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Introduc tion

Moodle is a learning management system that is designed to help instructors create and facilitate an online
classroom with opportunities for interaction and collaboration. Moodle contains various design aspects that allow
instructors and students tointeract, collaborate, and experience online learning in multiple ways. Moodle can be
used to supplement ground courses or to hodilended or completely online courses.

This guide will provide you with the basic tools that you will need toset up,navigate, facilitate, and post grades and
attendance foryour course in Moodle.

Technical Requirements
Browsers

Even though you can access Moodle via any browse€irefox is recommend.

{1 Firefox for both platforms - ¥l Free download
Note: Firefox 3 may not display all PDFs properly. In such case, switch to another browser,a@wwngrade to
Firefox 2 .

Hardware

1 Windows: Windows 98, ME, NT, 4.0, 20Q0XPor 7 and a 56k V.90 modem or better Internet connection.

1 Macintosh: Mac OS X and a 56k V.90 modem or better Internet connection.

1 Depending on the use of streaming media, interactive multimedia, or other content in the individual
courses, you mighineed additional hardware/software or browser plug-ins.

Software

9 Adobe Flash 9 or 10 or install Adobe Flash Plaver
1 Adobe Acrobat Reader or install Adobe Acrobat Reader 9“

Pop-up Configuration

Some of the Moodle courses use payp windows; therefore, you will need to disable popup blockers in your
browser. Some blockers may be turned off on Windows by righktlicking an icon on the systentray, next to where
the clock resides.
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Basics
Terminology
Following are common Moodle terms and their definitionsrefer to the related sections for more details
1 Topic and or Subject z Each week receives a separate area called a topic or subject. Thisrfat and the
number of weeks can be change@Refer tothe Course Settings sectioh
f Resourcezl POEI T O AOAqd , AAAT Oh &I 1 AAOOh &EI AOh #11 OAT O
9 Activity z options are: Forums, Assignments, Quiz, Wiki, Chat and Survey
1 Blocks z A method of providing additional functionality to the classroom: Activities, Syllabus, Latest News
(announcements), Navigation, Calendaand Course Tools.
1 News Forum z Commonly known as announcements

Moodle Icons

Moodle utilizes icons to distinguish certain finctions. You will see the following icons within your course.

These icons indicate different activities and resources:

%

& [ =

Forum

S News Forum that houses course announcements.
Microsoft Word documents
PDF documents
Link to an external website or fle

L1 Folders containingother files
‘I powerPoint Resource

&

Assignments

Quiz, testor exam
= Chat

£
2
o

Wiki
Image
Survey

B Grades and Attendance
=2 Hyperlink

These icons will appear when you cIicL

#

E:

et

Edit Item
Show ltem
Hide Item

X Delete item

dr

Move up or dawvn

€3 Move leftor right

Move/drag and drop

No groups

Visible Groups

Separate groups

Help

Highlight

Show only chosen topic/session
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Navigation

Logging In
Step #1

Visit the my.centenarycollege.edwebsite and log in with your designatedCentenaryCollegeusername

and password

o Sign In

# Username:

Paszword:

Login

Step #2

Click on the course you wish to enter.

LMy Courses

ACSP1)

/

Courses | am teaching for Accelerated Spring 2011:
« ) Business Applications and Presentations (BUS100207006-

« ) Online Orientation Graduate (OLOGO000S0012-ACSP11)

Customize

Note: You can also locate your Moodle courses by goingttp:// courses.centearycollege.ed.

Page Layout and Blocks

When you log in to your coursesyou will notice that the layout of eachclass is consistat with your syllabus and
that eachtopic contains thepredetermined resources and activitiesof the course.This guide will show you the
step-by-step tools for modifying the information as needed

CopyrightO 2012, Centenary College


https://my.centenarycollege.edu/web/guest
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Home -+ Courses -+ Miscellaneous -+ test_CAPS
Syllabus CAPS Training Course
Course Syllabus \ Course Introduction
/ Blocks Faculty Bio
Activities
Contact Information:
# Assignments " 44— Course Overview,
o * Hame
g’u’lumz L Welcome and Faculty
o « Phone Information
L * Office Hours
Navigation
9K MNews fi
Home 2§ News forum
» Courses

Course Tools

~ Control Panel

& Turn editing on
Editsemngs

’ Users
% Filters
lGradeS & Attendance
g’Eackup
& Restore
g‘\mpan
« Reset

> Question bank

» Switch role to. == Swyitch to Student
View

> Site administration

Blocks

Moodle Basics < Topic

Topic Objectives
® Interpret Moocdle terminclogy <+ ObjeCtIVES
® Intentify Editing snd and navigation icans

Resources:

« Moodle Handbook = Topic Resources

Activities

g4 Moodle Basics Discussion Topic ASSi_Qr_lmenlS
& Assignment 1 and Activities
Quiz

Edit Course—"

Latest news

Add a new topic.
Course /-'(Nn news has been posted yet)
Announcements
Calendar

- April 2011 »

Sun Mon Tue Wed Thu Fri Sat

a 4 s [ 78

19 11 12 13 14 15 18
1718 18 20 21 22 23
24 25 28 27 2B 23 A

Events Key
#® Global @ Course
% Group & User

The following blocksappearwithin your course: Activities, Navigation, Course Tools, Latest Newand Calendar.

Blocks can be removed from the subject page, by #ing * from the Block editing icons. The Block name

reappears in theAdd a Block drop-down list if you wish to place back in to course.

Adda New Block

You can also create your own blocks. Choosing the HTML block will allow you to customize your own k&within

your course.

Step #1 Go toAdd a block

Add a block

Add...

Calendar
HTML
Latest news

Step #2

ChooseHTML from the drop-down.

This will create a blank block that you now have to name and populate with documents or information.
Note you cannot create files within blocks

Step #3

Edit the name of the Block by clicking the edit icon

(new HTML block)

9 =

LR

CopyrightO 2012, Centenary College
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Step #4

Give block a title (Syllabus, Important Documenttc.).

Configuring a (new HTML block) block

Block settings

Block title
Content Font family | | Font sze = || Paragraph |~ R =
B J U#x, xX ES= Jfulols A-% -9
S iE iR =2 HY Q H||mT -
Path: p A
HTML format -

Step #5

iy (520 ranges]

Loading Documents/Syllabus into a New Block

Step #1
Click the edit icon in the new block

Step #2

Typethenamdh 1T £ OEA Al A Oi ifybuGre badingdwultiple@dclin®@its)
Configuring a (new HTML block) block

Block settings

Block title

Content | |rortfamity |- | Fomtsz= |- | Parsgraph |- FRRIED

B J Uwx x* EFF

F L il A
e zo||® H & 0 HF|m -
Syllabus
Policies
Path: p 4
HTML format -

CopyrightO 2012, Centenary College
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Step #3
Highlight the word in the content box that correlates to document you wanto load. (Example

demonstrates Syllabus)
Block settings
Blocktitle Syllabus
Content | eont famity |~ | Fontsize || Paragraph |~ ||@) EEl=T]!
(B I gasx x|ESE|F @A Y-
iz ciE=dee e AN QAP

Syllabus

Path: p A
HTML format -

Step #4
Keeping the word highlighted click on the hyperlink icon ™

Step #5
In the Insert/Edit link pop out box, click the browser_square

Insertledit link ®

General || Popup | Events || Advanced |

General properties

Link URL || \

Anchors | .-

Target |Open in this window / frame

Title [

E_EE@

Class |-- Mot set --

Tnsert
Step #6
.‘3—1 upload
Click from the file picker pop out box.

CopyrightO 2012, Centenary College
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Step #7
Click Browse to find your file that should be housed on the computeor flash drive on whichyou are

working.
Attachment:
Save as:
Author:  Jennifer Novak
-

Choose license: Al rights rezerved

Upload this file

Step #8
Once you have chosen your document from your local drives on your computer, click on it and the
Attachment area will be populated.

Step #9
Click Upload this file.

Your file is now linked to the block for easy access by stadts.

Moving Blocks
When you first log in to your course, you will notice your blocks all default lefiYou can move your blocks to create

the desired navigational feel in your course. You do this by clicking tr tab.

CopyrightO 2012, Centenary College
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Navigation

Home
» Courses

Latest news

Calendar

Sun  Mon  Tue

6 T
12 13 14
19 20 2
26 27 28
Events Key
#® Global
% Group
Activities
B Forums

Cnanrea Tnnle

When you click theTurn editi ng on tab, all the editing symbols will populate the course You can move your

Add a new topic.
(Mo news has been posted yet)

- June 2011

Wed Thu Fri

12 2
2 2 10
15 16 17
22 23 24
28 20
& Course
a  User

sat

1
S

Home -+ Courses -+ Miscellaneous -+ TEM1012A-FA11

TEM1012A-FA11: Temporary 12 Credit Course

31 AUGUST - 6 SEPTEMBER

Blocks

7 SEPTEMBER - 13 SEPTEMBER

14 SEPTEMBER - 20 SEFTEMBER

21 SEPTEMBER - 27 SEPTEMBER

28 SEPTEMBER - 4 OCTOBER

5 OCTOBER - 11 OCTOBER

12 OCTOBER - 18 OCTOBER

19 OCTOBER - 25 OCTOBER

28 OCTOBER - 1 NOVEMBER

2 NOVEMBER - 8 NOVEMBER

9 NOVEMBER - 15 NOVEMBER

16 NOVEMBER - 22 NOVEMBER

S~

Edit button

Dated Weekly Sections
Note these can be changed
to numerical sections:

blocks by clicking the move imagedf' within the block, and then clicking the areavhere you want the block to be

placed. It is recommended that you place the important ones clesto the top of the page to eliminate students
have to scroll to findthis information.

Navigation
1 JI‘\
Home
» Courses

Moving this block (Cancel)

Maove
Button

TEM1012A-FA11: Temporary 12 Credit Course

L

e News forum b £ x = & ¥

24 AuPLeT £ corTouocn

@ Add aresource...

Click to move box

~ (@ Add an activity... =

Add a block

CopyrightO 2012, Centenary College
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Docking Blocks
The dock is an area where blocks can be movedd removed usingthe block to dockll"and dock to blocklicons.
To dock a block and save space ohd screen, click the block to dock icoll

Course Tools IO =

< Control Panel
£ Turn editing on

Editseﬁinga

* Users

The docked block appesaisa vertical tab along the left margof the screen

To return a docked block, click thelock to blockicon [

CopyrightO 2012, Centenary College
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Course Setup

Course Format
Moodle provides you with two different options for your general course format. You can choose to order your
coursechronologicallyinto weekly sections based on the start date of the course oonceptuallyby topic.

Topics format

When you create a course using the topics format, you start by abging the numberof topics you will cover.

Moodle creates a section for eacl¥ou can add content, forums, quizzes, and other activitiés each topic section
shell ECO1001

1

(%]

Weekly format

With this format, you specify a course start date and the number of weeks tleeurse is to run. Moodle will create a
section for each week of your courselhe current week is highlighted. You can add content, forumguizzes, and so
on in the section for each week.

Note: Holidays and breaks are nahcluded so you should notiat the week is a holiday week those sessions
shell ECO1001

2 News forum

27 JUNE - 3 JULY
4 JULY - 10 JULY
11 JULY - 17 JuLY
18 JULY - 24 JULY
25 JULY - 31 JuLY

1 AUGUST - 7 AUGUST

8 AUGUST - 14 AUGUST

15 AUGUST - 21 AUGUST

CopyrightO 2012, Centenary College
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To set the course format:

Step #1
In the Course Tools blockclick the Edit settings tab.

Course Tools

- Control Panel
# Turn editing on

Fc.‘n ss-!tmgs-‘——

Users
.Gra:EE & Attendance

-

Step #2
Select the format you would like to use from thé&ormat drop-down box.
Format @  Weekly format ~ <

Numberof 8 -~ «
weeks/topics

Course start date 27 June 2011

Step #3
Select the numbermf weeks/topics you need for your course.
Note: This can changéf you need to add mora the future.Iln addition, if the number of weeks/topicis setto
0, only the top general section is displayed on the course page, and no numbered sections are shown

Step #4

Click

Welcome, Course Overview, and Faculty Information

AEA OB T £ UI 60 AT OOOA EO AAIl 1 A AandGinduncénieAd Yokmaywarkio A ET /
modify this area to includeinformation your students will need throughout the course. Suggested elements include
important documents, your contactinformation , ashort bio, an overview of the course and your expectations.

TEM1012A-FA11: Temporary 12 Credit Course

B tews forum

TheAAOO xAU O 11 AEAUJIGEEAT & O ARithAvid &EMyqu toOripArt thisGcbmponent
of your course quickly and easily the next time you teach,iasyou only have to go through this process once.

CopyrightO 2012, Centenary College
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Step #1
Click Turn editing on
Step #2
ChooseLabel £01 | BE AA OO Adp-ddwnimerdu located within the banner.
@ Add aresource... =l
Add a resource. ..
Folder
Link to file/folder/website
Page Content/Alfresco link
Upload File to Moodle
Step #3

Modify the information contained within the course banner editor to include your faculty information, an
introduction of yourself, and course welcome etc Notethat you can also add a personal picture,
introductory video, and other content to this aea.(Refer to Adding a Resourge

Step #4

. ?Saa'm and retum o :nurn‘
Click Save and return to course ‘

CopyrightO 2012, Centenary College



Faculty Quick Guide | 16

Uploading the Course Syllabus
The most important document to load into your course is the syllabug:ollow the directions below to add the
syllabus to the §llabus Block.(If your syllabus is stored in Alfrescorefer to the manual for using that tool.)

Step #1
Click Turn e diting on
Step #2
Click on the edit icon within the Syllabus block
Syllabus
® £ x &

Course Syllabus W,

Step #3
Highlight the course syllabus text within the label

Configuring a Syllabus block
Block settings
Bk e Sytabus
Content  coutenty ~ Fortisoe © bwoyae  * N3
BZUymxx EEW JLDRAZ W

=8 3-#&“‘5311“7'

Chck yperink
wor
Hghight "Couwrse
Sykatus”

P p
N format

Step #4
Click the hyperlink icon == within the content editor. Insert/Edit link popup box will appear.

Step #5
Click theBrowse tab within the popup box.

[Genera || Popup |[ Events | Advanced |
General properties
Link URL | \
Anchors - v
Target Opean in this vindow / frame -
Title I |

oneee ]

CopyrightO 2012, Centenary College



Faculty Quick Guide

| 17

Step #6
Click Upload within the file picker,and the Browse tab will appear.

Step #7
Clickthe Browse tab and choog the syllabusdocument from your file source

Step #8
Click Upload this file

File packeor

AR3chment (Bowse lg— Step #7
Save as
Autor.  Jennifer Novak
Choose Scense.  All nghts resenved -
| Upload tis tie |

Step #8

Step #9
Link will appear in original popup window z Click Insert

Link WAL  hitpe://courses. .a-nl-rur.:nll-gl.-l-d'u'{rlﬁ.".'-r.i E]]
Anchomn .

Target  Opan in this wndow | frames -

Tikle

Clagd - Hol aat - -

Step 8
-

Notethat the syllabus will now be a hyperlink within the syllabus block that students can uploadnpmed save.

CopyrightO 2012, Centenary College
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Latest News (Announcements)
Latest news is an areavhere you will place important information (Announcements)for students throughout the
duration of your course.” A Ax AOA OOOAAT 60 A Ajitlisisalely @Oniobrativd puipdsesOEE O A

Step #1
Locate theLatest news block.

Latest news ]
I 2 x = %

Add @ new topic... wff——

Step #2
Clickon Add a new topic .

Step #3

Type in your Subject and Message to student#n this area you can also upload pictures, videgsnd other
content files.(Refer to theResourcesection.)
Your new discussion topic

subject*

Message™ Font famity |~ | Font size - || Format - A A:r =
B I Uax x|(|EEE||JS L HHA-2- |
== i= s H&QH| |-

Path

Subscription Everyone is subscribed to this forum
@
Attachment |Add...| Maximum size for new files: 50MB

@ No files attached
Mail now [ e

Step #4 (Optional)
Click Mail now box if youalsowish to have this announcement emailed to the members of themurse.

Step #5

Note thatwhen you post to the latest news blatke content will also appear in the News fam/
Announcenentsin the banner section ahe course.

CopyrightO 2012, Centenary College
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Managing Course Content

Each session is broken in to Labels, Resourcasd Activities. If each session is updated per the instructions in this
manual, you will be able to import your own customized version ofthe course template with ease the next time you
teach.

The two basic categories for items that you can use to design your Moodle couese resources and activitiesA
Resource isanything your students will read, watch,or analyzeto obtain knowledge or urderstanding. AnActivity
is somethingin which they will participate or complete for a grade and/or feedback

Adding Resources

Resources can be added to any session/topiResources are contentthat is,any information you wantto bring into
the coursethat will be utilized in teaching and information sharing within the course These can be prepared fie
uploaded to the course serverpages edited directly in Moodlelinks from Alfresco (the content system, or
external web pages made to appeaspart of this course

There are various types of resources than you can load
1 Label z text and images can be dplayed to identify content in pics/sessiors.
1 Uploading a file z this allows you to upload a file from your computer.
f Folder zafoldercancont& T AE1 A0 T £ AT U OUPA AT A AAT EAI B EI
1 Page Content/Alfresco link z this allows you touse HTML formatting tocreate a webpage housed in
Moodle or tolink to the content system Alfresco
1 Images and Videos z You canink or upload images and videos into your topic/session
1 Link to File/Folder/Website z this allows youto link to files, folders or a URL tthe topic/ session

Adding a Label

Labels enable you to house your information in an organized manndn your course, you may notice that some
labels are already createdif you want to add a label tgprovide session information,embed images, videos, URLs
or documents to organize your coursdurther, use the following steps.

Step #1
Qlck

Step #2

Scroll to the sesson in which you want to add a &bel.
Step #3

SelectLabel from the Add a resource drop-down box.

Add a resource. tk

Add a resource. .
Folder

Link to file/folder/website

Page Content/Alfresco link
Upload File to Moodle

CopyrightO 2012, Centenary College

C



Faculty Quick Guide | 20

Step #4

In this area, you can ype information ; you can alscupload or hyperlink images, videos, documentsor URLs
into the content editor.

=Adding a new Label
@
Font family |~ || Font size = | Paragraph K ) A:r =
B I Usx x||E=E=||J & @ GH|IA L -
= E—='§§ > &ﬁﬂﬁmm?vl
Path: p y
HTML format

Sep #5 (Optional)

Enable availability by clicking Enable and modifying datesand timesas needed.
Restrict access

Allow access from |7 [+]|June

[=]2012[~] 00[+] | 00[~| ¥ Enable

@
Allow access until 7 June 2012 00 00 [T Enable
Step #6
. Save and return to course
Click ’

Uploading a File

Step #1
Click

Step #2
Scroll to the session/topicin which youwant to add a resource
Step #3

SelectUpload File to Moodle from the Add a resource drop-down box.
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@ Add a resource. |Lk

Add a resource...

Folder

Label

Page Content/Alfresco link

pload File to Moodle
URL

Step #4
Type inthe name ofthe file

Step #5 (Optional)
Add a description of the file

Adding a new Upload File to Moodle

General
Name™®
Description Font family |~ || Fontsize = | Paragraph =|| =D

B Uwx, | ESE| F 2@ A- -

[z = ==& ol H & Q|

Path: p 4

HTML format -

Step #6
In Content, click Add
Content
Select fles [ Add " :cu...... sou.f Mavimum size for new files: 4GMB
HNo files attached
Step #7
ChooseUpload from the File Picker popp screen
Fig glhei ]
™ paaa
&
AEaCreTHET | Browss. !_EtEFIB
B B8
Ahor Jennder lovak
Cheoss bosnse  Allnghls resenved -
Wphosd Bus e |
Step 7
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Step #8
Click Browse to locate the file you would like to upload

Step #9
Gl

Step #10
Choose your display options (namgdescription, and how the document is displayed).

Step #11 (Optional)
Enable availability by clickingEnable and modifying datesand times as needed.

Restrict access
Allow access from 7 June 2012[~||00[~]| 00 ~| ¥ Enable

°
Allow access until T June 2012 00 00 [[] Enable
Step #12
Click to view how forum will appear. Return to forum editing area fromSep 4 to modify
forum.
Step #13
Click [_Saeandretimtocouse ] 5 your document will now be in your course

Creating a Folder
Adding folders to your Moodle course canéip you to better manage your content and reduce clutter on the page
freeing up screen space and allowing for better navigation.

Step #1
Click
Step #2

Scroll tothe session/topic where you would like to add a folder

Step #3
SelectFolder from the Add a resource drop-down.

Add a resource. .. E}
Add a resource

/ Label

Link to file/ffolder/website
Page Content/Alfresco link
Upload File to Moodle
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Step #4
Type the name of the folder
Adding a new Folder
General
Des‘lr.'m'on Fontfamly = Fontsie * Pawsgaph  * ¢ YD |
B Uwxx EER J288A-2- 1w
EE R ERMEQA =T -
Type folder description here
’::;.:formal -
Step #5 (Optional)
Add folder description.

Step #6
Click Add in the Content section to add files to this folder.

Note that clickingCreate folder in the Content area will create a subfolder

Content

Select files Create folder | Maximum size for new files: 48MB

No files attached

Step #7

i&".uplnad

Click in the File Picker pop up box

Step#8
Click Browse to locate desired fileon your computer.

Step #9
Choose the desired file.
[ e ey X
& upioad
ARRINAL Escrarse
Save as

Fafhir.  Jennier Rovac

Choose komnse: Al righis resened -

Upaa g g | —o3tep 10
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Step #10
Click Upload this file . File will now be located in that folder.

Step #11
Repeat steps 711 to add additional files.

Step #12 (Optional)
Enable availability by clickingEnable and modifying datesand timesas needed.

Restrict access

Allow access from |7 [+]|June [=] 2012[~] |00[~] |00 (=] & Enable
@
Allow access until 7 June 2012 00 00 ~ | Enable

Step #13
Click [Save and return to course

Embed an Image
When setting upa course, you may want to add images to clarify informatn or just to personalize the learning
experience.

Step #1
Click
Step #2

Click theJﬁ edit icon for the corresponding arean which you want the image to be placg.

Step #3
Click the % image icon in the content editor
Rl
General
Assgnment name*  Assignment 1
DESCrplion®  sofamty = Portsre * Pawagach 7 : by |

BZUwsixx EER JLOB A2
EREREE- EAND A =T -
Assagnment 1
Pah p

HIML format «
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Step #4
Click Find or u pload an image in the insert/edit image within the popup box.

Insertiedit image =

[, Find or upload an image...

Image URL [ |

Image description

r Preview

Step #5
Click Browse within the popup box.

W"le prchor

—_—
3. ugload

Aachmaent Browse.  M——

Save a8
Authoe.  Jennder Novak

Choose license. AR npNs reserved -

Ugload this the

Step #6
Locate the image you want to use

Step #7
Click
Step #8

Your image will now appear in the insert/edit image popup box
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Insertiedit mage ==
Gararal ADDEEranTE Advenced
o, Find or upload an image...

Image URL :M‘tn-.i|.".-'oow-n.o|mnlmo=|q-|.Mwa’uﬁf-h php
Image dascipion —

(o ]

Step #9 (Optional)
Type in an image description

Step #10
Step #11

You can modify the size and structure ote image in the content editor once inserted.

Link to File, Folder or Website/URL

Follow these steps to create a direct link to a wasite, external file, folder,or URL within course sessions/topics
Notethat there is no option to upload anything to Moodle with this option

Step #1
Click
Step #2

Scroll to session of course where you wish to link a URL.

Step #3
Chooselink to file/folder/website  from the Add a resource drop-down box.
Add a resource__ Ek
Add a resource...
Folder
Label

Link to fileffolderfwebsite

Page Content/Alfresco link
Upload File to Moodle
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Step #4
Type in a name for youiitem.

Adding a new Link to file/folder/website

General

Name* <

Description  rone famly = Fontsize | Paragraph - ™

BZ Juaix, x  EEW JL2EBBA-®-rwu
: - iE R H =T

Path p
HTML format «

Step #5

Type the URL address into content boxNote that you shouldNOT clickChoose a link.
Content

External URL link...

Step #6
Click [Save and return to course

Embed a Video

There are two waysto place a video into the content of your course sessions. The first way is to add the link
AEOAAOI U &£O0Ti1T OEA xAA 10 EEI A AOAA sike® AXBOBETI AA4EEOOH
link for students to click to view the videa

The second way is to embed it in to the actually courséollowing these steps

Step #1

Locate the video you would like to embé and copy the embedding codelhis codecould be located in a
variety of places depending on what resource you useYouTube Teachertube, Google video, elc

Step #2

Scroll to the session/topic where you would like to embed the video.
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Step #3

From the Add a esourcedrop-down, choosePage Content.

Add a resource._ .. t}a
Add a resource._ ..
Folder
Label
Link to file/ffolderfwebsite
ge Content/Alfresco link

Upload File to Moodle

Step #4

Type in the name of the video

nAdding a new Page Content/Alfresco link to Topic 1

L]
General
Hame® +
Descrplon | e fendy - Fotase 7| Peegragh T R |
B s U= » FEM FLi@mi A -¥-mw
EE iR 2 A& -
Path g

Step #5

Click the "™ button in the Pagecontent editing box.

Content
Page content™  rontfamiy - || Font size ~| paragraph v | A=l
BJI UM, X EEF | JL @A -2
EEEE o/ H 0 Q| P
Path: p
HTML format -
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Step #6

Paste your embedding code directly into the HTML souraeditor.

Step #7
Click
Step #8

Choose your display options
Options

Display page name

Display page
description

Step #9

Save and return to course

Click
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Course Tools

The course tools block houses your control paneThis is where you will edit your overall course settings, make the
course available to students, input grades and attendangand import your course to your newly assigned courses.

Course Tools

< Contral Panel
& Turn editing on

E-jitsettings

* Users
% Filters
gGrades & Attendance
deackup
i{'Restare

i{'lmp-:urt

-« Reset
» Question bank

Working with Collaborative Groups

If you use groups in your coursegyou can definethem at the course level, then set each individual activity to a
group mode or leave it available to all. The group mode you choose will determine the behavior of the session.
(Think of agroup as a filter) Depending on the group settingghosen, students will see only that which is assigned
to them. The group mode defined at course level is the default mode for all activities within the course. Each
activity that supports groups can also define its own group mod&,though if the group mode $ forced at course
level, the group mode setting for each activity is ignored.

Group Modes/Icons

No groups LR Everyone participates as part of the class. Groups are not used.
Separate groups i : Each group can see only their work. All others are invisibl
Visible groups # . Each group sees/does their own work, but they can see the work of other groups as well.

Creating Groups at the Course Level
Step #1
Click Edit settings in the Control Panel .
Course Tools
& 3

< Confrol Panel
&5 Turn editing off

Editsettings
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Step #2
Scroll to thegroup area of the setting pge.

Step #3
Choose the type of groups you would like to create for your course

Groups

Group mode @  Separate groups | v |

Force group mode Jrob
= | Separate groups
@ \isible groups

Default grouping None ~

Step #4 (Optional)
Forcing group mode will create individual groups automatically for each forum. If you do not want every
forum to be in group modekeepOEA O EIO®DAA 1 @do. OAO AD

Step #5

e

Creating Groups
To utilize the group mode you will need to create your groups.

Step #1
Click Users (n the control panel underEdit settings . This will give you the groups tab.

Course Tools
& Jr

-~ Contral Panel
# Turn editing off

EdltSEﬂlf‘lgE

< Users
ijGn:u:.‘s

Step #2
Click theGroups tab.

CopyrightO 2012, Centenary College



Faculty Quick Guide

| 32
Step #3
You canchoose to eitherA OAAOA U1 6O xT CcOiI O6PO 1T O EAOGA -TTATA
training Groups
Groups Members of
- Add/r
Edit group g

Delete selocted group

[Create group |

Auto-create groups <

| Import groups:

Step #4
Click Create group .

Step #5

Create a group name and descriptiofoptional) .

GrOUp name
GTQUD Font family |~ || Fontsize ~ || Paragraph = || (|48 25|12
description B I Umx x|EEE||F L @EGENA -T2~
|i= 4= = 55| | FH & ||
Path: p
HTML format ~
Step #6
|
Click _
Step #7

Repeat as necessaryniil all groups are named/created.
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Step #8
To populate your groups highlight the group to which you want to add students.

— - -

Groups Members of. Group B (0)
'Gruup A(0) = '
Group C (0)
Addiremove users | g———

Step #9
Click Add/ remove users in the Members area

Step #10
Click on the students you would like to add to the highligied group. (You can choose multiple students at

once by holding down the CTRL button when clicking on themn

Add/remove users: Group B

Group members [ - Add Potential members
None nemoE Student (15)
Lauren Bergey (0
Vincenzina Berman (0]
John Civardi {0)

Steven Englehart (0)
Tieka Harnis {0)
Raymond Kelly (0

Kevin McCarron (0

Morgan Metzger (0)
Joseph Riotto (0)
Raymond Snyder (0)
Karen Wisniewski (0}
Lynn Waocell (0)
Anthony Yacullo (0)
Teacher (1)
Jennifer Movak (0)

Search Search

Search ootions

Step #11
Click [E and the selected students will be placed in to the selected group.
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Step #12

Click Back to groups
Step #13

Repeat steps 412 until all groups are created and populated.
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Establishing the Gradebook

The MoodleGradébook provides many options to maintain course grades and to provide feedback to students so
that they can see their progress within the course. There are three gradingtegories in the Centenary Cadige
Gradébook in Moodle. Moodle has other aggregation methodbut these are the ones most used by faculty.

Mean of Grades: Each graded item is converted to a fraction. The overall grade is a simple average.

Sum of Grades Grade is based on total points. The overall grade is the number of points earned divided by the
total points.

Weighted Mean of Grades: Each graded item is assigned a weight. This weight is used to determine the
importance of each item in the overall mean.

Before you begin, be sure to know which form of aggregation you will be using for your course.

Creating Grade Categories

The first thing you want to do when setting up your grade book is to create your categorieghich allows you to

place your assignmats into their appropriate category when loadingthem into your sessions. Categories can also
be created later and populated with existing assignments. Your categories are clearly laid out in the grading section
of your syllabus so the smplest way to build your Gradebookis to use those categorieand populate the

assignments irto them.

Step #1

. Grades & Attendance
From the Course Tools block click ong

Step #2

In the drop-down box under Categories and items, chooseSimple view.

Attendance Tracking |L]
View

Attendance Tracking

Final Grades

Rubrics

Gradebook

My Grades

Ca!EEades and iems
D

Full view

Grading Schema
View

Gradebook Download
OpenDocument spreadsheet
Plain text file
Excel spreadsheet
XML file

Settings
Course

My preferences
Gradebook
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Step #3

From the Aggregation drop-down box, choose the aggregation method you will be using.

Aggregation ﬁ}

Weighted mean of grades |L]
Mean of grades

Weighted mean of grades
Sum of grades

Step #4
Add cat
Click
Step #5

Name your grading category and make sure the correct aggregation is set.
Grade category

Category name™ You must supply a value here.

Agagregation @ Weighted mean of grades -

Step #6 (Optional)
Select the maximum grade for the grading categorif it is something other than 100,

Category total

Grade type @  Value ~
Scale@ Use no scale
Maximum grade @ 100
Minimum grade @
Hidden @
Locked @

OOoe
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Step #7

Insert the weight of that categoryFor example, if all Assignments are 20% of the final grade, insert 20.

Parent category

Item weight @  0.0000 <
Parent category Assignments

Current parent Weighted mean of grades
aggregation

Step #8

Click to return to the Gradebook.

Adding Graded Items to Categories
There are two ways to add taded items to the grade book:

1.

Create an activity within your courses main page inside one of your weekly topics aridK it to the pre-created
category. This is the recommended methqas the assignments will appear in the course calendar with due
date and is automaticallyadded as a graded item to the i@debook.

Grade

Grade 100

Grade category Uncategorized |L]
Research Paper
Note that Turnitin Assignments, Testand Quizzes do not have the categories choice and will need to be placed
into the category in theGradebook afterbeingcreated.

Add a graded item fran within the Gradebook. This will NOT create a link for students on the main page and
should only be used for graded items that will not appear within the courseFollow these steps

Step #1

Create yourdesired activity.

Step #2

. Grades & Attendance
From the Course Tooldlock, click on |

Step #3

In the drop-down box under Categories and items, chooseSimple View.
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Step #4

Attendance Tracking |L]
View
Attendance Tracking
Final Grades
Rubrics
Gradebook
My Grades

Categaffes and ifems
D

Full view

Grading Schema
View

Gradebook Download
COpenDocument spreadsheet
Plain textfile
Excel spreadsheet
XML file

Settings
Course

My preferences
Gradebook

From the Gradebook, select the items you wish to add to a category

— Aggregation I"h Wdeight m Mao: gracde | MulipScator r“h Offset m
:l Assignmeanis Weighted mean of grades - - =
] Forum Weighted mean of grades » 0.0 - -
T Category total 100.00
[£] ouez 10 10.00 10 0.0
£ Assignment 1 - 1.0 100.00 1.0 0.0
Bl Woodie Basics Descussion - 1.0 100.00 1.0 0.0
g-\; Training ane 0.0 100.00 1.0 0.0
ﬁ Turnintest - 0.0 100.00 1.0 0.0

Step #5

Choose thecategory towhich you would like to add the item.

Step#6

Move selected items to Choose... ||
Choose...

Click Save changes

Forum
Assignments

Had

b
Bl
b
A g
el

Al
Hane

al
Hone
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Adding Activit ies

Types of Activities

Activities represent the interactive elements of your course. Activities come in many formats that allow
for course collaboration, grading, iformation gathering, and feedback Regardless othe format of your
course, using the activities can allow you to provide and gather valuable feedback, track student
performance, participation, and progress, provide collaboration toolsand collect assignments.

The following Activities are available inyour Moodle courses:

= =4 =4 A

T

Assignment z allows you to specify an online or offline activitythat can be graded.

Chat z creates a room forsynchronous text chat(all at the same time)

Forum z enables participants to haveasynchronous discussions(on their own schedules)

Quiz z allows you to design and set quizzes consisting of multiple choice, trdalse, matching or
other question types. Each attempt is automatically marked, and the teacher can choose whether
to give feedback and/or show correct answers.

Survey z provides three types of survey instrument for assessing and stimulating learning in
online environments. You can use a survey to gather data that will help you learn about your class
and reflect on your own teaching.

Questionnaire - survey-like activity that allows you to create a wide range of questions to get
student feedback With Questionnaire, you do not test or assess the student, yasimply gather

data.

Wiki z provides a space for student collaboration.

The Navigation block provides the ption to link activities within sessions/weeks. When the user clicks on these

links, the item is displayed.
- fraining_testr 6 MAY - 12 NAY
» Participants Studying Social Problems
* Reports

» General

.h- May - 12 May
Quiz 1

%Uplaad File Assmt 1
g Online Text Assmt 2
* 13 May- 19 May
» 20 May - 26 May

> 17 June - 23 June

1

These are links to
sessions/weeks. They
expand to display
activities wthin the
session which act as
quick links to that
activity/session.

Session Dates:
Session Overview:
Objectives:
o Understanding the process of defining social problems
o Analyzing social problems through use of theoretical approaches
o Defining what a social problem is according to C. Wright Mills
Resources:
o Chapter One
o C. Wright Mills Sociological Imagination
Activities:
Quiz 1

i Upload File Assmt 1
# Online Text Assmt 2

Jump fo... Choose... -
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Activity descriptions can be displayed on course homepages:

General

Assignment name™  Upload File Assmt 1

Description™ Font family | = | Fontsize - || Paragraph - || €} "‘:r =
B J Usx, x’ EE=|J & 0@EHEA -2 - »1 1
= SRR E

The goal of this assignment is to summarize chapters 1-2 which we covered the first
week of class. The summary should be no more than 3 pages.

a— g—
i S

n— J— =r

¥

Fath: p
Display description on S|
course page @
Available from |13 April 2012 17 40 [l Enable
Due date |13 ~| April 2012 17 ~||40 ~|[C] Enable

Prevent late submissions No =

By checking this new option when editing is turned on, the description appears ohé main course page:

Activities:

Quiz 1
# Upload File Assmt 1

The goal of this assignment is to summarize chapters 1-2 which we covered the first week of class. The
summary should be no more than 3 pages.

&> Online Text Assmt 2
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Creating Assignment s
There arefour different types of assignmentghat you can use in your Moodle classroom:

9 Offline Activity - This is an assignment that is completed outside of the Moodle environment. The
assignment will appea in the Gradebook, and faculty can send feedback to the student.

1 Online Text - The student will type text directly into Moodle. The assignment will appear in the
Gradebook, and the instructor can send feedback to the student.

1 Upload of Files z This type will be used most often, where the tdent can upload files. The faculty can
review the files, enter a grade in the&sradebook, and send feedback to the student.

1 Turnitin Assignment - Submitted through Moodle but evaluated through Turnitin which ensuresoriginal
work by checking submitted papers against web pagestudent papers leading library databasesand
publications.

Note: All assignment typegxceptfor those usinglurnitin are created using the followingteps.

Step #1
Scroll to session/topicin which you would like to add an assignment

Step #2
From the Add an activity drop-down box, choosethe appropriate assignment type.

Add an activity...
Assignments

Online text
Offline activity
Turnitin
Chat
Forum
Quiz
Survey
Wiki

Add an activity...

Step #3
Type in the Assignment name

Step #4
Typethe description and instructions for the assignment within thecontent editor.
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