname
Patricia Scott

Tony Template

User list: | Less detailed .

Teachers & &

City /town Country Last access +
San Luis Ohispo United States of America now
SLO United States of America Never

0 Students &

Nothing to display

Profile.” This may be useful if you need to chamgeicture a student has uploaded.
5. You can send an email message to someone hergekipglon their email address.
Only teachers have email addresses displayed irddoo
6. You can edit parts of your profile and parts of iystudents’ profiles.

Edit Profile

Patricia Scott

Frofile | Edit profile

Address: 3350 Education Drive
Phone: B05-782-7264
Email address: pscott@slocos.org @

Web page: http:/fwww slocoe.org

Moadle Features Dema

Location: San Luis Obispo, United States of America

Last access: Thursday, 8 June 2006, 03:35 FM (now)

Courses: CUSDF-DANIELSON-P, Economics, Educational Technology, Media Linking, CTAP Level I,
CTAP dvisary, GOT MOODLE?, MOODLE TECH UPDATES, CTAP Level 11, Math Connection,

Most of the fields are straightforward, but several

need special attention:

* Email display — This allows you to show or hide
your email in the class. You can set it so all siser
(including guests) can see your email, or so that
only other students in the class can see your email
address, or so that no one can see your email

address at all.

» Email digest type— This setting allows you to

choose how you want to receive any emails you
receive from forums you are subscribed to in all gf
your Moodle courses that you are a participant o

teacher. There are three choices:

To access Edit Profile, you need to:

1. Click on Participants.

2. Click on Edit Profile, which
allows you to change
information about yourself,
except your name and email
address.

Patricia Scott

Edit profile | Forum pests | Activity reparts

Frstname: [pavige
sumame: [goon
Ernail sddress: [ooco@slocoe org

Email display: | allow only ather caurse members to see my email address v

Email activated: | This email address is enabled v

Email format: | Protty HTML format v

Email digest tyne: | o digest (single email per forum post v

Forum auto-subscribe: | vag:when | post, subscribe me o thatforum

Forum tracking: | No: don'tkeep track of posts | have seen %

When editing text: ||Jse HTML editar (some browsers only)

City/town: (san Luis Obispo

Country: [ United States of America e
Timezone: | Server's local time ¥

Preferred language: |English (en) v

Description: [fnevructional Technology Specialist




- No digest— There is no email digest created — you willeyedry post in full that
is made to a forum that you are subscribed to.
- Complete— This creates a single email digest of all thetpaade to a forum
you are subscribed to. You will get one email peey dontaining all of the posts
made to the forum.
- Subjects— This creates a single email digest that confaststhe subject lines
from the posts to any forums you are subscribe¥®o. can go to any topic that
you are interested in.
» Forum auto-subscribe— This setting lets you decide if you want emappies of posts
that are added to forums (bulletin boards). If getithis to subscribe, the system will
email you copies of new posts in forums that yon.jo
* When editing text— This can usually be left on “Use HTML editor.hi§ allows for
text formatting options, but requires newer browséryou find your browser is not
letting you edit text, change this setting to “l4sandard web forms.”
* New picture — If you wish, you may upload a picture to représeu. To do this, click
on the “Browse” button and find the picture you Wblike to upload, and click on
“Open.” Use images that have a square format (136Xpixels).

When you are finished, click on “Update profile.bi will now see your updated profile.

Students

After clicking on Students in
— the Administrative block, you
g o E— will see the list of Participants
0000 ‘ == (students and other teachers) in
e soc ot your class. From here, you

may enroll a new student

(user) or unenroll a student
(user) from your class. On the
left are students currently
enrolled in the class (this
includes other teachers), and
on the right are the students
that could be added to the class
(students that have already
been entered into the system).

{FO » Enrol students (Users)

etc moodle » SLOC HOODLE-INFO » Enrol students (Users)

Tstat G- E® €6 [Eibocomorok.. | ETFERsss0 .. | Ol noocolsh Moot | §) Adieeader-ac.. | A socwooneneo.. WG sman

To add a new student:

If you see the student’s name, highlight it.

Click on the arrow pointing left.

If you do not see the student’s name, type theesitisiname in the “Search”
field.

4. Click Search.

5. Then highlight the student’s name.

wN e
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6. Click the arrow pointing left.
7. The student should move from “Potential student'Borolled students.”

To unenroll a student from a class:

1. Highlight the student’s name.
2. Click on the arrow pointing right.
3. The student should move from “Enrolled students'Rotential students.”

Please note that students can be allowed to éhestiselves by clicking on the course
listing of your class on the main page (they wdked the enrollment key if you require
one) or you can add students manually using th@adadescribed here.

Guest Access

You may consider allowing guests to enter your seulf you are posting assignments
and other course information for parents to acdesy, will have an easier time gaining
access if they do not have to rely on their cholgitve them the username and password.
Also, guest access does not allow access to quigeasdes, or other areas where students
add content. If you are posting student photogragtiasient work, or student names, be
sure to follow your district regulations or polisie

Groups
— Groups let you define
Computers 1 You are logzed in as Ahatt Riordan (Lozout)
groups of students

within your class. To
modify your groups:
Click on “Turn editing
on.” If your class has
no students in it, you
will see only your
name. In the example,
there are two students
and no groups yet.

[__Addselecedogronp>__| [__iosboutselected group__| [__iosboutseleced members__|

| Info shoutselected people | [ Removeselectedgroup | | Remove selected members ]

Add new group

To add a group:

Type the name of the group in the box next to “Adev group.”

Then click on “Add new group.”

Students can now be added to the group.

To add a student, click on the student’s name.

Click on “Add selected to group.”

To add multiple students to a group at the same,tirald down the “Shift” key
on your keyboard while clicking on each name.

Q0AWNE
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Scales

Editing Scale

This screen allows you to create a

Name:

Scale:

Description: (3

Feedback

Not Helpful, Need More Information, Helpful

This scale is designed to give students feedback
on how useful items are that they contribute to

the class.

word-based evaluation scale (like
“fair,” “excellent,” etc.). From here,
you can add a new scale by clicking
on “Add a new scale.” Fill in the
following:

= Name- This is the name of the
scale. It can be anything that you
like. In the example, it is called
“Feedback.”

Editing Scale

= Scale— This is where you input your scale words. Yon kbave an unlimited
number, but they need to be separated by commasn amder of lowest to highest
level comment.

= Description — Optional field used to describe the purposénefscale.
When you are done typing in the information, click“Save changes.” The new scale
will now be available to use with graded activities

Files
The File link in Administration
T _ — takes you to a screen that allows

swecemsim | you to upload files to the server.
S e, Students do not have access to
0 Qo : these files unless you link them
S e e : to part of the site. A file can be
S e 1t s 0t : text documents, sound files,
St e : spreadsheets, PowerPoint, web
- e pages, graphics, and more. You
e e e o can create a new folder for
- o s e - organizational purposes by
e : clicking on "Make a folder.”
SR Lo ; This is what you would do if
e o you were linking to a directory.
O & CoverLatter.doc 20 5KB 21 Nov 2005, 10:02 AM R

To add a file to your classroom:
1. Click on “Upload a file.”
2. Browse for a file on your computer by clicking darbwse”.
3. When you locate a file, click “Upload this file” toad the file into your class.

Files and folders (directories) are accessiblelistaYou can create folders
(directories) to organize files.

12



Uploading files

You may have existing content that you want to tdgbur course, such as web pages,
audio files, video files, word documents, or flagtimations. Any type of file that exists
can be uploaded into your course and stored osdheer. While your files are on the
server you can move, rename, edit or delete théhof Ais is achieved through the
Files link in your Administration menu.

Moving Content

You can move content around so that your pagealisp
blocks and files in the order you prefer. Theretae
ways to move content and the method used is depengle

Administration =& X T &
Y

on the content type. These include:
= Moving Blocks - Use arrows to move blocks to thie & right side of the screen
and/or up and dowit 4
= Moving Resources and Activities: After adding yauwtivities you can move
them up and down in your course layout by clickimgthe little arrow iconsiF

Search

The search block is used to search for any worav@@ds) that occur in any forums
(discussion groups) you have in your class. Thssyeu track down topics you are
interested in.

My courses

CUSDF-DANIELSON-P
Economics

Courses
This block lists all of the classes you are entbiteor teach. You can
click on a course name and go to that course.

Media Linking
CTAP Level |
CTAP Advisory
GOT MOODLE?
MOODLE TECH
UPDATES

locdlo T,

Upcoming Events

This block shows what events are coming up (basdti@calendar). It also includes a
link to go to the calendar or to add new eventgolf click on a date, you will go to the
day-view. If the title of the event is a link, apdu click on it, you will be taken to that
event. When entering a new event, be sure to edirtte.

Calendar
Calendar ‘| You can post events on a
Ed Services » Ed Technology » Calendar » May 2006 Preferences
Detailed Month View: |Ed Technology v/ Monthly View Calendar' The Calendar Can
<< Apsil 2008 Hay 2008 008 >> l Glabal events || S2cion d IS p | ay
Sunday Monday Tuesday Wednesday Thursday Friday Saturday M‘%e”:‘z(\;; s Global events_ Events for

Mon Tue Wed Thu Fri Sat

everyone. You will not have

44 13- access to edit Global Events.

g o = o vz Course Events- These are

5 4 = | events for your Moodle course
tems site. When you add a Course

2 - = e Event, your participants will be
: able to view the events.

21 22 23 24 25 26 27

l Global events: shown (click to hide) Section events: shown (click to hide)
Group events: shown (click to hide User events: shown (click to hide)

13



Group Events— These are associated with groups you have ettabl
User Events— These are events for the individual user. If gdd a user event, then it

will only be visible to you when you are logged in.

To add a Course Event to your calendar:

v T

=T = =T =T

New Event (Section event)
Name:
Description: [vedna

EES

1@
R

Monthly View

S x< BIBE |0

0 viBru 5 Grou
EEFEE T —deove QOO % © svents

Date: [18 v [May

Repeats: ®

&) oo

| 2006 v| Time 00 v| |00 v

Duration: ® Without duration

| |2006 v| Time [00 v| [00 v

events

@ Interet

8.

Choose whether the event will repeat or not.

Click on the new Event button.
Choose your event type and
click OK.

Fill in the fields with
information about the event.
Give the event a title.

Fill in a description of the
event.

Choose the date and time for
the event.

Choose the duration of the
event.

9. Be sure to save changes when you are finishedirgieformation.

To link a file or web site to your event:

Insert Link
URL: |http://marro.slocoe.org/moodle_ed_serv/file.php/10/CTAPAgen:
Title: [Agenda|
Target: | Mone L
Anchors: [ — |»
Browse... ][ oK ][ Cancel ]
uDonE e Internet

W

You can add a link to a file or
web site associated with the
event. Type in words you want
to link to the file or web site.
Highlight the text you typed in.
Click on the chain in your
menu to create a link.

If you know the URL (Internet
address) then you can type it
in. If you want to link to a file,
then click on Browse. Locate
the file and upload it.

5. Once you have uploaded a file, you then need tosdnd.

6. You should see a URL that is a link to your fileo @head and type in a title in the
blank field next to title — this will make you lirdomply with the ADA Act. You can
retype the same text you highlighted when you eckdte link.

7. You can choose options under Target to have tlkeolren in a new window or the
same frame for links with anchors (these are limkkin your web page).

8. Click OK.

Anytime you create a link in Moodle, you will s¢etsame Insert link screen. You will

also see this screen when you want to edit a link.
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More on Blocks

Moodle organizes all of the information on the sidé
the classroom into units called blocks. Blocks ug:
L IT Activities, Administration, Calendar, Courses,

Add. v Course/Site Description, HTML block, Latest News,
Messages, Online Users, People, Quiz Results,
Random Glossary Entry, Recent Activity, RSS feeds,
Search Forums, Course Links, and Upcoming Everdsa.¢an move blocks or make a
block invisible by clicking on the open eye or yan delete it completely by clicking on
the X. You can add Blocks to your course by gomthe block calledlock and clicking
on the arrow next tAdd, and then choose the type of block you would ikadd. Some
blocks you may want to consider adding areGbearse Site Description Block-
displays your course description, and @@ine Users Block which displays the name
and picture of anyone who has been online in thietéa minutes.

How to rename a block
[ Turn editing off l

You can change the name of any block on your
Moodle site.

1. Click on Turn on Editing.

Moodle Talk 2. You will see a box with the current name in it.
FEXK+ Delete and type in the name you want it to be.
3. Click Ok.

Technical Recommendations for Using ETC Moodle

Moodle is an open source application that ETC hkert and modified. The manual is
designed specifically for ETC Portal/Moodle usard does not necessarily apply to
Moodle as it is available from other organizatiansl companies. The recommendations
listed here reflect what works best with the ET@&ance of Moodle.

Operating System and Web Browsers

We recommend that you use windows 2000 or XP or ®I&cX for your operating
system. You will need an up-to-date browser, he.latest version of FireFox, Mozilla,
Internet Explorer on a Windows computer and Firebiokozilla on an Apple computer.
Please note that neither Safari nor Internet Exploer on Apple computers
accommodate the use of Moodle’s integrated WY SIWY @ext editor.

JavaScript and Cookies

JavaScript and Cookiesust be enabled for Moodle to work. This is usutily default
setting on browsers. If you are not sure, check oowser properties or settings. At
times, you may have to log in twice the first tiggal access Moodle on a computer. This
relates to Cookies not loading in the proper ortfgrou cannot log in after a second try,
then contact ETC at moodle@slocoe.org .
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Pop-Up blocking

Pop-Up blockingon your browser must be turned off. Similarly y@nset your browser
to allow pop-ups from ETC Moodle’s server. What gticates the problems is people
often install toolbars (Google or Yahoo) that hadéitional pop-up blocking enabled.
We recommend that you remove those tool bars uttiegsare crucial to your work.

Accessing ETC Moodle
To access the Moodl
site we recommend
that you login to the
ETC Portal and QO tO | 4 virtual learning environment (VLE) that provides a great range of features and flexbility.
your “Moodle” tab. ® ETC Moodle

YOU Wl” nOt need tO @ Request a Moodle Course

login again as Moodle is tied to your Portal acdolihe Moodle tab in the Portal is also
where you will be able to submit requests for neaoklle courses.

Main | My Tools My Media My Data My Blackboard Moodle My Professional Resources |

Moodle [N EX S|

Acceptable Use Policy

When you or your students login to ETC Moodle yoel @&greeing to the Acceptable Use
Policies (AUP) of your school, district and COE €l¢ontent that is posted to courses
and profiles is the responsibility of individualeus. You can review SLOCOE’s AUP on
the front page of the ETC Moodle site.

Your Individual Profile

Current picture; [«% Your initial Profile
— information is created from
New picture: | _ _Brwse | | your ETC Portal account.
s bl You can go into your

Moodle Profile to enrich your profile and add arage. Be aware of what you want to
have available to those who see your profile. Biaualé your profile willNOT display

your email address. You can make it visible to ksl your profile settings. Your
students have a reduced set of fields in theirlptoFhey cannot modify their name or
email, however they can upload an image for thegfile. Note that the dimensions of
the images should be square (e.g.,100x100 pixed2®x225 pixels). The picture must be
in JPG or PNG format (the file names will usualhden .jpg or .png).

Searching for a Course

Summary.  [Tremuchet =llieey =11 T B US|y BABE | ru‘ You can search for key
EE=sndEErrBal-deaxBOoaR| (@ words in courses from the

‘l'InttrodLic;iorI to Botany" (Instr‘uci‘;or: iz, Renshaw) is @ course intended for students “Search courses.. .” ||nk on
interested plants and the their life cycle.

the front page. In order to
make your course
searchable within Moodle,
place key terms in the “Full Title” of the coursadgput the instructor(s) name and course
title in the “Summary” field of the course’s sets

Path: body
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Course Access with an Enroliment Key

Set a “Course Enrollment Key” for your
Enrollment key:  [Botany Rules 6] course if you want only your students to
participate.

As a teacher of a course, you can choose to mgreraibll students in your course,
however we recommend that you ask your studergslteenroll in your course by
searching for it in Moodle and logging in with teeroliment key. Again once they are
enrolled, they will no longer need the enrolimeayk

What is a Course Enrollment Key?

A course enrollment key is what keeps unwanted lpemyt of your course. If you leave
this blank, then anyone who has created a Moodimame on this site will be able to
enroll in your course. If you create a course émeht key, then students who are trying
to get in for the FIRST TIME ONLY will be asked $opply this word or phrase. The
idea is that you will supply the key to authorizebple using another means like private
email, snail mail, on the phone or even verballg ifiace to face class. If this password
"gets out" and you have unwanted people enrolijpg,can unenroll them (see their user
profile page) and change this key. Any legitimadtalents who have already enrolled will
not be affected, but the unwanted people won'tiieta get back in.

Chat Access
Some teachers may want to

accessible closely control “Chat”
sessions. The Chat feature has
GJ)A"Open'chatevent ¢« &g X% & to be added as a module for it
O 3P X B to be available within a course.
"\ Once a Chat module is added
Invisible & inaccessible | 10 your course it can be turned
ON or OFF by hiding the

module. To do this, click on the “Turn Editing Olbitton and toggle the eye icon open
or closed to make the Chat session visible or inlsOne potential use of Chat sessions
would be online office hours.

File Upload Limits

You can upload from your computer

D hittp://198.188.2484 - Insert Image - Mozilla Firefox o ] £ . . . .
s i to this server, however file size is
L T ] limited to 5MB. Please verify the size
e T — [ of any files you wish to upload to your
e N i Moodle course. Files that exceed the
e -| size limit cannot be uploaded. If the
e B file you wish to use exceeds the size
S SO v limit, we can offer the following
ey St we options:
T ————— L If the filg is Ioc_ated on the Inter_net,
oo | e |z | _sarms | T ‘ try creating a link to the file. This
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is certainly the best option for movie files fronmitéd Streaming. All you need is the
full URL of the file to link to it. You can obtaiits URL by looking at the file's

properties in Windows Media Player.

2. Try compressing the file (i.e., images in PowerlPoan be compressed) or

breaking it down into several files.
3.

Reduce the resolution of images to 72 dpi to malke the image will not take up

too much space in your course's browser window t@ keep image dimension

smaller than 600x480 for a large image.

Lastly, if your file cannot be reduced below 5MBuycan contact your Moodle

Administrator atmnoodle@slocoe.ortp find out if there are other ways of

integrating the file.

NOTE: if the file exceeds the size limit and you attemgptipload, the process will
timeout and you will not see the file's name inrybrowser.

Requesting a New Course
|

Main ‘ My Tools ‘ My Media | My Data | My Blackboard | Moodle | My Profess

Moodle

A virtual learning environment (VLE) that provides a great range of features and fezxibility

o

9 Request a Moodle Course

During the pilot period you can
request a course by clicking the
request link in the ETC Portal's
Moodle tab or you can write directly
to moodle@slocoe.orgA course
shell can be created for you within
one business day of your request.

To request a course, please submit the following:

After you click on the link to create a new courae,email message will pop up.
Complete the requested information, which incluglas first name, last name, ETC
Portal username, email address, district name obslte, course name, course grade
level or target audience, and the proposed stéetfdayour course.

i E¥ Moodle Course Request Submission - Message

i Fle  Edt Mew Insert Format Tools  Table  Window  Help Type a question for help

Pidgend | (| - () B3 ¥ B | ¥ [ (] options., + | HTML
(48T, etrsys
Subject: Moodle Course Request Submission
Ié.-:_lﬁl . [, | avial -0 -A-B 7 U|ElE=siEEs

Flease include your first name, last name, ETGPoral usemare, e-mail address, district name,
school site, course name, course grade level or target audience, and the proposed start date for
¥our course.

|13 | [

[«]e » ¢

@=d Optional information:

* X

Is this course for Professional
Development?

Special instructions (e.g., more
than one teacher)

If you have any questions about
the technical operation of Moodle
or its functionality, please write us
atmoodle@slocoe.org

An online course request form will
be available in September 2006.
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Part Il — Resources
Resources are files that display the content of gourse. Each resource can be any file
you have uploaded or can point to a URL. You cap ataintain simple text-based pages

and/or web pages by typing them directly into arfor

Add a Resource Menu

= Compose a text page Allows you to post a page of text (text typedmentered
using cut-and-paste). There is no HTML Editor andvay to import images.
= Compose a web pageThis resource is very similar to the text pageept it

supports full formatting in the main “Full text” ko

= Link to a file or web site - This resource adds a quick link to files youéav
uploaded to the classroom, or it adds a link t@iottebsites.

= Display a directory - This resource allows the students to view ament
directory (folder) at once. The directory and tihesfin it must already exist (they
can be added using the “Files” link in the “Adminadion” block). It is a great

way to make many files available using just onk.lin

= Insert a label - This feature allows you to insert text, imagas] other things
directly into the topic (or week) box.

Compose a text page
This resource allows you to post a page of text (teat you type in or cut-and-paste
from another document).

=]

T = = -

9

Compose a text page®

To add a text page:
1. SelectCompose a

Name: [Gompose a TextPage text pagefrom the
Summary: | UBzus % BEBE oo “Add a resource”
Sy ) £ T — beaw HOOGB ¢ o menu.
How do you compose a text page? What does it look like. Find out here. Then add Content to
the following fields:
—— Name- can be
Full text: -

|Compose a text page

Write carefully (@ |Tas

Use emeticons &3

y of the main text. It is used to
ne if the resource is relevant to
e summary box supports formatting

s emoticons and web addresses become hyper—
can be chenged in the “Formatting” pull-
1 text box.

wn menu that defines how the text box
, the secting is “Moodle auto-
s is a good all-purpose secting that supporcs hyper-
nd emoticons.
ext - pick this formatting if you want the text to
like you typed it (no emoticons or hyper-links).
pick this formatting if you are familiar
ing and want to use it.
/n format - pick this formacting if you want to use

s loocks & lot like text email formats).
e} settings” lets you change how the
default, the resource appears in the
ow that the user started in. If you want it to
cpen another browser window, click on “Show settings” and

>

anything you like.
This is what the
students will see in
the classroom.
Summary - is a brief
statement about the
content of the
document. This helps
students determine if
the resource is
relevant to what they
need. The summary
box has formatting
options.
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8.

Full text - is where the main text is entered. By defauk, text box supports
emoticons and web addresses become hyperlinks.

Formatting — You need to choose an option in this pull-dovenmto define how
the text box is interpreted. By default, the setim“Moodle auto-format.” This is a
good all-purpose setting that supports hyper-ligkand emoticong?lain-text — pick
this formatting if you want the text to look jugitd you typed it (no emoticons or
hyper-links).Moodle format (Wiki-like format) — pick this formatting if you are
familiar with Wiki formatting and want to use Karkdown format — pick this
formatting if you want to use markdown formattinghfch looks a lot like text email
formats).

. Window: Choose a setting for the way your text pagespldyed. Show (or Hide)

settings let you change how the resource is vieBgdlefault, the resource appears
in the same browser window that the user startetl you want it to open another
browser window, click on “Show settings” and seté¢¢w window.” You can then
also define how big the new window will be, andesthptions.

When you are finished, click on “Save changes.”

Compose a web page

How to write text g

u

Updating resource in topic 2 9 This resource is
very similar to
the text page,
Name: [compnse aweh page except |t
“/BZus %S BEBE| oo supports full
BhTPmaw OOOS® ¥ © formatting in
Surmmary - YWWrite a brief statement about your page. the main “Fu”

text” box. It is
easier to work
with a web

Compose a web page g

&

Summary: [, v| 30208 ¥ Horm

o

EEEIM M

Path: body

Full text: .. | (30120 +| Mormal v/ B 7 US®| .S S B | v o
e catlly @ o o o e | | — beee| DOOSE T O page because

you have access

Filz size limit
S -
to editing tools.

Content Area - This is where your content will be entered|

To compose a web page:

1. Select “Compose a web page” from the “Add a ressumenu.

2. You will find the same fields to add content in:&, Summary, Full text,
and Window.

3. When you are finished, click on “Save changes.”
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Link to a file

[copic 1@
Link to a file or web site @

Name:

Summary:
Summary @

~|[16p) ¥ ¥ B I UOUS %< B YERY

1
WMo Sis e Tady | — oo @ oo | B 1O a ]

=
il
]
I

Path:

Location: [pp-/
[ Choose or upload a file | [__Searchforweb page ]

Window: ®

@ same window
Put resource in a frame to keep site navigation visible
O New window

Allow the window to be resized
Allow the window to be scrolled

Show the directory links

a http:/losos.slocoe.org/moodle/files/index.php?choose=fol

SLOC-MOODLE-INFO » Files
Upload a file (Max size: 5MB) —> [

This resource adds a quick link to files you have
uploaded to the classroom, or it adds a link to
other files you can upload.

To link to a file:

1. Select “Link to a file or web site” from the
“Add a resource” menu.

2. You will find the same fields to add content
in: Name, Summary, Full text, and Window
(left).

3. To upload a file: Click on “choose or upload
a file” if you need to link to a file.

4. If you do not see the file you are looking for

in your Moodle Files, then click on the
“Upload a File” button at the bottom of
the screen.

5. Click on "Browse" (left) to search for the

: (Browes. ] file you want to upload.
Uplosdtintle ]( Caieel 6. Once you have selected the file, then click
: = on "Upload this file".
oo TR e 7. The file limit is 5 MB.
8. If the file is in your Files, click
SLOC-MOODLE-INFO » Files B " .
Name Size Modified Action Choose On the rlght-hand
O I moddata 0 bytes 27 Mar 2006 03:52 PM Rename side of the screen (|eft)
O EYCommsys gif 8.4KB 22 Mar 2006, 1041 AM  Choose Rename
0 B MoodiesfoldBrochure pdr 92 3KB 22 Mar 2006, 1019 AM  Choose Rename 9. You ShOU|d see the name Of
O B wikiBasics. pdf 425.1KB 31 Mar 2006, 03:44 PM Choose Rename your f|le appear
OB antyping.gif 5.3KB 22 Mar 2006, 11:05 AM Choose Rename ' .
O CDmphﬂpgjpg 70.7KB 3 Apr 2006, 11:41 AM Choose Rename 10. Next, Choose Settlngs for
O B document JPG 14.8KB 22 Mar 2006, 1045AM ~ Choose Rename H
[0 B gmoo.jpg 434KB 22 Mar 2006, 1028 AM  Choose Rename Wlnd(.)W - hOW _do yOU want
0 B gotmoodie.JPG 25KB 22 Mar 2006, 10:38 AM  Choose Rename your f||e to be V|ewed — Ssame
O EYjo303482 gif 14.3KB 22 Mar 2006, 10-11AM  Choose Rename . .
O ﬂ:uaaaamjpg 828K8 22 Mar 2006, 11:28AM  Choose Rename WIndOW or new WIn.dOW' If
you choose new window, you
With chosen files.. v Make a folder Upload afile

may want to use the default

settings.

11.Next, choose Parameters (optional). The parametings are only useful when you
need to pass some Moodle information to the resofilecor web site. If you define
any parameters they will be passed to the res@as@art of the URL (using the GET
method). The left column allows you to choose infation to send, and the right
column allows you to give it a name. Note thatuker information will be from the
user who is looking at this resource, and the @um®rmation is from the course

that this resource is part of.

12.You can choose to hide or show the link. The deéfiaub show it.

13.Click on Save Changes.
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Things to consider when uploading files:

Uploading files via the web is currently restrictedone file at a time (maximum
file size is 5 MB). If you want to upload a lotfdes at once (for example a whole
web site), it might be easier to use a zip progi@eompress them into a single
file, upload the zip file and then unzip them oe server (you will see an "unzip"
link next to zip archives).

To preview any file you have uploaded, click onnigsne.

HTML and text files created within the course siée be edited in-place online.
Other files created outside MoodhMll need to be edited on your local computer
and uploaded again. If you upload a file with thene name as an existing file it
will automatically be overwritten

A final note: if content already resides out onWweb it is best to link to it.

Linking to a web page or other file on the Internet

1. Click onTurn On Editing in the top

Link to a file or web site g

right hand corner of your Moodle site
CCNN TN WM or under Administration.
Th_srh\;glnee\mrzg\:ﬂo‘;?!(eﬁwﬁégameorwebs\teandmstrud\onsonhowmdo 2. GO tO th%dd a resourcedrop doWn

Path:

Location: || jniofileorwebsite.pdf

menu next in the area you want to
create a link to your file, then choose

[

Ghoceewigostale ) [ Semcivcnonss ) Link to a file or web site.

© New window

3. You will see a form that will ask you to
fill in the name of your resource,
choose how access will be granted and
then link to the file or web site by
typing the web address in the location

box.
o Tt merton st s 4. Choose your settings for Window: Hide
o (or Show) settings change how the
resource is viewed. By default, the

6.

resource appears in the same browser
window. To open the page in a new window, click'New window.” You can
define the size of the new window, and other oggion

Choose your settings for Parameters (optional)ofraon use of this is to pass a
user name and password to another site so yougrgsidan have access to the
site. There are many options of parameters to passthe ones you would use
depend on the site you are linking to. You canéeidnese settings blank for most
uses.

When you are done, click on “Save settings.”
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Display a directory

0 » Resources » Display a Directory » Editing resource

opic 13
Display a directory @

Name: pispiay a Dirsctory

Summary: [

v B I USRS % |By @B oo
Summary @ —

TE —bheee QOQGHA B

Here is a sample directory that contains information and directions on how to use
Resources.

Path:

Display a directory: | ResourceDirections
All the files in the chosen directory will be displayed

Visible to users: [gnow +

To add a directory:

This resource allows the
students to view an entire
directory (folder) at once. The
directory and the files in it
must already exist within the
Files of Moodle. You can add
files by uploading one at a time
or zipping a folder and
uploading it all at once. If you
upload files separately, you
should make a folder for all the
files you want to include in
your directory before linking to
a directory.

1. Select it from the “Add a resource” menu.
2. You will find the same fields to add content in:M&and

Summary.
3.
into a directory.

Use the drop down menu to select the folder thatwant to make

If you choose “Main files directory” then your strtts will have

access to all files you upload into Moodle. It esbto create a
folder that has the specific files you want to ud# in a directory.

Choose to show or hide the directory.

6. When you are finished, click on “Save changes.”

Insert a label

0O » Labels » Editing Label

topic 1@
Label text:  |[am v|[1emm » v|B I US|=x fBE oo
) E=== |tz EE | d| —Dbeses OQOQMA O
File size limit (@)
About the HTML editor (3

Path:

Visible to users: |Show +

content you want to add (text, links, pictures,)etc
Click on “Save changes” when you are finished.

This feature allows you to
insert text, images, and other
elements directly into the
topic (or week) box (labels
are completely visible).

To add a label:

1. Click “Insert a label” in
the “Add a resource”
menu.

2. This will take you to the

label editing page.

You may now type the
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Editor Icons and their Functions

| Trebuchet vi[1@py) w|[Headng1 v

Options for font, font size and type.

B I U-=S

Options for bold, italicized,
underlined and struek-eut script.

Options for ¢, and *“P*'script

B
T
B
|IH

Copy, cut and paste functions and
a useful option to clean up text
pasted from MS Word.

5
¢

Undo and redo the last action

Different alignment options

-
=]
=

™y

Option to choose whether to start
typing from the right or the left
margin.

Numbered and buttoned lists

[ (MR
¥ [ mmm
|

el R

Indent and unindent function (can
also be applied to lists)

o
&

Text and highlight color selectors

— xfx &2 €5 @8

Horizontal line, anchor option
(create links within one page), link
editor (for internal and external
links, see below), remove link
option, prevent automatic linking
(e.g. stop a word being linked to
the glossary).

Insert picture editor (see below)

Insert table option

Q) &l

Add smiles @or special
Ohar@cté®s

Search and replace words in your
text

Option to toggle between HTML
view and WYSIWYG view

An option to enlarge the editor, so
that it opens in a separate window
(useful if the editor does not load
entirely on your page). This also
opens advanced options for the
use of tables!
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How to Add Images
To add an image:

) Updating resource in topic 2 @
Sl e 1. Click on the small
RS Ipampos b age picture icon in the
o @ B Ml R e editor’s toolbar. This is
— the “insert image”
window.
2. Use this window to
Fulltext: [ Al Y BIZuUS %A BABE| 0o insert images that you
ESES v EEFE A —d=ss BOOSE ¢ © find in your course or
Here is where the contentis entered for a weh page on your local computer.
Click “Browse” to find
images.
3. A second window will

appear for searching for images. Locate your image.
4. Click “Upload” to add it to your collection of imag.
5. When you select an image from your collection, yallisee its URL. You must
always add the “Alternate text” to the image infatman. This is used to give images
a description and help comply with standards fob\&ecessibility.
Enter the Alternate text.
Click on the “OK” button on the upper right. Younage is now on your page.

N

To edit an existing picture:

Insert Image 1. Select the picture
Image URL:Ihttp:,l’,l’mUrrU.sIDcUE.Urgjmuud\e_ed_serv,l’ﬁle‘php,l’lD,l’:lmlugu_bigger.png Ok I by CIICkI n g On It
Alternate text:l Cancel I 0 n Ce .
Layout pacin ize .
’ Alignment:) Mok Set = I gHorlzantal:l_ width: |76 2 . Then Cl I Ck 0 n the
Border thickness:l_ Vertlcal:l— He|ght:|98— pICtU re ICO n I n the
fle Browser - review: m e n u bar .
File uploaded successfully .
3. You will see the
O _: backupdata 21 May 2006, 10:54 AM
| prPAgenda 05-06.doc 21 May 2006, 10:55 AM Clfona eanine | nsert | mage pop
O :E:chLngnBase.giF 21 May 2008, 01:23 PM Resourc Netork u p win dOW agal n.
r [@dmipg 21 May 2006, 11:06 AM 4 YOU can Change
M [Sdmlogo bioger.on 21 May 2006, 11:05 AM Sett| ngs.
5. When you have
election:  Delete | Move I ﬂl Rename I IS I H
Size: 717 Type: image/png fInIShedy CIICk OK
Create Folder
Browse. Upload
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Part Il — Utilizing Moodle’s Activities Features

When you first enter your Moodle site, the onlyiaty that exists is “Forums.” This is
because one forum (discussion board) exists bytlefdahe news forum. The activities
list will grow as you add activities to your clagsm. In this part of Moodle training, you
will learn how to make your course interactive bgarporating Assignments, Glossaries,
Journals, and more. Thald an activity menu allows you to add interactive activities
that encourage, and in most cases, require stpadetntipation.

Assignment

To add an assignment, click on

P 1 » Assignments » Editing Assignment

[Assignment to topic 3@

Assignment name: [13 Narratve

Wi

arefully @
it @

viBrugs§| %<
Ehe —dese DOwR ¥ ©

BBy oo

Assignmentunder theAdd an
activity menu. This will take you
to the Assignment screen. You can

Ask go s @
About the HTML editor @)
two or more of the following:

« Threaded Discussions

« Listservs

« Online Chat

+ Audio/Video Conferencing

Path: bedy » p
Grade: | Scale: Satisfactory ¥ @
: 7] [ 10 v [Apri ¥ [2006 ] -[11 %] [55 %

ate: [

Assignment type: | Upload asinglefile v| @

Group mode: [No groups Yo

Visible to participants: |Show |

Cancel

You need to write a narrative for Proficiency 1.3 and upload it here. In this
proficiency, you have been asked to demonstrate familiarity with a variety of
computer-based collaborative tools. You should have include examples from any

Wiite a narrative addressing how your examples meet the standard

access the help menu by clicking
on a “?” button.

You need to complete the
following:

1. Assignment namecan be
anything.

2. Description should describe
the assignment. It can have full
formatting using the toolbar
(bold, underline, images, etc.).

3. Assignment typefield gives

you the option of allowing students to do the assignt offline (paper copies), or to
upload a single file of any type (Word, PowerPoatt,.).

4. Grade sets the grade as either a number (from 1-108% aercustom word-based
scale you have set up 8tales an option in the Administration menu.

5. When you have finished, click on “Next.”

6. After clicking on Next, you will go to another serewith three options:

|<signments » 1.3 Narrative

Upload a single file

This type of assignment allows each participant to upload a single file. of any type

‘This might be a Word processor document, or ar

resubmiting: |Yes v @

Email alerts to teachers: {28 v/ @

Maximum sizefor any file is 5 MB, but you can
lower that number.

Allow resubmitting - allows students to resubmit
the assignment if this field is set to “Yes.”

Emalil alerts to teachers- decide if you want
email alerts sent to you when a student submits an
assignment.

7. When you are finished, click on “Continue” and yghould see your assignment. If
you click on the assignment’s name from your maiarse page, you will see the
assignment, and be able to access a link to loaklahded assignments. As a
teacher, you have the option to view submittedgassents by clicking on the link

View submitted assignments

26



Journal

You can create a private online journal for

students. A journal assignment and student
ALY T T responses can only be seen by the student and

teacher. The journal can be edited by the
student. To add a journal:

1. SelectJournal from theAdd an activity
menu. This will take you to the Journal
editing screen.

2. Give the journal a name, and then ask the
student a question or use a writing prompt.

You can add pictures, change the font, and add.link

You then have the option to set a grading scaleceSihe journal is private, there is
no peer review option.

The last option lets you select how long the jouwill be available (from one day to
always open).

When you are finished, click on “Save changes.”

Choice

choice in topic 1@

Restrict answering to this time period: [] @)

A choice is basically a poll. When you add a
choice activity, you ask a question, and
T e supply two or more answer choices to the

ly @

Write
Ask good questions (@ . .
il o | s e R T o S question. Then students may vote. Choice

publishing refers to Using a word processing program such as Microsoft Word or a : R
desktop publish h as Publisher to create d ts
Gisbion When creaing one ofhese s of documentsfor you portol, allows you to ask one question at a time, so

be sure to use graphics to enhance the presentation of information. This can include

e ot e 1 it would not work well as a multiple choice
test (that is under the quiz module).

To add a Choice activity:

Choice 1: [ etterto Parents
Choice 2:

Choice 3:

1. SelectChoicefrom theAdd an activity

menu.

2. Add a name and a question. The
= guestion (Choice text) can be formatted

using the toolbar.

Until:

Do ot oy % 3. Fillin the possible answers in the

Choice 4:

Choice 5

e
ES

Choice 6:

®@ ® 000 00
c
E)

Choice 7:

ok

© N

Choice #boxes.
Choose whether to restrict when the students canamothe choice.
Choose when to post the results of the choice emaiter a student votes, after the
poll closes (based on the closing time you set)yoo can select to always have the
results available.
Choose how the results are displayed: with studantes, or anonymously.
Choose whether students may update (or change vibtei
Choose whether students can see a list of whodtagehanswered the choice with
the “Show column for unanswered” field (teachens see who has not answered).
When finished, click on “Save changes.”
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Glossary

The Glossary offers a flexible way to present d&éins, frequently asked questions,
guote of the day, and more. You can link entriea glossary to content in your entire
class site. For example, if you define the terrmtsei” and the word sonnet comes up in
a forum discussion, the word sonnet will appeaa sk that will take the user to the
definition.

To add a Glossary:

— 1. SelectGlossaryfrom theAdd an

* dding 2 new Glossary o topic €0 activity drop down menu. This will
Gg geiesiomieeon take you to the Glossary screen where
) you will fill in name and description.
This does support formatting (bold,

italics, etc.) by using the toolbar.

2. Then select how many entries will be
shown per page. You should limit
entries to 10-15 per page, so the page
will load faster. If you do not specify a
number, the system will load every
definition, which takes longer.

3. Next, choose Glossary Type: This can be ei8erondary glossaryor Main
glossary You can only have one Main Glossary for yourrentiassroom. You may
have multiple Secondary Glossaries. Entries froooBeary Glossaries can be
transferred to the Main Glossary. This allows yobuaild a Main Glossary with the
definitions you want from any definition in the $adary Glossaries. Students cannot
modify a Main Glossary. You need to create a Maliossary first.

4. Next you need to begin choosing Settings.

5. Students can add entriesAllows students to create entries if it is setYes” and if
the glossary is a Secondary Glossary. Studentsotawld directly to a Main
Glossary.

6. Duplicated entries allowed This sets if students can define a term more tmere
(if two or more students can define “sonnet” or sasther word).

7. Allow comments on entries This sets if others in the class can make comsnamt
glossary entries or not.

8. Automatically link glossary entries If this option is set to “Yes,” then every time a
term is used anywhere on the site, the term wik to the definition in the glossary.
For example, if | define sonnet, and someone usetetm sonnet in a forum
discussion, the word sonnet will become a linki® definition | wrote.
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9. Default approval status If this setting is set to “No,” then all studesttries must be
approved by the teacher before they become avaital#veryone. If this is set to
“Yes,” then all entries are available to everyone.

10. Next, you will choose settings to define how tHegSary appears to the class. There
are multiple settings beginning with Display format

= Simple, dictionary style— Presents terms like a dictionary, in alphabktoder.
Any attachments are shown as links. Author inforamais not presented. (See
picture.)

= Continuous without author — Presents terms
as one big page, and sorts the terms by date.|™
The author is not indicated.

= Encyclopedia— Presents the terms like an
encyclopedia. All uploaded images are seen ip
the article, and the author is indicated.

= Entry list — Presents the terms as a list of the
terms with no definitions. When you click on
the term — it shows the definition, but it doesni|t
include the author.

= FAQ - this presents the terms as a frequently askeslth»u forum. The term’s
“Name” field will be presented as a question, dml“Description” field will be
given as the answer. If you choose a FAQ styleqireatly Asked Question) then
you will need to enter questions and answers ih eatry.

= Full with author —this is

061 progams are

E— - similar to the Encyclopedia
o U e e o e e G T O S ki S o ML setting, except attachments are
seen as links instead of being
- displayed in the definition.
s o Author information is given.
S““‘L‘?Aﬁhﬁ‘sﬁ‘ﬁ‘uiiH”“““\‘ e (See picture.)
= Full without author — this is
ER o s i the same aBull with author ,
except no author information is
TS0 ey s s given. This looks very much
e e e I R R s e |Ike theSimpIe, diCtionary
. ‘ style except time and date
information is given.

11. Other settings you need to be aware of are:

= Show Special link If this setting is set to yes, it allows studetotdrowse using
special characters (like $ % #).

= Show alphabet If this is set to yes, it allows students to bsevby letter of the
alphabet.
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=  Show ALL link: If this is set to yes, it allows students to afitentries in the
glossary at once.

= Edit always link: If this is set to yes, then students can edit tjlessary entries
at any time. If this is set to no, students camdit their entries once they are

submitted.
Display format: | Fy|| with author v . .
R 9 12. Rating Glossaries:
Show alphabet: [voe o @
Show AL ks vex ¥ Teachers have the option to
Edit always: o v g allow students to rate entries. If
oS femitor s ey [one ‘l o you do not want to rate entries,
’"']"wfb"'d e then leave th&Jse ratings
sers: [Only developers canrete enties (B checkbox blank. If you do want
Gratis: [Sonls Setisectory “ @ | torate posts, check the box next
ResE s 0 STEES I GateE 1 e reno to Use ratings Once you check
Tor [13 M[durs 19 [2005 ][00 10 @ Use ratings the other options
Visible to users: [row 8 related to ratings become
available.

= Users You have the option of setting who can rate posts

= Once you have determined who can rate posts, themcgn select the rating
method.

= To set the evaluation method, select what you wbkidfrom theGrade menu.
Under this menu, you will see any custom scalessghup undeBcales as
well as any numerical evaluation from 1 to 100:dti select a custom scale, the
evaluator (you or the students) can select angefmords you set up
(Excellent, Good, etc.). If you select a numerealuation, the evaluator can
select a number from 0 to the upper limit you #etqu set a grade of 85, then
the evaluator can select any number from O to 85).

» Restrict ratings to posts with dates in this rangeYou can limit the rating of
posts to certain days or times. If you wish tolie,tcheck the box and select
the date.

13. Show or Hide: choose to show or hide the glyssam students. The default is to
show it.

14. Once you have these settings the way you kent tclick on “Save changes.”

Adding Content to Glossaries

Once a glossary is created, you can add content.c&o browse by categories and edit
categories. You can add new categories and nevegn¥fou can import entries from
other glossaries that have been exported from dlloedle sites; or you can export
entries. If entries require teacher approval belimiag publicly posted, the waiting
approval area is where you will find entries. Afsate the search option. If you do not
check theSearch full text box, then the search only looks for the term naniethe
Search full textbox is checked, the system will search throughewerd.
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Adding a new category

You will probably want to add categories before gtart to add entries. To add a

category:

Click on “Browse by a category.”
Click on the “Edit categories” button.

Type in the name of the category.

o 0ok wDdhpkE

Click on Save Changes button.

Choose to link automatically (Yes or No).

Add Categary

Name:

Automatically link this category:

Sawe changes Back

o ¥ @

Adding a new entry
To add a new entry to your glossary:

Internet Explorer provided by SLOCOE

Browse by aphabet

nnnnnn

........

uuuuu D@
A —lmre OSSR ¥ O

oo

Click on the “Add Category” button at the bottomtloé screen.

. Click on the tab that says “Add a

new entry.”

. When adding a new entry you must

specify theConceptfield.

. You need to add keywords that the

system will link to for the definition
if those words are used. For
example, if | define “sonnet” with a
keyword of “poem,” then the system
will link to the definition of “sonnet”
if someone uses “poem” in a
discussion.

4. Your glossary will be easier to search if you plgoar terms into categories.

5. Your last step is to fill in the “Definition” fieldand attach any files.

6. When you are done, click on “Save changes.”
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Part IV — Utilizing Moodle’s Collaborative Activiti es
If you have been looking for a way to have studenti@borate with each other through
discussions or working on a project, the followingls will help you accomplish this

online: Chat, Forums, and Wikis.

«| Chat

@ Updating chat in topic 5@

viBZus|%<

"o =
9 Join a live chat about Moodle
S

Visible to users: |how v

Save changes

RiBE o
E Ha —deaw QOQGM B O

A chat is used for live, real-time discussions.
Chat will archive a session if two (or more)
people interact within a five-minute span. To
add a chat:

1. Fillin a name, and introduction text.
Whatever you type will appear on the chat
room’s introductory screen. This text
supports formatting (bold, underline, etc.)
using the toolbar.

2. Then add the chat time — this is to advertise
to students when to enter the chat room.

how

o

o

scheduled time.

Students may enter the chat room before the

Next, decide if the chat is for repeat sessions.

Then, determine how long you would like to archilwve chat in the “Save past
sessions” setting. Sessions can be archived frardays to “never delete”.

When you archive sessions you have a choice twaleryone to view past sessions
in the “Everyone can view past sessions” settirigg feacher can always see past
(archived) sessions regardless of this setting.

When you have finished filling out the Chat optipdsck on “Save changes”.

9
L

& Updating forum in topic 3 g

VBIUS %X BEBY oo

E Tk — Bheetew DOQGM@ B O

@ Share your thoughts and experiences using Moodle.

You can create a thread of your own or reply to a post.

Forum

A forum is a bulletin board or discussion boarduYo
may create a forum to discuss various topics for yo
class.

To add a Forum:

1. SelectForum from theAdd an activity menu.

2. After you name your forum and before you type
your introduction, you will need to choose the
Forum type. There are three choices:

= A single simple discussion students can reply to

the topic, but cannot create new topics.

= Each person posts one discussiorthe students

can each start one new topic for discussion.

= Standard forum for general use- students may

start new topics any time they wish (unless yotricghat). The “Standard forum” is
the most commonly used forum.
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3. Forum Options: Other forum options in settigga need to complete, such@an a
user post to this forum?Below are the choices:

= No discussions, no replies You have the option to allow students to poshto
forum or not. If you do not allow students to pdkg forum can be used as a
news forum. In this case, you as a teacher coudd@the forum, but students
could not. To set up this kind of “Forum,” you wdidelect “No discussions, no
replies” from the “Can a student post to this foRimmenu.

= No discussions, but replies are allowedYou may allow students to reply to a
topic only (if that topic already exists). Studeahnot create a new topic. This is
set by selecting the “No discussions, but replresaiowed” from the “Can a
student post to this forum?” menu.

= Discussions and replies are allowedYou can allow both discussions and
replies, where students can post anything anddheyeply to an existing
discussion, or start a new discussion topic. Theet by selecting “Discussions
and replies are allowed” from the “Can a studest po this forum?” menu.

4. After you decide what a user can do in youuri® you need to decide if you will
force everyone to be subscribed. If this is sé¥&s,” then every student in your
class will get an email copy of every post in theum if they have email connected
to their ETC Portal account. Currently, studentsxdbhave email addresses in their
ETC Portal accounts and cannot receive emails.edtadan always elect to be
subscribed to a forum if this setting is set to “No

5. The next setting lglaximum attachment size which allows you to limit the size of
any attachments that students may want to upload.

Separate groups: | All paricipants ¥ Display replies flat with newestfirst v

Rating forums: In a Forum there is the

T option to rate posts in a discussion. If you
[ L do not want to rate posts, then leave the
Use ratingscheckbox blank. If you do

want to rate posts, check the box next to
Use ratings Once you checklse ratings
the other options become available.

Who can rate posts?

Under the “Users” menu, you have the option ofisgtivho can rate posts. You can
allow everyone to rate posts, or you can choo$at@ only teachers rate posts. Under
theUsersmenu is th&/iew menu. This lets you select if a user can see boerys
ratings, or only the ratings for the user. Once lyave determined who can rate posts,
then you can select the rating method. To setatieg method, select what you would
like from theGrade menu. You can use your cust@ualesor numerical evaluation
from 1 to 100. You can limit the rating of postscertain days or times by checking the
Restrict ratings to posts with dates in this rangdox. You will need to set the “From”
date and “To” date.

6. When you are done with the Forum, click onvi&ahanges.”
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The News and Social Forums
There are two more resources on the class page that
are useful — the News forum and the Social forum.
You will notice that at the top of the class pages
, MRS | there is a forum calleNews forumand one called
i I =. | Social forum. The News forum is always present,

S —— - | and the system recreates it if you delete it. Yaym
delete the Social forum if you wish.

The News forum is a place for you to post news
items relating to your class. By default, everyane
subscribed to the news forum. This means that
every time you add a news item, the system will
email everyone in the class automatically (excapments who currently do not have an
email account attached to their ETC Portal accodmt)change this option, go into the
forum, click onupdate this resource and then click on thEveryone is subscribed to
this forum link. This will give students the option to sigp to get emailed. If you do
change this, and then want to change back, clidkeBkveryone can choose to
subscribelink.

Adding topics:

1. Click on theAdd a new topic link.

2. Give the post a name.

3. Enter the details of the actual post (topic).

4. Attach any related file to the post. The attachnoamt be any file — Word,
PowerPoint, etc.

When you are done adding the post (topic), click®ave changes.”

The system will then tell you that you have 30 nbésuto make changes to the post;
click on “Continue.”

oo

On your Moodle site, you will see a headline appgalerLatest newsunless you
disable this option. The default news forum all@ttgdents to reply to your posting, but
not add new postings. To turn this off, click oe #dit button (the hand holding a pen)
next toNews forum, and change the menu it€dan a student post to this forum7#rom
No discussions, but replies are allowetb No discussions, no replies

SLOCOE-TECHFORUM-1
ste moodle » Tech Forum

Social Forums

You can create a Moodle site
that uses the social format and
- | Is centered around a social
forum. If you only plan to use
oo Moodle for a discussion board,
: then this option will meet your
| needs. When students log in,
oo | they will see the forum.

Social forum - latest topics

ind comments about ETC Portal here.

34



Wiki

‘:t( moodie » PD CTAP 1 % Wikis » TestWiki » Editing wiki

i Updating wiki in topic 03

Name: Testviki

Summary: v|[1Em v

v BJZ US %< Bi@e oo

W=
]
1l

SN EEEE Tl —dhese DOQWR 2O

Here is a wili for you to add to. Create a page to link to this wiki and add your own
contsnt

Path:
Type: Groups B

Print wiki name on every page: [ves v

HTML Mode: [ HTMLonty | @

Allow binary files: [vas v| @

Wiki auto-linking options: [] Disable CamelCase linking

Student admin options: ] ajlow ‘set page flags’
[ Adlow ‘strip pages’

O Allow remove pages’ (3
[ Allgw revert mass changes'

Optional:

To add a Wiki,

w dpE

B

SelectWiki from theAdd an activity menu.
Name your Wiki. Then enter directions or some fekstudents to understand the
purpose of the Wiki in the Summary field.
To start, leave settings on the default. Namesa fiage, choose an initial page. For
your first Wiki, use the name “index” for the pag@me and initial page.

The initial page will open - enter directions foudents on how to begin working on
pages. Add links with names you select for theggsa Use Camel Case linking —

TS T T

Wigwy Edit Links History Attachments

Edit this page 'WikiIndex'

Try not to worry too much about formatting, it can always be improved later
v ||[tEpn v v BT UJ %< |B BB o

=

al

M SIEEE TEE — e OOQSER S O

Add your own page by clicking on a question mark next to the name. If a page has
already been created, then you can add content to that page by clicking on the page
name

PageCne

PageTwio
PageThree

Path:

A Wiki is similar to a blog
(web log or journal), except
everyone can contribute, edit,
comment, etc. Wiki posts are
not approved by a central
administrator, so the content
can be built very quickly (the
teacher can always edit any
Wiki page). In this sample,
you will create a basic Wiki
that you can use for a variety
of assignments

that is two words put
together with a letter in
the middle capitalized.
(In the example, you will
see PageOne, PageTwo,
and PageThree.) Then
Save changes.

5. The links are ready for
students to enter and add
content. A link hasn’t
been edited if you see a
blue question mark. Once
it has been edited, then it
will appear as a blue link.
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Wiki Types

Wiki types
There are three wiki types: Teacher, Groups, Student. In addition, like any activity, the wiki has the Moodle group modes: "MNo
Groups" "Separate Groups" and "Wisible Groups". This leads to the following matrix of nine possibilities:
No Groups Separate Groups Visible Groups

Teacher There is ony one wiki which There is one wiki for every There is one wiki for every
only the teacher can edit, aroup which just the teacher group which just the teacher
Students can wiew the contents. |can edit. Students can view the (can edit. Students can view the

ki of thelr group only. wiikis for all groups.

Groups There is ony one wiki. The There iz one wiki per group. There iz one wiki per group.
teacher and all students can Students can view and edit the |Students can change the wiki of
wiew and edit this wiki. ikl of their cwn group only.  thelr own group only. They can

wiews the wikis for all groups.

Student Every student has their own Every student has their own Every student has their own
wiki which only they and their wiki, which only they and their pwiki, which only they and their
teacher can view and edit. teacher can edit. Students can | teacher can edit. Students can

view the wikis of other wiew the wikis of all ather
students in their group. students in the course.
Unless the group mode has been forced by the course settings, it can be set with the groups icons on the course home page after
the wiki has been created.
® A teacher can always edit every wiki in the course

There are three types, and each type sets acdesgshat also depend on whether
classroom Groups are used. In the chart you caohseees for the “Wiki Type” setting:
Teacher, Groups, or Student. The Group settingvalfor three options: No Groups,
Separate Groups, or Visible Groups. The effecachds described above. The Groups

setting in Wiki Types is not related to the clagsnogroup setting — it is just called the
same name.

Other options you need to set:
= Print Wiki name on every page- this is how you choose to show the name of
each Wiki page. It will help students navigate tigio the Wiki if they can see the
page names.
= HTML Mode - this sets how the Wiki is authored. It has treegings:
- No HTML - this mode ignores all HTML commands and the @nsth
cannot use the formatting bar (which is based oMH)T All formatting
of the Wiki is done using Wiki Words (a special \M&rmatting style).
- Safe HTML - this mode allows the use of hand-coded HTML,dnés
not allow use of the formatting bar.
- HTML only - this allows full use of standard HTML and thenfiatting
bar, but Wiki Words are not usdélyou and your students are new to
Wikis, this is probably the mode you want to choose
= Allow binary files — this sets if the Wiki will allow binary attachmis (like
images, Zip files, etc.). This only applies to eliments — even if this is set to
“no,” students can still link to images if HTML &lowed.
= Wiki auto-linking options — By default, the Wiki can auto-link certain words
used in the Wiki. You can turn the feature off byecking the “Disable
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CamelCase linking” box. If in doubt, leave linking. CamelCase is any single
word that has multiple capitals in it (previous exde was PageOne).
= Student admin options— these set what students can do to any Wiki they
administer (if you allow students to have their owikis). There are three
options:
- Allow ‘set page flags'— page flags define what a Wiki page is (text,
data, read only, etc.). If this is checked, stusiean set page flags.
- Allow ‘strip pages’ — strip pages cleans up the Wiki by removing old
versions of pages and only keeping the most remeed.
- Allow ‘remove pages’— this allows the student-administrator to remove
individual pages from the Wiki. This feature shobllused with caution.
- Allow ‘revert mass changes’- this allows the removal of changes made
by an author.
- Page namgoptional) — you can fill in the name of the figge of the
Wiki here. If you leave it blank, the first pagetbé Wiki will be the
Wiki’'s name (set at the top of the edit page).

Choose an Initial Page- this lets you upload a text file that will bea@the content of

the first page of the Wiki. If there are multipkxt pages in a directory in tiirdes

section of your classroom, all the text files iasélcome content for the Wiki, but the page
specified here will be the first page. When youehall of the options set, click on “Save
changes.” You will then go to a screen where yaueddit the actual content of your

Wiki. If you are using WikiWord formatting, clickrothe “?” help button in the upper
right for a great discussion on how to format Wikik¥s. If you are using HTML, use the
formatting toolbar.

Wiki

About your Wiki
If you have existing pages, you can
" i ¥ _____| use thesearch Wiki tool to search
== o = | forterms. If you have pages in your

e Wiki, the Choose Wiki Links
e s [ IENU WIll jlump you to the pages
that fit the categories in the menu,
such asNewest page®r Most

S visited pages The Administration

menu allows you to do
administrative functions like strip
pages, set page flags, etc.

The Wiki page has 4 tabs:

View — this is the default tab that lets you see thkipage.

Edit — this tab allows you to edit existing contenttioa Wiki page.

Links — this shows you what pages link to this pagéeWwiki.

History — this shows you the history of the Wiki page édait creation, modified
date, etc.), and you can even view what was adgeath individual student.

You have the option to preview the page, and yaouceancel the changes you have made.
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Part V- Creating Quizzes

You can add quizzes to your Moodle site that are/false, multiple choice, matching,
short answer, description, numerical, and filliretblank. You can choose to give
students feedback when they take a quiz.

Ei

& Adding a new Quiz to topic4 @ TO add a QUIZ
S— 1. Selle.ctQuiz from theAdd an
MY EEEE B - dese AO0SE 20 activity menu. This takes you to
the “Quiz” editing screen.

2. You need to give your quiz a name
and write an introduction to the
quiz. You have access to full
formatting (bold, italics, etc.).

Other format options include:

Path:

Open the quiz: [12 || Apri | [2006 ¥|[12 %[0 ¥]

Close the quiz: |12 + || Apri | [2006 ¥|[12 ¥][10 %] @

el = Open the quiz— sets the opening

Questions per page: | njimited v =)

sttt auestions: (1, o date and time for the quiz.
shffe neers: [ves ¥] @ Students cannot take the quiz

Time limit: [None

Attempts allowed: | njimited attempts v @

R, before this time.

oo T = Close the quiz—sets the ending

Adaptive mode: [vgs v
L]

byt [ Bl date and time of the quiz. Students
a2 cannot take the quiz after this time.

= Time limit — sets how long a student has to take the quiAQlminutes). The
default is “0,” which means the student can takenash time as needed.

= Questions per page- determines how many questions will be displayedne web
page. Recommend setting it at 5 or fewer so tlagthz will not time out while
students are taking it. If the quiz does time th#n students lose their work.

= Shuffle Questions— changes the order of the questions on the geiy¢ime the
student takes it (or for every different studenbovidakes the quiz).

= Shuffle Answers—changes the order of the answers given for nteltipoice or
matching questions.

= Attempts allowed - sets the number of times a student may takéza lfjyou decide
to allow more than one attempt, then you will haveise other related settings, such
as “each attempt builds on the last.” You will hawelecide how the multiple
attempts will be graded. If you allow multiple axtets, then you will probably not
want to show the answers to students.

= Each attempt builds on the last-sets whether or not the attempt on the quiz build
on previous attempts. If multiple attempts of azcarie allowed, and this is set to
“Yes,” then the former quiz results will be inclubim this attempt (including
feedback, if turned on). If this option is set tw,” then the quiz will be counted as a
new quiz every attempt.

= Grading method —sets how quizzes are scored. The range of optichgles
keeping the highest grade, keeping the averagh thieegrades, keeping the first
score, or keeping the latest score.

= Adaptive Mode - If you chooseéresfor this option then the student will be allowed
multiple responses to a question even within timeesattempt at the quiz. For
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example, if the student's response is marked asraxt the student will be allowed
to try again immediately. However, a penalty walally be subtracted from the
students score for each wrong attempt (the amdymgrmalty is determined by the
penalty factor, set by the next option).

= Apply penalties- If a quiz is run in adaptive mode, then a staudeallowed to try
again after a wrong response. In this case, youwaay to impose a penalty for each
wrong response to be subtracted from the final f@arkhe question. The amount of
penalty is chosen individually for each questiorewlsetting up or editing the
guestion. This setting has no effect unless the iguiun in adaptive mode.

= Decimal points- By using this setting you can select the nundietecimals to be
showed in the grade of every attempt.

= Students may

Ly W
%] .
Students may review: Responses Scores FeedbackAnswers @ review - allOWS yOU
Immediately after the attempt: 7 v = v H
Later, while the quiz is still open: to glve a StUdent
After the quiz is closed:

feedback on a

Show quiz in a "secure” window: g @ queStlon YOU type
the feedback into

Require password:

Require network address: 2 the queStlon When
Group mode: y0U Cl’eate |t. In
Visible to users: 'shoy v 9 feedback, you need
to choose from the
[ Savechanges |[ Cancel | foIIowing:

- Responses- allows you to give responses to students.

- Scores- if checked shows students their scores.

- Feedback- you can type in feedback for every answer choice
- Answer — if checked shows correct answers.

= Require password- this is an optional field. You can type a passiNeere that
students are required to enter before they canthekquiz.

= Require network address- this is an optional field. You can fill in IP dieésses
here, and only those addresses can take the dwezsystem can understand partial IP
addresses, like 10.0. and can accept multiple addseseparated by commas
(10.0.0.1, 10.0.0.2, etc.).

= Visible to users— determines if students can see the quiz.

3. When you have the settings the way you want them

“ (and they can always be changed), clickSawe You

=== Will then go to a screen where you can create orest
categories, and manage your questions.

< moodle » SLOC-MOODLE-INFO » Quizzes » Moodle Quiz » Editing Quiz

aaaaaaaa

Categories

On the right side of the screen, you may selecettegory
(there is one set up called “default”). Categopesvide
a way to organize your questions. If you use timesa
questions over and over, you may wish to orgarizent
(into categories like Othello, Hamlet, etc.). Thesgtions
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are then available to pick and choose from to ergaur quiz (this is useful if your
online classroom has spanned several semesteyoarive a large number of
guestions built up).

Reports Y previe ) Edt Quz
Add category @

Category info

To add new categories:
1. Click onEdit categories add the new category
2. Name it and describe it.
3. You have the option to publish categories to atteers — the default Mo. If you
change it tores, this makes all the questions in that categorylabia to any teacher,
which can be handy if you are teaching the sam&/lesson/unit as someone else.
4. When you are finished, click ddontinue.

Viewing/Editing Categories
After you have categories
established, you can choose to view
all the questions in one category, and
therefore, you limit the number of
guestions displayed on the screen.
You only see those that apply to the
topic of your quiz.

» Quizzes » Moodle Quiz » Editing Quiz

Info | Reports

Type Grade Action

aw
Uiz import formats? = |1 [x] Rem
: Aw
=1 [3] Remove
Qw
e=l | [] Remave
Total: 3
Maximum grade: :TD | @

Preview | Edit Quiz

Category: | Default

[prmvedn | Adding Questions
After you have

sound (SLC-LAMS-NAYLOR_SCIENCE}

[“ Display
[Calso shdpefayit

Moodle

Default (SLC-LAMS-NAYLOR_SCIENCE)
Sound Practice Test (SLC-LAMS-NAYLOR_SCIENCE)

Produetion (MOODLETRAININGO1)

Great Depression & New Deal (AUSD-AHD-WILLIAMS-P2)

Spelling List01 (6) (SLC-LOMS-6-CORET)

categories to work
with, you are ready to
add questions.

Create new question:| choose

Import questions from file @ | Export questions to file @

Action

Question name  Sortalphabetically v

To “build” a question,
select a category (The

v @

“awx [
®A®XR [
HWaExr

Select all / Deselect all

With

What is the correct answer to this question?
Which LMS has the most quiz import formats?
Who can take a sunrise, Sprinkle it with dew?

[ << Add to quiz ”De\ele” Move to >> J-Defauh v

Add |1 ¥ random guestions @

-
=
L]

graphic shows the
selection - Moodle).
The screen will then
show any existing
guestions in the

Moodle category, and

allow you to add new ones. When you create a questiis stored in the category you
select. It is then always available to add to amy qt any time. To create a new
guestion, click on the drop
down menu next tCreate

new question Choose the type

of questions you want to

create.

Please noteYou have the
option to “Import questions

from file,” “Export questions to

Editing Quiz Update this Quiz
tnfo ( Repons \ preview | edt quiz

file,” or “Create new question.”
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The first step in creating a question is the saonalf types of questions. In the following
pages you will go through several types of questimeginning with multiple choice.

— After you select Multiple Choice in thereate new
o e e msee oo | questiondrop down menu, this will take you to the
et o f i ot e multiple choice question screen.

1. Type in the name of the question (something to
help identify the question in the list).

2. Type the question. Th@uestionfield allows
formatting (bold, italics, etc.) by using the toatb
above the text area.

— 3. If you have an image to display, you can do this

““““““ . two ways: one is to upload it into the question

field (where you type the question), and two is to
use the “Image to display” drop down menu to chaosenage from your Files.

About using images Before uploading an image into your Files on yblaodle site in

preparation for using the image in a quiz, be sieamage is the size you want to use.

There are no editing tools to change the sizeuflytk to it from the “Image to display”

drop down menu. If you upload the image into thesgion field, then you can use the

picture editing tools in the toolbar to change gl and position of the image.

4. Penalty Factor- You can specify what fraction

mrTE of the achieved score should be subtracted for

S ———— each wrong response. This is only relevant if
the quiz is run in adaptive mode so that the
student is allowed to make repeated responses
to the question. The penalty factor should be a
number between 0 and 1. A penalty factor of 1
means that the student has to get the answer
right in his first response to get any credit. A
penalty factor of 0 means the student can try as
often as he likes and still get the full marks.

5. One or multiple answers?You can choose to

have more than one answer to the question.

.4

6. You type answers in the various “Choice #’ boxes.

7. As you fill in your answers for the multiple cheiquestion, you can include
feedback text.

8. Multiple choice questions have weight. The posiamswers must add up to 100
percent, or the system will ask you to fix that whyeu try to save the question.

9. You have the option to assign negative weight tar@wer, so that a wrong answer
might actually count against the student. If youéhane correct answer, this would
be 100 percent in the grade field.

10.Use the drop down menu to select point value. énetkample, two answers are worth
25 percent and one choice is worth 50 percent. Whssthe choice since multiple
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answers are possible. The total percent must add L@O0. “None” is the value of the
only wrong choice in the example.
11.When you are done filling in your questions, answéredback, and grade, click on

“Save changes.”

adal1 ¥ random questons (A9 g

Add the question to a quiz

You should go back to the quiz screen where

you see the new question listed. To add the

new question to your quiz, you will need to:

1. Select the question by clicking on the box
next to the name of the question and then
clicking on theAdd to quiz button.

2. You should see it appear in the quiz
guestion list on the left. Be sure you are in

the correct quiz when you add questions.

3. You can add questions
4. Once you have entered
guestion, it will change

to existing quizzes anytime.
a question, you can usentitiple quizzes, but if you edit a
the question in all quizze

Editing a True/False question @

Moodle ¥

¥ BIUS| x< BRIBE

T —bese QOOGR ¢ @

True/False questions
To add a true/false question:
.. | 1. SelectTrue/Falsefrom theCreate new question

W teact a quizin Moodle, there is an options that allows
questions to be randomly sorted for each student accessing the quiz

drop down menu.
2. Fill in a question name and then the actual
guestion.
You can add an image (optional).
You can add a penalty factor (if it applies).
Then select the answer (true or false).
You may then add feedback to each answer.

“Save changes.”

Noohkow

When everything is the way you want it, click on

8. This will take you back to the editing quiz pag@uYshould see your question and
can then add it to add it to your quiz.

Editing a Short-Answer question @

Moodle v

v/ BZUS %=
=i G| —bheve HO

Short Answer
To create a short answer question:
mime oo 1. Select Short Answer from the “Create new

i
g
w I can create a answer question.

Tmage to display:

Correct answers: You must fill out at least one possible answer. Answers left blank

=neg short Grade:

B question” drop down menu. This will open
the short answer question screen.

2. Fill in the question name and then write the
guestion. The question can have up to 5
short answer “answers.” This can be very

flexible.

- 3. You can make a fill-in-the-blank, or just ask

for answers. One big caution to pass on to

students: a misspelled answer is WRONG

(unless you put in the right answer and the
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o~

most common misspellings).

When you complete the “Grade” field, the total geiof the question must equal
100%.

You can give partial credit for each correct ansiivirere are multiple answers.

You may also fill in feedback for each answer. Téedback can show the student the
correct answer if the student guesses wrong, d\ibe ivrong answer is not in the list
of answers.

Once you are finished, click on “Save changes.”

This will take you back to the quiz screen, andrtee question should be available
to add to your quiz.

Numerical Question

To add a numerical question, select “Numerical” in

RS- the “Create new question” drop down menu. This
will take you to the numerical question screen. A

s w-te@meses om [ nUMerical question is a question that expects a

<L LSR5 | number for the answer. It has the added flexibility

to accept a range of answers (10 +- 3 would accept

. anything from 7 to 13).

=Ty 1. Fill in the question name and write the question
you wish to ask. You display an image as part

of the question.

2. Then fill in the correct answer and the accepted

error. Fill in feedback if you want to use that

. feature.

e 3. There is also an optional field to add units (like

meters, kilograms, etc.). You may also add
additional units with the appropriate conversioritiplier. For example, if your units
were meters, you could also add a multiplier of Wit the units of centimeters.
IMPORTANT: If you add units, the question will beang if the student does not
give the exact units. For example, 10
kph and 10 k.p.h. are different answers
because the units are different (spaces

Preview question

Quiz: Moodle Quiz

are okay — 10kph and 10 kph are the Question Grades n quzzes

Same)- 1 (2230 When you are creating a multiple choice
When everything is filled out the way M el percant the grade e eqeal.
you want it, click on “Save changes.” »

The question will then appear in the list
of questions. You can preview a
guestion and try it out.

@ -
Answer:

Submitpage | [ Submitall and finish
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Matching

Editing a Matching Question @

Image to display:
Penalty factor:

Available choices:

Question 1:

VBT S A BB oo
== hh —deee DOO9R ¥ ©

E=== 1=

Match the following words to the correct definition: Character, Copy and Paste,
Cursor, Document, Data, Edit, Font, Icons, Justification, Word Processing

Path!
None v

0l @

You must fil out at least ns. Questions left blank will not be used

method of writing

computex

y lecter, number, or symbol
typed on the keyboard

the quiz).
5. When you are finished filling in the whole questisamember that the program
treats all the matches — even if there are eigt® ene question), click on “Save
changes.”
6. You will then be taken back to the quiz editingeser, and the new matching question
should be listed.

To add a matching question:
1. Select “Matching” from the drop down

Category:

Editing a Description @

US| =% |[Bf@| oo

E MW

i EiE Tl — deo ke HOIOG®| B O

Image to display:

Online Research and Learning

Consider the following excerpts from Educational Leadership December
2005/January 2006

A good place to start conducting online research is with Wikipedia
(www wikipedia org). Wiki what? Wikipedia, the online people’s encyclopedia, has
entries on more than 771,000 topics, each written or revised by any interested

Path:

None v

-

v

menu. This will take you to the matching

guestion editing screen.

Enter a question name, and write the

guestion. This could be “Match the
following questions with the correct

answers”.
You then need to fill in at least 3 questions

that will be matched to the answers you

provide. The “questions” can be one word

to be matched to the answer.

Each matching part is worth an equal
amount (if you have four matches, each is

worth 25% of the whole question. The
whole question then can be weighted on

Description

To add a description:

1. Select “Description” from the drop
down menu. A description is not
actually a question. It allows you to
add text to a quiz (such as a story or
an article) that you can then ask other
guestions about.

2. On the description editing screen fill

in the question name and then add your descrifsitmmy, article, etc.) in the question

field.
3. If you have uploaded pictures in the “Files” seetigou can choose to display them

with the description.
4. When everything is filled out the way you wantciick on “Save changes.”
5. Your description should now appear in the list oéstions.

Uses of the Description feature are to display tieat students need to read to answer
other questions. It can be tricky getting the Digsiom question to appear in the right
place. You will have to change your settings foaryquiz. Be sure to say “No” to
Shuffle Questions You could also choose to display the text stuslaptd to read in the
instructions that appear before they take the dthe. caution here is that you will not
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want your quiz to be available until the time studeare to take it. You can you the
show/hide feature (open eye/closed eye) to modify t

Editing a Random Short-Answer Matching question g

Random question

To select a random question:

1. Select “Random question” from the pull-down
menu.

2. This feature will randomly select a question that

P already exists from all the questions in any

E‘ category you specify.

If you have 10 questions in any question categbiig,feature will pick one of those

guestions at random.

You may name the question if you wish (you mighhtma add the category to the

name — i.e., “random default #1” or “random OthétlDd).

Note that you can mix random questions with “nofngalestions on a quiz.

When you are done, select “Save changes,” andhlyould see the “edit quiz screen,”

with the new random question added.

W

oo

T Random Short-Answer Matching
This feature makes a matching question by
a W as548% s | drawing random questions and answers from
7 s, s e ek e for e among the short-answer questions you have
created. You can only use this with a quiz that
is all short answer questions. You must have at
G i e least two short-answer questions in a category
== for this feature to work.
1. On the random short-answer matching
editing page you choose the category.
2. The question name can be anything, but | would ssiggdding a number to the end
(#1, #2, etc.).
You may leave the existing default introductionyou may change it if you wish.
. You then select the number of questions you wakkltb have (the number of
matches to make).
When you are finished, click on “Save changes.”
You should see the quiz editing screen with the ge®stion listed, and you can add
it to your quiz.

B w

oo

A final note: When you create a quiz, you may wargnter all questions first, then add
them to your quiz. You can change the order of tmes by clicking on the up or down
arrows on the left. You can weight each questiahemrter the maximum grade - click
save grades when finished. You can reuse quessbase questions with other teachers,
and randomly sort the quiz to prevent cheating.
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Part VI — Video, Audio and Mathematical Equations

How to link to United

ACHER CENTER | LEARNING TOOLS | HE

1P united
ﬂeamv
ences | Log out i

Streaming Video
wncmaf ] Click on “S” to stream a
et video. Click on the “S”
R that is next to the entire
0 @ L e o snieays e st s o video if you want the
© @I rostontscot stususardrncin o1 whole video. Click on the
com “S” next to the section
OO ot bt o s you want if you only
aom want one part of the
Y I video.

2. Right click on the screen -
where the video is playing S
and choose “Properties.”

3. Highlight and copy the
URL — (Location), which is
the last item on the list. The
URL (Location) is a direct
link to the video. When a
user clicks on this link, the
video will stream from the
United Streaming web site.
The link is the example is:
http://www.unitedstreaming.com/videos/10617/pgrID6A56k.asf

4. After you have copied the URL (Location) you casteahe link (URL) into a
PowerPoint, a web page, or any other program. @a&ntosh, you can see the
link if you hold the Ctrl key down while you cliakn the video. You will have to
write the location (Internet address) down. You {wbe able to copy the link.

aaaaaaaaaaaaaaaa

Lacation: it o, unitedstreating. comjideos/10617]
DarL0617_zs6kiast tructure and Function (2000)

Function (01:17)

==
L

oond co

© O B video quiz The Cell: Structure and Functon (31:45)

Uploading Video in Moodle
—_— ——— Moodle supports Quicktime, Windows Media Player,
and Flash Player formatted video. Video can be
uploaded as a separate resource, or it can be
integrated into forums and other Moodle modules.
Adding video as a resource is almost identical to
adding sound as a resource.

1. Go to the “Add a resource” menu and add “Link
to a file or web page.”

2. You will then need to choose an existing movie
file, or upload one.

3. Click on the “Choose or upload a file” button. (Yaill see the screen pictured here.)
If your file already exists, click on “Choose” dmetright-hand side next to the file.
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4. If you need to upload the movie file

e | http://osos.slocoe.org/moodle/files/index. php?choose=form.r...

click on “Upload a file.” If you r———
upload a flle, you may browse for It ‘u_ploadaﬁle (Max size: 5MB) --> / .
and then upload it to your [Upiozatmstie [ cancel)

classroom.
5. You will give the file a name and a
description. The description appears when a studiks on the link.

The example below shows how the video looks if gbhaose to have it open in a new
window. Below the video is where you can see thedatered in the Summary. How the
video plays depends on what kind of file it is (Guime, Media Player, etc.) and how
your browser is configured. For the movie to pkayr students would need to have the
appropriate program and plug-ins loaded (QuicktiMedia Player, etc. — all are
available on the Internet for no charge). Linkingatvideo on the Internet or uploading a
video to your Moodle site provide

= | the same level of access for your

” Jon the student

students — in both cases students are
" | playing the video off a remote
server. Uploading video is limited

by file size. Most videos exceed the
5 MB limit. Therefore, linking to

YRS om0 video is the best option for
(;/:::up\oadmgavlden besuretheﬂ\esxzelsSMBor?ess.Th\sssmu\evxdeolsaho\:i:;sr;ﬂ . |nC|Uding Vldeo On your Web Site.
T = | You can add video to any module

that allows a link to a web site
(forums, quizzes, Wikis, etc.).

e Moodle allows you to add audio to classroom
2w esancemonic 20 | mOdules (forums, quizzes, etc.). There are two
e 1 ways to do this: add the sound file as a resource
T P (this is a separate module), or add it as an
embedded sound to the module you are in (forum,
quiz, etc.). Both methods are pretty straightfodvar

e Adding sound as a resource:
o (5 1. Make sure you are in edit mode in your
S classroom.

2. Go to the topic (or week) where you want to
add the sound and select “Link to a file or web
site” from the “Add a resource” menu.

3. This will take you to a screen such as the one
pictured here. Type in a name for your sound resgand type a summary of the
resource.

4. Then click on the “Choose or upload a file” buttdfou will see a list of all the files
currently available in your class.

:
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5. If your sound file is in your Resource list, cliok “Choose” to the right side of the
file.

6. If your file still needs to be uploaded to yoursdeoom, click on “Upload a file.” You
then can browse for your file by clicking on “BrogisOnce you find your file,
double-click on it. The path to the file will beléid in for you. Click on the “Upload
this file” button. Your file will then be made alale in your files list and you can
choose the file by clicking on “Choose” on the tigide of your file.

7. You can then select if you want the sound to opehay in the same window or a
new window.

8. When you are finished, click on “Save changes.” saund will now appear as a
resource in your class page. When you click onéseurce, it will play (using the
default media player for that type of file — Quickie, Media Player, etc.

Adding Mathematical Expressions
Compose = web page 0 Moodle supports TeX to add mathematical

B expressions anywhere in a module. TeX

T Moodle supports TeX notation for more
complicated mathematical expressions. TeX
e miee s expressions are always enclosed in double $
sexmRa—ime-@mesese® | gympols. A TeX expression looks like
$$sinx"2$$. The example shows an equation
typed into a web page.

$8(n+1\over 388

When students access a web page, quiz, or ot
posting that includes an equation written in Te
they will not see the $ symbols. They will see t
eguation as the example shows.

%tc moodle » abcdefghijklmnopgrstuvwxy » Resources » Math Symbols

atl
3

For more information on TeX formatting, see:

= http://www.math.uiuc.edu/~hildebr/tex/course/intiasnl

= http://abel.math.harvard.edu/computing/latex/maimaale21.html

= http://www.matheboard.de/formeleditor.php

» To test TeX formatting “live,” go tahttp://moodle.org/filter/tex/texdebug.php

A

Debugging Help
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