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Hello and welcome to the introduction to the Introduction to Moodle Guide at HSU! This
document is intended as a brief introduction to Moodle. It contains links to more detailed
guides for Moodle's advanced features. In this guide you will find a brief overview of the
instructional activities available to you in Moodle, how to upload files (such as Word
documents or PDFs) to Moodle, how to make those files available to your students, how to
have ONCORES readings added to your course, and how to customize the look and feel of
your Moodle course.

Starting in Fall semester, 2005, Moodle course accounts will be generated automatically from
the WebReg (Banner) database. All courses will be set up and students enrolled automatically
on a nightly basis. To start using a course, just login*, click it's name, and you can start adding
content. The Courseware Development Center can add your course content for you and/or
show you how to add course content yourself. This is a free service for all HSU faculty.

This manual provides a detailed guide to Moodle's activities. If you are using Moodle for the
first time, or would just like a quick reference, we have a Quickstart Guide which can be
printed or bookmarked for reference. The Moodle Quickstart Guide.

If you have trouble logging in or don't see courses you have requested to be set up when you
login, please email us at mdlsos@humboldt.edu and let us know so we can fix the problem.

Printing this Manual:

If you would like to print this manual out for a reference, simply click the printer icon above (
=), this will open up a version of the manual formatted for printing, and then you can use the
print function of your browser (or hold down the control and p keys at the same time) to print

the manual.

General tips:

Once you have a course set up and are logged in, here are three general tips that will help you
get started.

1. Don't be afraid to experiment:

feel free to poke around and change things. It's hard to break anything in a
Moodle course, and even if you do it's usually easy to fix it.

2. Notice and use the editing icons (they will show up when you click the "Turn editing
on" link under the Administration menu):

= - the edit icon lets you edit whatever it is next to.

0| - the help icon will provide you with a popup help window
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* _the open-eye icon will let you hide something from students
=+ - the closed-eye icon will make a hidden item available
Al - the move icon will move an activity from one place to another.

T - arrow icons will move an item in the direction the arrow points.

For more information about using these icons, see the pages of the
Customizing My Course Layout section below.

3. Use the navigation bar at the top of each page

this should help remind you where you are and prevent getting lost.

_r My HSL ]f Guide Home Home Page lr Contral Panel 1[
H5U hioodle » Guide Home » Books » The Introduction to hioodle Faculty Guide

AA A A
1 2 3 4

The "breadcrumb” links will let you navigate back to your course's page or the site home page
from within an an activity. The homepage will be the first link (1), your current course's page
the next (2), the type of activity you are currently in the next (3). Clicking this link (3) will
show you a list of all the activities (unless they are hidden) of that type, in this case Books.
Finally, the last part of the "trail™ is the title of the current activity you are in (4).

*Logging for the first time:
For all Moodle users, your username is your HSU User Name (a.k.a. AxelD, for example

mmp5), and your password is your HSU Password. You use the same HSU Username and
Password for Moodle as you do for the Academic Computer Labs, WebMail, Blackboard, etc.
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The default course format is set up in topics, with suggested (but easily changed!) titles. You
can also change your course to a weekly format - see the "How do | change to a weekly
format" topic below. The standard format is similar to a standard Blackboard course, with
sections in which to place Announcements, Course Information, etc.

How do I get around my Course? Course Menu
oM
On the left hand side of the page you will see a "Course Menu™

e X N &y DC101
with links to the various content areas (topics) in your course. -

o
25 Control Panel

The Control Panel, Gradebook, and "Turn editing on' features 5|, Turn editing off

are only seen by teachers of the course. Their functions will be Staff Information

covered in the following sections. © 3 Staff Information < ]
+ [ Course Infarmation

If you click one of the section links (like 'Assignments') it will 7 [ Assignments
show you just that content area in the top of the page. For 5 B Resources
instance, if you click the Staff Information link (1) it will hide

all the other areas and show just the Staff Information area in #1 [ Communication
the center of the course menu. We'll call this process [F] Calendar - 2

"maximizing" the content area in thi ide.
a g the content area s guide (5] Show All Sections

If you would like to change the name of these links, see the @ Report a problem 93
"Changing the Names of the Topic blocks™ section below.

What is the Calendar Link?

Moodle has a nice calendar which will show your students the due dates of all visible graded
items when you set them up or change them. To view the calendar full screen, simply click the
Calendar link (2). You can add a mini calendar as a block in your course if you like, see the
"Customizing your course layout” section below for more.

Ok I maximized a section, but now | can only see that section, how do | see them all
again?

You can see all the sections at once by clicking the "Show all sections" link (3).

Note that the titles and positions of these links are just a suggestion. These may be changed,
deleted, hidden, or moved however you would like. The "Customizing your course layout™
section below will show you how to do this.

For now we'll look at how to add content, upload files, create assignments, web links, etc.
using the standard format. Adding course content is done the same way in any format, however
to keep the screen shots consistent we'll just show how to do it in the standard format.

Some things to keep in mind about the Course Menu:
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Moodle remembers your last settings from one login to another. So if you had the Staff
Information section maximized the last time you logged in, when you re-login to the same
course, the Staff Information section will still be maximized.

If you maximize a topic using the Course Menu links, it won't affect what your students see
when they login to the course. They can maximize topics on their own. However, if you hide,
highlight, move or change the name of a topic, it will affect how all your students see the
content areas and what they see on the Course Menu. See the Customizing your course section
to learn how to do this.
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Building a course involves adding course activity modules to the main page in the order that
students will be using them. You can shuffle the order any time you like.

To turn on editing, click "Turn on editing™ in the course LaLGSE b
menu. This toggle switch shows or hides the extra controls

. . ¢ Chemlnst Show all sections
that allow you to manipulate your main course page.

< Control Panel
Editing Controls review: L&\ Tum editing on <

i Pre-Institute

* - the edit icon lets you edit whatever it is next to.

"j| - the help icon will provide you with a popup help window specific to the
activity or element in question.

T the open-eye icon will let you hide something from students

= _ the closed-eye icon will make a hidden item available
Adding Activities:
To add a new activity, go to the week, topic or section of the screen where you want to add it,

and select the type of activity from the popup menu. For instance, the picture below shows the
first step in adding a new Assignment to the Assignments content block.

4 Assignments |2

o || Add files . =] @|[Addan actvity =]

Add an activity...

Book
Chat
Choice
Dialogue
Form

After adding your activities you can move them up and down in your course layout by clicking
on the little arrow icons (* ¥) next to each one. You can move activities to other places in the
course using the move icon 4. You can also delete them using the cross icon %, and re-edit

them using the edit icon *

For more information about how to use these icons to re-arrange items in your course, see the
"Customizing my course layout™ section below.
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Often people want to track attendence in a course using the online gradebook. The easiest way

to do this is using the Graded Event module.

To set this up,

1) Turn editing on

Course Menu

=y Chemlnst Show all sections
mf: Control Panel

Ll Turn editing on "‘
i Pre-Institute

2) In the week or topic where you would like to track attendence, Choose "Graded

Event" from the "Add an activity" drop down menu.

odle LS

Guide

Ml X @

=l @iAdd an activity.. =]

Add an activity...
Asgsignment
Book

Chat

Chaoice
Dialogue

Forum

Glossa)

Hot Potatoes Cuiz

Ly v = |

i

= Wy

3) Set a title and a grade for the event (the description and date are optional). Click
"custom grade" to type in numbers.

http://learn.numboldt.edu/mod/book/print.php?id=8730
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Name: |Attenden|:e
Event description:
Grade: |Cust|:|m Grade = 7]
Custom Grade: FIE o +-

Event date: IB ledDber jIEDDEj 'Iﬂjle
] =awve changes |

4) Click Save changes.

The next screen will show you a list of the students in your class. Click "Input scores" in
the upper right an you can put in points for the students scores.

1_1.5 » Graded Events » Attendence Lpdate this Graded Ewvent

Input scores

User
Last name T 4 Pointsd T|Modifiedd T
First name "I" ~lr
Kenneth F5.00
Wialker ) F5.00

The event is now setup in the course and in the Gradebook, and the scores you put in will show
up in the Gradebook.

To change scores or add them later, from the main course page, click on the Graded event title
you set in step 3, and then the Input Scores link again.

Repeat this process to set up more graded events for other weeks or topics.

Graded events are just simple records of points, if you would like to be able to comment on

student's work or have them upload files for grading, you should use the Assingment module
instead.
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Here is a summary of the standard activities in Moodle:

Assignment

An assignment is a task with a due date and a maximum grade. If you choose the Upload
a File type of assignment, students will be able to upload a file to satisify the
requirements of the assignment. Students may upload files of most standard types
(Word, text, image, video, etc.) If you need your students to upload a file type that is not
supported, let us know and we will add it.

An assignment can also be used to record and comment on activities performed out of
class by choosing the Offline Activity assignment type. For uploaded files, the date they
upload their file is recorded.

Afterwards, you will have a single page on which you can view each file (and how late
or early it is), and then record a grade and a comment. Half an hour after you grade any
particular student, Moodle will automatically email that student a notification. If you
choose the Upload and Review assignment type, you will have the option to upload a
marked version of the student's original file for the student to view.

For more information about the Assignment module, see the Assignment section of the
Introduction to Moodle course.

Resource -- uploaded files (Word, Acrobat, video, audio, etc)

Resources are the content of your course. Each resource can be any file you have
uploaded or can point to using a URL. You can also maintain simple text-based pages by
typing them directly into a form. See the Resource Manual for more detailed information
and see the Resource section of the Introduction to Moodle course for example resources
and "how-to" movies.

Discussion Forum

Quiz

This module is where discussion takes place. When you add a new forum, you will be
presented with a choice of different types - a simple single-topic discussion, a free-for-all
general forum, or a one-discussion-thread-per-user. Since many instructors use forums
for Group work, you may also be interested in the Moodle Groups manual.

This module allows you to design and deliver tests consisting of multiple choice, true-
false, calculated, essay, and short answer questions. These questions are kept in a
categorized database, and can be re-used within courses and even between courses.
Quizzes can allow multiple attempts. Each attempt is automatically marked, and the
teacher can choose whether to give feedback or to show correct answers. Quizes can
contain random questions, calculated questions, and can have IP and password
restrictions. Moodle supports a number of text based formats for generating large
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numbers of questions rapidly or importing questions from test banks in addition to a
standard question authoring form. See the Quiz manual for more detailed information
and the Quiz section of the introduction to Moodle course for example quizzes and more
information.

Lesson

The lesson module enables you to create elearning applications (gradeable or not) such
as web slide shows, with teaching content (text, images, video/audio, flash, etc.) and/or
questions (MC, T/F, short answer, essay). Lessons can branch into different paths, and
these can be random paths or random slides. Lesson can also be used for 'flash card’ style
presentations, where questions can be repeated until a student answers them all correctly.
For more information about the lesson module, see the Lesson section of the
Introduction to Moodle course.

Lesson supports importing questions from a number of text formats, as well as
conversion from a PowerPoint presentation.

Journal

Each journal activity is an entry in the whole course journal. For each one you can
specify an open-ended question that guides what students write, as well as a window of
time in which the journal is open (weekly course format only). A general rule of thumb
is to create one journal per week. Encourage students to write reflectively and critically
in these journals, as they are only available to them and you. Afterwards, you will be
able to grade and comment all the entries for that week or topic, and students will receive
an automatic email informing them of your feedback. Journals are not designed to be
continually added to - if you need to do that then add more journal activities. For more
information about the Journal module, see the Journal section of the Introduction to
Moodle course.

Choice

A choice activity is very simple - you ask a question and specify a choice of responses.
Students can make their choice, and you have a report screen where you can see the
results. | use it to gather research consent from my students, but you could use it for
quick polls or class votes. For more information on setting up and using Choices, see the
Choice section of the Introduction to Moodle course.

Survey

The survey tool allows the delivery of online surveys that can be anonymous or not.
Respondents can reply a number of times or be limited to only once. Reports can

be viewed as a collated overview, one response at a time, cross tabulated, or downloaded
to Excel. Surveys support all standard question types, and provide a printable view of the
questions.
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Adding items to the gradebook:
Graded items are added to the gradebook automatically, when you create the item from the add
menu.

So if you add an Assignment with a grade of 50, once you finish adding it, check the
gradebook and it will be there. If you are using the advanced features covered in Chapter 4 of
the Gradebook Manual, newly added items will show up in the "uncategorized" category.

Hidden items

Items hidden in the course page using the ‘eye’ tool or the "Course Program™ block, may show
up in the gradebook in two ways. There is a preference setting in preferences. If ‘Show hidden
items" is set to "No", hidden items will not show up in the gradebook for either instructors or
students.

With the default setting in the gradebook, items hidden (use the 'eye' button or the Course
Program block) will show up in the instructor view with a white headline to show that they are
currently hidden from students.

Here, the assignment "Watch" has been hidden using the eye tool.

o]

&2, Announcerments =» P # 08 X F §
]

I

&% Demanstration Forum =M% (2 X% @&
3 Choice (Vote) Demo =M@ X5 §
C) IULYFFC = raeE X% &
Bltest » e X% &
@ Crvghn = P X® &
4 =3 JFd(E X @&
B Assignment = JF® (8 X % i

With "Show hidden items" set to yes, this is how the assignment will appear in your
gradebook. It will be completely invisible to the students, however.

Student Demonstration  IULYFFC test Assignment | Assignment Te
Sort by Forum One Sc
Lastname

Sort by

Firstname 100 Raw % 5 HRaw 5 Raw 100.00 Raw 100.00 Raw 100.00 Raw 8

] ] ] o %o

Atest, Test - 0% - 0% - 0% - 0% - 0% 81.00 B81% 8.
Lo 0% - 0% - 0% - 0% . 0% 000 0% 5C
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Here is the student's view. Note that the assignment "Watch™ and its point value is gone.

¥iew Grades - Uncategorised 0

Student Demonstration IULYFFC | test Assignment Assignment @ Test Az Mgy
Forum One Score Assii
100 5 5 100.00 100.00 8 100,00 100.
Atest
: 81.00 a.0 0.00
Test

Teachers can see the grades for all students in the gradebook, while students see only their own
grades. When logged in as a teacher, you may click a student's name to see only their grades.

The Moodle gradebook allows you to do grade weighting, letter grades, dropping a number of
grades, excluding individual students from being graded on individual items, curving, and
extra credit. For more information, see the Gradebook Manual in the Introduction to Moodle
course.
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If you like, you can create an Announcement in the first section of your course's page so the
students will see when they first enter a Moodle course. It is a key place to put time-sensitive
information such as deadlines, changes, corrections, clarifications, and schedules.

From the Course Menu:

1. Click on the Turn editing on link in the Course menu section.

2. Click on the drop down box to the right of the section you wish to add an announcement
to that says Add files.. and select Insert a label.

3. Type what you wish to announce in the text box. Choose the size, font and style desired.

4. Under Visible to users select Hide if you do not want to show the announcement or
Show if you wish to show it.

5. Click Save changes.

To Modify:

1. Click on the Turn editing on link in the Course menu section.

2. Click on the %% button, which will allow you to edit the label.
3. Don't forget to save!

More Information:

Q: How can | remove the Announcement or move it to another area?

A: To remove the announcement completely, Turn editing on, then click on the X
right next to the announcement. It will open up in a new page and ask "Are you
absolutely sure you want to completely delete ' ' ?" and click Yes if you wish to
permanently delete the announcement. If you wish to move the announcement to another
section, with the editing still on click on the 4k and then you Will be allowed to choose
where you would like to have the announcement moved to.

Q: Can I hide it from my students to use at another time?

A: Yes! with editing on, simply click on the F | the eye is open, the announcement is
shown. If the eye is closed, the announcement is hidden.

Announcements reside on the course page, they are not "Pushed" to students. If you would like
to push a message to students, you can send them an email using the "Email all students”
function in the Control panel, or send them an instant message using the Messaging tool
(instant messages are emailed to users if they are not online).
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Adding ONCORES Readings
Contact Keith Reagan (kr7001@humboldt.edu, ext. 3435) with the readings you would like to
have scanned and we will post them directly into your Moodle site.

Uploading your own files

You may have existing content that you want to add to your course, such as web pages, audio
files, video files, word documents, or flash animations. Any type of file that exists can be
uploaded into your course and stored on the server. While your files are on the server you can
move, rename, edit or delete them.

There are two ways to add files to your course. The first way is:

Loading files directly into a topic or week:

1.
2.
3

o NS

Login

Click the "Turn editing on" button in the upper left of the course screen.

In each of your topics or weeks you will see an "Ad files" drop down menu. From this
menu choose "Add a file or website".

This opens up a form where you can type a name for the file, fill in an optional
summary, and then click the "Choose or upload a file" button.

This will show you the Course files directory discussed below. If the file is already
uploaded, click the "Choose" link next to the file. If the file has not been uploaded, click
the "Upload a file" button.

Browse to the file on your computer and then select it, and then click "Upload this file".
This will bring you back to the Files area, where you can click the blue "Choose" link.
This will bring you back to the Add file form, where you can fill in the Name, whether
the file is visible to students or not, and then click "Save Changes".

The file is now linked in the course page. If you are uploading a large number of files at one
time, it may be faster to upload them to the files area first as described below, and then link
them in to the topics or weeks of your course.

Loading files into your Course Files directory.

& Dermo 105 1 x

&?\f’: Control Panel
s Turn editing off
% Gradebook
G My Announcements

Files can also be uploaded through the Files link in your Control Panel menu. This is only
available to teachers - it is not accessible by students. Individual files are made available to
students later on (as "Adding files" - see the next section).
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bain Contral Panel

Edit course settings | w
al

Grades fe

Send an email to
your course

: Tl
Files h il

Password C

©

The Files section looks like this:

Name Size
I (3 backupdata 57.1Kb
™ (3 moddata ‘ 1 129.2Kb
m & umonr <l 2 4.6Mb
™ B2 image Monalisa jpg 12Kb
™ B3 Monalisa jpg 42.1Kb
r ol Somewhere_over_the_rainbow_mp3 mp3 526.1Kb
™ B Teacher Guide pdf 1.8Mb
r comvertwps.htm 25.3Kb
B expert1 gif 6.4Kb
i 2.8Kb
™ &l moodlepresent doc 46Kb
|With chosen files... ﬂ

11 Feb 2005,
10 Feb 2005,
12 Jan 2005,
12 Jan 2005,
12 Jan 2005,
12 Jan 2005,
12 Jan 2005,
14 Feb 2005,
12 Jan 2005,

3 Feb 2005,
12 Jan 2005,

Make a folder !

Medified
12:29 AM

12:55 PM
11:28 AM
06:05 PM
06:05 PM
0604 PM
01:36 PM
04:28 PM
01:50 PM
02:03 PM
01:32 PM

Rename
Rename
Rename
Rename
Rename 4
Edit Ren arr*
Rename
Rename

Rename

Upload a file

As you can see in the screenshot, folders are listed first(1) then files. You can create any
number of folders to organize your files and move them from one folder to the other.

Files and folders can be renamed clicking the "Rename” link (3), and some types of files
(htm/html, text) may be edited online--you will see an "Edit" link next to files that may be
edited online(4). Other files will need to be edited on your local computer and uploaded again.
If you upload a file with the same name as an existing file it will automatically be overwritten.

If you want to upload a number of files at once, it can be easier to use a zip program to
compress them into a single file, upload the zip file and then unzip them again on the server

http://learn.numboldt.edu/mod/book/print.php?id=8730
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(you will see an "unzip" link next to zip archives).

Alternatively, you may bring the files in to the CDC on a CD, flash drive, etc. and we will zip
the files and upload them to your site for you.

To preview any file you have uploaded just click on its name. Your web browser will take care
of either displaying it or downloading it to your computer.

A final note: if your content resides on an internet site then you don't need to upload the files at
all - you can link directly to them from inside the course (see the Resources manual in the
Introduction to Moodle course for more information).
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the easiest way to make Acrobat (PDF), Word, pictures, audio/video, etc. files
available to your students is by adding a folder to your course page. You can
also add files as a link, which lets you put in a custom title and instructions.

Adding files as a link means each file must be added individually, while with
adding a folder you can add a number of files at once. The manual covers how
to add a file as a link in the next page.

Adding a folder:
The first step is to create a folder in your course files page. To get there first
click the "'Files’ link in the Control Panel

Main Contral Panel

U
Edit course settings

a
. U
W | Grades =

1|

Send an email to
U
yOUF course

. T
C4 | Files *—— il
?L.) Fassword C

1. In the files area, click ""Make a folder".
2. Give the new folder a name and then Click ""Create™.

This will make new, empty, folder. To put files into the folder, first click on the
folder's name, then click "*Upload a file". Browse to the file on your hard drive,
and click ""Open**, then ""Upload this file*". This will put the file in the folder.

You can also add a whole folder full of files from your hard drive by following
these instructions.

How do I add a folder to my course page?

Turn editing on and then go to the ""Add files.."" menu in the topic or week that
you would like to place the folder.
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"_jlﬂnddlﬁles... =l

Then choose "'Display a folder™.

@ [ Addfiles.. = @4
Addfiles...
Compose atext page

m Compose aweh page
Add a file orweb site

| 4

Display afolder

Insert a lahel

Type in a title, and then choose the name of the folder you have created above
(or any other folder in your course files directory).

Display a folder: |ost |

bain files directory
backupdata

Visible to ISth vl
students:

Click Save Changes.

Now students can see the folder in the course page and click on it's name to
view the files inside of it.

4 Assignments

& test

[ Demo Falder

As you add files to this folder in the course files area, they will be available to
students in the course.
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To add a file as a link, turn editing on, click the name of the topic block in the
Course Menu where you would like the file to appear, and then choose *"Link
to a file or web site™ from the ""Add a resource’ menu.

O [ Addfiles.. - @
Add files...
Compose atext page
] Compose aweh page
Ul = :
Add afile orweb site

' Display afolder
Inser a lahel

This will open the linking screen shown below:

Type in a title in the "Name" field (1), this will be the name of the link the students
will click on to access the file. If you would like to type a summary, place that in the
summary seection.

. | Adding a new Resource to topic 1 g

Link to a file or web site {j

Name: |Listent|:| this

- Summary: [Trehichet =l e = -l B I US| > x
O Esmma | EEEE Bl —beoe

Listen to this sound file e 2

Path: body

Location: |hﬂp;ﬁ
3 L Chuusenrupluadafile...l Searchfurwebpage...l )

If you are linking to a file, click the "Choose or upload a file" button (3). This will
open a standard browse/choose window (see next page for a full description of this).
If you would like to link to a web site, paste the website URL in the Location
window (4). You can also click the "Search for a web page..." button to open up a
search window.
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When you find a page in the search window, you may drag and drop its link to the
"Location" window, or copy and past the address of the page.
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Choosing "Choose or upload a file" in the previous section will open up the file
browser. Now that you are choosing to link a file, you will see "Choose" listed next
to files in your files folder. Simply click "Choose" to load this file. Moodle will
return you to the Adding a new resource screen, and here you just need to click
"Save Changes" to make the file available to your students.

Name
@ Human_Population_Growth

L3 Introduction_to_Ecology

[ ] backupdata

B introductio n_to_Ecology.pdf
E3 panner gif

B3 widt420banner {1i1]

I e S

; With chosen files__ _‘:J

1 Introductio n_to_Biogeochemical Cycles

Size Kodified
1.6Mb 19 Aug 2004, 03:08 PM
1.6Mb 19 Aug 2004, 03:08 PM
2.20b 14 Feb 2005, 04:49 PM
20.1Kb 11 Feb 2005, 12:23 AM
152.4Kb 19 Aug 2004, 03:08 PM
Kb 19 Aug 2004, 03:31 PM

47 6Kb 19 Aug 2004, 03:08 PM

Make afolder

y

Choose
Choose

Choose

Action
Rename
Rename
Renamsa
Renams
Rename
Rename

Renames

Upload a file i

Once you have chosen files, students will see links for them on your Moodle course
site. For instance, in the screen shot below, an Acrobat (PDF) file, an HTML file, a
Word file and an mp3 audio file are linked in the Resources directory. The HTML
file (See how to convert Word Perfect...) has been hidden from student view by
clicking the eye icon. The edit icons are visible in this view.

6 Resources 2

i

(D Read this for Monday = MR X 4

#! Use this word file as a template =+ JdMa X% §
4l Listen to this MP3 for Assignment 1 =2 & X & §

@ | Addfiles..

[

2 X &

== P ||

@ |Addan activity... x|

In this view of the same screen, editing has been turned off. Note that turning
editing off when you are done editing is not necessary, students can never see the
editing icons, whether you have editing turned on or off.
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Topic outline

6 Resources
(& Read this for Monday
B
#| Use this word file as a template
@l Listen to this MP3 for Assignment 1

The student view of the same screen. Note that the hidden file is not visible to
students.

6 Resources
@ Read this for Maonday
8| Use this word file as a template
ﬂ' Listen to this MP3 for Assignment 1

Using Moodle to display files is not only convenient, it is also secure. You can be
assured that your files are only visible to students in your course, and only when
you want them to be visible. Moodle handles the code for displaying audio and
video files automatically and provides a handy player for controlling audio files.
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#

Moodle offers you a great deal of flexibility in laying out your

course if you are not happy with the default weeks or topics ';j’“;‘: T“:” <=1
layouts.
=y Chemlnst Show all sections
The menus on the sides of your course are known as "blocks", 2% Control Panel
for instance in this course we can see the Course Menu (1) and g, Tum editing off
the Upcoming Events block (2). % Gradebook
= Pre-Instilute
With editing on, you can see the block editing icons next to the & Day 1
block's title. Using these, you can hide the entire block with the &3 Day 2 3
‘eye’ # tool, move the block up and down with the up/down & Day 3
arrows T &, move the block from one side of the course to & Doy
another using the =sideways arrow, or delete the block & Day 3
altogether using the delete tool X. LR )
= Resources A
] Calendar 2

»

Thizre are No UpCOMInG events

Upeaming Events
ot =

Go ko calendar ..

Adding new blocks or re-adding deleted blocks Moty

If you delete a block then would like it back, you can

Blocks always re-add it. This process is the same as adding one of
: the optional blocks.
FAdd.. -]
e To add a block, turn editing on and choose the block you
igﬁil::?s?ratinn would like to add from the "Blocks" drop down menu. This
Calendar menu will only be visible when editing is turned on, and

Course Program will never be visible to your students.

Course/aite Description
Courses For a description of what each of the blocks do, see the
HThAL "Brief block descriptions” section below.

Latest Mews

bessages

Online Users

Feople

Cluickmail

Cluiz Besulis

Fandom Glossary Entry
Fecent Activity

Femote B55 Feeds
Search Forums

Section Links
Upcoming Events
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Moving items from one topic/week to another

With editing turned on, you will see the move

arrows mentioned above next to each of your 2 Course Information (&
activities.

¥ Word Doc =2 dFE X & §
The sideways arrow next to an activity (1) will @acrobat 2 A XF §
indent it to the right in the topic block. This can be @ Syllabus S M X% §
used to set activities off from each other. The ff

activity movement arrows (2) can move an

activity from one block to another. If you click

one, you will see boxes appear on your course's screen with all the places you could
move that activity.

Each of the boxes with the arrow next to it represents a

1 Demo Course News [& place to move an activity. Just click in the box after
—— clicking the activity movement arrows, and the activity
J&Hnncum_bn nents = P X Wl“ be moved tO a new SpOt
g
U Addares oy can move hidden activities the same way, if you'd
prefer.
2 Course Information [§
e If you have a large number of activities to move, this
= word Doc » 41& X § process can get tedious. Fortunately, there is a block you
- '-T-T-'f-'-'l - can add that will allow you to rearrange your course by

.......... dragging and dropping activities and blocks all at once.

- @ Add the "Block Layout" block to try this out. The "Block
Layout" tool will also let you move items from one

course where you are the teacher to another.
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Once you have placed an item on your course page, you can move it using the
Move tool: I To do this, turn editing on, and then click the move tool next to
the item you would like to move. A message will be printed on your course page

telling you what item you are moving.

———————a

Maving this activity: Quiz One (Cancel) 41

@ | Add files..

| Add an activity..  x]
]

- | i

—_————————

o<
(5] Limiting Mutrients and Redfield Ration @
Lesson =JdMd@ [ X5 & 4

—_————————

4 S AR SV
o B
| ol Y FR N | LY

When you click the move tool, boxes will show up in places where you can
move the item to (2). Simply click the box where you would like the item to be

placed to move the item.

If you are moving an item between sections (weeks or topics) in a large course,
you can click the move tool, then click the section folder in the Course Menu
where you would like to move the item to, and then place it by clicking the box

in that section.
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$

Changing the names of the default topics/weeks

The Course Menu simply reflects the titles of the individual topic or week section
blocks. To change the names turn editing on, then go to the topic block, click the
edit icon next to the section’'s title, and type in a new name. Click save changes and
the new name will show up in the Course Menu (only the first 20 characters will
show up, use a return after the title to keep the name short).

For instance, to change the name "Announcements”(1) below to "Demo Course
News", click the "Turn editing on" link in the Administration menu, then click the
edit icon next to the name Annoucements in the topic block (2).

Course Menu Topic outline
Fo W =

&5 CF101
;?C Control Panel

F L EElTg) @i 1  Announcements & * 2
‘:j_:. Gradebook

. Dﬂmnuuncements‘f &% Announcernents = JME X &
i Course Infarmation ...
o Assignments

2  Course Information 2

This will open up the editing window below. Type a new name in the editor (1), and
click the Save Changes button (2). Now the new title will show up in the course and
also as a clickable link in the Course Menu.
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Summary of topic 1

[ Tretuxher =l lism =] =l B ryE| B R &
FEEAE v EERE GE—leswe GO0 WH < @A

Abaut thees mummanier i | Darmo Course Mews * f
Abauttha HTHL sdiar iy

SalmEnany:

Sevt chanqes ..* 2

Now the name has changed in the title of the topic block (1) as well as in the Course
Menu block (2).

Course Menu Topic outline
Fo M=

=y CF101 Show all sections

512
25 Control Panel

R Turn editing off 1 ' Demo Course Mews ..* 1

"% Gradebook o
3 Demo Course News - &% Announcements = JFE X ® &
o Course Information .

To move topic blocks on your course page turn editing on and click the arrows
below the "eye" on the right side of each topic block. The up arrow moves a topic
up, the down arrow moves it down.
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%" " &

Unless you requested otherwise, your course was set up in the standard format
mentioned above. In this format, there are just a few key blocks, guest access is off,
the course is available to students, and groups are not enabled. This section of the
manual will explain how to customize these settings in your course.

You may prefer to run your course in a weekly format, with one section per week,
rather than the default format. You may also want more topic blocks, to enable
guest access, to set a guest password, set up groups, or change the default name for
teachers and/or students. All of these actions are accomplished via the Settings
menu found in the Control Panel link.

If you would like to change your course settings, click on "Control Panel” on your
course home page and click on "Edit Course Settings..." Note that this link, and in
fact the whole Control Panel is only available to you (and the site administrator).
Students will not even see these links.

In the Settings menu, the first several items (Category through CRN) should all be
set for you. Please let us know if these settings are wrong so we can change them
for you. The Summary block will show up to students in their "MyCourses" page, so
it is good to type a brief course summary here.

Changing the format
Below the Summary is the format choice, simply select a new format from the drop

down list and click "Save changes" down at the bottom of the page (see the Course
Formats section below for more information about the different formats).

Start Date

To change the start date of your course, simply select a new start date in the "Course
start date” menu. Don't change the enrollment period setting.

Number of weeks/topics

Below this you will find the "Number of weeks/topics" menu, simply choose a new
number here. If you add more topics Moodle will add new, blank topics below your
old ones. To have these show up in the Course Menu, you will have to type in a
topic name as covered above. Move topic/week blocks up or down using the
up/down arrows or the Block Layout tool. If you remove topics or weeks, Moodle
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won't delete the activities in the those weeks. When you remove topics, Moodle
takes them away from the bottom topics on your course page.

Groups

If you would like to use groups in your course, set Group mode to one of the group
settings. See the Groups manual in the Introduction to Moodle course for more
information.

Course availability and Password (enrollment key)

Unless you requested otherwise, your course has been available to students since it
was set up. To make it unavailable, use the Availability setting. Since enroliments
are handled automatically, you probably won't need to change the enrollment key.
However, if you want to allow Guest access by restricting it to those whom you give
a password to, type a new password in the enroliment key box, enable guest access,
and send the password to the folks you would like to be able to get in your course.
Now when guests try to enter your course, they will have to type in the password
you set to get in.

Other settings

By default, sections hidden with the 'eye' tool or Course Program block are
completely invisible to students, though you will see them in a light gray color. If
you would prefer these be visible (but not accessible), set this in the Hidden
sections: menu. News items to show will only have effect if you have the "Latest
News" block enabled. If so, then the latest postings in the course Announcements
page will be shown to the students. If you are not grading your course and you
would prefer to hide the gradebook from students, choose no in the Show grades
menu. Activity reports are available for each participant; it shows a log of their
activity in the current course. As well as listings of their contributions, these reports
include detailed access logs. These are always available to teachers. Setting this
menu to "Yes" enables students to view their own activity reports. Finally, you can
choose a new word for teachers and/or students in your course, and you can choose
to display the course menu in a different language if you would like (there are ~47
translations available).

Once you have made changes to your course settings, click the "Save changes"
button.
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The Course format

The course format that you choose will decide the basic layout of your course, like a
template. Moodle currenlty has three formats - in the future there will probably be
more (please send new ideas to martin@moodle.org!)

Here are some screenshots of three sample courses in each of these three formats
(ignore the different colours, which are set for a whole site by the site

administrator):

Topics format:

Bl [ Few o Bolmwic [k e

a By
s Z&d" ik
W Gettirg Tavtsd [ Labest Placines
T1OTL_inbe: Tha Oriine Taschinsg Lourga M
I D L [ =
HET i CDC
Cparss Menu

s COC

Fbp {Fode humdcict sduiroodiol pul Procdiehet 12/ oon e e chp = tledd =

10T _Brkrz: Ples T4 Conrse: Chamintry Inatitstn T ot 0 I et

Topic outline
COC Infransat
3 Moae P
1 Anncuncements
1 Forms & Manuals
::, riidng Accaiisble POF
(D) Gt 1 F st tims 10 W
-Cj: ooy i Hardtook
3 Elackbeard

4 Moode

e
e

=] [

Note that the instructor has changed the default topics labels by typing new ones
into the topic's titles in the topic blocks in this example.

Weekly format:
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Social format;

Note that the weekly and topics formats are very similar in streict he main
difference is that each box in the weekly format covers exactly oalk, wherea:
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