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Preface

Moodle is a leading open source e-learning management system. With Moodle,
teachers and professors can easily construct richly textured web-based courses. A
course can consist of a number of lessons. Each lesson consists of reading materials;
activities such as quizzes, tests, surveys, and projects; and social elements that
encourage interaction and group work among students.

This book shows you how to use Moodle as a tool to enhance your teaching. It

will help you analyze your students' requirements and come to an understanding

of what Moodle can do for them. After this, you'll see how to use every feature of
Moodle to meet your course goals. Moodle is relatively easy to install and use, but
the real challenge is to develop a learning process that leverages its power and maps
effectively to the content-established learning situation. This book and e-book guides
you to meet this challenge.

The latest edition of the ultimate introduction to Moodle will show you how to add
static learning materials, interactive activities, and social features to your courses so
that students reach their learning potential. Whether you want to support traditional
class teaching or lecturing or provide complete online and distance e-learning courses,
this book will prove to be a powerful resource throughout your use of Moodle.

This book is a complete guide to successful learning using Moodle. It is focused on
course development and delivery using the best educational practices.

Screenshots of the courses in the Mount Orange School (http://school.demo.
moodle.net) are attributed to https://moodle.net/, and copyrighted under
the Creative Commons Attribution-ShareAlike 3.0 Unported License (http://
creativecommons.org/licenses/by-sa/3.0/). Many thanks for supplying this
demonstration site to the Moodle community.

[xi]
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What this book covers

Chapter 1, A Guided Tour of Moodle, tells you what Moodle can do and what kind of
user experiences you can create for your students and teachers. You will also learn
how the Moodle philosophy shapes user experience. This helps you to decide how
to make the best use of Moodle and plan your learning site.

Chapter 2, Installing Moodle, teaches you how to install Moodle on your web server.

Chapter 3, Configuring Your Site, explains how to configure your site so that it behaves
in the way you envision. It also helps you to create the user experience you want. If
someone manages your Moodle site for you, you can use this chapter to learn about
various configuration options that will make creating and teaching courses easier

for you.

Chapter 4, Creating Categories and Courses, shows you how to create course categories
and new courses. It covers course settings that affect the behavior of a course. It also
shows you how to enroll teachers and students in a course.

Chapter 5, Resources, Activities, and Conditional Access, covers some common settings
that you will need to choose for all the resources and activities that you add. It also
shows you how to control the flow of students through a course using conditional
access. Also, you will learn how to hide, show, and rearrange items on your course's
home page.

Chapter 6, Adding Resources, talks about resources as course materials that students
read, but don't interact with, such as web pages, graphics, and Adobe Acrobat
documents. This chapter teaches you how to add these resources to a course and
how to make the best use of them.

Chapter 7, Adding Assignments, Lessons, Feedback, and Choices, covers course activities
that enable students to interact with the instructor, the learning system, or each
other. In this chapter, you will see how to add several kinds of interactive course
material: assignments, lessons, choices, and feedback.

Chapter 8, Evaluating Students with Quizzes, shows you how to evaluate your students'
knowledge and attitude.

Chapter 9, Getting Social with Chats and Forums, covers how Moodle excels at peer
interaction. This chapter teaches you how to add social resources activities to a
course and how to make the best use of them.

[ xii]
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Chapter 10, Collaborating with Wikis and Glossaries, provides insights on how to add
wikis and glossaries to your course. These activities enable students to work together
in order to build a body of knowledge.

Chapter 11, Running a Workshop, talks about a workshop that provides a place for
students in a class to see an example project, upload their individual projects, and
see and assess each other's projects.

Chapter 12, Groups and Cohorts, explains how to use groups to separate students in
a course into teams. You will also learn how to use cohorts to mass enroll students
to courses.

Chapter 13, Extending Your Course by Adding Blocks, provides insights on how every
block adds functionality to your site or course. This chapter describes many of
Moodle's blocks, helps you to decide which ones will meet your goals, and tells
you how to implement them.

Chapter 14, Features for Teachers, shows you how to use Moodle's gradebook and logs
to track student activity.

What you need for this book

This book is designed for people who are creating and delivering courses

on Moodle. To make the best use of Moodle, you will need to play the role

of a teacher on a Moodle site. This means that you will need the ability to edit
a course on the Moodle site.

This book also contains some information for the administrator of a Moodle site.
Even if you're not the site administrator, you can use this information to work with
your administrator when you configure the Moodle site and use logs and reports.

Who this book is for

This book is for anyone who wants to make the most of Moodle's features to
produce an interactive online learning experience. If you're an educator, corporate
trainer, or just someone with something to teach, this book can guide you through
the installation, configuration, creation, and management of a Moodle site. It is
suitable for people who perform the task of creating and setting up the learning site.
This book is also helpful for those who create and deliver courses on the site, site
administrators, course creators, and teachers.

[ xiii ]



Preface

Conventions

In this book, you will find a number of styles of text that distinguish between
different kinds of information. Here are some examples of these styles, and an
explanation of their meaning.

Code words in text, database table names, folder names, filenames, file extensions,
pathnames, dummy URLSs, user input, and Twitter handles are shown as follows:
" You can protect it either by using an .htaccess file or by placing the directory
outside the web server's documents directory."

A block of code is set as follows:

<?php /// Moodle Configuration File

unset (SCFG) ;

SCFG->dbtype = 'mysqgli';
SCFG->dblibrary = 'native';
SCFG->dbhost = 'localhost’';
SCFG->dbname = 'info-overload';

New terms and important words are shown in bold. Words that you see on the
screen, in menus or dialog boxes for example, appear in the text like this: " The
contents of the Administration menu change depending upon who is logged in ".

%ii‘ Warnings or important notes appear in a box like this.

a1

~Q Tips and tricks appear like this.

Reader feedback

Feedback from our readers is always welcome. Let us know what you think about
this book —what you liked or may have disliked. Reader feedback is important for
us to develop titles that you really get the most out of.

To send us general feedback, simply send an e-mail to feedbackepacktpub.com,
and mention the book title via the subject of your message.

[ xiv]
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If there is a topic that you have expertise in and you are interested in either writing
or contributing to a book, see our author guide on www.packtpub.com/authors.

Customer support

Now that you are the proud owner of a Packt book, we have a number of things to
help you to get the most from your purchase.

Errata

Although we have taken every care to ensure the accuracy of our content, mistakes

do happen. If you find a mistake in one of our books —maybe a mistake in the text or
the code —we would be grateful if you would report this to us. By doing so, you can
save other readers from frustration and help us improve subsequent versions of this
book. If you find any errata, please report them by visiting http: //www.packtpub.
com/submit-errata, selecting your book, clicking on the errata submission form link,
and entering the details of your errata. Once your errata are verified, your submission
will be accepted and the errata will be uploaded on our website, or added to any list of
existing errata, under the Errata section of that title. Any existing errata can be viewed
by selecting your title from http: //www.packtpub.com/support.

Piracy

Piracy of copyright material on the Internet is an ongoing problem across all media.
At Packt, we take the protection of our copyright and licenses very seriously. If you
come across any illegal copies of our works, in any form, on the Internet, please
provide us with the location address or website name immediately so that we can
pursue a remedy.

Please contact us at copyright@packtpub.com with a link to the suspected
pirated material.

We appreciate your help in protecting our authors, and our ability to bring you
valuable content.

Questions

You can contact us at questions@packtpub.com if you are having a problem with
any aspect of the book, and we will do our best to address it.

[xv]






A Guided Tour of Moodle

Moodle is a free, open source learning management system that enables you to
create powerful, flexible, and engaging online learning experiences. I use the phrase
online learning experiences instead of online courses deliberately. The phrase online
course often connotes a sequential series of web pages, some images, maybe a few
animations, and a quiz put online. There might be some e-mail or bulletin board
communication among the teacher and students. However, online learning can be
much more engaging than that.

Moodle's name gives you an insight into its approach to e-learning. The official
Moodle documentation on http://docs.moodle.org states the following:

The word Moodle was originally an acronym for Modular Object-Oriented
Dynamic Learning Environment, which is mostly useful to programmers and
education theorists. It's also a verb that describes the process of lazily meandering
through something, doing things as it occurs to you to do them, an enjoyable
tinkering that often leads to insight and creativity. As such it applies both to the
way Moodle was developed, and to the way a student or teacher might approach
studying or teaching an online course. Anyone who uses Moodle is a Moodler.

The phrase online learning experience connotes a more active, engaging role for
students and teachers. It connotes, among other things, web pages that can be
explored in any order, courses with live chats among students and teachers, forums
where users can rate messages on their relevance or insight, online workshops that
enable students to evaluate each other's work, impromptu polls that let the teacher
evaluate what students think of a course's progress, and directories set aside for
teachers to upload and share their files. All these features create an active learning
environment, full of different kinds of student-to-student and student-to-teacher
interactions. This is the kind of user experience that Moodle excels at, and the kind
that this book will help you to create.

[11]



A Guided Tour of Moodle

A plan to create your learning site

Whether you are the site creator or a course creator, you can use this book as

you would a project plan. As you work your way through each chapter, the book
provides guidance on making decisions that meet your goals for your learning site.
This helps you to create the kind of learning experience that you want for your
teachers (if you're the site creator) or students (if you're the teacher). You can also
use this book as a traditional reference manual, but its main advantages are its
step-by-step, project-oriented approach, and the guidance it gives you about
creating an interactive learning experience.

Moodle is designed to be intuitive to use and its online help is well written. It does a
good job of telling you how to use each of its features. What Moodle's help files don't
tell you is when and why to use each feature, what effect it will have on the student
experience, and that is what this book supplies.

Step-by-step instructions to use Moodle

When you create a Moodle learning site, you usually follow a defined series of steps.
This book is arranged to support that process. Each chapter shows you how to get
the most from each step. Each step is listed , with a brief description of the chapter
that supports the step.

As you work your way through each chapter, your learning site will grow in scope
and sophistication. By the time you finish this book, you should have a complete,
interactive learning site. As you learn more about what Moodle can do, and see your
courses taking shape, you may want to change some of the things that you did in
the previous chapters. Moodle offers you this flexibility. And this book helps you
determine how those changes will cascade throughout your site.

Step 1 — learn about the Moodle experience

Every Learning Management System (LMS) has a paradigm, or approach, that
shapes the user experience and encourages a certain kind of usage. An LMS might
encourage very sequential learning by offering features that enforce a given order
on each course. It might discourage student-to-student interaction by offering

few features that support it, while encouraging solo learning by offering many
opportunities for the student to interact with the course material. In Chapter 1, A
Guided Tour of Moodle, you will learn what Moodle can do and what kind of user
experience your students and teachers will have, using Moodle. You will also learn
about the Moodle philosophy, and how it shapes the user experience. With this
information, you'll be ready to decide how to make the best use of Moodle's many
features, and to plan your online learning site.
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Step 2 - install Moodle

Chapter 2, Installing Moodle guides you through installing Moodle on your web
server. It will help you estimate the amount of disk space, bandwidth, and memory
that you will need for Moodle. This can help you to decide upon the right hosting
service for your needs.

Step 3 — configure your site

Most of the decisions you make while installing and configuring Moodle will affect
the user experience. Not just students and teachers, but also course creators and site
administrators are affected by these decisions. While Moodle's online help does a
good job of telling you how to install and configure the software, it doesn't tell you
how the settings that you choose affect the user experience. Chapter 3, Configuring
Your Site, covers the implications of these decisions, and helps you configure the site
so that it behaves in the way you envision.

Step 4 — create the framework for your
learning site

In Moodle, every course belongs to a category. Chapter 4, Creating Categories and
Courses, takes you through creating course categories, and then creating courses.
Just as you chose site-wide settings during installation and configuration, you
choose course-wide settings while creating each course. This chapter tells you

the implications of the various course settings so that you can create the experience
that you want for each course. It also shows you how to add teachers and students
to the courses.

Step 5 — make decisions about common
settings

In Moodle, course material is either a resource or an activity. A resource is an item
that the student views, listens to, reads, or downloads. An activity is an item that
the student interacts with, or that enables the student to interact with the teacher or
other students. In Chapter 5, Resources, Activities, and Conditional Access you will learn
about the settings that are common to all resources and activities, and how to add
resources and activities to a course.
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Step 6 — add basic course material

In most online courses, the core material consists of web pages that the students
view. These pages can contain text, graphics, movies, sound files, games, exercises —
anything that can appear on the World Wide Web can appear on a Moodle web
page. Chapter 6, Adding Resources covers adding this kind of material, plus links to
other websites, media files, labels, and directories of files. This chapter also helps you
determine when to use each of these types of material.

Step 7 — make your courses interactive

In this context, interactive means an interaction between the student and the teacher,
or the student and an active web page. Student-to-student interaction is covered in

a later chapter. This chapter covers activities that involve interaction between the
student and an active web page, or between the student and the teacher. Interactive
course material includes lessons that guide students through a defined path, based
upon their answers to review question, and the assignments that are uploaded by

the student and then graded by the teacher. Chapter 7, Adding Assignments, Lessons,
Feedback, and Choices, tells you how to create these interactions, and how each of them
affects the student and teacher experience.

Step 8 — evaluate your students

In Chapter 8, Evaluating Students with Quizzes, you'll learn how to evaluate the
students' knowledge with a quiz. The chapter thoroughly covers creating quiz
questions, sharing quiz questions with other courses, adding feedback to questions
and quizzes, and more.

Step 9 — make your course social

Social course material enables student-to-student interaction. Moodle enables you
to add chats and forums to your courses. These types of interactions will be familiar
to many students. Chapter 9, Getting Social with Chats and Forums shows you how to
create and manage these social activities.

Step 10 — add collaborative activities

Moodle enables students to work together to create new material. For example, you
can create glossaries that are site-wide, and glossaries that are specific to a single
course. Students can add to the glossaries. You can also allow students to contribute
to and edit a wiki in class.
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Moodle also offers a powerful workshop tool, which enables the students to view
and evaluate each other's work.

Each of these interactions make the course more interesting, but also more
complicated for the teacher to manage. The result is a course that encourages the
students to contribute, share, and engage. Chapter 10, Collaborating with Wikis and
Glossaries, and Chapter 11, Running a Workshop, help you rise to the challenge of
managing your students' collaborative work.

Step 11 — manage and extend your courses

Chapter 12, Groups and Cohorts, shows you how to use groups to separate the students
in a course. You will also learn how to use cohorts, or site-wide groups, to mass-
enroll students into courses.

Every block adds functionality to your site or your course. Chapter 13, Extending your
Course by Adding Blocks, describes many of Moodle's blocks, helps you decide which
ones will meet your goals, and tells you how to implement them. You can use blocks
to display calendars, enable commenting, enable tagging, show navigation features,
and much more.

Step 12 — take the pulse of your course

Moodle offers several tools to help teachers administer and deliver courses. It keeps
detailed access logs that enable the teachers to see exactly what content the students
access, and when. It also enables the teachers to establish custom grading scales,
which are available site-wide or for a single course. Student grades can be accessed
online and can also be downloaded in a variety of formats (including spreadsheet).
Finally, teachers can collaborate in special forums (bulletin boards) reserved just for
them. This is a part of Chapter 14, Features for Teachers.

The Moodle philosophy

Moodle is designed to support a style of learning called social constructionism.

This style of learning is interactive. The social constructionist philosophy believes
that people learn best when they interact with the learning material, construct

new material for others, and interact with other students about the material. The
difference between a traditional philosophy and the social constructionist philosophy
is the difference between a lecture and a discussion.
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Moodle does not require you to use the social constructionist method for your
courses. However, it best supports this method. For example, Moodle enables you to
add several kinds of static course material. This is the course material that a student
reads but does not interact with, such as the following;:

*  Web pages

* Links to anything on the Web (including material on your Moodle site)

* A folder of files

* Alabel that displays any text or image
However, Moodle enables you to add even more kinds of interactive and social
course material. This is the course material that a student interacts with, by
answering questions, entering text, or uploading files, which includes the following:

* Assignment (uploading files to be reviewed by the teacher)

* Choice (a single question)

* Lesson (a conditional, branching activity)

*  Quiz (an online test)
Moodle also offers activities in which the students interact with each other. These are
used to create social course material, such the following:

¢ Chat (live online chat between students)

* Forum (you can have none or several online bulletin boards for each course)

* Glossary (students and/or teachers can contribute terms to site-wide glossaries)

*  Wiki (this is a familiar tool for collaboration to most younger students and
many older students)

*  Workshop (these support peer review and feedback of the assignments that
the students upload)

In addition, some of Moodle's add-on modules add even more types of interaction.
For example, one add-on module enables the students and the teachers to schedule
appointments with each other.

The Moodle experience

Because Moodle encourages interaction and exploration, your students' learning
experience will often be non-linear. Moodle can enforce a specific order upon a
course, using something called conditional activities. Conditional activities can
be arranged in a sequence. Your course can contain a mix of conditional and
non-linear activities.
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In this section, I'll take you on a tour of a Moodle learning site. You will see a
student's experience from the time the student arrives at the site, enters a course, and
works through some material in the course. You will also see some student-to-student
interaction, and some functions used by the teacher to manage the course. Along the
way, I'll point out many of the features that you will learn to implement in this book,
and how the demo site is using those features.

The Moodle front page

The front page of your site is the first thing that most users will see. This section
takes you on a tour of the front page of a demonstration site.

Probably the best Moodle demo sites are http://demo.moodle.net/
M and http://school.demo.moodle.net/. Many of the screenshots in
Q this book are from http://school.demo.moodle.net. The contents
of that site are graciously offered by Moodle Pty Ltd, under the Creative
Commons Attribution-ShareAlike 3.0 Unported License.

Arriving at the site

When a visitor arrives at the demonstration learning site, the visitor sees the front
page. You can require the visitor to register and log in before seeing any part of your
site. Or, you can allow the anonymous visitor to see a lot of information about the
site on the front page, which is what I have done in the following screenshot:

— - - You are not logged in. (Login)
William Rice's Moodle Demo Site
Main menu I At last, Moodle 2.0 is herel
Welcome to my demonstration
E How to use this site Moodle 2.0 Book Almost Ready! site. Here you will find
How to enroll in a course demonstration courses from
I'm working hard on the Moodle 2.0 for E-leamning book. It's due out this summer my book, Moodle 2.0 E-
Navigation I I'll let you know on Twitter as soon as it's published Learning, available from Packt
Publishing
Home OLLO o
» Courses
) _ Tags I
Win a Prize: Test Your Knowledge of E-mail History
Calendar -1 Global Chat Room All tags
< May 2011 » ;ﬂn;vfz&s knowledge management
Sun Mon Tue Wed Thu Fri Sat Please log in to tag your
1 2 3 4 5 B 7 courses favourite courses
8 8 10 11 12 13 14
15 16 17 18 19 20 2 v Corporate Demo Courses Login |
2 28 4 2% B 7 9
. %o Email Overload: File, Act, Defer i ]
T m A Usemname [
+ Academic Demo Courses Password
# e Basic Botany in Plain Language 0[ M
Create new account
£ How to Outline ol Lost password?
%8 Memorization Skills with Mnemonics i}
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One of the first things that a visitor will notice is the announcement at the top and
center of the page, Moodle 2.0 Book Almost Ready!. Below the announcement are
two activities: a quiz, Win a Prize: Test Your Knowledge of E-mail History, and a
chat room, Global Chat Room. Selecting either of these activities will require the
visitor to register or log in with the site, as seen in the following screenshot:

TOU are non og|

William Rice's Moodle Demo Site

Home P Login to the site

Returning to this web site? Is this your first time here?
Login here using your username and password Hil For full access to courses you'll need to take a
{Cookies must be enabled in your browser) (3) minute to create a new account for yourself on this web

site. Each of the individual courses may also have a
Usemarme | one-time "enrolment key", which you won't need until
Password I— Login later. Here are the steps:
Forgonenljour TEEEAD @ 1. Fill out the New Account form with your details.
password 2. An email will be immediately sent to your email
address.
Some courses may allow guest access 3 Ejerica!iggur email, and click on the web link it
Login as a guest] 4. Your account will be confirmed and you will be
logged in.

5. MNow, select the course you want to participate
in.

6. If you are prompted for an "enrolment key" - use
the one that your teacher has given you. This
will “enrol" you in the course

7. You can now access the full course. From now
on you will only need to enter your personal
username and password (in the form on this
page) to log in and access any course you have
enrolled in.

Create new account

Anonymous, guest, and registered access

Notice the line Some courses may allow guest access in the left column of the page.
You can set three levels of access for your site and for individual courses, as follows:

Anonymous access allows anyone to see the contents of your site's front page. Notice
that there is no anonymous access for courses. Everyone who enters a course must
have a role in the system. However, there is a special role, called Guest, which is
automatically given to any anonymous person.

Guest access allows the user to enter without logging in. This enables you to track
usage by looking at the statistics for the user, Guest.
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Registered access requires the user to register on your site. You can allow people to
register with or without e-mail confirmation, require a special code for enrolment,
manually create their accounts, import accounts from another system, or use an
outside system (like a Lightweight Directory Access Protocol (LDAP) server) for
your accounts. There's more on this in Chapter 2, Installing Moodle.

The main menu

Returning to the front page, notice the Main menu in the upper left corner in the
following screenshot. We added these two documents to the menu. They tell the
user what the site is about, and how to use it:

William Rice's Mo

Main menu I

How to use this site
How to enroll in a course

In Moodle, the icons tell the user what kind of resource will be accessed by a link.
In this case, the icon tells the user that the first resource is a PDF (Adobe Acrobat)
document and the second is a Web page. Course material that a student observes
or reads, such as web or text pages, hyperlinks, and multimedia files are called
resources. In Chapter 5, Resources, Activities and Conditional Access, you will learn
how to add resources to a course.

Blocks

In the side bars of the page, you will find Blocks. For example, the Main menu,
Calendar, and Tags blocks. You can choose to add a block to the front page,
to all of the pages in the site, or to an individual course.

Other blocks display a summary of the current course, a list of courses available on
the site, the latest news, who is online, and other information. At the bottom-right
side of the front page, you see the Login block. Chapter 13, Extending your Course by
Adding Blocks, tells you how to use these blocks.

. Your site's front page is a course!
A

Ny You can add these blocks to the front page of your site because the
front page is essentially a course. Anything that you can add to a
course —such as resources and blocks —can be added to the front page.
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The site description

On the right-hand side of the front page, you see a Site Description. This is optional.
If this were a course, you could choose to display the Course Description.

The Site or Course Description can contain anything that you can put on a web page.
It is essentially a block of HTML code that is displayed on the front page.

Available courses

You can choose to display the available courses on the front page of your site.
Looking at the screenshot a few pages back, you can see that in my demonstration
site, I've chosen to display the available courses on the front page to anyone who
visits the site. On the demonstration site run by Moodle, they have chosen to hide
the courses from the users who are not logged in. Their front page displays the
information about their site, and links that enable the visitors to proceed to the login
page, as seen in the following screenshot:

& - C ff [Y schooldemomoodlenet Qdyy @ =

Mount Orange School

Iiry'Moodle in a real-school environment with ready-made accounts

See Moodle in action About Mount Orange

This demonstration site gives you the opportunity Mount Orange School provides high quality

to explore Moodle in action as a manager, teacher, education for students aged from 8 to 18 years,
student, or parent. See how students are making full use of the open source learning
assessed and learning tracked in a variety of platform Moodle. The courses are open to guests

activities with realistic user content. and showcase Moodle features, highlighting the

enhancements each new version brings.
Go to courses »
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When a course is displayed in a list, clicking on the information icon @ next to a
course displays its Course Description in a popup window. Clicking on a course's
name takes you into the course. If the course allows anonymous access, you are taken
directly into the course. If the course allows guest access or requires registration, you

are taken to the login screen.

Inside a course

Now, let us take a look inside a course:

« C M [ schooldemo.moodle.net/course/v

Jle

My home My courses

[T
=

My home

® Site home

P Site pages

b My profile

¥ Current course
¥ Psych Cine

Participants

-

Badges
Course welcome

Background
information

v v w

Analysis
Group Projects
and Individual

tasks

-

Reflection and
Feedback

P My courses

¥ Course administration
EH Grades

P My profile settings

DOCUMENT? N

Art and Media

Psych Cine

Your progress ()

Course

welcome

MBSSB[IJE from iOUI’ tutor:

'.;." Prior Knowledge assessment
i} Factual recall test
Y& Course chat

& Let's make a date!

Background information

Announcements from your tutor a

r
H
4

o
wid

a
a

Barbara Gardner & 2

The 3 highest grades:

Factual recall test

Brenda

Vasquez
2.Brian Frankiin  80%
3. Gary Vasquez 70%

100%

Tweets W Follo

Expand - 3 %

Keith 14h
Simanton
@IMDbKeith
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The navigation bar

In the preceding screenshot, the user has logged in as Barbara Gardner and entered
the Psychology in Cinema course. Notice the breadcrumbs trail (the Navbar) at the
top-left corner of the screen, which tells us the name of the site and the short name of
the course.

At the upper-right side of the screen, we see a confirmation that the user has logged
in. That is not a part of the Navbar, but usually appears next to it.

Blocks

Like the front page, this course uses various blocks. The most prominent one is the
Navigation block on the left. Let's talk more about navigation:

The navigation block

The Navigation block shows you where you are and where you can go in the site. In
the demonstration, you can see direct links to the topics in the course. This enables the
student to jump to a topic that is much further down on the page, without scrolling.

At the bottom of the Navigation block is a link to the My courses page. Clicking
this link displays the courses the student is enrolled in and notices if the student
has anything due in those courses, as seen in the following screenshot:

My home = My courses

ADMINISTRATION Sloi

¥ My profile settings CODLEAS ASTUDEN FE

® Edit profile You are currently using the demo student account of Barbara
Gardner. You are on the My home page. a customisable dashboard
with links to courses. See some examples of what you can do with
this account or just dive in below!

® Change password
Portfolios

Security keys
Messaging

Blogs

Badges

Slal

v v § 1 Vv

Psychology in Cinema

IY PRIVA Sl

+F—"| MyPictures =l You have assignments that need attention

= image_1421424758474.pg
= My essay notes._odt

The Impressionists

Manage my private files. .
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We will cover how to create assignments in Chapter 7, Adding Assignments, Lessons,
Feedback, and Choices.

Sections

Moodle enables you to organize a course by Week, in which case each section is
labeled with a date instead of a number. Or, you can choose to make your course a
single, large discussion forum. Most courses are organized by Topic, such as the one
seen in the next screenshot:

Introduction to Environmental Science

zes Check the

.

Topic 1

This tapic discusses the flow of energy thraugh the envirenment

Notice that the first topic is not numbered. Moodle gives you a Topic 0 to use as the
course introduction.

Teachers can hide and show sections at will. This enables a teacher to open and close
resources and activities as the course progresses.

Topics are the lowest level of organization in Moodle. The hierarchy is: Site | Course
Category | Course Subcategory (optional) | Course | Section. Every item in your
course belongs to a Topic, even if your course consists of only Topic 0.
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Joining a discussion

Clicking on the link for a discussion takes the student into the forum. Clicking on
a discussion thread opens that thread in the forum. You can see in the following
screenshot that the teacher started with the first post. Then a student replied to the
original post:

Basic Botany » About this Course » Course Discussion » Topic 1. Types of Plants

@ Search forums|

[Display replies in nested farm L,

This forum has a limit to the number of forum postings you can make in a given time period - this is currently setat 8
posting(s) in 1 day

_ Topic 1: Types of Plants
7 by Admin User- Tuesday, 22 March 2011, 11:33 AM

Discussion for Topic 1
e Rate: [Rate | Reply
5 and

@ Re: Topic 1: Types of Plants

by Student! AATest- Tuesday, 22 March 2011, 05:52 PM

‘ound
Ilan, this topic was way o0 easy.
hds
Lt Average of ratings. 3 (1) Show parent | Reply

The student's message in the preceding screenshot doesn't serve our students.
Fortunately, the teacher has editing rights to this forum, and so he or she can delete
posts at will. The teacher can also rate posts for their relevance, as shown in the
following screenshot:

Display replies in nested form j

This forum has a limit to the number of forum postings you can make in a given time periof

Topic 1: Types of Plants
10 by Admin User - Tuesday, 22 March 2011, 11:33 AM

Rate...
Discussion for Topic 1. 0
1
o 2
Average of ratings: *
4
Re: Topic 1: Types of Pl: 5
by Student1 AATest - Tuesday, 6 D11, 05:52 PM
7
Man, this topic was way td 8
9
10

Average of ratings: 3 (1) |3 j
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Because Moodle supports an interactive, collaborative style of learning, students
can also be given the ability to rate forum posts and the material submitted by
other students. You'll find out more about forums in Chapter 9, Getting Social
with Chats and Forums.

Completing a workshop

Next, the student will enter a workshop called Observing the Familiar.

In this workshop, the student writes and updates some defined observations. These
observations are then rated by other students in the course. When the student first
enters the workshop, he or she sees directions for completing the workshop, as seen
in the next screenshot:

Observing the Familiar

Submission phase

Submit your work

Instructions for submission
1. Using a digital camera, take five pictures of the plants in your neighborhood.
2. Start a new Word document. At the top of the document, put your name.
3. Paste each picture in the Word document.
4. Below each plant's picture, add this information about the plant:

* Type

» Leaf arrangement
» Leaf shape

» Flower type, if any.
* Habitat

» Apparent lifecycle

Example submissions to assess
Example
No grade yet

Assess

Your submission
You have not submitted your work yet

Start preparing your submission
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After reading these directions, the student continues to the workshop submission
form, which is seen in the next screenshot:

Observing the Familiar

Instructions for submission «

Using a digital camera, take five pictures of the plants in your neighborhood
Start a new Word document. At the top of the document, put your name.
Paste each picture in the Word document

Below each plant's picture, add this information about the plant:

Eal e

* Type

* Leaf arrangement
« Leaf shape

« Flower type, if any
» Habitat

« Apparent lifecycle

~ Submission

Title*

Submission content

==} S B
Bl 4 BT |EE]|L|R WM O
Maximum number of submission 1
attachments
Attachment Maximum size for new files: 2MB, maximum attachments: 1
Gl 8= s
» [l Files

-

You can drag and drop files here to add them.

o

There are required fields in this form marked *.

You are logged in as Student1 User (Log out)
Basic Botany
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Notice the online editor that the student uses to write the assignment. This gives
the student basic What You See Is What You Get (WYSIWYG) features. The same
word processor appears when the course creators create web pages, when students
write online assignment entries, and at other times when a user is editing and
formatting text.

Moodle can be configured to use several different kinds of editors. Depending upon
your exact version and how your site administrator configures your site, yours might
differ slightly from what is shown here.

Editing mode
We've been looking at Moodle from a student's perspective. Students usually don't

edit course material. Let us see what happens when you turn on the editing mode to
make changes.

Normal mode versus editing mode

When a Guest user or a registered student browses through your learning site,
Moodle displays the pages normally. However, when someone with a course editing
privilege enters a course, Moodle offers a button for switching into editing mode:

You are logged in as William Rice (Logout)
English {en_us) v

Clicking Turn editing on puts Moodle into editing mode:

Normal Mode Editing Mode

= Announcements from your tuto =l Announcements from your tutor Edit~ &

dge assessment
Prior Knowledge assessment

W/ Factual recall test » Edit~
Course chat »
Let's make a date! &

'v’ /iga # edit~ B 4

Let's walk through the icons that become available in editing mode.
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The edit icon

Clicking the edit icon #* enables you to edit whatever that icon follows. In this
example, clicking the edit icon that follows the paragraph enables you to edit the
section description:

Label text” Font family = Font size * | Heading 3 - || R E
B J U axx, x| EEE|JF @A -2 1
SR 2 H 8 QL -

Desert Plants Course Added

A new course has been added to our Wild Plants section. After taking our free
course, Basic Botany for Foragers, you're ready to learn about the plants found
in some of the harshest places on Earth.

Path: h3

HTML format ~|

Clicking the edit icon next to the quiz Win a Prize: Test Your Knowledge of E-mail
History, takes you into the editing window for that quiz. In that window, you can
create, add, and remove quiz questions, change the grading scheme, and apply other
settings to the quiz.

The delete icon

Clicking the delete icon X deletes whatever item the icon follows. If you want to
remove an item from a course but are not sure if you'll want to use it later, don't
delete the item. Instead, hide it from view. Hiding and showing is explained in
the next paragraph.

[18]



Chapter 1

The hidden/shown icons

I call these the hidden/shown icons = /& instead of hide/show because the icons
indicate the current state of an item, instead of indicating what will happen when you
click on them. The hidden icon indicates that an item is hidden from the students.

Clicking it shows the item to the students. The show icon indicates that an item is
shown to the students. Clicking it hides the item from the students.

If you want to remove an item from a course while keeping it for later use, or if you
want to keep an item hidden from students while you're working on it, hide it instead
of deleting it.

The group icons

These @ @ & icons indicate what group mode has been applied to an item. Groups
are explained in Chapter 12, Groups and Cohorts. For now, you should know that you
can control access to items based upon what group a student belongs to. Clicking
these icons enable you to change that setting.

Resources and activities

The course material that a student observes or reads, such as web or text pages,
hyperlinks, and multimedia files are called resources. Course materials that a student
interacts with, or that enables interaction among students and teachers, are called
activities. Now, let us see how to add some resources and activities to your Moodle
site or course.

In editing mode, you can add resources and activities to a course. Moodle offers
more activities than resources, such as chat, forum, quiz, wiki, and more.
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Adding resources and activities

You add resources and activities by using the drop-down menu that appears in

editing mode, as seen in the following screenshot:

Add an activity or resource

ACTIVITIES Select an activity or resource to view its help.

& : Double-click on an activity or resource name to
= Assignment
quickly add it.

14 Chat

;:: Choice

&= Database

I’j External tool
L#i_: J Forum

44§ Glossary

B
1= Lesson

« Quiz

|_|| SCORM package

|_U_| Survey
ﬁ Wiki
,_1 Workshop
RESOURCES
t Book
File

“l Enlder

Add Cancel

Edit~

F Add an activity or resource

Es found in the plant

Edit~
Edit ~

e 1
Edit> =

f Add an activity or resource

er parts and terminology

Edit~
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Selecting an item brings you to the editing settings page for that type of item.

For example, selecting URL displays the window seen in the following screenshot.
Notice that you can do much more than just specify a hyperlink. You can give this

link a user-friendly name, a summary description, open it in a new window, and more.

» Updating URL in Flowers e

= General
aina® e s Flower Ol

Description”

Display description on course page

~ Content

External URL* hittp Jhwww b o ukischoolsscencechpsiages®_10/e_cycles shiml Choose a ink.

Every resource and activity that you add to Moodle has a description. This
description appears when a student selects the item. Also, if the item appears in a list
(for example, a list of all the resources in a course), the description will be displayed.

When building courses, you will spend most of your time in the edit settings pages
for the items that you add. You will find their behavior and appearance to be very
consistent. The presence of a description is one example of that consistency. Another
example is the presence of the help icon @ next to the title of the window. Clicking
this icon displays an explanation of this type of item.

Also, the edit settings pages are divided into sections. Some sections are present for
almost every resource and activity that you add. These sections are covered once in
this book, in order to avoid repetition.
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The administration menu

The contents of the Administration menu change depending upon who is logged in.
For example, the next screenshot shows the Administration menu when a student is
in one of our courses:

ADMINISTRATION =[x

* Course administration
B Grades

¥ My profile setlings
® Edit profile
® Change password
® Messaging
} Blogs
)} Badges

The following screenshot shows the teacher's view of the Administration menu:

ADMINISTRATION B
- g

* Course administration
/' Tum editing off
® Activity chooser off
¥ Edit settings
P Users
Y Fiters
» Reports
B Grades
» Badges
fury Backup

*5 Restore

|il Import
©) Reset

» Question bank

¥ Switch role to...
A Retwmn to my normal role
5 8 Manager
A course creator
1 Non-editing teacher
1 Student
A Guest
A Authenticated user
1 Authenticated user on frontpage

F My profile settings
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The choices on this menu apply to the course itself. If a teacher, administrator, or
course creator selects an activity or resource in the course, the user is taken inside that
activity /resource. Then, the Administration submenu for that item will appear. In the
example seen in the following screenshot, the teacher has selected an assignment and
is looking at the Administration submenu for that assignment:

Assignment administration
Edit settings
Locally assigned roles
Permissions
Check permissions
Filters
Logs
Backup
Restore
Advanced grading
View gradebook
View/grade all submissions
Download all submissions

This short tour introduced you to the basics of the Moodle experience. The following
chapters take you through installing Moodle and creating courses. If you work
through those chapters in order, you will discover many more features that are not
mentioned in this tour. And, because Moodle is open source, new features can be
added at any time. Perhaps you will be the one to contribute a new feature to the
Moodle community.

The Moodle architecture

Moodle runs on any web server that supports the PHP programming language and a
database. It works best, and there is more support, when running on the Apache web
server with a MySQL database. These requirements — Apache, PHP, and MySQL —
are common to almost all commercial web hosts, even the lowest-cost ones.
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The Moodle learning management system resides in three places on your web host:

* The application occupies one directory, with many subdirectories for the
various modules

* Data files that the students and teachers upload —such as photos and
assignments submitted by students —reside in the Moodle data directory

* Course material that you create with Moodle (web pages, quizzes,
workshops, lessons, and so on), grades, user information, and user
logs reside in the Moodle database

The Moodle application directory

The following screenshot shows you my Moodle application directory. Without
even knowing much about Moodle, you can guess the function of several of the
directories. For example, the admin directory holds the PHP code that creates the
administrative pages, the 1ang directory holds translations of the Moodle interface,
and the mod directory holds the various modules:

w moodle.williamrice.com - moodlemaster@moodle.williamrice.com - WinSCP = = “
File Commands Mark Session View Help
Address | /moodlewilliamrice.com =]
2 2 | B Find Files | @ Download (il ¥ [ Properties =4 £ = Bl & |5 63 Synchronize
@ E- 4 5 Queue ~[5a| - Transfer Settings Default i A
& moodlemaster@moodlewilliamrice.com |G New Session
4 | moodlewilliamrice. » ~
L. admin | | | f f f | |
| auth admin auth availability backup badges blocks blog cache
| availability
| backup
| badges f f f | | | f f
I blocks calendar cohort comment  completion course enrol error files
| blog
| cache
| calendar | | | | | | | |
i cohart flt d install  iplook I Iib local
W, comment ilter grade group instal iplookup ang i oca
| completion
| course
L enrol | | | f f f | |
| error login message mnet mod my notes pix plagiarism
| files
I filter
| grade f f f f f f f f
~ L. group portfolio question rating report repository rss tag theme
| install
-~ | iplookup e = e
| lang f f f I W» |
. :'b ' user userpix webservice Jshintrc shifterjson  behatyml.d.. brokenfile... composerjs...
~ | local
oo = [ | =2 = [ |
I message ) & [ a= <P [
| mnet — —
mod « || config.php config-dist.. COPYING.txt draftfilephp favicongif faviconico file.php githash.php
< > v
0B of 196 KiB in 0 of 68 FTP 0:00:29
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The index.php file is the Moodle home page. If a student was browsing my Moodle
site, the first page that the student would read is the file http: //moodle.williamrice.
com/index.php.

On my site, the free course Basic Botany for Foragers happens to be course number 4.
Only the Moodle system knows it as course number 4; we know it as Basic Botany
for Foragers. When a student enters that course, the URL in the student's browser
reads http://moodle.williamrice.com/moodle/course/view.php?id=4. In

the preceding screenshot, you can see that /course is one of the directories in my
Moodle installation. As the user navigates around the site, different . php pages do
the work of presenting information.

Because each of Moodle's core components and modules is in its own subdirectory,
the software can be easily updated by replacing the old files with new ones. You
should periodically check the https://www.moodle.org website for news about
updates and bug fixes.

The Moodle data directory

Moodle stores the files uploaded by the users in a data directory. This directory
should not be accessible to the general public over the web. That is, you should not
be able to type in the URL for this directory and access it using a web browser. You
can protect it either by using an . htaccess file or by placing the directory outside of
the web server's documents directory.

The preceding screenshot shows you that in my installation, the web document
directory for moodle.williamrice.comis /www/moodle. Therefore, I placed
the data directory outside /www/moodle, in /www/moodledata_for_moodle.
williamrice.com, as seen in the following screenshot:

T moodledata for moodlewilliamrice.com - moodlemaster@moodle.williamrice.com - WinscPp — & nl

File Commands Mark Session View Help

Address /moodledata_for_moodle.williamrice.com -E2E
@ - ™ & G Find Files £ [» B @ | & B3 Synchronize
& M [F Queue ' Transfer Settings Default - -

& moodlemaster@moodlewilliamrice.com |5 New Session

F : / <root>
- backup of moodlewilliamrice.com

jabber cache filedir lang localcache muc repository temp
logs
Maildir
moodle.williamrice.com
moodledata
moodledata_for_moodle.williamrice.com

htaccess
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On my server, the directory /www/moodledata corresponds to the subdomain
www.moodledata.williamrice.com. This subdomain is protected from open
access by a .htaccess file. The directory /www/www corresponds to the root
domain, www.williamrice.com.

The Moodle database

While the Moodle data directory stores the files uploaded by students, the Moodle
database stores most of the information in your Moodle site. The database stores
objects that you create using Moodle. For example, Moodle enables you to create
web pages for your courses. The actual HTML code for these web pages is stored
in the database. Links that you add to a course, the settings, the content of forums
and wikis, and quizzes created with Moodle, are all examples of data stored in the
Moodle database.

The three parts of Moodle —the application, data directory, and database, work
together to create your learning site. Backup and disaster recovery are an obvious
application of this knowledge. However, knowing how the three parts work together is
also helpful when upgrading, troubleshooting, and moving your site between servers.

Summary

Moodle encourages exploration and interaction among students and teachers. As a
course designer and teacher, you will have the maximum number of tools at your
disposal if you work with this tendency, which will make your learning experiences
as interactive as possible. Creating courses with forums, peer-assessed workshops,
surveys, and interactive lessons is more work than creating a course from a series of
static web pages. However, it is also more engaging and effective, and you will find
it worth the effort to use Moodle's many interactive features.

When teaching an online course in Moodle, remember that Moodle generally enables
you to add, move, and modify course material on the fly. If it's permitted by your
institution's policies, don't hesitate to change a course in response to student needs.

Finally, learn the basics of Moodle's architecture, and at least read over the
installation and configuration in Chapter 2, Installing Moodle. Don't be afraid of the
technology. If you can master the difficult art of teaching, you can master using
Moodle to its full potential.
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Even if you don't install Moodle yourself, you should skim this chapter for
information that will be helpful to you as a course manager and creator. That is
because the choices made during Moodle's installation can affect how the system
works for people who create, teach, and take courses on that system.

Installing Moodle consists of:

1. Obtaining space and rights on a web server that has the capabilities needed
to run Moodle.
Creating the subdomains and/or directories needed for Moodle and its data.
Getting and unpacking Moodle, and uploading it to your web server.
Creating the data directory.
Creating the Moodle database.

SN N

Activating the installation routine and specifying settings for your
Moodle site.

7. Selecting front page settings.

Each of these is covered in the following sections.

Installation step 1 — the web server

Moodle is run from a web server. You upload or place Moodle in your directory on
the server. Usually, the server is someone's computer. If you're a teacher, or are in
the corporate world, your institution might have their own web server. If you're an
individual or have a small business, you will probably buy web-hosting services
from another company. In either case, we are assuming that you have an account on
a web server that offers Apache, PHP, and MySQL.
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If you must install your own Apache web server and MySQL software, the easiest
way to do so is to use another open source tool — XAMPP from http://www.
apachefriends.org. Apache Friends is a non-profit project to promote the Apache
web server. XAMPP is an easy, all-in-one installer that installs Apache, MySQL, PHP,
and Perl. It is available for Linux, Windows, Mac, and Solaris. If you would like to
create a test environment for Moodle, then installing XAMPP onto your computer will
install the web server with the components required to support a Moodle installation.

You can also download a package containing Moodle and the other software
needed to make it run: Apache, MySQL and PHP. Go to the official Moodle website
(https://moodle.org/), and under Downloads, look for installer packages.

How much hosting service do you need?

With only a few dozen students, Moodle runs fine on a modest web-hosting service.
At this time, many hosting companies offer services that can run a small Moodle
installation for between 20 $ and 50 $ a month. A hosting service meeting the
minimum requirements that are listed on http://www.moodle.org will support five
concurrent students. Base your decision upon the factors discussed as follows:

Disk space

A fresh Moodle installation will occupy less than 100 MB of disk space, which is

not much. The content that is added while the users create and take courses will
probably grow larger than that. Base your decision on how much space to obtain
upon the kinds of courses that you plan to deliver. If the courses contain mostly text
and a few graphics, you'll need less space than if they contain music and video files.
Also, consider the disk space occupied by files that the students will upload. Will
the students upload small word processing files? Large graphics? Huge multimedia
files? When determining how much disk space you will need, consider the size of the
files that your courses will serve and that your students will submit. The size of files
that can be uploaded is controlled by the site administrator, using a setting under
Security | Site Policies | Maximum Uploaded File Size. It is also controlled by a
setting on the web server that is hosting Moodle. The lower of these two settings —
the Moodle setting and the server setting — determines the size of the files that can be
uploaded through Moodle.
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Bandwidth

Moodle is a web-based product, so course content and assignments are added

over the Web. Whenever a reader or a user connects to a website, they're using
bandwidth. When a user reads a page on your Moodle site, downloads a video,

or uploads a paper, he or she uses some of your bandwidth. The more courses,
students, activities, and multimedia that your Moodle site has, the more bandwidth
you will use. Most commercial hosting services include a fixed amount of bandwidth
in their service. If your account uses more bandwidth than what is allowed, some
services will cut off your site's access. Others keep your site up, but automatically
bill you for the additional bandwidth. The second option is preferable in case of
unexpected demand. When deciding upon a hosting service, find out how much
bandwidth they offer and what they do if you exceed that limit.

Are you serving videos with your course?

If your course includes many videos, or if you'll be serving video to
M many users, that can use up a lot of the bandwidth that your hosting
company provides. Instead of hosting those videos on your Moodle
Q server, consider hosting them on a dedicated video hosting site like
http://www.vimeo.comor http://www.youtube.com. Then
you can just embed them in your Moodle page. Vimeo, YouTube, or
whoever hosts the video will take care of the bandwidth.

Memory

If you're using a shared hosting service, your account will be sharing a web server with
other accounts. All accounts share the memory, or RAM, of that server. During times
of high demand, only a low amount of memory will be available for each account.
During times of low demand, your account might be able to use more memory.

For a few students at a time, Moodle runs fine on most shared hosting services.
However, when you have more than three or five students, or a large number of
courses, or large courses, you will want to move to a Virtual Private Server (VPS)
or a dedicated server.

Moodle's automated backup routine often fails on shared hosts with low memory
limits. Site administrators get around this limitation by manually backing up their
site one course at a time, or by moving to a different host.

In general, 1 GB of RAM on your server will serve 10 simultaneous users. Note that
your memory needs will be determined, not by the total number of users but the
number of simultaneous users.
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When looking for a hosting service, consider using one that enables you to move
from a shared host to a private host. Shared hosts are inexpensive, but you are
sharing the hosting computer's memory and bandwidth with all the other sites
on the host. A dedicated hosting service is more expensive, but you are getting a
guaranteed amount of memory and bandwidth. Some companies enable you to
move from a shared to a private host with just a few clicks. This enables you to
respond quickly if your site suddenly becomes popular.

Ensuring minimum prerequisites

Check with your hosting service to ensure that you will be given the following
minimum prerequisites:

* Enough disk space for the Moodle software, your course material, and the
files that the students will upload.

* FTP access to your server.

* Enough bandwidth to serve your course files, and for the students to upload
their files.

e PHP version 5.4.4.
* The ability to create at least one database, or to have it created for you.
* The ability to create at least one database user, or to have it created for you.

* Enough shared or dedicated memory to run Moodle's automated backup
routines. You might not know how much that is until you've tried it.

When you can confirm that you have those items, you are ready to proceed with
the installation.

Many hosting services also offer automated installation of Moodle. Search for
hosting services using the terms fantastico and moodle, or one-click install and moodle.
These are usually shared hosting services, so you will have the same performance
limitations as if you installed Moodle yourself on a shared host. However, they
simplify the installation and thus provide a fast, inexpensive way to get a Moodle
site up and running,.

Automated installations are not always the latest version. And, they often limit
the ability to install additional plugins and to customize your site. Check with
your hosting company about when they roll out new versions, and the limits on
customizing it.

M You should also research the services offered by the official
Moodle partners. You can find out more about Moodle partners on
http://www.moodle.com (notice the dot com and not dot org address).
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Installation step 2 — subdomain or
subdirectory?

A subdomain is a Web address that exists under your web address, and acts like

an independent site. For example, my website is www.williamrice.com. This is

a standard website, not a Moodle site. I could have a subdomain, http://www.
moodle.williamrice.com, to hold a Moodle site. This subdomain would be like
an independent site. However, it exists on the same server, under the same account,
and they both count towards the disk space and the bandwidth that I use.

In this example, Moodle is installed in the subdomain http://www.moodle.
williamrice.com.

Using a subdomain offers me several advantages. Having a site to test updates and
add-ons may be helpful if uninterrupted service is important to you. Later, you'll
see how easy it is to copy a Moodle installation to a different location, change a few
settings, and have it work. If you want to do this, make sure the hosting service you
choose allows subdomains.

If you want to keep things simpler, you can install Moodle into a subdirectory of
your website. For example, http://www.williamrice.com/moodle. In the next
step, you will see how Moodle can automatically install itself into a subdirectory
called /mood1le. This is very convenient and you'll find a lot of websites with Moodle
running in the /moodle subdirectory.

o Decide if you want to install Moodle into a subdirectory
~ or a subdomain. If you choose a subdomain, create it now.
Q If you choose a subdirectory, you can create it later, while
uploading the Moodle software.

Installation step 3 — getting and
unpacking Moodle

Get Moodle from the official website, http://www.moodle.org/. Go to the
Download Moodle page and select the version and format that you need.
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Choosing a Moodle version

For a new installation, the latest stable branch is usually your best choice. The last
build information tells you when it was last updated with a bug-fix or a patch. This is
usually irrelevant to you; the version number determines which features you get, not
the build time.

For a production server, do not use the standalone packages mentioned before.

They are insecure, because they are meant for use by a Moodle developer for
experimentation and development. To make the development of a site easier and
faster, security settings that would slow down development have been turned off by
default. Standalone packages are a good choice if you want to experiment or develop
a Moodle site on your local (non-networked) computer.

For a production site, instead of the standalone packages, use the latest stable branch.

The quick way — upload and unzip

Moodle is downloaded as a single, compressed file. This compressed file contains
the many small files and directories that constitute Moodle. After downloading the
compressed file, you could decompress (or unzip) the file. Unzipping it on your local
PC will extract many files and directories that you must place on your server.

If you're using a hosting service, they might have the ability to decompress the file on
the server. If so, you can just upload the entire zip file, tell the server to decompress it,
and all your Moodle files will be in place. This is much faster than decompressing the
zip file on your computer and uploading the many files that it creates.

Uploading and decompressing the zip file on the

server

1. Gotohttp://www.moodle.org/ and download the Moodle package (ZIP or
TAR file) to your local hard drive.

2. Upload the file to your hosting service. My hosting service uses the popular
cPanel control panel, so uploading a file looks as the following screenshot:

[32]




Chapter 2

3.
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In your hosting service's control panel, select the compressed file. If you're
given a choice to unzip the file, then you can use this method. I have selected
the compressed file, moodle-latest.tgz. When I click the Extract icon, the
tile will decompress, as seen in the following screenshot:
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4. If your hosting service gives you the option to create a new directory for
the unzipped files (Create subdirectory in the preceding example), you can
select not to do so. Moodle's compressed file will automatically create a
subdirectory called mood1le for the unzipped files. On my server, you can see
the result. The directory /moodle is created, and the files are placed in that
directory, as seen in the next screenshot:

File Manager setinas search EIECMTTIYENNE]
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o W H s 9 R % 4 o @B S L €&
Mew File Mew Copy  Move File  Upload Download  Delete Eename Edit Code HTML  Change View Extract Compress
Folder Editor  Editer Parmizsions
¥ [/public_htmi & Home [ Up One Level @3 Back C2 Forward "3 Reload [#] Select all [I Unselect all
ad Name Size Type|
= Collapse all
. ’ O = 4 KA ity
B 4% (/homeswilliame)
=¥ D: languages 4 KB httpcl
access-logs
o O oraries 4KB Pt
ate O mai 4HB htpel
%03 g mail O modes 41 Fitpel
H-[d php

The long way — decompress the zip file locally and
upload files

If you cannot decompress the zip file on the server, you must decompress the file on
your PC and then upload the extracted files to the server. If you're using a hosting
service, you will probably:

1. Download the Moodle package (ZIP file) to your local hard drive.
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2. Decompress or unzip, the package. This will create many folders and files on
your hard drive, as shown in the following figure:
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3.

Upload the files to your web server. You'll need to use an FTP program to
upload the files. Some of the most popular ones are FileZilla and WinSCP.
Select all the folders and copy them to your server. Uploading these many
small files will be much slower than uploading a single large .zip or .tgz
archive as you can make out from the following screenshot. So, be prepared
to wait for the upload to finish:
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Whether you're using Windows, Mac, or a Linux personal computer, the ability
to unzip . zip files is built into your system Also, you'll need an FTP client. Try
http://www.nonags .com for freeware FTP clients.

If your school or company has given you space on their web server, you might have
access to the directory just as if it were another folder on your PC. In that case, you
can download the . tgz file, put it into your directory on the web server, and then
decompress it. Tell the system administrator who gave you access what you want to
do, and ask how to decompress a file in your directory.

You can decompress the file using the following steps:

1. Gotohttp://moodle.org and download the version of Moodle that
you want to install. You will download a compressed file, in either . zip
or .tgz format.

Upload the compressed file to your hosting service.

Using the control panel that your host gives you, select the compressed file. If
it automatically decompresses, you're in luck. Go ahead and decompress it in
place or decompress the file on your local PC, and upload the resulting files
to your hosting service.

Installation step 4 — the Moodle data
directory

When you run the Moodle install script, the installer asks you to specify a directory
in which to store the course material. This is the Moodle data directory. It holds
material that is uploaded to the courses. You will need to have this directory created
before you run the install script. That is what you will do in this step.

For security, the Moodle data directory should be outside the main Moodle directory.
For example, suppose you are creating a learning site called www.williamrice.com/
learn. You will install Moodle into /learn, and create the Moodle data directory
somewhere outside of /learn.

[37]



Installing Moodle

Preferably, you will put the data directory somewhere that is not accessible over the
Web. For example, on my hosting service, anything put into the directory /public_
html is served over the Web. Anything outside of that directory cannot be seen over
the Web as shown in the following screenshot:
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You should check with your hosting service's technical support to see if you can
create a directory that is not accessible to the Web.

M On your server, create a directory to hold the Moodle data.
Q This can be a directory outside of the Moodle directory or
a subdirectory.

Installation step 5 — creating the Moodle
database and user

While the Moodle data directory stores files uploaded by students and some larger
files, the Moodle database stores most of the information in your Moodle site. By
default, the installer uses the database name moodle and the username moodleuser.
Using these default settings gives any hacker a head start on breaking your site.
When creating your database, change these to something less common. At least make
the hackers guess the name of your database and the database username.
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You should also choose a strong password for the Moodle database user. The
following are some recommendations for strong passwords:

* Include at least one number, one symbol, one uppercase letter, and one
lowercase letter

* Make the password at least 12 characters long

* Avoid repetition, dictionary words, letter or number sequences, and

anything based on biographical information about yourself

You will need to create the Moodle database and the database user before you run
Moodle's installation routine. Otherwise, the installation process will stop until you
create the required database.

Creating the database

Moodle can use several types of databases. The recommended type is MySQL. There
are many ways to create a database. If you are using a shared hosting service, you
might have access to phpMyAdmin. You can use this to create the Moodle database
and database user.

Following is a screenshot of creating the database using phpMyAdmin:

Nlpll’j;}z‘rdfﬂjf-] i Server: mysql.moodlert.williamriceinc.com
o m 00 _(giDatabases 2SQL #¥Status ) Variables [f[[Charsets W@Engines &sProcesses

_ @Export Jalmport L2 Synchronize

information_schema (59)

moodler1_moodle Actions MySQL
lease select a database & Log out @ & server:
mysgl.meedler!. williamriceine.con
MySQL mysgl.moodleri.willlamriceinc.com via TCP/IP

@ Server version: 5.6.14-log
» Protocol version: 10
» User:

i~ Create new database: @
@No Privileges

MySQL connection collation: moodler1_mocdle@ptah.dreamho
utf8_unicode ¢ ML [ MysaL charset: UTF-8 Unicede
(utf8)
Interface

e Web server

& Language @: English M

@ Theme / Style: | Origi > Apache

eme / Style: | Qriginal v » MySQL client version: mysqgind
» Custom color: /7 Reset 5.0.11-dev - 20120503 - $ld:

¥ Fontsize: [82% v fSS?SEandSSBS?m406a8022a4l:l8

¥ PHF extension: mysgl

phpMyAdmin

» Version information: 3.3.10.4
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If your hosting service uses the cPanel control panel, you might use cPanel to
create a database:

@Pa nel VPS Optfmized 2

MySQL® Database Wizard
B Video Tutorial

MpSQL Databases allow pou fo store lots of information in an easy fo aocess manner. The databases themselves are not
easily read by humans, MySQL databases are required by many web applications including some bullstin boards, content
management systems, and others, To use g database, pou'll need to create i, Only MySQL Users (different than mail or

other users) that have privileges to access 3 database can read from or write to that database,

Step 1: Create A Database

Mew Database: williamr_moodle2l|

Mext Step[

Home ™ Trademarks ® Help ® Documentation ® Contact ™  Logout

This process will create a blank database. Moodle will add the necessary database
tables during the installation routine. So unless the installation routine fails, you
don't need to do anything more to the database.

Creating the database user

Whatever username you use, that user will need the following privileges for the
Moodle database: SELECT, INSERT, UPDATE, DELETE, CREATE, INDEX, and ALTER. In
the following screenshot, I've created the database user and am specifying the user's
privileges with phpMyAdmin:
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Or, if your hosting service uses cPanel, you might use that to create the database
user, as seen in the following screenshot:

MySQL® Database Wizard

Added the database williamr_moodlezo.

Step 2: Create Database Users:
Username: moodle? @
Note: seven characters max

Fassword: esssssss @

Password (Again): esssssss| ]

Strength {why?): Strong (707100} Password Generator

Create User [

[ GoBack 1| [ Go Back to the Main MySQL Page ]

Horme ® Trademarks ® Help ® Documentation ® Contact ® Logout
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Later, during the installation routine, you will enter the name of the database, the
database user, and the database user's password. If you're not creating this yourself,
you will need to get them from your system administrator or whoever creates them.

At this point, you should create the Moodle database and the database user with the
following steps:

1.

Create the Moodle database. Moodle works best with a MySQL database, but
you have a variety of choices.

Create a database user with the privileges listed earlier. Take note of the
user's password.

Take note of the following information:

°  The name of the server that holds your database. If the database
and Moodle are on the same server, this will probably be localhost.
If you're not sure, ask your system administrator for the path
that your Moodle software would use to access the database
server

°  The name of the database:

°  The name of the database user:

°  The database user's password:

Installation step 6 — the installer script

At this point, you have:

1.

2.
3.
4

Uploaded the Moodle software to your web server.
Created a data directory outside of the directory that Moodle is served from.
Created a database for Moodle to use.

Created a user for the Moodle database.

You are now ready to run the installation routine. Moodle's installer script walks you
step by step through setting some of the configurations, and through the creation of
Moodle's database tables. But first, some background information.
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Configuration settings and config.php

Configuration variables are settings that tell Moodle where the database is located,
what the database is called, the database user and password, the web address of the
Moodle system, and other necessary information. All of these configuration settings
must be correct for Moodle to run. They are stored in a file called config.php in
Moodle's home directory.

Stepping through the install routine creates config. php, among other things. The
following is an example of a sample config. php file:

<?php /// Moodle Configuration File
unset (SCFG) ;

SCFG->dbtype
SCFG->dblibrary = 'native';

'mysqgli';

$SCFG->dbhost = 'localhost';
SCFG->dbname = 'info-overload';
SCFG->dbuser = 'info-overload';
SCFG->dbpass = 'badpassword';
SCFG->dbpersist = false;
SCFG->prefix = 'mdl_';

SCFG->dboptions = (
'dbpersist' => 0,
'dbport' => '',
'dbsocket!' => '"',
)

'http://williamrice/learn’';
' /home/williamrice/www/learn’;

SCFG->wwwroot
SCFG->dirroot
$SCFG->dataroot
SCFG->admin = 'admin';

' /home/williamrice/www/info-overload-data';

$CFG->directorypermissions = 00777; // try 02777 on a server
in Safe Mode

This site uses a MySQL database. On most servers, the hostname will be localhost.

In Installation step 5 - creating the Moodle database and user, we covered creating the
Moodle database, we also created a database user, with the proper privileges. Note
that the configuration file stores the password for the Moodle database, which in this
example is badpassword

[43]




Installing Moodle

Database tables

Database tables are sections of your database. Each table in your database stores
information that has a different purpose. For example, the table user stores the
names, passwords, and some other information about each Moodle user. The table
wiki pages stores the name, content, date modified, and other information about
each wiki page in your system. A standard Moodle installation creates over 200 tables
in the database.

By default, the prefix md1_ is added to the beginning of each table that Moodle

adds to your database. You could use the same database for Moodle and something
else, or for two Moodle installations, if each program used its own tables with its
own prefix. The different prefixes would prevent the two programs from becoming
confused and reading each other's tables. If you're running more than one copy of
Moodle, you might consider using the same database and different tables. You could
back up the data for both copies by backing up the one database.

Now, in the subsections below, I will walk you through the Moodle installation routine.

Step 6a — run install.php

In the Moodle directory, a script called install.php creates the Moodle
configuration file when the script is run. You run the script by just launching your
browser and pointing it to wherever you've placed the Moodle software. The script
creates config.php.

In the following screenshot, I've pointed my browser to the home page of my Moodle
installation. Moodle begins the install routine by asking you to select the language
for the installation. This is the language that the installer script will use.

It is not the language that your site will use. You can specify that later:
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Eile Edit View History Bookmarks Tools Help
T Installation - Moodle 2.7.2... %

€ | @ www.moodlewilliamrice.com/install.ohp c ' Google P 1} B & A =~ =
~

Installation

Language

Choose a language
Please choose a language for the installation. This language will also be used as the default language for the site,

though it may be changed later.

Language English (en) v

.

fhoodle .

After selecting the language that you want to use during the installation, click the
Next button.

Step 6b — specify the web address and
directories

Next, the installation routine asks for the web address of your Moodle system
and the names of the directories for the software and the data, as seen in the
following screenshot:

Web address http://www.moodle.williamrice.com
Moodle directory /home/moodlemaster/moodle.williamrice.com

Data directory /home/moodlemaster/moodledata
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The Web address is the URL that browsers use to access Moodle. The Moodle
directory is filled in for you. This is the directory on your server, to which you
uploaded the software. The Data directory is what you created in Installation
step 4 — the Moodle data directory.

Fill in these values, and continue to the next step.

Step 6¢ - specify database settings

In this step, you specify the database that Moodle uses:

Database host crandle tigerbarb.dreamhost.com
Database name williamrice_moodle_00
Database user moodledemo00
Database password no way am | typing the actual password here!
Tables prefix mdl_
Database port

Unix socket

« Previous

The Database host is the address of the computer that serves the database. On most
servers, the hostname will be localhost. Think of it this way: Moodle and its database
are on the same server, so they are local to one another. So, from Moodle's point of
view, the database server is a local host.

If the database existed on another server, you would enter the IP address or web
address of that server. In the preceding example, Moodle and the database are on
different servers. Since Moodle needs to reach out over the Web to another machine,
the entire address of the server is entered in the field.

Fill in the Database name, Database user, and the Database password that you
created in Installation step 5 - creating the Moodle database and database user.
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The Tables prefix will be added to the beginning of the name of every table that
Moodle creates. If you use the same database for Moodle and something else, you
can easily spot the tables used by Moodle from their prefix (nd1_user, mdl_courses,
and so on.). Also, if you upgrade Moodle, you can use the same database for the old
and the new versions by using different prefixes for their tables (for example, md120_
user versus mdl21_user).

Step 6d - copyright

In this step, you just need to click the Continue button to advance to the next step:

Installation

T Installation - Moodle 2.0...

Moodle - Modular Qbject-Oriented Dynamic Learning Environment

Copyright notice

Copyright (C) 1999 onwards Martin Dougiamas (http:/moodle.corm)

This program is free software: you can redistribute it and/or modify
it under the terms of the GNU General Public License as published by

the Free Software Foundation, either version 3 of the License, or
(at your option) any later version.
This prograrm is distributed in the hope that it will be useful,

but WITHOUT ANY WARRANTY, without even the implied warranty of
MERCHANTABILITY or FITNESS FOR A PARTICULAR PURPOSE

See the Moodle License information page for full details:
http:#docs. moodle.org/enilicense

Have you read these conditions and understood them?

Continue Cancel
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Step 6e - check server

Moodle is written in a programming language called PHP. PHP is the most popular
programming language for Web applications. It is already installed on your web
server. Some of PHP's capabilities are turned off and on, using the settings that you
or your system administrator control. Moodle's installation routine will check some
of these settings to ensure that they are compatible with Moodle.

o7

Server checks

Name Information Report Plugin Status

php_setting opcache.enable PHP setting should be changed.

unicode must be installed and enabled m

database mysql (5.5.37-0+wheezy1-log) version 5.5.31 is required and you are running m
5.5.37.0.1

php version 5.4.4 is required and you are running m
5441479

pcreunicode should be installed and enabled for best results m

php_extension iconv must be installed and enabled m

php_extension mbstring should be installed and enabled for best results m

php_extension curl must be installed and enabled m

php_extension openssl should be installed and enabled for best results m

php_extension tokenizer should be installed and enabled for best results m

In the preceding screenshot, you can see that I have received a warning message. I
need a certain PHP extension to be enabled. My next task is to ask my web hosting
service if this is installed and enabled, and if not, will they do it.

One common problem with the server is when the memory that PHP is allowed to

use is set too low. This is a common cause of the installation hanging, or stalling. If

you get this message, you might want to cancel the installation and fix the situation
right away.

The PHP installed on your server uses a file called php. ini to store its settings.
The memory limit that caused the warning is set in php. ini. If you have your own
server, you can edit php . ini and increase this limit. On my server, I changed this
limit to 128 MB by editing the following line in php. ini:

memory limit = 128M
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If you're using someone else's server, you need to contact support and find out how
to increase the limit. Sometimes, this will be to put a file in your Moodle directory
called .htaccess, and include in that file the following line:

php valuememory limit = 128M

For more information, start by searching http://moodle.org for the terms
php memory limit. Usually, 256 MB works fine for a small site, and 1 GB for
10-20 simultaneous users. Start with that setting and increase it if needed.

Whether you're using your own or someone else's server, I recommend that you fix
the situation before continuing the installation.

Step 6f - database tables created by
install.php

Next, install.php creates the tables in your Moodle database. You don't need to do
anything during this part of the installation except click to see the next screen. The
installation script tells you when this is complete:

Success A

quiz_statistics

Success

workshopform_accumulative

Success

workshopform_comments

Success

workshopform_numerrors

Success

workshopform_rubric

Success

workshopeval_best

Success
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When you click the Continue button, you will be taken to a page where you enter
the details for your site's administrative user.

o Launch your browser and point it to the home page of your Moodle
~ installation (where you uploaded the software). Step through the
Q installation using the preceding subsections as a guide. If you have all
the information ready to enter, it will probably take less than 10 minutes.

Installation step 7 — create the
administrative user

The admin user has the ultimate power on your Moodle site. This user can do
anything on the site, including creating other users. When you enter the details for
this user, keep them in a safe place! The fields in red in the following screenshot are
required. All others are optional:

”~
“ou are logged in as Admin User (Logout)

Installation
On this page you should configure your main administrator account which
will have complete control over the site. Make sure you give it a secure
username and password as well as a valid email address. You can create
mare admin accounts later on.

General

Usermame™ |admin

Choosge an Manual accounts
authentication
method (3)

The password must have at least § characters, at least 1 digit(s), at least 1 lower case letter(s), at least 1 upper
case letter(s), at least 1 non-alphanumeric character(s)

Mew password™ (3]  eeesesee CuUnmask

Faorce password
change (3@
First name™ | Admin

Surame™ Uger

Email address™ | moodle@williamrice.cam

[50]



Chapter 2

Oh no! I forgot the password to my Admin user!

M Don't panic! There are ways to deal with the loss of your admin user's
password. You can still get it back, if you can get to the Moodle database.
Q The frequently asked questions page on the Moodle website will tell
you more: https://docs.moodle.org/28/en/Administration
FAQ#I have forgotten the admin password

After filling in the required details for the admin user, scroll down and save your
work. The install routine will advance to the next step.

Installation step 8 — front page settings

The full site name that you enter here will be displayed on the front page. The short
name will be displayed in the navigation menu. The front page description will be
displayed on the front page of your site. You can easily change all of these later. If
getting them perfect slows you down, just enter the best information that you have
and continue:

Front page settings

@l site name The Moodle Teachers' School
Short name for site (eg Moodlers

single word)

Front page summary Paragraph

Path: p
This summary can be displayed on the front page using the course/site summary block or by including a topic section on the

front page.

At the bottom of the page that you see in the preceding screenshot, you can choose
whether to allow e-mail-based self-registration. It is turned off by default. Unless you
have a good reason for allowing people to register themselves, you should leave this
turned off.

After you save the page, the install routine advances to the next step.
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Installation step 9 — success

Moodle displays the front page of your new site, as seen in the following screenshot.
You're ready to start developing courses:

WRice Demo Admin User

William Rice's Moodle Demo

Available courses

Home < May 2015 >
My home Add a new course Sun Mon Tue Wed Thu Fri Sat
b Site pages 1z
My profile 4 5 B T 8
P Courses 11 12 13 14 15
18 19 20 21 22
25 26 27 28 29

" Front page settings
#" Tum editing on
& Edit settings
Users
Filters
Reports

Summary

From here, you can continue with any or all of the following:

* Create user accounts

* Configure your site

* Add content to your site's front page

* Create courses
You can do these in any order, but I usually use the order presented here. And don't
be intimidated into thinking that you must get all of these correct or right the first

time. They can be changed and edited at any time. So, start with whatever you're
most comfortable with, develop some momentum, and build your learning site.

In the next chapter, we'll cover how to configure your site to create the kind of
environment and experience that you want.
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Many settings that are made after the installation process affect the student and
teacher experience in Moodle, when they use the site. The focus of this chapter is on
helping you create the user experience that you want, by choosing the right settings.

Many of the choices in settings that you make will be easy to decide. For example,
will you allow your users to select their own time zone? Other choices are not so
obvious. You could spend a lot of time trying different settings to see how they affect
the user experience. These are the settings that we will focus on in this chapter. The
goal is to save you time by showing you the effects that key settings will have on
your site.

M If your system administrator or webmaster has installed
Moodle for you, you might be tempted to just accept the
default configuration and skip this chapter. Don't!

Even if you did not install Moodle, we encourage you to read the configuration
sections in this chapter. If you want, work with your system administrator to select the
settings that you want. Your administrator can create a site administrator account that
you can use for configuring Moodle, or, make these configuration settings for you.

Preparing to experiment

While this chapter describes the effects of different configuration choices, there is
no substitute for experiencing them yourself. Don't be afraid to experiment with
different settings. You can try the following method:

1. While installing Moodle, you created an account for the site administrator.
Now, create test accounts for at least one teacher and three students.

2. Install three different browsers in your computer. For example, Firefox,
Opera, and Internet Explorer.
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3.

In the first browser, log in as an administrator. Use this account to
experiment with the settings that you read about here.

In the second browser, go to your site as a teacher. Each time you change a
configuration setting, refresh the teacher's browser and observe the change to
see how the teacher works.

In the third browser, go to your site as a student. Each time you change
a configuration setting, refresh the student's browser and observe how it
changes the student's experience.

Instructions for each of these tasks are discussed in detail in the following sections.

Creating test accounts

These instructions begin where the installation ended: with you at the home page of
your new site, logged in as the administrative user.

To create test accounts for your site, do the following;:

1.

Before you go into Moodle, launch your note pad or a blank e-mail. You'll
use this to take notes.

If you're not logged-in as the administrative user, log in now. Use the Login
link in the upper-right corner of the page.

You should be looking at the home page of your new Moodle site now.

From the Administration menu on the left side of the page, click Site
administration. This expands the Site administration menu.

Click Users, then Accounts.
Click Add a new user. Moodle displays the Add a new user page.

The following table gives information to help you decide how to fill out each
field on this page. Some fields are required. Moodle indicates those fields
with a red asterisk.
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Field Notes

Username For the username, you might find it easiest to use the role that you are
testing. So create usernames like teacherl, teacher2, studenti,...
student4, and so on.

Choose an For your test accounts, this should be set to Manual accounts.

authentication

method

New password

Use your institution's password policy. To ensure that you type the
password correctly, click the Unmask check box. That enables you to
see the password as you type it.

Force password
change

For your test accounts, leave this blank.

First name and
Surname

By default, when Moodle lists users, it sorts them by name. Often, it

is convenient to have your test accounts appear next to each other in
the list of users. Also, if they are at the top of the list, you don't need to
scroll or search to find them. For your test users, consider using a last
name like AATest, which will put them at the top of the list with just
one click.

Email address

The e-mail address of every user in Moodle must be unique. So if
you are creating six test accounts, you will need six different e-mail
addresses.

Email display

Do you want other users on your site to see the e-mail address for this
test account? For a test account, set this to Hide my e-mail address
from everyone, unless you have a good reason for your students to
know the e-mail address of your test accounts. Also, you don't want a
real student to get confused and e-mail a test teacher account, instead of
their real teacher.

Email activated

You want your test account to receive e-mails while you are developing
courses, so set this to This email address is enabled.

Email format

To test how your site sends e-mails, you can set your odd numbered
users to pretty HTML format and your even numbered users to plain
text format.

Email digest
type

When a user is subscribed to a forum, Moodle usually sends that user
e-mails about new forum postings. This setting determines how often
those e-mails are sent, and what they contain. For testing, leave this to
No digest. That way, you'll know within a few minutes if a forum is
sending out messages like it should. If your test user starts getting a lot
of messages from a forum, you might want to set this to a daily e-mail.
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Field

Notes

Forum auto-
subscribe and
Forum tracking

For testing, you can leave these settings to Yes. If your test user starts
getting a lot of messages from a lot of forums, you might want to set
one or both of them to No, and then unsubscribe the test user from
those forums.

When editing To test the behavior of Moodle's HTML editor, you can leave this to Use
text HTML editor.

AJAX and You should find out from your IT department if the users in your
Javascript organization have these enabled in their browsers.

Screen reader

For some functions, Moodle offers an interface that is more accessible
for sight-impaired users. If you are testing your site for a visually
impaired user, set this to Yes for one of your test accounts.

City/town and These fields are required. If you use names that sound real for your

Select a country | test accounts, consider giving your test accounts a fictional city, like
Testville. It might make it easier to find the test accounts later.

Timezone This determines what time is displayed to the user.

Preferred This determines what language Moodle uses for its interface. There

language is a site-wide setting that allows and forbids users to select their own
language. If you plan to allow users to select their own language, their
selection will overwrite what you choose here.

Description Most sites allow users to enter their own description in their user

profile. You can enter a starting description here.

8. The remaining user fields are self-explanatory. Usually, they are filled out by

the user.

9. Inyour notes, take note of the user's username, password, and e-mail
address. You'll need these later.

10.

At the bottom of the page, click the Update profile button. This saves
the profile.
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11. Repeat this for each of your test users. When you finish, you will see them
listed under Administration | Site administration | Users | Accounts |
Browse list of users.

B, st =V forLorer x
(—

cC N localhost

Demo 3 are jogged William Rice (Admin} (Log out
ome Site administration Users Accounts Browse hst of users Blocks editing on
7 Users
7 - New filter
R

b User full name
containg v
Add fiter
Bookmark this page 1}
Add a new user
My profile settings
First name / Surname Email address Citytown  Country Lastaccess  Edit
¥ Site administration
United States Never X @ &
Never X @ 8
United States Never X = 0
* Users
United S New o
* Accounts ul =l r
& Browse list of users United Stales  Hever X @ &
bl ser aclions willlamrice com New York Uniteq States Neéver X @ O
am Rice (Admir @williamnce com New York  United States 3 secs
Add a new user -

Installing several browsers

You cannot log in to Moodle with two different usernames, from the same browser,
at the same time. For example, if you want to log in as both teacher1 and student1,
you can't do that from the same browser. You need two separate browsers or
browser sessions.
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Consider installing several browsers on your computer, to enable you to log in as
several different users at once. For example, you could install the following:

* Firefox: use this as the site administrator

* Opera: use this as a teacher

* Chrome: use this as a student
And, don't forget Safari and Internet Explorer.

Telling you how to install these browsers is beyond the scope of this book.

The following table lists the websites where you can get these browsers. If your
organization has your computers secured so that you cannot install your own
software, you will need their help to install more browsers.

Browser Source Suitable Operating
System
Firefox http://www.mozilla.com Windows
Macintosh
Linux
Opera http://www.opera.com/ Windows
Macintosh
Linux
Chrome http://www.google.com/chrome Windows
Macintosh
Linux
Safari http://www.apple.com/safari/ Windows
Macintosh
Internet Explorer | http://www.microsoft.com/ Windows
windows/internet-explorer/

Exploring the site administration menu

After installing Moodle, I like to set some basic configuration options. Some of these
settings determine how the site functions, such as how users are authenticated, what
statistics the site keeps, and which modules are turned off and on. Other settings just
affect the user experience, such as which languages are available, the color scheme,
and what is displayed on the front page. All these settings are available through the
Site Administration menu.
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To access the Site Administration menu, you must be logged-in as an administrative
user. Under the Administration menu, click Site Administration to expand the menu:

¥ My profile settings

¥ Site administration
& Notifications
&} Registration

#F Advanced features

P Users

P Courses

b Grades

} Badges

P Location

P Language

P Plugins

P Security

P Appearance

P Front page

¥ Server

Reports

Development

& Assignment upgrade helper

Search

In this chapter on configuring your site, we'll cover some of the settings under the
Site Administration menu. Others will be covered as we build our courses, teach,
calculate grades, and update our site.

a1

Q

The important idea here is this: Unlike many other applications,
in Moodle, the Site Administration menu isn't something that
you set and forget. You return to the configuration settings as
your site develops.

Now let's go through the settings you use to configure your site for the kind of user
experience that you want to create.
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Configuring authentication methods

Authentication is what happens when a user is logging in to your site. When a user is
created, an authentication method must be chosen for that user. This can be changed
for the user, later.

Moodle offers a variety of ways to authenticate users. You'll find them under
Administration | Site Administration | Plugins | Authentication | Manage
Authentication. Each of the options is briefly explained by clicking on Settings
for that option:

[, cssse x T [y Lorem x Misces x ¥ G row T x ¥ [} 1Hate x X i Demo. x \[~]inbex( % ¥ [t} Demo = ¥ [T} Liteha: x

« [ | localhost

Manage authentication

Available authentication plugins

Name Users Enable Up/Down Setti Test a u

The following subsection will fill in some key information to make it easier for you to
work with these authentication methods.

Manual accounts and no login methods

In the preceding screenshot showing the authentication methods, notice that two
methods cannot be disabled: Manual accounts and No login. These methods are
always available to the site administrator.
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Manual accounts enables the administrator to create user accounts. You used this
method to create your test users.

Even if you are authenticating against an external database, you can still use this
method to create users. For example, suppose your company or school uses Moodle,
and authenticates against your organization's IMAP e-mail server. Since everyone at
your organization has an e-mail account, this ensures that your colleagues, and only
your colleagues, have accounts in Moodle.

However, what if you have a guest or a consultant teaching one of your courses? If
your organization doesn't want to give that person an official e-mail address at your
organization, then the guest teacher won't have an entry in the IMAP server. In that
case, you can manually create the guest's account in Moodle. Their account will exist
only in Moodle, and will not be checked against the IMAP (or other) server.

No login enables the administrator to suspend a user's account.

Suspending a user takes away that person's ability to log in, but
=" keeps all the work that person did in the system, such as their blog

and grades. Deleting a user removes the account and the user's data.

Manually creating a new user

If you created test accounts at the beginning of this chapter, you manually created
user accounts. Follow the instructions under the Creating test accounts section.

To suspend a user's account
The end result of this procedure is that the user's authentication method is changed
to "no login."

1. From the Administration menu on the left side of the page, click Site
administration | Users | Accounts | Browse list of users. The Users
page is displayed. On this page, you will search for the user.

In the New filter area, enter all or part of the user's name.

Click the Add filter button. The user appears in the list at the bottom of
the page.
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4. Next to the user's name, click the Suspend user account icon. If you are
unsure which icon that is, hover over the icons until you see the name
displayed as seen in the following screenshot:

117 Users

New filter

User full name

Active filters

Add a new user

First name [ Surname Email address Citytawn Lastaccess Eait

fent1 @wiliamrice com New York

Enabling e-mail-based self-registration

This method enables people to register themselves for your site. When someone
fills out the new user form at your site, Moodle sends them an e-mail to confirm
their account.

You must turn on e-mail-based self-registration in two places.
To enable email-based self-registration follow the given steps:

1. Under Administration | Site Administration | Plugins |
Authentication | Manage Authentication, click to open the
eye for Email-based self-registration.

Available authentication plugins
Name Enable Up/Down Settings
Manual accounts Settings
Mo lagin Settings
Email-based self-registration Settings
g E, g
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2. On the same page, further down, for the Self registration drop-down list
select Email-based self-registration.

3. If you want to increase the security of your site, under the Settings for Email-
based self-registration, enable the reCAPTCHA function.

At the bottom of the page, click the Save Changes button.
Return to the Manage Authentication page.

If you want to limit self-enrollment to only people at your company or
school, consider using the Allowed email domains function, further down
on this page. This will restrict self enrollment to people who have an e-mail
address from your company or school.

Authenticating against an external source

Moodle can look to a different database, or another server, to determine if a user
can log in. This is called authenticating against an external source. In the following
screenshot , the authentication method for an LDAP server is being enabled:

Available authentication plugins

Name Users Enable Up/Down Settings
Manual accounts 8 Setftings
No login 0 Settings
Email-based self-registration 0 . : Settings
LDAP server 0 3 . Settings

Y

External databases and external servers have some things in common. We'll look at
these common features and how to use them for authenticating your users.
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Connecting to an external database or server

When you choose to authenticate against an external database, you must tell Moodle
how to connect to that database. To get to these settings, click the Settings link for
the source.

External database

This method uses an external dalabase table o check whether a given username and password is valid. If the account 1S a new one, then informalion from other leids may

Sybase style singie quote escaping - needed for Oracie, MS SOL and some other databases. Do not use for MySQL!

Name of the database itself. Leave emply if using an ODBC DSN
DB user | mandisclients Username with read access (o ihe dalabase
Password Password matching the above usemame

Unmaszk

The exact settings that you need to connect are a little different for each type

of database. The best way to obtain the information that you need is to ask the
administrator of the database that you want to authenticate against. You could take
a screenshot of the Settings page for the authentication method, and send it to the
database administrator.

What happens when users are deleted from the external
database?

When you authenticate with an external source, by default, each time that a

person logs in, Moodle looks to the external source for that person's username and
password. If the username is removed from the external source, Moodle can do one
of the following actions:

* Keep the user active in Moodle: This means that although the person was
removed from the external source, they can still log in because their profile
and login information is still in the Moodle database

* Suspend the user in Moodle: The person's records will still be in Moodle,
but they cannot log in

* Delete the user from Moodle: The person's records will be completely
deleted from Moodle
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This is controlled by the Removed ext user setting:

Removed :leep intemal P
ext user

Suspend internal

Full delete internal

M This is an important decision, because you are deciding how
Moodle will handle people who have left your organization.
Suspend internal is the safest option.

For example, suppose you are authenticating Moodle users with your company's
human resources database. When a person leaves your organization, that person is
removed from the e-mail server. Do you still want that person to be able to log in

to Moodle? Do you want to suspend their account, but keep a record of everything
they did in Moodle? Or, do you want to completely delete that person's records from
Moodle? You should work with your system administrator to make this decision and
select the right option for your organization.

What happens when usernames are changed in the
external database?

After Moodle checks an external source and determines that a user has access,
Moodle creates an account for that user in the Moodle database. Although Moodle
looks to the external source for the username and password, records for the user's
activity are kept in Moodle. The user's grades, blog entries, history and so on, are
all kept in Moodle, under that person's username.

If the username changes in the external source, there will be no connection between
the old username in Moodle and the new username in the external source. For
example, if you changed a person's username in your external database from
jsmithl to jsmith2, Moodle would not know that the jsmith2 in your external
database is the old jsmith1. When the user logs into Moodle for the first time with
their new username, jsmith2, Moodle will create a new account for that username.
The account for jsmithi1 will still be in Moodle, but it will not be used.

o When changing a person's username in your external source,
~ if you want to keep their records in Moodle synchronized
Q with their new username, you should also change their
username in Moodle.
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To change a username in Moodle:

1. From the Administration menu on the left side of the page, click Site
administration | Users | Accounts | Browse list of users. The Users
page is displayed. You will search for the user on this page.

In the New filter area, enter all or part of the user's name.
Click the Add filter button. The user appears in the list at the bottom of
the page.

4. Next to the user's name, click the Edit link. This displays the Edit profile
page for that user.
In the Username field, enter a new username for the person.

At the bottom of the page, click the Update profile button. This saves
the change.

If the user wants to change his or her password, it usually must be done in the
external source, and not in Moodle.

When you authenticate users with an external database server, you can allow them
to change their passwords through Moodle. You can also make Moodle use the
external database server's password expiration feature, forcing users to change their
passwords periodically. These are two features that you get when authenticating
against LDAP, but not when authenticating against an external database. Each type
of authentication method offers unique advantages and disadvantages.

Granting access to courses with enroliment
choices

Enrollment is different from authentication. In authentication, you grant a user
access to your site. In enrollment, you grant a user access to a course. That is,
authentication answers the question, Are you a member of this site? Enrollment
answers the question, Are you enrolled in this course?
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You have several options for managing student enrollment. They are found under
Settings | Site Administration | Plugins | Enrolments | Manage Enrol Plugins.

Manage enrol plugins

Available course enrolment plugins

Hame Instances / enrciments
Manual enrolments G0
Guest access 6/0
Seif enroiment 60
Cohort synt 0/0
Category enroiments 0/0
Filat file (CSV) 0/0
PayPal n/o
Course meta fink o/n

Version

14051

140

14051

140

140:

140:

14051

200

<1200

200

21200

51200

51200

51200

200

Enable

UpiDown

+

Settings

Test settings Uninstall

Notice the column labels across the top of the list in the preceding screenshot. Let's
discuss the meaning of each label, and then discuss each enrollment method.

Name

This is the name of the enrollment method.
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Instances/enrolments

The number of Instances tells you how many courses have this enrollment method
added to them. However, just because a course has an enrollment method added to
the course, doesn't mean that course is using the enrollment method. For example,
the Scientific Method course has three enrollment methods added to it:

Home & Courses » Scientific Method 1 e Users » Enralment methods

Navigation -1
Enrolment methods

Home
by home
b Site pages Name Users Up/Down Edit
: My profile Manual enrolments il + & p
Courges £
¥ Scientific Method 1
} Participants 0 + 4 ® e
P Reports
¥ General o * X &
g News forum
Add method Choose... ~
Settings -1

¥ Course administration
& Turn editing on
[Z] Edit settings
¥ lsaers
_ﬂEnruIIed USErs

* Enrolment
methods

Notice in the preceding screenshot that while Guest access and Self enrolment are
added to this course, they are not available. That is, they are not enabled. The teacher
or administrator would need to enable those enrollment methods for this course.

M Note that self-enrollment is not the same as self-registration.
Q Self-registration enables a person to join your site. Self-enrollment
enables a person who is a member of the site, to enroll in a course.

In this example, while we configured our site, we turned off guest access and

self-registration for the site. However, those methods had already been added
to this course. That is why those methods still appear in this course. They can
be turned on for just this course, but cannot be added to any new courses.
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The specific overrides the general
K In Moodle, as in most systems, settings for a specific area override
Ny settings for a more general area. Many default settings that apply to
Q your whole site can be overridden by settings in a specific course.
And many settings that apply to a whole course can be overridden
by settings in a specific activity.

Enable

This setting determines if the enrollment method is available to your courses. To
make a method available, click the eye to open it. To make it unavailable, click the
eye to close it.

Up/down

Use the up and down arrows to put the enrollment methods in the order that you
want Moodle to use them. The first enrollment method that contains the username
that is trying to log in will determine if the user is authorized.

Settings
Many enrollment methods have a separate page for settings where you configure
that method.

If you enable an enrollment method, you should at least look at the Settings page for
that method and determine if you need to change any of them.

Manual enrollments

Manual enrollment is the default form of enrollment. When this is selected, a teacher
or administrator can enroll the student.

To manually enroll a student in a course:
1. Enter the course as a teacher or administrator.

2. From within the course, select Administration | Users | Enrolled users.
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3. In the upper-right corner of the page, click the Enrol users button. The Enrol
users window is displayed:

Enrol users

Assign roles

Student v

¢ Enrolment options

7 users found

3 :i William Rice (Admin) Enrol
moodle@williamrice.com
—~. "
- Student! User Enrol

student1@williamrice.com

>

. & Student2 User Enrol

student2@williamrice.com

5

. Student3 User Eniol

student3@williamrice.com

L3

»

’ Studentd User Encol

student4@williamrice.com

- -

. §%  TeacheriUser Enrol
'@ teacher1@williamrice.com

_ _.7D Teacher2User —

K 4
.

teacher2@williamrice.com

Search

Finish enrolling users

4. To find a user, enter any part of the user's name into the Search field and
then press Enter or Return on your keyboard.

5. To enroll a user, click the Enrol button next to the user's name. The display of
that user's name will change to indicate that (s)he is enrolled.

6. When you finish enrolling users, click the Finish enrolling users box for this
window. You will return to the Enrolled users page, and see the user added
to the list of enrolled users.
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Remember: Teachers can enroll users into a course, but they can't create new users.

Unless you override Moodle's default settings, teachers cannot create new users.
They can only enrol existing users. By default, only a site administrator can manually
create new users. In the following screenshot, the site administrator is logged-in with
the browser on the left. Notice that Site administration | users | Accounts | Add a
new user is available for the administrator. A teacher is-logged in with the browser
on the right. Notice that the Site administration menu is not available to the teacher.

T william Rice's Moodle D... | + -

William Rice's Moodle Demo Site

“fou are logged in as Admin User(Logoutf)

Navigation =10 Available Courses
Home
My horme Introduction to the

v Site pages Scientific Method

Participants

Blogs
Notes Tilliam Rice's M.
Tags = =
b Reports hal = o M ™htp:/ocalhost/moo ) 28~ G
Py profile
? Gawees William Rice's Moodle Demo Site
Se“i“gs _m— “fou are logged in as Teacher! AATest (Logout)
P Front page settings o -
P my profile settings Navigation =1 My courses
* o il i Horme
Slte al.flm|n|.strat|on My home Introduction to the
N0t|ﬁcat|0ns . e
f . ¥ Site pages Scientific Method
[£] Registration Bl
Advanced features T. 095
¥ lsers ags
4 My prafile
¥ Accounts
) P Courses
[£] Browse list of
users
Settings -0

Elulk user actions
B\d:j adnew user b My profile settings
[2] Upload users
[# Upload user

pictures
[Z] Yser profile fields

Cohorts
<

=&~ Done

You are logged in as Teacher! AATest (Logout)
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Guest access

Your Moodle site has a special user called "Guest". This user can be granted access
to courses, without requiring him/her to be enrolled. Essentially, you are allowing
anonymous users to access your site and/or course.

In the following screenshot, the button Login as a guest indicates that guest access has
been enabled for this site. If you disable guest access, this button does not appear:

William Rice's Moodle Demo Site

Home m» Login to the site

Returning to this web site?

Login here using your username and password
{Cookies must be enabled in your browser) (3)

Usermname

Password

Forgotten your usemame or
password?

Some courses may allow guest access

Who is this guest?
Who is your guest visitor? You will probably never know! That's because
Ny the guest account can be used by anyone, even multiple people at the
Q same time. Therefore, you won't know the guest's name. When you look
at your site logs and see the activity for the guest, you are looking at the
activities performed by every visitor who used the guest account.
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The Settings page for the guest access method contains some settings for a password:

Guest access

Guest access plugin is only granting temporary access to courses, it is not actually enrolling users

Require guest access password

Use password policy 2
s s Use standard password policy for guest access passwords

Show hint C
Show first letter of the guest access password

Enrolment instance defaults

Default enrolment settings in new courses

Add instance to new courses ¢

Itis possible to add this plugin to all new courses by default

Allow guest access No v

Aliow temporary guest access by default

Require access password in new courses and prevent removing of access password from existing courses

Ly

It might seem odd to set a password for an anonymous guest. However, there is
a good reason for requiring a password for the guest user. It prevents automated
software, such as web crawlers and spam harvesters, from entering your course.
Requiring a password for the guest ensures that the user entering the course is a

human and not a piece of software.
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If you require a password for guest access, you'll need to tell your guests what the
password is. You could add that to the course description that the visitors see on the
front page of your site as seen in the following screenshot:

You are cumently using guest acoess {Login

William Rice's Moodle Demo Site

Navigation =11 ayailable courses At last, Moodle 2.0 is herel
Welcome to my
Home demanstration site. Here you

i i i ifin 1he guest passwaord for this course is let_me_in! g :
¥ Site pages Introduction to the Scientific e — =" will find demonstration

Blogs Method courses from my book,
Moodle 2.0 E-Leaming,

T
L ags available from Packt
ourses Publishing.
Calendar -0

- Movernber 2010 >

Sun Mon Tue Wed Thu Fri Sat

2 3 4

We'll talk about the course description later, when we create new courses.

Enabling guest access for a course
First, make sure that the guest authentication method is available, and that guest

enrollment is activated.
1. Enter the course as a teacher or administrator.

2. Select Administration | Course administration | Users | Enrolled users |
Enrolment methods.

3. If the Guest access enrollment method is not listed on this page, use the Add
method drop-down list to add it. If it's not available under that list, have
your system administrator add it.

4. Once the guest access enrollment method is listed, activate it. Under the Edit
column, click the eye icon to open the eye.

Second, enable this method under the course settings.

Select Administration | Course administration | Edit settings. The Course
settings page is displayed.
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7. For the Allow guest access drop-down list, select Yes.
8. If you require a password for guest access, enter it into the Password field.

9. At the bottom of the page, click the Save Changes button.

Self enrolment

This allows users to enroll themselves in courses. As with guest access, you must
enable this method under Site administration for your entire site, and also activate
it for a specific course.

On the Settings page for Self enrolment, you can choose to require an enrollment key:

Self enrolment

1 allows usars 1o choose which courses they want to participate in. The courses may be prolecled by an enfolment key. Internally the enrolment is

ugin which has to be enabled in the same course

An enrollment key is a code that the user must enter when enrolling in a course.
Once the user is enrolled, the enrollment key is no longer needed.

o You can allow self-registration on your site, and then require users to
~ have an enrollment key for a course. The self-registration removes the
Q burden of you creating accounts for users. The enrollment key ensures
that only those to whom you give the key can enter your course.

Cohort sync

In a Moodle course, you can add students to a group. Then, you can manage that
group's access to activities and resources in the course instead of managing the
students one at a time. Moodle also enables you to create site-wide groups.
These are called cohorts.
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The cohorts sync enrollment method enables you to enroll a cohort into a course.
This enrolls everyone in that cohort in one go.

o Inside a course, a teacher can create a group. But because a cohort is a
~ site-wide group, by default, only your site's administrator can create a
Q cohort and enable cohort sync in the enrollment methods. After these
are enabled, a teacher can add a cohort into a course.

Creating a cohort
1. Login to your site as an administrator.

2. Select Administration | Site administration | Users | Accounts | Cohorts.
The cohorts page is displayed.

3. Click the Add button. The Edit Cohort page is displayed.

Give the cohort a Name and ID. You will probably leave the Context set to
System, so that you can use the cohort throughout your site.

Optionally, add a Description.

Click the Save Changes button. You are returned to the cohorts page, where
your new cohort is listed.

Adding users to a cohort

At any time, you can add or remove users from a cohort. This subsection shows you
two methods.

Adding a user from the cohort page

As long as we are on the cohort page, let's add some users. This method assumes
that you have logged in to your site as an administrator, and that you are at the
Administration | Site administration | Users | Accounts | Cohorts page. The
cohorts page is displayed, and the list of cohorts is on this page.

1. Next to the cohort to which you want to add users, click the person icon:

U
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2. The Search screen is displayed, where you can search among all the users in
the system.

Cohort 'Even Students' members s

Removing users from a cohort may resuit in unenrolling of users from muitipie courses which includes deleting of
user seftings, grades. group membership and other user information from affected courses

Current users Potential users

None < Add Potential users (7)
William Rice (Admin) (moodie@williamr
Student1 User (student1@williamrice.c
Student2 User (student2@williamrice.c

Student3 User (student3 liamrice.c
Student4 User (student liamrice c
Remove » Teacher1 User (teachel liamrice ¢

Teacher2 User (teacher2@williamrice

Search Search

3. Notice that in this screen, you can search only for the first name, last name,
and e-mail address. If you need to find and enroll students on some other
criteria, then try the bulk user method described next.

4. After finding and adding the students that you want, at the bottom of the
page, click the Back to cohorts button to return to the cohorts page.

Adding a student using the bulk action method

When you search for students using the bulk action page, you get more search fields
than just the first name, last name, and e-mail. This can help you find the students

that you are looking for. To add students to a cohort using the bulk action page, do
the following;:

1. Login to your site as an administrator.
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2.

© N o W

Select Site administration | Users | Accounts | Bulk user actions. The bulk
user actions page is displayed.

Under the New filter section, select and/or enter the search criteria for
your students.

Click the Add filter button. Under the Users in the list section, the users that
meet the criteria will be displayed in the left column.

Select the users that you want in the cohort.
Click the Add to selection button. The users will be added to the right column.
Under With selected users... select Add to cohort. Then, click the Go button.

A page listing the cohorts available is displayed. Select the cohort, and then
click the Add to cohort button.

To enroll a cohort in a course

Enter the course as a teacher or administrator.
Select Administration | Course administration | Users | Enrolled users.

Click the Enrol cohort button (by default, this button doesn't appear for
teachers, but only for administrators). A popup window appears. This
window lists the cohorts on the site.

Next to the cohort that you want to enroll, click Enrol users. The system
displays a confirmation message.

At the confirmation message, click the OK button. You are taken back to the
enrolled users page.

Category enrollments

If you used a previous version of Moodle, and enrolled students in courses using

the category roles, then activating this enrollment method will enable you to import
those enrollments into the new Moodle. If you're not importing category roles from a
previous version, you can leave this enrollment method deactivated.

The flat file

A flat file is a text file that contains information from a database. The flat file method
of student enrollment causes Moodle to read in a text file, and use that as the source
for enrollment information. The flat file method is especially useful if you need to
enroll a large group of people who have records in another system.
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For example, suppose that all the nurses at your hospital need to be trained in patient
privacy laws. We can assume that the nurses have records in the hospital's human
resource or payroll system. Or, suppose all the teachers at your school need to be
trained on new educational standards. These teachers will probably have records in
the school's e-mail or human resource system. If you can get a flat file, or text file,
containing a list of everyone who needs to be trained, and that file contains their
Moodle ID numbers, you are well on your way to enrolling them all at once. When
you speak to the system administrator of the other system, you might ask them for
an extract from the system.

The file
The flat file has the following format:

operation, role, ID number of user, ID number of course
Where:
* operation is add or delete. These enroll and unenroll the user from
the course.

e roleisthe role, or function, that the user will have in the course.
For example, student or teacher editing.

* ID number of user isa unique identifier for the user (Note: this is not the
same as username).

* ID number of course isa unique identifier for the course (Note: this is not
the same as the course short name).

Moodle periodically reads in this file, and modifies its enrollment data according to
what the file says. For example, the line

add, student, 007, EM102

will add the student with the ID number of 007 to the course with the ID number
of EM102.

The flat file is read into Moodle on the schedule that is set up under Administration
| Site administration | Server | Scheduled tasks.

Place this file in a directory that is accessible to your web server. For example, you
can put it inside the Moodle data directory.
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Student ID number required

Before you can enroll a person into a course, that person needs to be a member of
your site. That is, the person needs to be authenticated. In this case, your first step is
to authenticate the users using one of the methods discussed in the previous section
Authenticating against an external source.

If you use a flat file to enroll students in a course, the file will identify each student
by their ID number. Whatever method you use to authenticate your users, it should
include a unique ID number for each user. This number should consist of only digits,
and be up to ten characters in length. In the user profile page as seen in the following
screenshot, you can see that ID number is an optional field:

Optional

Hide Advanced |

Web page |http:,f,'\n\-ww.williamrice.com
ICQ number” |
Skype D7 |williamriceinc
AMID |
Yahoo 1D fwilliamriceinc
MSNID* |
ID number* [oo7

Institution™ |

Department

Fhone
Address

|
Phone* |
|
|

Update profile |

This ID number will match the student in Moodle to a record in the enrollment file.
For example, the following line from the file enrolls student 007 into the course with
the ID of EM102:

add, student, 007, EM102
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In the Moodle database, you will find the student's ID number in the table mdl_user,
in the field idnumber as seen in the following screenshot:

B mdli9 tirmezane

T

B mdl19 user T W auth mnethostid usemame password idnumber
mdli? user info categor

% el uesr (e st | _‘/“ }(' 1 rmanual 1 guest 024e0343a0486ff0SS30df6 c705cabba

B mdli% user info field
B mdlig user lastaccess
B mdli9 user preferences
=

rmdl19 user private key
B mdlig wiki

B mdlis wiki entries | /‘z }( 2 manual 1 admin 01f30fa4264bcl7253bff0dfE09d2273

B mdli9 wiki locks

B mdli2 wiki pages p _'/q x 3 rnanual 1 williarrice 01f30fa4264bc17253bff0dfe09d49272 UU?%
| 5] rodiis waorkshop

If you want to use a flat file to mass-enroll a group of students, and your users
don't have ID numbers, speak to your administrator about loading those numbers
directly into the Moodle database. They might be able to use a database command
to fill that field.

If your database administrator cannot add ID numbers for your users, you will need
to edit each user's profile manually and add the ID numbers.

Course ID required

If you use a flat file to enroll students in a course, the file will identify each course by
its ID number. The example we used earlier was as follows:

add, student, 007, EM102

This ID can consist of any alphanumeric characters, not just digits, and be up to 100
characters in length. In the Edit course settings page, you can see that CourseID
number is an optional field:

Edit course settings

General

Category (3 | Miscellaneous

Course full name ||ntraduction to the Scientific Method

Course short | Scientific Method 1
name® (3

Course ID |5C1102|
number ()
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In the Moodle database, you will find the CourseID number in the table mdl_course,
in the field; idnumber:

B rmdll? context rel

5] melll® smurse Show @ ”F row(s) starting from recard # ID—

B mdli% course allowed m

B mdli% course categories in I harizontal ;I mode and repeat headers aFterIlDD cells

B rmdll? course dizplay ; -

B mdll? course reta gort by key INOHE —I il

B mdli? course modules Q—T—b id cateqgory fullname shortname  idnumber summary

B mdli% course reguest > - -

B mdli® course sections |- F }( i 0 Information InfoQwerload Do you feel like

B mdlils dsts Overload rmanaging your

B mdlis dats comments Learning information flow iz...
B mdli% data content Site

B mdi12 dats fields 0o# X 2 2 Subjects Subjects EM10Z The

B rdli2 dats eatings that Make second-rnost-irmportant
B mdli2 data records Sense part of your email is
LBl mdli® enrol authorize th...

If you want to use a flat file to mass-enroll a group of students, and your courses
don't have ID numbers, you can add them in the Edit course settings page for each
course. If you need ID numbers for a lot of courses, your database administrator
might be able to use a database command to fill that field.

Role

A user's role in a course determines what the user can do in that course. Later in the
book, we'll discuss Moodle's built-in roles in detail, how to customize roles, and how
to create new ones. For now, let's look at the built-in roles that Moodle gives you in a
standard installation:

Manage roles Allow role assignments Allow role overrides Allow role swi
Role (3) Description Short name
Manager Managers can access course and modify them, they manager

usually do not padicipate in courses.

Course creator Course creators can create new courses. coursecreator

Teachers can do arything within a course, including

changing the activities and grading students. edltlngteacher

Teacher

Mon-editing teachers can teach in courses and grade teacher

Non—edltlng teacher students, but may not alter activities.

Student Students generally have fewer privileges within a course. student
Guest Guests have minimal privileges and usually can naot enter guest

text anypwhere,
Authenticated user Alllogged in ussrs. user
ALtherticated user on frontpage  A!°988din users inthe frantpage course. frontpage
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A user can have a role in the site, and a role in a course.

When you use a flat file to enroll students in a course(s), the file specifies what role
each user will have in the course. Let's return to our example:

add, student, 007, WP102

The preceding line from the file specifies that the user ID number 007 will be added
as a student to the course ID number wp102.

Notice that the flat file uses student with a lowercase s while the role is called Student
with a capital S. They don't match exactly because the flat file uses the short name

of the role. To find out the short name of a role, go to Administration | Site |
Administration | Users | Permissions | Define roles.

Summary of flat files

A flat file is an effective way to mass-enroll a large group of students into one

or multiple courses at once. Remember that this method requires you to have a
student ID number and course ID number. You'll need to populate those fields

in your student records and course settings manually or automatically. If you're
authenticating users against an external system that has ID numbers, such as your
school's LDAP server, consider mapping the student ID number field to your server's
ID numbers.

IMS Enterprise File

An IMS Enterprise File is a flat file (text file) that conforms to standards set by the
IMS Global Learning Consortium. Many student information systems and human
resources information systems can export an IMS-compliant file. For example,
PeopleSoft and Oracle can export IMS files. These standards enable human resources
systems and learning management systems to exchange data. Just like many word
processors can read and write . rtf files, many human resources and learning
systems can read and create IMS files.

If your organization uses an HR system that can produce IMS files, you can use this
method to enroll and unenroll students. You can also use this method to create new
courses. This would be especially useful for a school that wanted to offer teachers
the option of an online work space for every course. Each semester, the school could
export an IMS file from their enrollment system, read this into Moodle, and use it to
create an online course for every class that your school offers.
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Or, let's return to an example used in the preceding flat file section. Suppose that

all the nurses at your hospital need to be trained in patient privacy laws. We can
assume that these nurses have records in the hospital's HR system. The HR system
might also be used to track the courses and certifications that the nurses need. You
could export the nurses' information from the HR system, including the courses and
certifications that they need. When you import the IMS file into Moodle, it will create
the courses needed and enroll the nurses in them.

You can find the IMS Enterprise Best Practice and Implementation Guide at
http://www.imsglobal.org/enterprise/enbest03.html. That document states:

Corporations, schools, government agencies, and software vendors have a major
investment in their systems for training administration, human resource management,
student administration, financial management, library management, and many other
functions. They also have existing infrastructure and systems for managing access to
electronic resources. To be effective and efficient, Instructional Management Systems
need to operate as an integrated part of this Enterprise system environment.

The objective of the IMS Enterprise specification documents is to define a
standardized set of structures that can be used to exchange data between
different systems.

LDAP

Remember that authentication happens when a user logs into your site, and
enrollment happens when a user is made a student in a specific course. LDAP
can be used for both, authentication and/or enrollment. If you use LDAP for one,
you do not need to use it for the other.

LDAP, external database, and IMS Enterprise File are all able to create new
courses as they enroll students. All the other methods can only enroll students
in existing courses.

External database

You can use an external database to control student enrollment. In this case, Moodle
looks in the designated database and determines if the student is enrolled.

M Moodle will not write back to the external database. All changes in
Q the external database are made by another program. So to enroll and
unenroll students, you will need to change the external database.
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In addition to using the external database, you can also allow Moodle's normal
enrollment routine. If you enable manual enrollments in addition to the external
database, Moodle checks two databases when a student tries to enter a course: the
external one, and its internal one.

External database connection

In the External database connection settings, you enter information that enables
Moodle to connect to the external database. You should get this information from
the administrator of the external database.

External database connection
Database driver v

ADOdb database driver name, type of the external database engine.

Database host  |localhost

Type database server IP address or host name

Database user

Database password Hunmask

Database name

Database encoding | utf-8

Database setup command
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Local field mappings

In the Local field mapping settings, you answer the question, What name does the
external database use for the course? In the following screenshot, you can see that
you have three choices:

Local field mapping

Local course field

...i :
idnumber
shortname

Local user field

Local role field | shorthame «

In Moodle, every course has an ID. The front page of your Moodle site is always
course number 1. The nextcourse that you create is course number 2, and so on.
In your external database, you can use this ID to specify your courses. However, I
recommend against using the ID in an external database. Let me explain why.

Suppose you install a new version of Moodle. Then, you export your courses out of
your old Moodle installation. Now, suppose you import those courses into your new
Moodle installation. The first course that you import will have an ID of 2. The second
course that you import will have an ID of 3, and so on. These course IDs might be
different from those in the external database. Therefore, when you connect your new
Moodle site to the external database, the course IDs will no longer match.

Consider using the idnumber or shortname of the course in the external database.
One advantage of using the shortname is that this is a required field for every course,
so you know that every course will have one.

The shortname is used in the navigation bar at the top of the page. In the following
screenshot, the shortname of the course is Scientific Method 1.

Introduction to the Scientific Method

Home m Courses » Scientific Method 1

The idnumber of a course is optional. Students will not see the idnumber; only
administrators and teachers see it.
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Remote enrolment sync and creation of new courses

In the Remote enrolment sync settings, you tell Moodle where in the external
database, the student information and course identifiers are stored. In the Creation
of new courses settings, you tell Moodle where in the external database to find
information for creating new courses. In both areas, you are entering the name of
tables and fields in the external database that holds the data which Moodle needs.

PayPal

The PayPal option enables you to set up paid access to the site, or to individual
courses. When you select this option, you enter a value into the field Enrol Cost.
This becomes the fee for joining the site. If you enter zero into enrol_cost, students
can access the site for free. If you enter a non-zero amount, students must pay to
access the site.

Selecting this option also puts an Enrol Cost field into each of the Course Settings
pages. Again, entering zero into Enrol Cost for a course enables students to access
it for free. Entering a non-zero amount requires students to pay in order to access
the course.

The PayPal payment screen displays a notice that the course requires a payment
for entry.

Mnet remote enrolments (formerly Moodle
networking)

The official Moodle documentation describes Moodle networking as follows:

The network feature allows a Moodle administrator to establish a link with another
Moodle, and to share some resources with the users of that Moodle.

The initial release of the Moodle network is bundled with a new authentication
plugin, which makes single-sign-on between Moodles possible. A user with the
username Jody logs in to her Moodle server as normal, and clicks on a link that
takes her to a page on another Moodle server. Normally, she would have only the
privileges of a guest on the remote Moodle, but behind the scenes, single-sign-on has
established a fully authenticated session for Jody on the remote site.
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If you need to authenticate users across Moodle sites that are owned by different
people, then Moodle networking is an obvious choice. However, if all the sites are
owned by the same person or institution, you need to weigh the advantages and
disadvantages of using Moodle networking versus some kind of central login. For
example, suppose several departments in your university install their own Moodle
sites. If they want to authenticate students on all their sites, they could use Moodle
networking to share student login information. This would make sense if the
university's IT department could not, or would not, let them authenticate students
against the university's LDAP server or student database. But if all the departments
could authenticate against a central database maintained by the university, it would
probably be easier for them to do so.

Language
The default Moodle installation includes many language packs. A language pack
is a set of translations for the Moodle interface. Language packs translate the Moodle

interface, not the course content. The following screenshot depicts the front page of a
site when the user selects Spanish from the language menu:

T william Rice's Mo...

€ C' @ localhost/moodle/?lang=es | A

Usted se ha identificado como Studentt AATest (Salin
Espafiol - Intemacional (as) %

William Rice's Moodle Demo Site

Navegacion =10 Mis cursos At last, Maodle 2.0 is herel
Welcome to my
dernonstration site. Here you
will find demonstration
courses from my book,

PRI X i The guest password for this course is let_me_in!
= Area personal Introduction to the I p SmERIn

¥ Paginas del sitio SIS LG

= Blogs Teacher: Teacher! AATest Moodie 2.0 E-Learming,
= Mar available from Packt
b i mrerns Publishing
s :
» Wis cursos Buscar cursos: E

Calendario -0
Ajustes -0 A noviembre 2010w

b Ajustes de mi perfil

Do Lum Mar Mié Jus “ie Sib
1 1 2 4 & L
7 & a o 11 1 13
14 15 18 17 13 18 D
Moz o2 4 M I
2 20 0

Usted se ha identificado cormo Student! AATest (Salif)
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Notice that the interface is being presented in Spanish: menu names, menu
items, section names, buttons, and system messages. Now, let's take a look at
the same front page when the user selects Tagalog from the language menu in
the following screenshot:

Towilliam Rice's Mo,

&= € © localhost/moodle/?lang =tl w| A
@ This page is in | Filipino ~ | Would you like to translate it? |Translate | | Nope Options ~ =

William Rice's Moodle Demo Site

Nakalagda ka bilang si Studentl AAT est (Lumabas)
#Tagalog [0} k v

Navigation -0 Aking kurso At last, Moodle 2.0 is herel
Welcome to my
Tahanan : . demanstration site. Hare you
- y b
a My home |nt—r°d|:|?t|°n to the The guest password for this course i let_me_in! will find demanstration
~ Site pages Scientific Method courses from my baak,
= Mya bley Teacher: Teacher! AATest Moadie 2.0 E-Learming,
o T available from Packt
N “9; Publishing.
y profile Lahat ng k
QA L — R T
Kalendaryo -10
Settings -0

-« Movenber 2010 >

¥ Wy profile settings Lge Lun Mar

Miy Huw Eiy Sab

1z 3 4 & &
T 0omo1o12 o143
M1 6 17 12 19 1

M B 1 o I 2&

B 24 30

Makalagda ka hilang si Student] AATest (Lumabas)
i
Tnoodle

Notice that some of the interface has not been translated. For example, the month
name in the calendar and some of the links under Navigation are still in English.
When a part of Moodle's interface is not translated into the selected language,
Moodle uses the English version.
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About language files

When you install an additional language, Moodle places the language pack in
its home directory, under the subdirectory /1lang. It creates a subdirectory for
each language's files. The following screenshot shows the results of installing
the International Spanish and Romanian languages:

& C:'.Program Files', xampp®, htdocs',info-overle = |D|ﬂ

J File Edit ‘“iew Favorites Tools Help ‘ ;"

J@Backv.\_;]'L_? = | J xn‘»

J Address Iuﬂ Ci\Program Filestxamppihtdocsiinfo-overloadimoodledatailang j Go

) search Folders
/ i

| Jro_ukfa

|2 objects |EI bytes | J My Compuker o

For example, the subdirectory /lang/en_us holds files for the U.S. English translation,
and /lang/es_es holds the files for traditional Spanish (Espanol/Espana) translation.

The name of the subdirectory is the "language code." Knowing that code can be
useful. In the preceding example, es_ut£8 tells us that the language code for

International Spanish is es.
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Inside the directory of a language pack, we see a list of files that contain the
translations as seen in the following screenshot:

hfo-overload*, moodledata la

e

J Filz  Edit Wiew Faworites  Tools  Help | ;?
J O Back ~ (g ~ ‘ir / ) Search Falders ,:Lb. lj} x n ‘ Elv

Jﬁddl’ESS I.,j Ci\Program Files\xamppihtdocsiinfa-overloadimoodledatatlangies_utfs j B Go
| “docs 2 block_mentees,php & choice.php 2 feedback.php

|Jhelp & block_mnet_hosts.php & countries,php 2 filkers.php

& access,php 2 block_multimovie.php 2 currencies,php .

2 activitynames.php 2 block_online_users.php 2 data.php 2 Forum.pl

2 admin.php 2 black_quiz_results. php 2 datapreset_imageqallery.php @ glossary.php

2 algebra.php 2 block_rss_client.php 2 dialogue.php & gradeexport_csw.php

2 appaintment. php 2 block_search.php 2 editor.php & gradeexport_ods.php

& assignment.php & block_search_forums.php & emailprotect. php & gradeexport_t=t.php

& attendance.php & block_section_links.php & enrol_authorize, php & gradeexport_xls.php

& attendancechart.php 2 block _social_activities. php 2 enrol_database.php & gradeexport_xml.php

& attforblock, php 2 block_tag_Fflickr. php 2 enrol_flatfile.php 2 gradeimport_csv.php

& auth.php 2 block_tag_woutube,php 2 enrol_imsenterprise, php 2 gradeimport_xml.php

2 auth_rinet.php 2 black_videaconference. php 2 enrol_internal. php 2 gradereport_admin.php

& block_attendance.php 2 blog.php 2 enrol_ldap.php & gradereport_grader.php
2 block_course_list.php 2 book.php 2 enrol_manual php & gradereport_oukcomes, php
& block_course_summary, php & bulkusers.php & enrol_mnet.php & gradereport_overview.php
& block_feedback.php 2 calendar.php 2 enrol_paypal.php & gradereport_user.php

& block_glossary_random.php & censor.php 2 error.php & grades.php

2 block_html.php 2 certificate.php es_utFS.mdS 2 group.php

2 block_loancale.php 2 chat.php 2 exercise.php 2 hotpat.php

< |

2l
/4

|Tvpe: PHP Script Date Madified: 6/29/2007 10:12 AM Size: 2,09 KB |2.l39 KE | _g Iy Carmputer

For example, the file /lang/es_ut£8/forum.php holds text used on the forum
pages. This includes text that is displayed to the course creator when creating the
forum, and text that is displayed to the students when they use the forum. The
following are the first few lines from the English version of that file:

$string['addanewdiscussion'] = 'Add a new discussion topic';

$string['addanewtopic'] = 'Add a new topic';

$string['advancedsearch'] = 'Advanced search';
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And the following are the same first three lines from the Spanish version of that file:

$string['addanewdiscussion'] = 'Colocar un nuevo tema de discusidn
aqui';

$string['addanewtopic'] = 'Agregar un nuevo tema';
$string['advancedsearch'] = 'Blsqueda'Blsquedaavanzada';

The biggest task in localizing Moodle consists of translating these language files into
the appropriate language. Some translations are surprisingly complete. For example,
most of the interface has been translated to Irish Gaelic, even though this language is
used daily by only about 350,000 people. This is the nature of open source software:
it's not always the largest group of users who get what they want, but often the most
active one.

Installing and enabling additional languages

Using the Site Administration menu, you can install additional languages and make
them available to your users. In the following subsections, we'll cover installing an
additional language and configuring the language settings.

Installing additional languages
To install additional languages, your Moodle site must be connected to the Internet.

1. Select Administration | Site Administration | Language | Language packs.
The page displays a list of all the available language packs:

Installed language packs Available language packs
English (en) =] Adrikaans (af) -
Espafial - Internacional (es) e [3r)

Roména (ro) Benapyckas (be)

Brarapcku (bo)
Bosanski (bs)

Catald (ca)

Cestina (cs)

Diansk (da)

Deutsch - Du (de_du)
Deutsch (de)

Effnwucd (el

Enaglish (en_us)

Espafiol - Argentina (es_ar)
Espafiol - Espafia (es_gs)

;I Espafiol - Mexico (es_rmx)
Uninstall selected language pack | EE:EEE'?;)(EU)
5w b (fa)

Update all local language packs I Suomi iﬂ%
Frangais - Canada (fr_ca)
Franmaic (fA Ll

-+ Install selectad languagp packl
2
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2. From the list of available languages on the right, select the language that you
want to install.

3. Click the button for Install selected language pack. Moodle retrieves the
most recent version of the language pack from the Web and installs it. This is
why Moodle must be connected to the Web to use this feature. If Moodle is
not connected, you will need to download the language pack and copy it into
the /lang directory yourself.

If you don't see the language you want on the list of Available language packs, it's

not available from the official Moodle site.

Configuring the language

The settings covered in this subsection are found under Administration | Site |
Administration | Language | Language settings.

The Default language setting specifies the language that users will see when they
first encounter your site. If you also select Display language menu, users can change
the language. Selecting this displays a language menu on your front page.

—

: for the whole site. Users can override this setiing

Default language [English (en)

‘Enalish (en)
Espafiol - Internacional {es)
Roména (ro)

Display language
menu

Choose whether or not you want to display the general-purpose language menu
on the home page, login page etc. This does not affect the user's ability to set
the preferred language in their own profile.
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The setting Languages on language menu enables you to specify the languages that

the users can pick from the language menu. The directions tell you to enter language

codes. These codes are the names of the directories which hold the language packs. In
the preceding subsection on language files, you saw that the directory es_ut£s holds

the language files for International Spanish. If you wanted to enter that language in
the list, it would look as follows:

Languages on [es_utf3
language menu

Cache language W
menu

Leave this blank to allow users to choose from any language you have in this
installation of Moodle. However, you can shorten the language menu by
entering a comma-separated list of language codes that you want. For
example: en,es_es,fr it

Cache the language menu. Saves a lot of memory and processing power. If you
enable this, the menu takes a few minutes to update after you have added or
removed languages.

Leaving this field blank will enable your students to pick from all the available and
installed languages. Entering the names of languages in this field limits the list to
only those entered.

Sitewide locale

Enter a language code into this field, and the system displays dates in the format
appropriate for that language.

Sitewide locale

Choose a sitewide locale - this will override the format and language of dates
for all language packs (though names of days in calendar are not affected). You
need to have this locale data installed on your operating system (eq for linux

en US UTF-8 ores ES UTF-8) In most cases this field should be left blank.

Excel encoding

Most of the reports that Moodle generates can be downloaded as Excel files. User
logs and grades are two examples. This setting lets you choose the encoding for

those Excel files.

Excel encoding |Unicude vI

Choose the encoding for Excel exports.
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Your choices are Unicode and Latin. The default is Unicode, because this character
set includes many more characters than Latin. In many cases, Latin encoding doesn't
offer enough characters to completely represent a non-English language.

Offering courses in multiple languages

The settings on the Language Settings page apply to the translation of the Moodle
interface. However, they do not apply to the translation of course content.

If you want to offer course content in multiple languages, you have several choices.

1. You could put all the different languages into each course. That is, each
document would appear in a course in several languages. For example, if you
offered a botany course in English and Spanish, you might have a document
defining the different types of plants in both English and Spanish, side by
side in the same course: Types of Plants or Tipos de Plantaras. While taking
the course, students would select the documents in their language. Course
names would appear in only one language.

2. You could create separate courses for each language, and offer them on
the same site. Course names would appear in each language. In this case,
students would select the course in English or Spanish: Basic Botany or
BotanicaBasica.

3. You could create a separate Moodle site for each language. For example,
http://moodle.williamrice.com/english and http://moodle.
williamrice.com/spanish. At the home page of your site, students would
select their language and be directed to the correct Moodle installation. In
this case, the entire Moodle site would appear in the student's language: the
site name, menus, course names, and course content. These are things you
should consider before installing Moodle.

4. You could use the Multi-Language content filter described later in this chapter
to display the course content in the language selected by your user.

5. And lastly, you could use groupings to hide the different languages from
different users.

Security settings

You will find security settings under Site administration | Security. This section
will not cover every option under that menu. Instead, it will focus on the options
that are not self-explanatory, and how they affect the user experience.
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The IP blocker: Limiting access to specific
locations

This page enables you to block and allow users from specific IP addresses. If you
want to limit access to your Moodle to only the users who are on campus, this is
especially useful.

Site policies
The site policies page contains a variety of security settings that you should either set
yourself, or work with your administrator to set.

Protect usernames

If you forget your password, Moodle can display a page that enables you to retrieve
it. If you enter your username or e-mail address, Moodle will send an e-mail with
your login information:

William Rice's Moodle Demo Site

Home = Login & Fargotten passwaord

To reset your password, submit your username or your email address below.
If we can find you in the database, an email will be sent to your email
address, with instructions how to get access again.

Search by username

Usernarme

Search

Search by email address

Search

‘fou are not logged in. (Login)

Home |
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When Moodle sends this e-mail, it confirms the sending but does not display the
e-mail address to which the message was sent:

m’]DUE“E—; Wou are no

Moodle » Login » Forgotten password

If wvou supplied a correct username or address an
email should have been sent to vou.

It contains easy instructions to confirm and complete
this password change. If you continue to have
difficulty, please contact the site administrator.

Continueg |

The e-mail address is hidden to protect the user's privacy. Many countries have
laws that forbid the disclosure of personal information. If someone could guess the
usernames (which is often the case in large institutions), they could enter them into
the lost password page and harvest e-mail addresses for abuse.

Forcing users to log in

As stated in the directions, setting this to Yes causes the front page to become hidden
until a visitor logs in to Moodle. When visitors first hit your Moodle site, they see the
Moodle login page.

Setting this to Yes means that you cannot use Moodle's front page as an information
and sales tool. You can customize the text on the login page, but you won't be able to
add all the features available on the front page.

Force users to login for profiles

What the directions don't state is that setting this to No enables anonymous visitors
to read, not only teacher profiles, but also the profiles of any students enrolled in
courses that have guest access. This may be a privacy issue.

The effect of enabling Force users to login for profiles is that anonymous visitors
cannot read the profiles for the teachers in a course that accepts guest access. They
must register as a student before being able to read student and user profiles. This
may be a drawback if your teacher profiles are a selling point for the course.
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Consider enabling this to force people to register before reading student or teacher
profiles. Then, if your teacher profiles are a selling point, you can add a section to the
front page for About Our Teachers.

Open to Google

This setting lets the Google indexing robot into courses that allow guest access. If you
want to know more about the Googlebot, see http://www.google.com/bot .html.

It seems that everyone with a website wants their site to be ranked high in Google's
search results. However, you should consider whether you really want Google

to add each of your guest-enabled courses to its search engine. There are several
disadvantages:

* If your course content changes frequently, Google might index out-of-date
information for your courses.

* Your students and teachers might not want their names and materials to be
indexed and available to the public.

* If Google indexes all your guest-enabled courses, you have less control
over what information about your site appears in Google. Everything on
the pages that the Googlebot searches, is used in indexing your site. There
might be items on those pages that don't accurately represent your site. For
example, a negative forum posting or an off-topic discussion could become
associated with your site. Also, if the focus or structure of your Moodle site
changes, it may take awhile before all the Google references to all those pages
are corrected.

If you want strict control over what information appears in Google about your site,
then set Open to Google to No. Put only the information that you want to appear in
Google on the front page of your site, and do not allow teachers or students to modify
anything on the front page. This way, Google will index only your front page.

You should also request anyone who links to your site to link only to the front

page (for example, "Please link only to http//www.williamrice.com/moodle, not
directly to a course page.") Google and other search engines use links to your site

to calculate your ranking. If all those links point to the same page, you can better
control your site's public image. By disabling Open to google, and requesting that
people link only to the front page, you are trading away some of your search engine
presence in exchange for greater control of your site's public.
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For the ultimate in controlling what kind of indexed information is available about
your site, consider this plan: Disable Open to google and enable Force users to
login to keep search engine robots out of Moodle completely. Under Users |
Authentication, set Guest login button to Hide to eliminate the possibility of any
other search engine robots crawling your guest courses. Now you've locked out all
but the registered users.

Put Moodle into a subdirectory of your site. Link to Moodle from the index page
at the root of your site. In the demo site, we would put Moodle into moodle.
williamrice.com/moodle/ and link to it from moodle.williamrice.com/index.
htm. Then, use index.htm as an introduction to the site. Ensure that index.htm
contains exactly the kind of information you want the public to know about your
site, and optimize it for the best search engine placement.

Maximum uploaded file size

On this page, you will also find a setting to limit the size of files that users and course
creators can upload:

Maimum uploaded | Server Limit ~]
file size

This specifies a maximum size that uploaded files can be throughout the whole
site. This setting is limited by the PHP settings post_max_size and

upload _max_filesize, as well as the Apache setting LimitRequestBaody. In turn,

maxbytes limits the range of sizes that can be chosen at course level or module
lewel If "Server Limit' is chosen, the server maxumum allowed by the senver will
be used.

This setting affects students, teachers, and course creators. If you're creating a course
that has a large file, such as a video, and Moodle forbids you from uploading the file,
this setting might be the cause.

As stated in the directions on the page, there are three other settings that limit the
size of a file that can be uploaded to your server. The first two are PHP settings and
the third is an Apache setting. To see the PHP settings on your server, go to Site
Administration | Server | PHP info. Scroll down until you see post_max_size and
upload max filesize.
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The Apache setting LimitRequestBody also sets a limit on the size of uploaded files.
The official Apache 2 documentation states the following;:

This directive specifies the number of bytes from 0 (meaning unlimited) to
2147483647 (2 GB) that are allowed in a request body.

The LimitRequestBody directive allows the user to set a limit on the allowed size
of an HTTP request message body within the context in which the directive is given
(server, per-directory, per-file or per-location). If the client request exceeds that
limit, the server will return an error response instead of servicing the request. The
size of a normal request message body will vary greatly depending on the nature

of the resource and the methods allowed on that resource. CGI scripts typically

use the message body for retrieving form information. Implementations of the PUT
method will require a value at least as large as any representation that the server
wishes to accept for that resource.

Changing the limit on uploaded file size in PHP

If you have your own server, you can change the values for post_max_size
and upload_max_filesize in the file php.ini. You will usually find this file
in /apache/bin.

If you are using someone else's server (such as a hosting service), you probably can't
change anything in php. ini. Try creating a file called . htaccess in the root of your
Moodle installation that contains the following lines:

php valuevaluepost max sizesizel28M
php valuevalueupload max filesizefilesizel28M

Replace 128M with any value that you need. If the server times out while uploading
large files, you might add lines like the following to .htaccess:

php valuevaluemax input time 600
php valuevaluemax execution time 600

The variables max _execution time and max input time set the maximum time
allowed by a page to upload and process the files to be uploaded. If you will be
uploading several megabytes of data, you may want to increase this setting. The
execution time is specified in milliseconds (thousandths of a second). You can check
your host settings for these under Site Administration | Server | PHP info.
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Then, place . htaccess into the directory with the PHP scripts that you want to run.
For example, the script for uploading files is in the directory /files.

Your hosting service can disable . htaccess, which would make this solution
impossible. You would need to ask your hosting service to change these values
for you.

Changing the limit on uploaded file size in Apache

Just like you might be able to use . htaccess to override the PHP settings, you also
might be able to use it to override the Apache settings. For example, placing the
following line in . htaccess changes the limit on uploaded files to 10 MB:

LimitRequestBody 10240000

Notice that the limit is specified in bytes, not megabytes. Setting it to zero will make
the setting unlimited. The highest number you can specify is 2147483647, or 2 GB.

Allowing Embed and Object tags

By default, you cannot embed a Flash or any other media file in a Moodle page.
Instead, media files are automatically embedded and played in Moodle's built-in
media player. However, many course developers do not like to use Moodle's built-in
media player. Instead, they prefer that their media plays on the course page, in the
player designed for that media. One example of this is embedding a YouTube video
in a web page.

If you allow users to embed objects in a Moodle page, then users can embed objects
only in pages where they have editing rights. For example, a teacher can embed a
YouTube video on a page in the teacher's course. But a student cannot, because the
student cannot edit course pages.
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However, every user has a profile that they can edit. In the following screenshot,
Studentl has embedded a video in his profile:

T Shudertl AATest:, ..

€« C' | @ localhost/moodle/user/profile.php?id=5 w A
~
- . “rou are logged in as Student! AATest (Logout) =
Student1 AATest: Public profile * English any [
Home & My profile & iew prafile
Navigation =10
Student1 AATest
Haome
= My home Test account for the role Student.
b Gite pages
¥ My profile Wolfstone : Captured Live 1

o View profile

b Forum posts

b Blogs

o hlessages

o My private files
My courses

Settings =10 \l } \
¥ My profile settings \__ J

o Edit profile \.
= Change password : - \

o Messaging
¥ Blogs

-

P |0 |000/404 @ .

Country: United States
City/tawn: Mew Yark

Ernail address:  studentl@williamrice. com

Course profiles:  Introduction to the Scientific Method

First access: Thursday, 18 Movember 2010, 06:46 Ph (B days 21 hours)

Last access: Saturday, 27 November 2010, 04:20 P (2 secs) =

You are logged in as Student! AATest (Logout)

| €

<

| v

HTTP security

The HTTP security page has several options that you can use to further secure
your site.
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Using HTTPS for logins

This setting is found under Security | HTTP security. If you enable this setting, but
your server doesn't have HTTPS enabled for your site, you will be locked out of your
site. Moodle will require you to use HTTPS when you log in, but you won't be able
to comply. If that happens to you, then you must go into the Moodle database and
change this setting to No.

The following screenshot shows an administrator using the web-based product
phpMyAdmin to edit this setting in Moodle's database. Notice the setting for
logging in via HTTPS is in the table mdl_config. The administrator is clicking on
the edit icon. If this cell contains a 0, HTTPS login is not required. If it contains a 1,
HTTPS login is required. If you're locked out because of HTTPS login, change the
contents of this cell to 0. Then try logging in again.

File Edit VWiew Go Bookmarks Tools Help Q
G- & #9) |1 hitp: //admin.server262.com/mysqlfindex v | © Go |[GL
YT ST AT SIS A S a 3
[] & % 20 filteruploadedfiles 1
[ & X 21 farcelogin 0
h [ #* 2 22 farceloginforprofiles 1
Ry Admin
s : [ & X 23 fullnarmedisplay firsthame lastname
o B [0 #* 2 24 frontpage 0
| O & X 25 gdversion 2
dledat )
guﬂdliii;nﬂm [ #* < 26 guestloginbutton 1
B mdl_assi t_subrnissi A
B mdl backup. confia [ % 27 htmleditor 1
B mdl_backup_ 5
B mdl backup files 00 # % 28 langmanu !
B mdl_backup_id » .
5 mdlbackopoiog O & X 29 langlist
B mdl_block » i
B mdl_cazlies_\cilters |:| i X 30 Ioglnhttps o
B mdl_cache_taxt t+ Check All / Uncheck Al With selected: X
B mdl_chat
B rmdl_chat_meszages
B mdl_chat_users N i
B mdl choic 30 raw(s) starting fram record #
B mdl_choice_answers 30
B mdl config ) -> ->> Page number:
B rmdl_course In | horizontal ~ mode and repeat 1B
B mdl_course_categaries
o el s e headers after 100 cells
B mdl_course_rmodules
% xj:::i':jj;::;‘:f"s o || Feinsert new row % Print view 5 Print view {with full texts) [ Export v
< > < >
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Running Moodle entirely from HTTPS

While this is not a setting on the HTTP security page, we should note at this point
that you can run Moodle entirely from a secure connection. You can do this by
configuring your web server to serve Moodle's address using a secure connection.
You will need to speak to your web server administrator for this.

Note that this greatly increases the amount of memory and processing time that
your server will use when serving Moodle. Your system administrator will need
to closely monitor the performance of the server to ensure that it gives your users
acceptable performance.

Filters

Moodle's filters read text and media that the users put on the site. The filters can then
do three things with that material: link, interpret, and/or restrict.

These filters can now be enabled site-wide by the administrator, disabled site-wide,
or be turned off by default with the option of the teacher enabling them in individual
courses.

A filter can automatically link words and phrases to items in your site. For example,
suppose you create a Glossary that contains the phrase "self-determination." If you
activate the Glossary Auto-linking filter, whenever that phrase appears on your site,
it will be highlighted and will link to its glossary entry. When a reader clicks on the
phrase, the reader is taken to the glossary entry.

Secondly, a filter can interpret what you have uploaded. For example, you could
upload a document that is written in the markup language called; TeX (think HTML
on steroids). The TeX Notation filter would interpret this document and enable
Moodle to display it correctly. There's also an Algebra Notation filter that interprets a
special markup language for writing math formulas.

Lastly a filter can restrict the kind of content that a user can place on the site. For
example, the Word Censorship filter can filter out a list of "bad words" that you don't
want to appear on your site. Every time that text is uploaded or entered, it is checked
against the list of forbidden words.

You'll find the Filters settings under SiteAdministration | Plugins | Filters. Read
the following descriptions for detailed information about what each filter can do for
your site.
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Activity names and glossary auto-linking filters

The Auto-linking filters search the text on your site, and automatically link to items
when they find an item mentioned in the text. For example, GlossaryAuto-linking
looks for terms that are in any glossary, and when it finds them, it links the term

to the glossary entry. The term is highlighted, and when a user clicks it, the user is
taken to the glossary.

Activity Names Auto-linking searches course text for the names of course activities.
When it finds the name of an activity, it links the activity. This means that whenever
a student sees the name of an activity, the student can just click on the name and

be taken to the activity, wherever he/she may be in the course. Activity Names
Auto-linking works the same way for course activities.

Math filters

Algebra Notation and TeX Notation search the text for special characters used
to describe mathematical formulas. For example, if you enter @ecosh (x,2) @@ the
Algebra Notation filter will display it as:

cosh’(x)

If you enter $$\Bigsum_{i=\1}"{n-\1}$$, the TeX Notation filter will display it as:

n—1
i=l

Algebra Notation and TeX Notation are standard markup languages. The http://
www . moodle . org site contains more information about Algebra Notation. For more
information about TeX, see the TeX Users Group at http://tug.org/. TeX is more
mature and complete than Algebra Notation. If you plan on writing more complex
equations, I suggest making the TeX Notation filter active and leaving the Algebra
Notation filter inactive.

The MathJax filter enables you to include mathematical expressions that

are created using the MathJax language in your course material. MathJax is
supported in the latest versions of all major browsers. The user's browser does
not require any plugins or special fonts to render the mathematical expressions.
It has several other advantages over the alternatives for displaying equations.
See more at http://mathjax.org.
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Email protection filter

Activating this filter makes e-mail addresses on the site unreadable to search
engines, while keeping them 'human-readable'. If you set Open to google to No, or
require users to log in, then you probably don't need to worry about search engines
automatically picking up the e-mail addresses of your students. If your site is open
to search engines and anonymous users, then you might want to use this filter to
protect user's e-mail addresses.

Multimedia plugins

If you leave the multimedia plugins filter inactive, then multimedia content will
usually play in a separate window. For example, without this filter, when a user
clicks on a video, that video might open and play in a separate Windows Media
Player or RealPlayer window. By activating this filter, you cause multimedia to
play in Moodle's multimedia player.

Multi-language content

Earlier, you might have used the setting Display language menu to give your users
a list of languages for the site. When a user selects one of these languages, only the
Moodle interface is translated. The course content remains in whatever language you
created it. If you want your site to be truly multi-lingual, you can also create course
content in several languages. Activating the Multi-Language Content filter will then
cause the course material to be displayed in the selected language.

To create course content in multiple languages, you must enclose the text written in
each language in a <span> tag, as follows:

<span lang="en" class="multilang">Basic Botany</span>
<span lang="es" class="multilang"s>Botdnica Basica</span>

This requires that you write the course material in HTML. This can be done for
headings, course descriptions, course material, and any other HTML document
that Moodle displays.

Word censorship

When this filter is activated, any word on the list of offensive words is blacked out.
You can enter a list of banned words under the Settings for this filter. If you don't
enter your own list, Moodle will use a default list that is found in the language pack.
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HTML tidy

This filter checks the HTML that is written or uploaded to Moodle, and attempts to
tidy it by making it compliant with the XHTML standard. If your audience is using
a wide variety of browsers (or browser versions), or a screen reader for the blind,
making your pages compliant with this standard could make them easier to render.

Configuring the front page

Your site's front page welcomes the world to your learning site. Moodle treats your
front page as a special course. This means that you can do everything on the front
page that you can do in a normal course, plus make a few additional settings.

William Rice's Moodle Demo Site

“You sre not logged in. {Login}

Main menu -0

) How to use this site
How to enroll in a course

Sun Mon Tue Wed Thu Fr Sat

Navigation -0
Home

F Courses

Calendar =10
- June 2011 >

Moodle 2.0 Book Almost Ready!

I'm working hard on the Moodle 2.0 for E-learning book. It's due out this summer. I'll let you know on

Twitter as soon as it's published

Win a Prize: Test Your Knowledge of E-mail History

&7 Global Chat Room

Courses

+ Corporate Demo Courses

## Email Overload: File, Act, Defer

~ Academic Demo Courses

Basic Betany in Plain Language

Memorization Skills with Mnemonics

How to Be a Critical Reader
Search courses EI

You are not logged in. {Login)

Collapze all

o[

L T
o

o

Expand il

At last, Moodle 2.0 is herel
Welcome to my
demonstration site. Here you
will find demonstration
courses from my book
Moodle 2.0 E-Learning,
available from Packt
Publishing

Tags =10
All tags:

courses: knowlzdge menagement
more. ..
Please log in to tag your

favourite courses

Login =10

Username
Password
Login

Create new account
Lost password?

How to use this section

Early in the process of building your site, you can make some decisions about the
look and functioning of your front page. This section deals with those settings
that make sense to select when you're first building your site. However, some
configuration settings on the front page won't make sense until you've created

some courses, and seen how Moodle works.
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Front page settings page
The settings for the front page of your site are found under SiteAdministration |
Front Page | Front Page Settings.

Full site name

The Full site name appears at the top of the front page, in the browser's title bar, and
also on the page tab when browsing with tabs.

The Full site name also appears in the metadata for the front page. The following are
the first few lines of HTML code from the Front Page. The line containing the Full
site name is in bold:

<htmlhtmldir="1tr">

<head>

<meta http-equiv="content-type" content="text/html; charset=iso-
8859-1" />

<style type="text/css">@import

url (http://moodle.williamrice.com/lib/editor/htmlarea.css) ;
</style>

<meta name="description" content="

Welcome to the Wilderness Skills site. If you have an interest in
primitive living/survival skills, you're at the right place. This
site offers courses in basic botany (just enough for a beginning
forager), shelter building, firestarting without matches,
orienteering, and other wilderness skills.The first course, Basic
Botany for Foragers, is free. It covers the terms and concepts you
need to know to understand most field guides and to talk about
wild plants. Try the free course, and if you like it, you can join
us for other courses for a low fee.">

<title>Wilderness Skills
</title>
<meta name="keywords" content="moodle, Wilderness Skills " />
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Front page summary

This summary appears in the left or right column of your site's front page. If you
require visitors to register and log in before seeing the front page, remember that
visitors will see this description after they have logged in. In that case, the front page
summary can't be used to sell your site. Instead, it can instruct students on how to
get started with your site. For example, "Take the introduction course to learn how to
use this site..."

If your front page is visible to all visitors, then you can use this summary to sell your
site, tempt visitors to take a sample course, tell them what's inside, and so on.

Also, this summary appears in the metadata of the first page. For example, we used
the browser's Show Source Code function to show the HTML code for the site's front
page. The description is highlighted so it's easier for you to spot:

<htmlhtmldir="1tr">

<head>

<meta http-equiv="content-type" content="text/html; charset=iso-
8859-1" />

<style type="text/css">@import

url (http://moodle.williamrice.com/lib/editor/htmlarea.css) ;</style
>

<metametaname="description" content="

Welcome to the Wilderness Skills site. If you have an interest in
primitive living/survival skills, you're at the right place. This
site offers courses in basic botany (just enough for a beginning
forager), shelter building, firestarting without matches,
orienteering, and other wilderness skills.The first course, Basic
Botany for Foragers, is free. It covers the terms and concepts
you need to know to understand most field guides and to talk
about wild plants. Try the free course, and if you like it, you
can join us for other courses for a low fee.">

<titles>Wilderness Skills</title>
<meta name="keywords" content="moodle, Wilderness Skills ""/>

The metadata of a page is used by search engines to help place it in the correct search
results. So even if you decide to hide the box that displays the front page description,
enter the description into the front page settings. It will make your site more findable
on search engines.
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Front page items

Two settings determine whether the center column of the front page shows news
items, a list of courses, and/or a list of course categories. These settings are Front
Page and Front page items when logged in:

Front page List of courses v
- None v
None v
None v
None v
The items selected above will be displayed on the site's front page

List of courses v

Front page items when logged in

Enrolled courses v

News items

List of courses
List of categories
Combo list

Course search box

None & will be displayed on the site's front page when a user is logged in

Notice that the front page settings apply to visitors who are not logged in. In the
preceding example, we want to entice visitors with a list of the courses that we
offer. However, since site news would probably not be of interest to anonymous
visitors, we will show site news only to logged-in users. Each choice has its unique
advantages.
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ou are not lagged in. (Login)
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Using a topic section on the front page

Remember that the front page description always appears in the left or right column
of the front page. It does not appear in the center column. If you want your site
description (for example; Wwelcome to the....) at the top and center, you'll need
to include a topic section, which always appears in the center of your front page, as
seen in the following screenshot:
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You could make your site description the first topic. In this example, we turned the
Front Page Description off. We are using the first topic to introduce the site instead.
That puts the site description top and center, where it's most noticeable.

Show news items

This setting is useful if the content of your site changes frequently, and you want
to keep the visitors informed. If one of the primary purposes of your front page is
serving repeat customers, showing news items on the front page is a good idea.

Backup

You'll find the backup settings under Site Administration | Courses | Backups.
Most of these settings enable you to choose the type of data that gets backed-up. You
also choose which days of the week the backup will automatically run, and the hour
the backup job will start. Usually, you want to choose a time when there are few
users on the site. The backup is activated by the cron job routine.

Setting up the cron job

Some of Moodle's functions happen on a regular, timed schedule. The most visible
example is mailing out notices to the subscribers of a forum that a new message has
been posted. A script called cron.php checks periodically to see if new messages
have been posted to any forum. If so, the script causes the notice to be e-mailed to the
members of that forum.

The cron job also triggers routines that clean up old data and back up your courses.

The script cron. php must be triggered at regular intervals. You can set this interval.
The mechanism that triggers the script is called a cronjob. Directions for setting up
the cron job are in the http://moodle.org/ installation guide.

Some web-hosting services allow you to set up cron jobs. If you're buying hosting
services, look for a host that allows you to set a cron job to run every hour or even
every few minutes. Some hosting services allow you to run a cron job only once a
day. This means that Moodle will perform those functions that depend on cron.php
only once a day.

If you've been given space on your school or company's web server, speak to the
system administrator about setting up the cron job. Moodle's cron.php uses very
little memory and few system resources. Most servers could run it every 15 minutes
without affecting the server's performance.
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If you cannot set up the cron job on your host, then your only other option is to set
up the cron job on a Windows machine that you control. The cron job will reach

out over the Internet to your Moodle site, and activate the script cron. php. Again,
directions for this are in the http://moodle.org/ installation guide. However, if
you choose this option, you must keep that Windows PC running all the time, and it
must also be connected to the Internet at all times. If the Windows PC goes down or
offline, the Moodle functions that require periodic triggering will also go down.

The following is a screenshot of the installation of the MoodleCron application,
where we specify the location of the cron.php script. In this example, you can see
the line Location: /www/moodle/admin, which on our server corresponds to www.
moodle.williamrice.com/admin. Moodle's /admin directory holds cron.php.

i D i FILE MANAGER
y 1| 13
- | Location: fwww/moodle/admin

Instaling Select Type Permission User Group Size Date Filename
Flease walt while MoodieCron Is being installed., 7 I

—r=rw-r-— illiamr williame 3740 Mar 15 08:47  admin.html

Execute: o \Program Files\MoodieCroniMoodlecron, exe -inskall =rw-rw-r-= williamr williamr 3878 Mar 15 08:47  admin.php

—ra=rw-r-= williamr williamr 5549 Mar 1508:47  auth.php

Output folder: c:\P) —rw-rw-r-— williamr wiliamr 4992 Mar 15 08:47  backup.php
Extract: Licenss.tx)
Extract: Mosdlscro)

Extract: Moodlecrg o "
Extract: Readme.td hat is the URL for your “'cron.php'* page?

Execute: cAProgral - [http: /Amondle willimrice. com/ sdmindcron php

—ra-rw-r-— illiamr williamr 1945 Mar 15 08:47  block.php
-rw-rw-r-= williamr wiliamr 6495 Mar 15 08:47  blocks.nhp

=rw-rw-r-= williamr wiliamr 17338 Mar 15 08:47  config.html
—rw-rw-r-— williarmr williarmr 3807 Mar 15 08:47  config.ohp
—ra=rw-r-— illiamr williamr 2278 Mar 15 08:47  configure.php

—rw=rw-r-— illiamr williamr - 3571 Mar 15 08:47  creators.html

—ra=rw-r-= ywilliamr williamr 3638 Mar 1508:47  creators.ohp

el = =) (E Pl E] sl ] )
B8 EE0E

-rw-rw-r-= williamr williamr 6801 Mar 15 08:47  cron.php

Summary

This chapter tells you how to make changes to your site's configuration. It covers the
settings that, in our experience, you are most likely to change. Many of these settings
affect the behavior of the entire site. You don't need to get these choices perfect the first
time, because you can return to these settings and edit them at will. As you proceed
with building your site, you will probably want to experiment with some of them.

In the next chapter, we will create courses and categories for our course catalog.

[113]






Creating Categories
and Courses

This chapter shows you how to create a new, blank course. In this chapter, you will
see how to create the course, choose the best format for your course, and enroll
students into the course.

You will also learn how to create course categories, and to use those categories for
organizing your course catalog. While someone else may have installed Moodle and
created categories for you, you can always go back and change them.

We will also cover some of the more advanced settings that you can use in your
course —completion and conditional activities. These settings will enable you to
better track your students' progress through the course, and to require students to
complete the course material in a specific order.

Later chapters in this book will show you how to fill your course with resources
and activities.

If your students enroll themselves, they will usually choose the course from a list or
a catalog of courses. The list of courses is organized by category. So, let's begin by
learning how to use course categories to organize our courses.

Using course categories and the user
experience

Categories are a site-wide way to organize your courses. You can also create
subcategories. The categories or subcategories become an online course catalog.
Organize them in the same intuitive way you would a printed course catalog.
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Every Moodle course belongs to one course category. Even if you choose to hide

the display of categories, each course must still belong to a category. For sites with
one or a few courses, we often hide and ignore the categories and display just the
courses. When we need to show our users an organized catalog, then we display the
categories and subcategories.

Displaying courses and categories on your
front page

There are several ways to display categories on the front page of your Moodle site.

The list that shows both course categories and the courses is called the combo list. It
looks like what is seen in the following screenshot:

You are not logged in. (Login)

William Rice's Moodle Demo Site

Main menu Site news Welcome to my demonstration
site. Here you will find
Site news demonstration courses from

Intre to Environmental Science is Under Development

my book, Moadie E-Learming
by Admin User - Tuesday, 12 February 2013, 3:05 PM

Navigation Course Development Jrd

VWe are working on a new demonstration course, Infroduction to Environmental Edifion, available from Packt
Home Science. Al of the course material will have a Creative Commons Attribution Publishing.
license. Register yourself for the site, and peek in as we work on it!
Site news
Courses

Calendar

Discuss this topic (0 replies so far,
pic {0 e V4 Febnay2013 b

Sun Mon Tue Wed Thu Fri Sat

Courses T2

3 4 5 3 7 ) 9

N w1 -12 13 14 15 18

Job SkI"s 17 18 19 20 2 22 23
Intra to Getting Things Done ¥ M o/ W B

Email Overload: File, Act, Defer

Basic Science

Introduction to Ervironmental Science

Basic Botany in Plain Language

The combo list gives your front page an organized appearance. If you have a moderate
number of courses, and the categories are self-explanatory for your users, this might be
a good option for your front page.
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If you have a lot of categories and courses, a combo list might be too long for
your front page. In that case, you could display just the course categories, as
in the next screenshot:

Course categories

Job. Skills (2)
w—

Basic Science {2)

Then, the user would select a category and see the courses under that category,
as displayed in the following screenshot:

Zourse categories: |Basic Science =

.. These courses introduce you to the basic sciences. They can be your first step to discowvering the waorld
) around
YOu.
THL

Introduction to Environmental Environmental science can he a complicated and controversial field
Science af study. Th|s course gives you _the tools you _need to begm to learn
about, and think critically about, important environmental issues
Teacher: Teacher! User

Teacher. Teacher2 User

Basic Botany in Plain Language This course covers the terms and concepts you need to
understand most plant field guides. It also introduces you to some

Teacher: Teacher! User of the most comrmon and useful wild plants in North America.

Notice that unlike the combo list, in this list, the description for each course is
displayed. And, even though the student is looking at the Basic Science category, a
drop-down list of Course categories enables the student to see the other categories
as well. Typical of Moodle, this enables the student to jump to another part of the site
without having to return to the front page.
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You can also create subcategories. In the following screenshot, you can see the
subcategories under Basic Science:

Course categories
Course categories Courses Edit Move category to:
0 [Top d
Job Skills 2 [Top =]
Basic Science 2 Top -
Earth Sciences 0 [Basic Science ﬂ
Life Science 0 [Basic Science =]

If you have too many categories to display on the front page,
M . . . . .
~ organize them into categories and subcategories. Then, hide the
subcategories using the setting under Site Administration |
Front page | Front page settings | Maximum Category Depth.

Displaying an uncategorized list of courses
on your front page

The third option for showing courses on the front page is an uncategorized list of
courses. This is a good option if your site has only a few courses. Some sites start
out with only one course. In that case, creating a separate category for that course
and displaying a category list, doesn't make sense. For example, the site shown in
the following screenshot offers a demonstration course and two courses that require
payment. A simple list of courses with the course descriptions makes the most sense
for this site:
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C © fdmnow.com

FINANCIAL SUCCESS TRAINING

Main Menu =

Available Courses

[ Privacy Policy

£J Cancelilion andRetums Polir Free Trial Take a 10-minute tour of FST. It will give

B Cﬂ you an idea of how to use the program

{—-" it SElpies and how we make this critical

;—-" B information fun and interesting. And best

{,/ Yisit Financial Decision of all, its free! Click the link to the lef:

e then click Login as Guest in the next
screen.

EST Part 1 - Basics of Business Literacy
and Financial Statements

FST Part | is for all audiences —
entrepreneurs and small business
owners, investors, sales professionals,
managers and employees of large and
small companies.

EST Part 2 — Strateqic Thinking: Financial FST Part 2 is intended mainly for

Analysis and Decision Making entrepreneurs and small business
owners, investors, sales professionals,
and managers of large and small
companies. The target audience
includes anyone who makes decisions
that have a major affect on financial
performance. Investors will also benefit
from the ability to analyze financial
performance.

Choosing the best option for your front page

When you are deciding which option to use for your front page, try to put yourself
into your student's situation.

If your students will be looking for... | ...then consider using...

A specific course by name. An uncategorized list of courses, displayed
alphabetically.

A specific type of course, but they are | A combo list or category list, so that the student
unsure of the name. sees the types of courses offered.
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If your students will be looking for... | ...then consider using...
Either specific courses by name, or A combo list. Add a notice to the front page
types of courses. that the student can search for courses by

name (see Add instructions to your front page
with labels in Chapter 5, Resources, Activities
and Conditional Access).

They don't know. An uncategorized list of courses, if you have
only a few courses. You can use the course
description to sell each course. If your list of
courses is too long for the front page, you'll need
to use a category list and include information

on the front page to convince visitors to explore
the categories (Add instructions to your front page
with labels in Chapter 5, Resources, Activities and
Conditional Access).

Now that we have discussed how each option can affect how your student sees and
uses the site, let's see how to implement each of these options:

Creating course categories

You must be a site administrator to create, edit, and delete course categories. Perform
the following steps to create course categories:

1. If you're not logged in as the administrative user, log in now. Use the Login
link in the upper-right corner of the page.

You should be looking at the home page of your new Moodle site.

From the Administration menu on the left side of the page, click Site
Administration | Courses | Manage courses and categories. This displays
the Course categories page. In this page, you create new categories and
courses. Here, you can also arrange the order in which the categories are
displayed on the front page.

Click the Create a new category link. The Add new category page is displayed.

5. Select where, in the hierarchy of categories, this one will be. In the following
example, it will be a subcategory of Basic Science:

Edit category settings

Parent category [Basic Science ~|
Category name* |TC.’p m
’ Miscellaneous
Category ID number | Job Skills

Basic Science M

Description  [Basic Science / Life Sciencd Paragraph = I
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6. Inthe Category name field, enter a name for the category. Your users will see

this in the category list.

In the Description field, enter a description for the category. If you configure
your front page to show a list of categories, the user will see this description

on selecting a particular category. Enter some information in order to help
your users decide if this is the category they need.

Description Font family = | Font size ~ | Paragraph v | =) A fi..-x =]

[% B 7 U

— =

X || =

= || &2 @A 22
EHMNQH | T

These courses develop skills that will help you on the job. They focus on skills that
are in demand by employers.

5 &

Path: p

8. The category description can have the same features as any Moodle web

page. For example, you can add a graphic to the category description, as
shown in the following screenshot:

Font famiy  + || Font size ~ | Paragraph ||| ) E =]

B I U#x X|=E=Z|J L 05A-2 -~

2 HEQ L -

fThese courses develop skills thathe job. They focus on skills that

are in demand by emplaoyers.

=

o)
i

=

In Chapter 5, Resources, Activities, and Conditional Access, we show you how

to use Moodle's web page editor. This is the same editor that you see in the
preceding screenshot.

Click the Create category button. Moodle creates the category and returns
you to the Manage courses and categories screen.
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Rearranging course categories

You must be a site administrator to rearrange course categories. The order in which
you put them on this page, is the order in which your users will see them listed.

If you're not logged in as a site administrator, log in now. Use the Login link in the
upper-right corner of the page.
1. You should be looking at the home page of your new Moodle site.

2. From the Administration menu on the left side of the page, click Site
Administration | Courses | Manage courses and categories. This displays
the Course categories page.

3. To move a category up or down in the list, click the arrow button next to

the category:
Course categories
Course categories Courses Edit Move category to:
0 [Top =

Job Skills 2 [Top ﬂ
Basic Science 2 ‘h Top -

Earth Sciences 0 | Basic Science j

Life Science 0 [Basic Science =l

4. To convert a category into a subcategory, select the category and then use the
Move selected categories to drop-down list:

Miscellaneous
Life Sciences
=! Job Skills

o Biology

Sorting

Selected categories v

Sort by Category name ascending v
Sort by Course full name ascending v
Sort

Move selected categories to

Life Sciences v Move
L
o
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5. You do not need to save your changes. The changes you made on this page
are automatically saved as you make them.

Creating courses

As stated earlier, every course belongs to a category. Don't worry if you mistakenly
put a course into the wrong category. It is easy for a site administrator manager to
change the category of a course.

Creating a course and filling it with content are two different functions. In this
section, we talk about creating a blank course, with no content. In later chapters,
we talk about adding material to a course.

To create a course, a user must have the site-wide role of the site administrator or
manager. To add material to a course, a user must be the site administrator, course
creator, manager, or teacher (usually the teacher adds material).

Creating a new, blank course

When you create a blank course, most of your choices and settings will be done on
the settings page for the course. The Moodle help icons on this page do a good job
of explaining the purpose of each setting. However, the directions do not specify the
implications of the choices you make on this page.

In the instructions given next, I've added some commentary to help you
determine how your choices will affect the operation of your course, and how
the student/teacher is affected by those choices. My goal is to help you make

the right choices in order to create the teacher/student experience that you want.

The result of this procedure is a new course, ready for adding course material.
To create a new, blank course follow the given steps:

1. Login to the site as a site administrator, manager, or course creator.

2. Select Site Administration | Courses | Manage courses and categories.

3. (Click the Create new course link. The Edit course settings page is displayed.
4. From the drop-down list at the top of the page, select a category for the course.

You can use the drop-down list to change the category at any time. The list
shows both visible and hidden categories.
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As your site grows and you add more categories, you might want to
reorganize your site. However, if a student logs in while you are in the
middle of creating categories and moving courses, he or she might be
confused. It would be best if you can make the reorganization as quickly
as possible —ideally, instantaneously.

You can speed up the reorganization time by hiding your categories as
you create them. This lets you take your time while thinking about what
categories to use. Then, move the courses into the categories. Each course
will disappear until you finally reveal the new categories.

Enter a Full name and a Short name for the course.

The full name of the course appears at the top of the page when viewing
the course, and also in the course listings. The short name appears in the
breadcrumb, or Navigation bar, at the top of the page. In the following
example, the full name is Basic Botany in plain language and the short
name is Basic Botany:

Basic Botany in Plain Language

Home P Courses P Academic Demo Courses P Basic Botany

Navigation [

o Weekly outline
#ga

The full name also appears in the page's title and meta data, which influences
how it appears in the search engines. The following is the HTML code,
generated by Moodle, for the preceding example:

<head>
<title>Course: Basic Botany in Plain Language</titles
<link rel="shortcut icon"
href="http://localhost/moodle/theme/image.php/standard/
theme/1359480837/favicon" />

<meta http-equiv="Content-Type" content="text/html;
charset=utf-8" />

<meta name="keywords" content="moodle, Course: Basic Botany in
Plain Language" />

Notice the full course name in the <title> and <metas tags. Many search
engines give a lot of weight to the title tag. If your Moodle system is open to
search engines, choose your course title with this in mind.
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Enter a Course ID Number: Chapter 3, Configuring Your Site talks about using
an external database for enrollment information. If you are using an external
database to enroll students, then the ID number that you enter into this field
must match the ID number of the course in the external database. If you're

not using an external database for enrollment information, you can leave this
field blank.

Enter a Course summary: If you choose to display a list of courses on the
front page, then the course summaries are displayed with the names of the
courses, as seen in the following screenshot:

Available courses

Intro to Getting Things
Done

Email Overload: File, Act,
Defer
Teacher: Teacher1 User

Introduction to
Environmental Science

Teacher: Teacher1 User
Teacher: Teacher2 User

Basic Botany in Plain
Language
Teacher: Teacherl User

An introduction to the Getting Things Done
productivity method.

Get out from under that pile of emails! Learn the
secret to getting your Inbox down to zero by the
end of every work day.

Environmental science can be a complicated and
controversial field of study. This course gives you
the tools you need to begin to learn about, and
think critically about, important environmental
issues.

This course covers the terms and concepts you
need to understand most plant field guides. It also
introduces you to some of the most common and
useful wild plants in North America.
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If you choose to display a combo list on the front page, then the course
summary is displayed when the user clicks on the info icon next to the
course name, as in the following screenshot:

Courses 1 summary of Introduction to Environmental Science _oo
| localhost
Job Skills =~ Course info Al
Intro to Get
Email Ovey Introduction to Environmental Science
) _- (Intro Enviro Sci)
Basic Scien
Earth Sci Envlronme.ntal science can be. a comphcated and
[ controversial field of study. This course gives you the tools
. | you need to begin to learn about, and think critically about,

Life SCIE! important environmental issues. Ll
Introduction to Environmental Science i
Basic Botany in Plain Language wh

Search courses: [—@l Collapse all ~ Expand aII

9. If you allow visitors to see your front page without logging in, they will
probably read your course summaries before enrolling. Consider the
summary to be a resume of the course. Your course summaries need to be
informative and work as a sales tool. They should offer enough information
to help your visitors decide if they want to enroll, and should describe the
courses in their best light.

10. Select a format for the course. Among your choices are the following:

o

Topics

e}

Weekly (unless this is changed by the site administrator, this is the
default format for a new course)

Social

Single Activity Format

The Topics format is the most intuitive format to use for a course. Because it
displays each part of the course as a numbered topic, this format encourages
most students to proceed through the course sequentially. However, by
default, Moodle does not enforce this sequence, so students are free to jump
ahead and behind in the course.
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You can force students to complete the activities in a specific order by using
conditional activities. This is covered in detail later in the book. To use
conditional activities, your system administrator must enable the feature
Enable conditional access under Site Administration | Advanced Features

. If you want to force students to complete sections of your course only at
designated times, then consider using the Restrict Access setting under each
topic's (or each week's) Summary Settings. Again, this is covered later in the
book. For now, just select the Topics format. Later, we'll show how to force
students to complete topics in a specific order or during a specific time period.

The Weekly format appears almost identical to the Topics format, except

that it displays dates for each topic. As of this writing, Moodle does not
automatically enforce these dates. That is, Moodle does not turn the weekly
sections on and off on the appropriate dates. The site administrator or teacher
must do that.

The Social format turns the entire course into one discussion forum.
Discussion topics are displayed on the home page of the course. Replies
to a topic are added and read by clicking on Discuss this topic link.

The Social format is very different from a traditional, sequential course.

It lacks the ability to add activities and resources in the main course area,
which you find in the Topic and Weekly formats. However, because the
Social format turns the entire course into a discussion forum, it offers you the
chance to put a discussion forum right into the course listings. Then, you can
have a discussion appear in the course listing on the front page of your site.

The SCORM format enables you to upload a SCORM compliant activity. This
activity then becomes the entire course.

When to use the SCORM course format?

If you want to use a Sharable Content Object Reference Model
Ky (SCORM) package as a part of your course, then use the Topics
Q or Weekly format. Then, you can add the SCORM package as an
activity in the course. If you want to use a SCORM package as your
entire course, then use the Single Activity format and upload the
SCORM. That package becomes the entire course.
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11.

12.

Al

Select the Number of weeks/topics.

If you selected the Topics or Weekly format for your course, you must
specify how many topics or weeks your course will have. You can change the
number of weeks or topics in a course whenever you want. If you increase
the number, then blank weeks/topics are added. If you decrease the number,
then weeks/ topics are deleted. Or, so it seems.

One of Moodle's quirks is that when you decrease the number of sections in
a course, the topics that are dropped are not really deleted. They're just not
displayed to the students. If you increase the number of topics, those hidden
topics will again be displayed to the students with their content intact. And
teachers who are in editing mode will see the dropped topics as greyed out,
under a section called Orphan. The teacher can still access and edit those
orphaned topics.

Notice that this is different from hiding weeks/topics from students. When
you hide topics or weeks, students can't see them but the teacher can. When
a section disappears because the number of weeks/topics in the course was
reduced, it is unseen to everyone, even the teacher. The only way to bring it
back is to increase the number of weeks/ topics.

If you accidentally decrease the number of weeks or topics too
M much and some of the sections that you created disappear, don't
Q panic. They are still there. Just increase the number of weeks or
topics and the sections will reappear, or go into the editing mode
for the course and you will see the orphaned topics.

Set the Course start date.

For a Weekly course, this field sets the starting date shown. It has no effect
on the display of Topic or Social courses. Students can enter a course as soon
as you display it; the course start date does not shut off or hide a course until
the start date. The only other effect of this field is that logs for the course
activity begin on this date.

If you want to limit the dates that a course is available for the students to

methods. Enable the enrolment method for Self enrolment. Then under
the settings for Self enrolment, set the Enrolment duration.

‘Q enroll, look under Course administration | Enrolled users | Enrolment

If you want to test a course without creating user records, then enter a date in
the future into the Enrolment duration. As you test the course, your activity
will not be included in the logs.
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13.

14.

Select how the course will display Hidden sections.

The setting Number of weeks/topics determines how many weeks or topics
your course has. Each week or topic is a section. You can hide and reveal any
section at will except for Topic 0, which is always displayed. To hide and
reveal a section, turn course editing on and click on the open or closed eye
icon next to the section.

If you select Hidden sections are shown in collapsed form under Hidden
Sections, then the titles or dates of sections that you have hidden will appear
grayed out. The user cannot enter that section of the course, but does see
that it is there. This is most useful if you plan to make sections of a course
available in sequence, instead of making them available all at once. If you
select Hidden sections are completely invisible, then hidden sections are
invisible to the students. Course creators and teachers can still see those
sections and access the resources and activities in them.

If you choose to make hidden sections completely invisible to the students,
then there is no real disadvantage to having more sections than you're using.
You can keep a section that you're working on hidden, and then reveal it
when you're finished. If you want to modify an existing section, you can
create a hidden duplicate of the section, work on it and with a few clicks in a
few seconds, hide the old section and reveal the new one.

You can move resources between sections in a course. This
makes a hidden section a convenient place to hold that resources
N that you might want to use later, or that you want to archive. For
~ example, if you find a site on the Web that you might want to
Q use in your course later, but you're not sure, you can create a link
to the site in a hidden section. If you eventually decide that you
want to use the site, you can just move that link from the hidden
section to one of the sections in use.

Specify how many News Items to show in the Latest news block.

For Weekly and Topics course formats, a News forum automatically appears
on the Home Page of the course. If you want to delete this forum, set the
News Items to Show to zero and then delete the forum.

The News forum is like any other forum, except that its postings appear in
the Latest news block. Like other forums, the course creator and editor can
enable or disable the ability of the students to create new topics, and to reply
to existing topics.
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15.

16.

The Latest news block automatically disappears if you have News items to
show set to zero, or if there are no news items (no topics in the forum). Also,
the Latest news block can be manually hidden, regardless of this setting or
how many news items are posted.

The maximum number of news items that the block will
s show is 10.

If Show gradebook to students is set to Yes, then a student can view a list
of all their grades for the course by clicking the Grades link in the Course
administration block, as shown in the following screenshot:

Course administration
Grades

My profile settings

If the course allows Guest access, the guests will not be able to earn grades.
So if your site has a free sample course, and you want people to see how
Moodle displays their grades, you might want to make people register for
that free sample.

You can see a report of your activity in each course that you take under
your profile. Note that your personal activity report is in your profile, not in
the courses. Whether or not a student's activity for a course will be kept in
the student profile is determined by the setting Show activity reports. For

a course that allows guest access, setting this to Yes usually doesn't make
much sense. Remember that every anonymous, unregistered user enters the
course under the name Guest. So having a report that shows the grades and
activities for a Guest is usually not very useful. To track how many people
tried a sample course and the parts of the course that they sampled, allow the
users to create a free account in the fully functioning sample course. Make
this especially easy by not requiring e-mail confirmation when the student
registers; instead, give instant approval. Now you can track and study
individual usage in the sample course. To keep anonymous users out of the
courses requiring registration or payment, use a Login page for such courses.
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17.

18.

19.

20.

The setting for Maximum upload file size limits the size of a file that a
student can upload into this course. There is also a site-wide limit set under
Site Administration | Security | Site policies. The smaller of the two
settings — site-wide or course — takes precedence here.

The color and icons that Moodle uses are determined by its theme. Usually,
you would use the same theme throughout your site. However, teachers and
even students can change the theme that they use. The setting Force theme
determines if users can choose a different theme when they are in this course,
or if they must use the selected theme.

A theme can do more than just provide a pleasant color scheme.
M For example, you can assign the courses a distinctive theme
Q for each teacher, or assign the same theme to all the courses in
a category, and so on. For more about themes, see the official
Moodle site at http://moodle.org.

Under Guest access, choose whether or not to allow guests to take the course.
You can also set a guest password. This password applies only to guests, not
to enrolled students.

Select the Group mode.

Later in the book, you will learn how to separate the students in a course into
groups. This setting determines how the individual activities in the course
react to the presence of groups in the course. If you do not use groups in the
course, this setting has no effect.

When set to No, all students in the course are considered to be in one big
group. When set to Separate, students in a group cannot see the names of
any other groups. That is, the work done by different groups is kept separate.
When set to Visible, students in different groups can see the students from
other groups.

You can change this setting for individual activities. For example, suppose
you want to run groups through a course separately. However, you have
one project where you want all the students, in all the groups, to be able to
see each other's work. You can choose Separate for the course, and for that
one project, override the setting with Visible. Now, only for that one project,
each group can see the other group's work.
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21.

22.

23.

24.

Running Separate Groups Through a Course, Versus Having
Separate Courses

Using Separate groups enables you to reuse a course for many
groups, while giving the impression to each group that the course is
theirs alone. However, this doesn't work well for a Weekly format
course, where the weeks are dated. That's because the course home
page displays the dates for each week. If you start each group on a
different date, the weekly dates will become incorrect.

If you're running a Topics format course, you can easily reuse the
course by separating your students into groups and running each
group individually. Later, you'll see how to assign teachers to a

M course. You can assign a teacher to a group, and remove their ability
to see other groups (remove the capability accessallgroups). This will
result in each teacher seeing only his or her students.

If you run several groups through a course, and those groups are
at different points in the course, be aware that the teacher cannot
regulate the flow of students through the course by turning the
topics off and on. That is, you cannot reveal just Topic 1 until the
group has finished it, and then reveal Topic 2 until the group has
worked through it, and then Topic 3 and so on. If you tried this
while running several groups who were at different points in the
course, you'd be turning off topics that some groups need.

If you really must enforce the order of topics, use conditional
activities to reveal activities after the previous ones have been
completed by a student.

Normally, the group mode of the course can be overridden for each activity.
When the course creator adds an activity, the teacher can choose a different
group mode than the default one set for the course. However, when Force
group mode is set to Yes, all activities are forced to have the same group
mode as the course.

The Default grouping for the course determines how groups are filtered in
the gradebook. This setting has no effect unless you are using groupings. A
grouping is a group of groups. It can consist of one or more groups from the
course that is put into a grouping. All groups can then be managed as one
single group.

While you're working on a course, you may want to set Availability to This
course is not available to students. This will completely hide your course
from the students' view. Teachers and administrators can still see the course,
so you can collaborate on the course content with them.

Select a setting for Force language. Selecting Do not force enables a student
to select any language on the pull-down list of languages.
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25.

26.

Remember that the languages on the pull-down list are limited by the setting
you choose under Site Administration | Language | Language Settings |
Display language menu and Languages on language menu. And, you must
have the language pack installed for any language that you want to use.

Also remember that only the standard Moodle menus and messages are
translated automatically when a student selects a different language. Course
material is not translated unless the course creator entered material in
another language and used the Multi-language content filter.

If you want to use different terms for the roles in your course, you can use
Role Renaming. Moodle inserts your term for a teacher or student into its
standard messages. You can substitute the term teacher with anything like
instructor, leader, and facilitator. For students, you could use terms like
participant or member.

At the bottom of the page, click the Save Changes button.

ready to start configuring and filling it with great material.

\
[ ‘Q Congratulations! You now have a new, blank course. You're ]

Enrolling teachers and students

Who will teach your course? And how will students be enrolled? The settings that
you choose for your course enrolment will determine that.

Assigning teachers

After a site administrator, manager, or a course creator has created a blank course, (s)
he can assign a teacher to build the course.

To assign a teacher to a course:

1.

The teacher needs an account on your site. If you need to manually create
the teacher's account, see the Creating test accounts section in Chapter 3,
Configuring Your Site.

Enter the course as administrator or manager.

From within the course, select Course administration | Users |
Enrolled users.
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4. In the upper-right corner of the page, click the Enrol users button. The Enrol
users window is displayed as in the following screenshot:

Enrol users X
Assign roles Student b
F Enrolment options

T users found

Student! AATest
student! @williamrice.com

Enrol

Student2 AATest
student? @williamrice.com

Enral

L . Ei
student3@williamrice.com AL

Studentd AnaTest
studentd @williamrice.com

Enral

@
:(@
® Studentd AaTest
3
‘@

Teacher! AATest

4 teacher! @williamrice.com Enro
Teacher? AATest Enral
g teacher@williamrice.com
Admin User
- ) Ei
g }“ moodle@williamrice. com s
Search
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To find a user, enter any part of the user's name into the Search field and
then press [Enter] or [Return] on your keyboard:

Enrol users *

Assign roles) Student A
F Enrolment options

4 uzers found

Student! AfTest

o ' E
student! @williamrice.com are

Student? AATest

o ) E
student2@mwilliamrice.com =

ol ' E
student3@williamrice.com are

Studentd AATest

o . E
studentd@mwilliamrice.com =

® Student? AATest

Search |Student]

From the Assign roles drop-down list, select Teacher.

Next to the user's name, click the Enrol button. The display of that user's
name will change to indicate that (s)he is enrolled.

7. When you finish enrolling users, click the close box for this window.
On returning to the Enrolled users page, you will see the user added
to the list of enrolled users.

How to set enroiment methods

In Chapter 3, Configuring Your Site in the section Enrolment Methods, you enabled a list
of enrolment methods for your site. For each course, you can enable or disable any or
all of these enrolment methods.
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The teacher can enable, disable, and arrange only the interactive

enrolment methods. Interactive enrolment happens when a user

tries to enroll on a course. The user must do something to be enrolled,
M such as select a course and confirm that they want to enroll, or paying
Q for a course.

Non-interactive enrolment methods are checked when a user tries to
login to a course. For example, an external database or LDAP server.
Only a site administrator can enable or disable a login-time enrolment
method. These are not managed at the course level, but at the site level.

1. Enter the course as a site administrator or teacher.

Select Course administration | Users | Enrolment methods. The Enrolment
methods page displays all of the enrolment methods that are enabled for
the site, as shown in the following screenshot:

You are logged in as Admin User (Logout)

Basic Botany in Plain Language

Home P Courses » Academic Demo Courses P Basic Botany » Users » Enrolment methods

Navigation [
Enrolment methods
Home
My home
» Site pages Name Users Up/ Edit
b My profile Down
» Courses
Manual enrclments 8 + X ] &
Settings I Self enrolment 0 T4 X @ &
(Student)
¥ Course administration
& Tum editing on 0 + X e
Edit settings
¥ Users Add method Choose... v

_ﬂEnrolled users
¥ Enrolment
methods.

3. To enable or disable an enrolment method for a course, click the eye icon.
When the eye is open, that enrolment method can be used for that particular
course. When the eye is closed, that enrolment method is not available for
that course.

4. Place the enrolment methods in the order in which you want this course
to use them. Do this by clicking on the up and down arrows next to each
enrolment method.
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Many enrollment methods have a separate page for settings where you can
configure that method, as shown in the following screenshot:

Self enrolment

The self enrolment plugin allows users to choose which courses they want to participate in. The courses may
be protected by an enralment key. Internally the enrolment is done via the manual enrolment plugin which has
to be enabled in the same course.

Require enrolment key [

Require enralment key in new courses and prevent remaving of enrolment key from
existing courses.

Use password palicy [
Lize standard password palicy for enralment keys.

Shaw hint [

Show first letter of the guest access key.

Enrelment instance defaults

Default enralment settings in new courses.

Add instance to new

EOUMSES 1t is possible to add this plugin to all new courses by default.

Allowe self enrolments | Mog  w

Allow users to self enral into course by default.

Use group enrolment keys |[No v

Use group enrolment keys by default.

Default role assignment | Student R4

Select role which should be assigned to users during self enralment

If you enable an enrollment method, you should at least look at the settings
page for that method and determine if you need to change any of the settings.
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Handling course requests

The site administrator can enable course requests. When this is enabled, any
logged-in user can request a course. The site administrator, manager, and course
creator can then create the requested course.

Enabling course requests

The site administrator must enable course requests.

While logged in as the administrator, select Administration | Site
administration | Courses | Course request.

3. Click to place a check mark in the field labeled Enable course requests.

Other settings on this page will enable the users to select a category for the
course that they select.

5. For the field Course request notification, select everyone who you want to be
notified when someone requests a course. If you want to select several users,
use control-click to select them all.

6. Save your changes.

Getting notified about course requests

By default, when someone requests a new course, Moodle will send an e-mail to the
users who have the ability to create courses. It will also send an e-mail to the course
requestor when the course is denied or created. How you receive these messages can
be changed in your profile.

The following procedure can be used to change when you are notified about course
requests that involve you, and also how you are notified:
1. After logging in, select Home | My profile | Messages.

2. The messages page is displayed. Select Administration | My profile settings
| Messaging.

3. The page displays settings for configuring notification methods for
incoming messages.
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4. Select if, and how, you want to be notified about the requests to create courses,
as shown in the following screenshot:

Course creation request notification

When I'm logged in 3 ¥
When I'm offline r ¥

Course creation request approval notification

When I'm logged in 13 3
When I'm offline r W

Course creation request rejection notification

When I'm logged in T W

When I'm offline r v

5. Click the Update profile button to save your changes.

How to request a new course (teachers and
students)

Any logged-in user can request a new course.

1. Login to the site.

2. From the Navigation menu, select Courses:

Navigation

Home
My home
Site pages
My profile

My courses

Cour%?s
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3.

N o e

How to respond to a request for a new course

A list of courses will be displayed:

Course categories

Job Skills
Intro to Getting Things Done
Email Overload: File, Act, Defer

Basic Science
Introduction to Environmental Science
Basic Botany in Plain Language

Earth Sciences
Life Science

Search courses:

Request a course

Click the Request a course button.

The Course request form will be displayed.

Fill out all the required fields, and then click the Request a course button.

The course request is sent to the users specified by the administrator.

(managers, course creators, and administrators)

When you are one of the users who is notified about course requests, you will be

notified by an e-mail, a popup message when you log in, or both. This is determined

by your Messages settings.

1.

2.
3.
4

Log in to the site.

From the Navigation menu, select Courses.
A list of courses will be displayed.

Click the Courses pending approval button.
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5. The Course pending approval page will be displayed:

Courses pending approval

Course Course  Requested Summary Category Reason for course request Action
short  full name by
name

HonChem  Honors Teacher! An honors-level course for  Job Skills | have forwarded my discussion with AEEFD“’El

Chemistry User students who have the Dean to you in a separate email.
. 5 ect...I
completed basic Please refer to that for more
Chemistry information

Back to course Iisting]

6. If you click the Reject... button, you will be required to enter a message that
is sent back to the requestor of the course. The course will not be created.

7. If you click the Approve button, you are taken to the Edit course settings
page for this course. Select the desired settings for this course, save your
work, and the course is created.

8. The course requestor is automatically made a teacher in the course.

A notification that the course has been created is sent to the course requestor.

Summary

Just as Moodle enables students to explore courses in a non-linear fashion, it also
allows you to build courses in a flexible, non-linear method. After you fill out the
course settings page, the order in which you add material and features to your
course is up to you. Don't get stuck if you don't know where to begin. For example,
if you're unsure whether to use a Weekly or Topics format, just pick one and start
adding material. If the course content begins to suggest a different type of course
format, you can change the format later.

If your course is still under development when it's time to go live, use hidden
sections to hide the unfinished portions. You can reveal them as you complete them.
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When deciding which blocks to display, consider the comfort level of your students.
If they're experienced web surfers, they may be comfortable with a full complement
of blocks displaying information about the course. Experienced web surfers are
adept at ignoring information they don't need (when was the last time you paid
attention to a banner ad on the Web?). If your students are new computer users, they
may assume that the presence of a block means that it requires their attention or
interaction. And remember that you can turn blocks off and on, as needed.

In general, make your best guesses when you first create a course, and don't let
uncertainties about any of these settings stop you. Continue with the next chapter,
Adding Static Course Material. As you add static, interactive, and social materials in
the coming chapters, you can revisit the course structure and settings in this chapter
and change them as needed.
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Conditional Access

On Moodle, the course material is either a resource or an activity. A resource is an
item that the student views, listens to, reads, or downloads. Examples would be:

* A webpage

* Alink to another location on the Web

* A file that the student downloads

* A video that the student watches
An activity is an item that the student interacts with, or one that enables the student
to interact with the teacher or other students. Examples would be:

* Aquiz

* An assignment that the student uploads for the teacher to review

* Awiki

e A forum

Usually, resources are ungraded while activities are graded.

Settings that are common to all
resources and activities

For all the different kinds of resources and activities, the first few clicks for adding
them are the same. Also, there are some common settings that you will need to
choose for all the resources and activities that you add.
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Adding a resource or activity

Before you begin adding a resource or an activity, make sure that you are logged
into the course as an administrator, course creator, manager, or teacher. Also,
make sure that you click Turn editing on. Look in the upper-right corner or

in the Administration menu for that button.

To begin adding a resource or activity, take the following steps:

1. In the topic or week where you want to add the resource, click Add an
activity or resource. If you're not sure where you want to add the resource,
just make your best guess. You can move it around the course later.

2. The Add an activity or resource dialog box will be displayed. Click the radio
button next to the kind of resource or activity that you want to add.
3. Click the Add button.

An editing page is displayed. Some of the settings on this page are unique for
that type of resource or activity. Some of them are common to all the resources
and activities. The common settings are covered in the following sections.

Entering the name and description

For every resource or activity that you add, you must enter a name and description.
You will also choose if and when the description is displayed. Because these fields
are common to every resource or activity that you add, let's cover them under the
respective sections.

To give a name and description for a resource or an activity, do the following:

1. Enter a Name:

General

Name™ [The Flow of Energy

When you are done with editing and save the resource or activity, this name
will appear as a link on the course page, as seen in the following screenshot:

Topic 1
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The name will also appear as a link on the navigation menu of the course.
It is usually in the left or right column:

2. Enter a Description:

Navigation ool

Home
* My home
» Site pages
» My profile
w Current course
+ Intro Enviro Sci
» Participants
» Reports
» General
w Topic 1
The Flow.of

Energy 11\_??

» Topic2

Name*

The Flow of Energy

Description*

S P22 PR

Food, heat, lightning, wind, rain, ocean waves...all are examples of energy flowing through the environment.
In this page, you will learn the basic terms and concepts you need to understand the flow of energy through

the environment.

The item's description can appear on the course home page and also when
the item appears in a list of resources for your course:

= The Flow of Energy

Food, heat, lightning, wind, rain, ocean waves...all are examples of
energy flowing through the environment. In this page, you will learn the
basic terms and concepts you need to understand the flow of energy
through the environment.
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Showing and hiding a resource or an
activity

When you add a resource or an activity to a course, you can make the item invisible
to the students until you are ready for them to see it. For example, you might want
to keep a web page hidden until you have finished writing it. Or, you might want to
reveal a series of activities as the class completes them, as a group.

When you hide an item, it is still visible to the teacher, course manager, and site
administrator. It is hidden only from the students and visitors.

To show or hide an item, click the eye icon next to it to get the options as follows:

The Flow of Energy Edit~
Edit setting
Food, heat, lightning, wind, rain, ocean waves...all SSERngs
energy flowing through the environment. In this pag Move right

basic terms and concepts you need to understand t -
through the environment.
Duplicate
Energy Flow in Ecosystems
P Assign roles
# Nitrogen Cycle Diagram
Delete
The Flow of Energy in Ecosystems —

Setting the availability of a resource or
an activity

Every resource or activity that you add will have Common module settings. If
conditional access and/or completion tracking is enabled for the site, then Restrict
access settings are also added. Because each item comes with these settings, let's
explain them once, in the following sections.
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Using the visibility setting to show or hide a
resource

Under Common module settings, the Visible setting determines if this resource or
activity is visible to students:

Common module settings

Visible [Show ¥

ID number (2) |

Teachers and site administrators can always see the item. Setting this to Hide will
hide the item from the students. Teachers can hide some resources and activities at
the beginning of a course, and reveal them as the course progresses. Or, you can keep
an item hidden while you're developing it, and reveal it only when it's complete.

Using the ID number to include a resource in
the gradebook

The field ID number enables you to add an identifying number to a resource.
Remember that we said most resources are ungraded. By default, an activity is
automatically included in the course's gradebook, but a resource is not.

Now suppose that you want to give the students credit (a grade, or some points) for
viewing a web page. A web page is a resource. Somehow, you need to include the
resource in the course's gradebook. To do that, give it an ID number.

It will be the ID number of the resource, not its name, that appears in the gradebook.
Later on, you will learn how to add the resource to the gradebook. For now, just add
the ID number to the resource so that it is possible to add it to the gradebook. The ID
number of each course must be unique.
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Restricting access

The Restrict access setting enables you to set conditions that control whether or not
the student can see this resource. You can use three kinds of conditions: dates, user
fields, and grades. Let us discuss each one now:

Add restriction...

Prevent access until (or from) a specified
date and time

Date

Require students to achieve a specified
grade

Grade

Control access based on fields within the

User profile ) N
student's profile

Add a set of nested restrictions to apply
complex logic.

bl Restriction set

Cancel
f

In the following screenshot, the user is adding a date restriction to a resource:

Student must ¥ match the following
Date 14 ¥ May Y 2015 ¥ 00 v|: 00 ~

Add

Adding a from restriction makes the resource available on that date and time
onwards. If you do not add a from restriction, then the resource becomes available
immediately.

Adding an until restriction sets a date and time when the resource becomes unavailable.
If you do not add a from restriction, the resource remains available indefinitely.

If you leave Allow access from blank, the item is available immediately. If you leave
Allow access to blank, the item will stay available forever.

The Grade condition setting enables you to specify the grade that a student must
achieve in another activity in this course, before being able to access this item.
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In the following screenshot, you can see that the item will become available to
the student only after the student scores at least 70 percent in an activity called
Terminology. And the teacher is about to add another grade condition for an
activity called The Plants Around You:

Grade condition | Terminology >| mustbe atleast [70 % and less than | %
Grade condition  [The Plants Around You ~| mustbe atleast | % and less than %
Grade condition ggpeeg;)on' total must be at least | % and less than %

Category total
1Course Discussion
Course total
Extra Points
| Lifecycle Test
Observing the Familiar (assessment)
Observing the Familiar (submission)

Terminology
The Plants Around You
What kind of plant is it? A

Summary of the process to use completion
conditions

Using completion conditions to restrict access is not difficult. However, you do need
to do some things in a specific order.

1. The site administrator must enable completion tracking site-wide, and the
teacher must enable it in the course settings.

Create the activities and resources that will need to be completed.

3. For each item that needs to be completed, determine how it gets marked as
completed (Activity completion settings).

Create the activity or resource that will be restricted.

5. In the restricted activity or resource, select the activities and resources
that need to be marked as complete before it can be accessed (Activity
completion conditions).

In the following subsections, we will look at the detailed instructions for each step.

Creating the activities and resources that need to be
completed

Later chapters show you how to create resources and activities. After you've created
all the resources and activities that will need to be completed, return to this section
for instructions on how to set their completion conditions.
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Creating the activity completion settings

The activity completion settings determine what needs to happen for an activity or
resource to be marked as complete.

1.
2.

Select the activity or resource.

Under the Administration menu for the activity or resource, select Edit
settings. In the following example, we are working with a glossary in
the course:

Settings
Glossary administration

Editgiettings
Lockfly assigned roles

Permissions
Check permissions

The Settings page is displayed. Scroll down to the section that is labeled
Activity completion.

The Completion tracking field determines how this activity or resource gets
marked as complete, as seen in the following screenshot:

Completion [Show activity as complete when conditions are met v
tracking Do not indicate activity completion

Students can manually mark the activity as completed
Show activity as complete when conditions are met ™

Either the student deliberately marks it as complete (Student can manually
mark the activity as completed) or the student does something and then the
activity is automatically marked as complete (Show activity as complete
when conditions are met).

If you choose to have the student manually mark the activity or resource as
complete, then the student will mark it complete from the home page of the
course. For example, the following screenshot shows what the student sees

on the home page when marking the glossary activity as complete:

i Terminology

{;grk as complete: Terminclogy |
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If you choose to have the activity or resource automatically marked as
complete, then in the next step you will choose the conditions that cause
it to be marked as complete.

If you selected Show activity as complete when conditions are met, then
you must select the conditions that will cause the activity or resource to be
marked as complete:

Require view M Student must view this activity to complete it
Require grade V¥ Student must receive a grade to complete this activity

Require entries ¥ Student must create entries: |1

If this is a resource, then the student cannot earn a grade for it. Only Student
must view this activity to complete it will be available.

If this is an activity, then both Student must view this activity to complete it
and Student must receive a grade to complete this activity will be available.

In the preceding example, we are using a glossary activity. The condition
Student must create entries is unique to glossaries. Other kinds of activities
also have completion conditions that are unique to them. For example,

in addition to the normal completion conditions, a forum can have the
following conditions for completion:

Require posts ¥ Student must post discussions or replies: |3
Require discussions [~ Student must create ussions: |1
Require replies ™ Student must post replies: |1

At some point, you might want to run a report called the activity completion
report. We will cover that in Chapter 14, Features for Teachers. If you think

you will want to use that report, then enable the setting for the expected
completion date, as seen in the following screenshot:

Expect completed on [3 =] [June ~| [2013 > | FEnable

This does not display the expected completion date to the student. You are
not setting a due date with this setting. Only the teacher will see this date
in the activity completion report. If you want to tell the student to complete
this activity or resource by a specific date, you will need to use some other
method to do so.

You have finished setting the completion conditions. Either save the activity
or resource, or, continue modifying the other settings on the Settings page
and then save.
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Creating the activities or resources that will be restricted

Now that you have created the activities that need to be completed, and set their
completion conditions, you are ready to create the activity that will be restricted.

As stated earlier, the later chapters show you how to create resources and activities.
Once you've created the resource or activity that will be restricted, proceed to the
next set of instructions.

Setting the activity completion conditions

Finally, in the resource or activity that we are trying to restrict, let's choose when it
becomes available.

1.
2.

Select the activity or resource.

Under the Administration menu for the activity or resource, select
Edit settings.

The Settings page is displayed. Scroll down to the section that is labeled
Activity completion.

For the field Activity completion condition, select the activity or
resource that must be completed. In the following example, it is a
resource called Terminology:

Activity completion condition  [Terminology | [must be marked complete ~|
must be marked complete
must not be marked complete k

must be complete with pass grade
must be complete with fail grade

Select the condition: must be marked complete, must not be marked
complete, and so on.

You can add more completion conditions by clicking the button Add 2
activity conditions to form.

Either save the activity or resource or continue modifying the other settings
on the Settings page.

[152]



Chapter 5

Allowing students to see the activity or resource
before they can access it

When an activity or resource is not yet open to a user, you can prevent users from
seeing it on the course home page. The following example shows the eye icon next

to the access condition. If the eye is open, then the student sees the activity/resource
listed on the course home page even before the user has access. The activity /resource
will be displayed in grey type. If the eye is closed, then until the user has access, the
item will be hidden from the user:

Restrict access

Access restrictions Student  must ¥ match all ¥ of the following

B Grade Lifecycle Test Y ¥ mustbez 80 % must be <
Iy

The following screenshot shows what it looks like from the student's point of view:

v

Not available unless:
= You achieve a required score in Go play in the ocean
= You achieve a required score in The Carbon Cycle, Step by Step

This setting is especially useful for quizzes. You can ensure that students review
the material they need before taking the quiz, and that they know what is required
before the quiz becomes available.

Rearrange/move items on the course
home page

As you build your course, you will be adding resources and activities to the course
page. Moodle enables you to easily reposition these items. It's so easy to reposition
them that I recommend that you don't even worry about getting them in the right
place as you are creating them. Just forge ahead, create, and rearrange later.
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Rearranging items on the course page:

1. Log in to your course as a teacher or site administrator.

2. In the upper-right corner of the page, if you see a button that reads, Turn
editing on, click the button. If it reads Turn editing off, then you do not
need to click this button.

3. Next to the item that you want to move, place the mouse pointer over the
crosshairs icon, as seen in the following screenshot:

Topic 1

The Flow of Energy
Food, heat, lightning, wind, rain, ocean waves...all are examples of energy flowing through the

environment. In this page, you will learn the basic terms and concepts you need to understand the
flow of energy through the environment.

Energy Flow in Ecosystems

Add an activity or resource

Topic 2

Add an activity or resource

4. Drag the item to where you want it on the course page, and drop it.

u You can also drag and drop entire topics, if your browser has JavaScript
~ enabled and Moodle has Ajax enabled (both should be the default).You'll
Q know you can do this if you see a crosshairs icon next to the topic. Just
drag the crosshairs icon and drop it where you want the topic to go.
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Summary

In this chapter, you learned the difference between resources and activities. You
learned the basics of adding them to a course. You also learned about settings

that are common to the different kinds of resources and activities. In the next

few chapters, you will learn about the specific settings for specific resources and
activities, and how to make the best use of them. While you're learning how to work
with those items, you can refer back to this chapter for a reminder on how to use the
common settings.
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Adding Resources

Resources are course materials that students read but don't interact with, such
as presentations, graphics, and PDFs. This chapter teaches you how to add those
resources to a course, and how to make the best use of them.

Adding different kinds of resources

Resources are added from the Add an activity or resource drop-down menu.
Using this menu, you can add these resources:

Resources Description
A Book is a series of web pages, organized into chapters.
8 L Book A Book can consist of one or more chapters. This is a good

option for presenting a series of web pages, that you want the
student to read in order.

Moodle can serve a single File to your student. If Moodle's

C File built-in media player can play the File, you can configure it to
automatically embed. Or, you can configure the File so that it
downloads to the student's computer, and lets the student's
computer determine how to open and display it.

A Folder is a collection of files that you have added to the

C Folder course. For example, you can have a Folder for each topic in
a course, where you give the student all of the files needed to
complete the exercises for that topic. Or a Folder for a specific
activity.

A Label is a text, graphic, or a media file that you put on the
C & Label home page of a course. Almost anything that you can put onto
a web page, you can put onto the home page of your course.
You usually use a Label to describe or label the content
around it.
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Resources Description

A Moodle Page is a web page that you create using Moodle's
o Page web page editor.

A URL is a link to another place on the Web. Usually, you link
[ URL to a page or file that exists outside of Moodle. But, you can
link to a place inside your own Moodle site.

Each of these resources is covered in the following sections:

1
~ Refer to Chapter 5, Resources, Activities, and Conditional Access, for
information about the settings that are common to all resources.

Adding URLs

On your Moodle site, you can show content from anywhere on the Web by using a
link. You add the link to your course's home page. When the student clicks the link,
the linked item is displayed.

When using the content from outside sites, you need to consider the legality and
reliability of using the link. Is it legal to display the material within a window on
your Moodle site? Will the material still be there when your course is running?

Display options — Embed, Open, and In pop-
up

You can choose how the page is displayed. There are three options:

You can Embed the linked page into a Moodle page. Your students will see the
Navigation bar, any blocks that you have added to the course and navigation links
across the top of the page, just like when they view any other page in Moodle. The
center of the page will be occupied by the linked page.

Open will take the student off of your site, and open the linked page in the window
that was occupied by Moodle.

In pop-up will launch a new window on top of the Moodle page, containing the
linked page.

In the following examples, we linked to a page called Energy Flow in Ecosystems.
That page exists on another site, http://wikieducator.org/Main_Page. Here are
some thumbnail pictures, of how each option looks:
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Embed

When the user clicks the link on the course home page, the outside page is displayed
in a frame. The user is still on your Moodle site:

Introduction to Environmental Science

Home Courses Miscellaneous Intro Enviro Sci Topic 1 Energy Flow in Ecosystems

TR A S AT pam om 5

R ’ Energy Flow in Ecosystems

Home

* My home

P Site pages Environmental Science [A]
* My profile What is the Environment | Population | Energy Flow in Ecosystems | Ecology |

* Current course Topics Biogeochemical Cycles | Biodiversity | Energy | Atmosphere | Air Quality | Global Warming

Water Quantity | Water Quality | Solid Wast
* |ntra Envire Sci Water Quantity | Water Quality | Solid Waste

¥ Participants

¥ Badges
» General
< = - T 5
Topic 1 t Objectives
The Flow of Energy SR : " -
o oy = 1. Describe three main laws of physics important to natural systems
:nergy;[ow in 2. Discuss the second laws of thermedynamics
cosystems y x
= ¥ 3. Apply the second law to life processes and the environment
# Nitrogen Cycle
Diagram

The Flow of Energy

Open
When the user clicks the link on the course home page, Moodle displays the page
with the description of the link and a link to the outside page:

You are logged in as William Rice (Logout)

Introduction to Environmental Science

Home & Intro Enviro Sci » Topic 1 » Energy Flow in Ecosystems

Navigation .
Energy Flow in Ecosystems
Home
This page will:
My home
Site pages + Describe three main laws of physics important to natural systems.
+ Discuss the second laws of thermodynamics.
My profile + Apply the second law to life processes and the environment.
Current course

Intro Enviro Sci

Participants Click http://wikieducator org/Science_Man_and_His_Environment/Energy_Flow_in_Ecosystems link to open resource.
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Clicking the link brings the user to the outside page. They have left your Moodle site:

& Login/create account |4

Page Discussion Read View source View history Gﬂl Searchl

Join our WikiEducator discussion group .

Energy Flow in Ecosystems

= Science Man and His Envirenment

Mavigation

Main Page

Recent changes Objectives

Random page

Help 1. Describe three main laws of physics important to natural systems
Practice editing 2. Discuss the second laws of thermodynamics

3. Apply the second law to life processes and the environment
Community

Community portal
Contents [hids]

Web chat
Mailing list 1Energy Flow
Donate now 2 Conservation of Mass
3 Definitions
Create a book DI
5 Second Law
Add wiki page G Life
Books help 7 Efficiency
Toolbox Energy Flow
Whatlinks here All of nature is driven by energy. How this energy flows through the environment is important. =~

In pop-up
When the user clicks the link on the course home page, Moodle displays the page
with the description of the link and a link to the outside page:

You are logged in as William Rice (Logout)

Introduction to Environmental Science

Home & Intro Enviro Sci » Topic 1 » Energy Flow in Ecosystems

Navigation .
Energy Flow in Ecosystems
Home
This page will:
My home
Site pages + Describe three main laws of physics important to natural systems.
+ Discuss the second laws of thermodynamics.
My profile * Apply the second law to life processes and the environment.
Current course

Intro Enviro Sci

Participants Click http://wikieducator org/Science_Man_and_His_Environment/Energy_Flow_in_Ecosystems link to open resource.
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Clicking the link opens a popup window with the outside page. It is displayed on

top of the window with your Moodle site:

Introduction to Environmental Science

7 Energy Flow in Ecosystems - WikiEducator - Google Chrome

Home » Inff™~
1 wikieducator.org/Science_Man_and_His_Environment/Energy_Flow_in_Ecosystems

& Login/create account ||

Page Discussion Read  View source View history Go | Search

Navigatior|

Home
My hom ot Join our WikiEducator discussion group . | |
SIS P iKiEducatol Energy Flow in Ecosystems
My profi < Science Man and His Environment
Current Navigation
Intro Main Page

Recent changes

Objectives
P Random page

R4 Help 1. Describe three main laws of physics important to natural systems
G Practice editing 2. Discuss the second laws of thermadynamics
T 3. Apply the second law to life processes and the environment

Community

Community portal
‘Contents [hide]

You are logged in as William Rice (Logout) ||

pen resourc

Web chat
a Mailing list 1 Energy Flow

Donate now 2 Conservation of Mass
T 3 Definiions
T Create a book OFEEIED

5 Becond Law

T Add wiki page B Life
T Books help 7 Efficiency
Td Tooiax Energy Flow -
Trarmis 7

e

The following section contains instructions for creating a link on your course home

page, and for using these options.

To add a link to a resource on the Web:

1. In the Topic or the Week, where you want to add the resource, click Add an
activity or resource. If you're not sure where you want to add the link, just

make your best guess. You can move it around the course later.

2. The Add an activity or resource dialog box will be displayed. Click the radio

button next to URL.
3. Click the Add button.
Moodle displays the settings page for this resource.

5. Enter a Name and Description for the link. For more about how the name
and description affect the user experience, see Chapter 5, Resources, Activities,

and Conditional Access.
6. In the External URL field, enter the web address for this link.
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7.

10.

11.

12.

Under Appearance, from the Display drop-down menu, select the method
that you want Moodle to use when displaying the linked page: Embed,
Open, or In pop-up. Automatic will make Moodle choose the best method
for displaying the linked page.

For more about these display options, see the section Display options — Embed,
Open, and In pop-up explained before.

The check box for Display URL description will affect the display of
the page, only if Embed is chosen as the display method. If selected, the
Description will be displayed below the embedded page.

Under Appearance, you can set the size of the popup window. If you don't
select In pop-up as the display method, these fields have no effect.

Under Parameters, you can add parameters to the link. In a web link, a
parameter would add information about the course or a student to the link.
A discussion of URL parameters is beyond the scope of this book. If you have
web programming experience, you might take advantage of this feature. For
more about passing parameters in URLs, see http://en.wikipedia.org/
wiki/Query string.

The Common Module Settings, ID number field, and Restrict Availability
settings are covered in Chapter 5, Resources, Activities, and Conditional Access.

Click one of the Save buttons at the bottom of the page to save your work.

Adding pages
Moodle enables you to compose a web page and add it to your course. The page that
you add, will be created and stored in your Moodle site.

When you add a page to your course, Moodle displays a text editor. Using this
editor, you can put almost anything onto the Moodle web page that a normal web
page can contain.

A link to the page that you create will appear on the course's home page.

If you can use a basic word processor, you can use most of the web page editor's
features. A full discussion of the editor's features is beyond the scope of this section.
Instead, we will examine a few of the key features available in Moodle's HTML editor.
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Adding a page to your course

To add a page to your course follow the given steps:

1.

7.

In the topic or the week, where you want to add the resource, click Add an
activity or resource. If you're not sure where you want to add the link, just
make your best guess. You can move it around the course later.

The Add an activity or resource dialog box will be displayed. Click the radio
button next to Page.

Click the Add button.
Moodle displays the settings page for this resource.

Enter a Name and Description for the page. The name will become the link
to this page, and appear in the section that you added it to, on the course's
home page.

If you select the check box for Display description on course page, the
description will appear on the course's home page. You can use this feature
to tell the student what to expect when they view the page, and tell them
the purpose of the page. Here is an example of a link to a page, with its
description displayed below it:

Topic 1

The Flow of Energy

Food, heat, lightning, wind, rain, ocean waves__all are

examples of energy flowing through the environment. In this

page, you will learn the basic terms and concepts you need
[:% to understand the flow of energy through the environment.

For more about how the name and description affect the user experience, see
Chapter 5, Resources, Activities, and Conditional Access.
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8. Even though this is the Settings page, this is also where you compose the
web page. Scroll down to the Content section and you will see a test editor

for composing the page:

Page content* Paragraph ¥

Font family = Font size v

Introduction

Energy is the ability to do work. Work is done when a force is applied to an object over
a distance. Any moving object has kinetic energy or energy of motion, and it thus can

do work. Similarly, work has to be done on an object to change its kinetic energy. The
kinetic energy of an object of mass m and speed v is given by the relation .

Many forms of energy flow through the environment. Some of them, like a slow
breeze, are barely noticeable. Others, like lightning, are hard to ignore. And some
energy flows are just plain fun:

Child%20Playing%20in%20Waves_1.mp4

Sometimas energy can be stored and used at a later time. For example, a compressed
Ispring and water held back by a dam both have the potential to do work. They are said to

possess potential energy. When the spring or water is released its potential energy is

transformed into kinetic energy and other forms of energy such as heat. The energy
associated to the gravitational force near the surface of the earth is potential energy. Other

Path: div.section » p » span

9. If you can use a basic word processor, you can use Moodle's web page editor.
Most of the text and paragraph formatting options are the same as what you
have seen in word processors and other web-based text editors. So instead
of covering those options, we will cover some of the functions that are less
intuitive. See the following sections:

Adding images
When you select an image to add to a Moodle page, you can choose images from those
that you have already uploaded in Moodle, or you can upload a new image.

A less obvious feature is the ability to link to a picture that is hosted on another
website. For example, you could link to a picture hosted on a Flickr account, or the
one that appears on a non-profit educational website.
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Inserting an image file

This procedure is for inserting an image file that you have on your computer. In our
example, the user has a diagram that he/she wants to insert into the page.

Image properties | X
Enter URL
Browse repositories...

Describe this image for someone who cannot see it

Description not necessary
Size X Auto size

Alignment Bottom ~

Save image

To insert an image file follow the given steps:

2. On the Moodle page, click to place the insertion point where you want the
image to appear.

3. Click the Insert image icon:

Page content* _—

% \nsert,f"ed] mage |

Font family '+ | Font size v

4. The Insert/Edit image window appears. In this window, click the button
labeled Find or upload an image.

5. The File picker window will be displayed. In this window, click the
Upload a file link.

Click the Choose File button.
Locate the file on your computer, and select it.
Click the Open or OK button.
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9. Inthe Save as... field, give the file a user-friendly name. You can use special
characters and spaces.

10. The Author field is automatically filled in with your name. If someone else is
the owner of this file, enter their name here.

11. From the drop-down list, choose a License for this file. This enables you to
inform other Moodle teachers who want to use this file, what they can legally
do with the file.

12. Click the Upload this file button. The file is uploaded to your Moodle system
and you are returned to the Insert/edit image window.

13. It is good practice to fill in the Image description field. This is used by
visually impaired users who can't see the image, and by search engines
to index the image.

14. If needed, fill out the fields under Appearance. Especially, you might want
to resize the picture, since Moodle will, by default, display the picture at its
original size.

15. Click the Insert button. The picture is inserted into the page.

Inserting a hot-linked picture into a Moodle page

This procedure is for inserting a linked image, which appears in another location
on the Web. If you want to insert an image file that you have on your computer,
see Inserting an image file in the previous section.

1. Find the image that you want to link to.

2. Inyour browser, right-click on the image. A popup menu will appear. One of
the options on this menu will enable you to copy the URL (the web address)
of the picture. For example, in Internet Explorer, you would select Properties
and then copy the Address of the image. In Firefox, you would select Copy
Image Location.

3. Switch back to Moodle, where you are editing the page.

Click on the page, so the insertion point is where you want the picture
to appear.

5. Click the Insert Image icon.

Page content* pasigiaph 5

y ‘ Insert/edit image

Font family = | Font size v
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7.

A popup window appears. In this window, paste the address of the
image into the Image URL field. In the following screenshot, you can
see the HTML editor window in the background. On top of that, you

can see the Insert/edit image window. At the bottom of the screen is
the original location of the image.

sertled ag
General | Appearance | Advanced

General

[Z} Find or upload an image...
Image URL |http /v pdphoto.org/jons/picturas4/yosemite_]

Image description |Oak tree |

Preview

nf »

(@) yosemite_10_bg_090404,jpg (JPEG Image, 1024x768 pixels) - Scaled (64%) - Mozil..| o= | & |3
File Edit View History Bookmarks Tools Help

@ 2 C 7y (B http//www.pdphoto.org/jons/picturesdfy 77 - | |- Google P
£, Most Visited |_| Getting Started & Latest Headlines

[ yosemite_10_bg_090404 jpg ...

Copy Image

Copy Image Location {,P

Save Image As...

Send Image... 1
Set As Desktop Background...

Block Images from pdphoto.org

View Image Info '

If needed, fill out the fields under Appearance. Especially, you might want

to resize the picture, since Moodle will, by default, display the picture at its
original size.
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Pasting text

Many times, we prefer to write text in our favorite word processor instead of writing
it in Moodle. Or, we find text that we can legally copy and paste into Moodle.
Moodle's text editor does enable you to do this.

To paste text into a page, you can just use the keyboard shortcut. Try Ctrl+V for
Windows PCs and command-V for Macintoshes. If you use this method, the format
of the text will be preserved.

Stripping out the formatting: pasting plain text
To paste plain text, without the format of the original text, click the Paste as Plain
Text icon:

Heading 1 v

Font family ~ w  Font size v

Introduction

Energy is the ability to do work. Work is done when a force is applied to an object over a distance. Any
moving object has kinetic energy or energy of motion, and it thus can do work. Similarly, work has to be
done on an object to change its kinetic energy. The kinetic energy of an object of mass m and speed vis
given by the relation .

Many forms of energy flow through the environment. Some of them, like a slow breeze, are barely
noticeable. Others, like lightning, are hard to ignore. And some energy flows are just plain fun:

Child%20Playing%20in%20Waves_1.mp4 -
Path: div.section » div titlepage » div » div » h1 title

Pasting text from Microsoft Word

When you paste text from a Microsoft Word document into a web page, it usually
includes a lot of non-standard HTML code. This code doesn't work well in all the
browsers, and, it makes it more difficult to edit the HTML code in your page. Many
advanced web page editors, like Adobe Dreamweaver, have the ability to clean up the
Word HTML code. Moodle's web page editor can also clean up Word HTML code.
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When pasting text that was copied from Word, use the Paste from Word icon. This
will strip out most of Word's non-standard HTML code:

Heading 1 v

Font family ~ + = Font size v

dn
Introduction

Energy is the ability to do work. Work is done when a force is applied to an object over a distance. Any
moving object has kinetic energy or energy of motion, and it thus can do work. Similarly, work has to be
done on an object to change its kinetic energy. The kinetic energy of an object of mass m and speed vis
given by the relation .

Many forms of energy flow through the environment. Some of them, like a slow breeze, are barely
noticeable. Others, like lightning, are hard to ignore. And some energy flows are just plain fun:

Child%20Playing%20in%20Waves_1.mp4 -
Path: div.section » div.titlepage » div » div » h1 title

Composing in an HTML editor and uploading
to Moodle

For long or complex HTML pages, or just for your own comfort, you might want to
compose your web page in an HTML editor like Dreamweaver. This is especially
true if you want to take advantage of these editors' ability to insert JavaScript timing,
and other advanced features into your web page. How then, do you get that page
into your Moodle course? You can copy and paste the HTML code from your web
page editor into the Moodle page editing window. To do this, you would:

* Select HTML view in your web page editor. For example, in Dreamweaver
you would select View | Code, and in the front page, you would select View
| Reveal Codes.

* Select the HTML code in your web page, between the two body tags. That is,
drag from just after the <body> tag near the top, to just before the </body>
tag at the end. Copy the code with Edit | Copy or by pressing Ctrl+C.

* Switch over to Moodle, and create the new web page.
* Show the HTML code by clicking the icon.
* Paste the code by pressing Ctrl+V.
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A second method is to publish your web page to someplace outside of Moodle, and
create a link to it from your course.

Learn more about HTML

To learn more about HTML code, you can start with the organization responsible for
defining the standards. The World Wide Web Consortium maintains the complete
standards for HTML online at http://www.w3.org/TR/html4. It maintains a basic
tutorial at http://www.w3.org/MarkUp/Guide/. Everything covered in this basic
guide can be done using the editor in Moodle, in its normal mode. The advanced
HTML guide at http://www.w3.org/MarkUp/Guide/Advanced. html covers

some features that you would need to go into HTML view to add, such as defining
clickable regions within images and using roll-overs.

Adding files for your students to
download

You can add files to a course, so that your students can download them onto their
personal computers. Some examples of files you might want students to have are
forms to fill out, readings to complete before class, and word processing files to edit.

When a student selects a file from the course

When a student selects a file from your course, the student's computer will attempt
to open that file. Moodle will only pass the file to the student's computer. For
example, if it's a PDF file, your student's computer will probably try to use Adobe
Reader or the Preview app to open the file. If it's a word processing file, your
student's computer will attempt to use Word or some other word processor to open
it. If your student's computer doesn't have a program that can open that type of file,
it will probably prompt the student to save the file.

You can override this behavior with a setting called Force download. When you
choose that setting, your student's computer will not try to open the file. Instead, it
will download the file and prompt the student to save it.

If you want the student to use the file immediately upon accessing the file, then just
go with the default behavior. If you want the student to save the file for future use,
then select the Force download setting.

You will see this setting in a later section, when we look at the instructions for
adding files to your course.
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File repositories

Every file that you upload into a Moodle course, is stored in a Moodle repository.
Before we add files to our course, we need to understand how repositories work
and how to choose the right kind for our course.

Types of repositories

A repository is a storage area that Moodle can access. The repository doesn't need to
be on your server. It just needs to be accessible to your Moodle system.

Repositories need to be enabled by the site administrator, under Site administration
| Plugins | Repository | Manage repositories. Here are some examples of file

repositories:

Type of
Repository

Use this when...

Server files

You want to re-use a file that you uploaded into another course. For
example, you want to re-use a graphic that you added to a page in another
course, or a document that you added to another course.

Upload a file

The file that you want to add to your course resides on your computer, and
you want to use it in the current course. The file must be no larger than the
upload limit for your Moodle system.

File system

The file that you want to use has been uploaded to the Moodle data
directory. You usually do this when the file is too big to upload directly
into Moodle, or, when you need to upload a lot of files all at once.

Box.net,
Dropbox,
Google Docs,
Amazon S3

You want to use a service outside of Moodle to store your files. If you're
using an inexpensive, shared hosting service for Moodle, you might get
more storage space and better upload/download speed by using a third
party to store your large course files.

Flickr, Picasa
Web Album

You want to use photos that are part of an online album.

Using file sharing services to collaborate

When you use a file repository like Dropbox, Google Drive, or Box.net, you are
storing your files outside of Moodle. This is a great way to collaborate. However,

be aware that only with Google Docs, can you push files up into the cloud. If you
use the Dropbox and Box.net repositories, you can only pull files down into Moodle.
You will need to go outside of Moodle to push files up into those repositories.
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Using repositories to overcome Moodle's limit on
file sizes

There is a limit to the size of a file that can be uploaded into your Moodle system.
This limit changes for different Moodle sites.

There are three settings that limit the size of a file than can be uploaded into Moodle.
Two of those settings are on your web server. The administrator for your web server
would need to change them. If you are using a shared hosting service, you might not
be able to change these settings. The third setting is in Moodle. It can be changed by
the system administrator.

The size limit for uploaded files is the smallest of these three settings.

Your web server is probably using Apache to serve web pages. Apache can (but does
not need to) have a limit set on the size of files that can be uploaded to the server
through web pages. To determine if Apache is limiting the size of uploaded files, you
should ask your web server administrator.

Moodle uses the PHP programming language. The PHP language is in addition to
Apache. PHP can also set a limit on the size of files that can be uploaded. In the file
php . ini, look for the line that says upload max_filesize =.

The Apache limits, and the PHP limit, are settings that you should discuss with your
server administrator.

In Moodle, under Site administration | Courses | Course default settings, look for
the setting labeled Maximum upload size. The maximum size available under that
setting is taken from the php. ini file. You can set a lower limit than this, but not a
higher limit.

When you upload a file into Moodle, it will be placed in a file repository. By default, it
will appear in the repository Server Files. If the repository Recent Files is enabled, the
file might also appear there. If the file is too large, Moodle will not allow it to upload.

The most common way to get around Moodle's size limit on file uploads is

using a File system repository. When the site administrator creates a file system
repository, the administrator first creates a folder, or directory, on the server where
the Moodle data is stored. The administrator then creates a repository in Moodle that
points to this directory. When you need to add a large file to a Moodle course, you
go outside of Moodle and upload the file to this directory. Usually, you use an FTP
client like WinSCP or FileZilla to upload the file to the server. Now that the file is on
the server, and in the repository's directory, you can go into Moodle and add the file
to your course.
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The following are the step-by-step instructions for each of these processes:

1. Enabling the file system repository.
Creating the directory for the file system repository.
Uploading files to the file system repository.

Creating the file system repository in your course.

ARSI

Selecting a file from a file system repository.

Enabling the file system repository
Before anyone in your Moodle site can use a file system repository, the site

administrator needs to enable that option.
1. Login to your site as an administrator.
2. Select Site administration | Plugins | Repositories | Manage repositories.

3. Next to File system, select Enabled and visible.

File system |Enabled and visible ~|

Enabled and visible '(
Enabled but hidden

Disabled

Creating the directory for the file system repository

We are creating a file system repository, which means the files will be stored on your
server. Therefore, we need a directory in which to store them.

This part of the process needs to be done by someone with access to the server.

In the Moodle data directory, create a subdirectory named repository. In that
subdirectory, create a subdirectory for each repository that your users will want.

| ¥ moodledata ¥ repository - li.{]JI Searc... Fe)

View Tools Help
v Incudeinlbrary v  Sharewith v » =~ 1 o
[~ Mame = N vl Date modified | 1

conflict_resolution
course_backups

intro_env_science

7/19/2013 4:28 PM
1/29/2013 12:16 PM
7/19/2013 9:09 AM

F
F
F
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To determine the correct permissions for the repository folders, look at the
permissions for the folders under filedir, which is also in the Moodle data directory.
Duplicate those permissions for the folders that you create for your repositories.

Uploading files to the file system repository
Again, this part of the process needs to be done by someone with access to the server.

Now, you can upload files of any size into the directories. You would use an FTP
client such as FileZilla or WinSCP.

%, Open Courseware - root@127.0.0.1 - WinSCP ;IEIEI
Mark Files Command§*Session Options Remote Help
O HF- PR O ER T ¥ Default - $- =2 oot@127.0.0.1 - - H
- Z: Local Disk @ iE ot 2] | Ta intro_env_science v &l S v o v ot 2] | B2
e L
S|2e| Changed
B Pare | £ ..
AP Environmental Science Course Fie f |™® Energy Flow in Ecosystems.flv 11,563,130 10/10/2012
AP Environmental Science Citation and License.txt 257 TXT
75 AP Environmental Science Course Zipped.zip 1,698,... I[ZAr
Carbon_cycle-cute License.txt 246 TXT
& Carbon_cyde-cute_diagram.jpeg 53,453 IPEC
Energy Flow in Ecosystems License.txt 460 TXT
= Energy Flow in Ecosystems.flv 11,563... FLV
Nitrogen Cycle License.txt 480 TXT
* | Nitrogen_Cycle.svg 298,078 SVG
B Nitrogen_Cycle.svg.png 307,627 PNG
& Simple_Water_Cycle (public domain).JPG 53,445 1PG
Simple_Water_Cycle License.txt 359 TXT
‘ | o [ | 0
0B of 13,648 KiB in 0 of 12 0B of 11,292 KiB in 0 of 1
# F2 Rename [ F4 Edit 22 F5 Copy -5 F6 Move Cf F7 Create Directory F8 Delete £ FO Properties K1 F10 Quit
Change local panel layout or change displayed directory/drive 4

To determine the correct permissions for the repository files, look at the permissions
for the files under filedir, which is also in the Moodle data directory. Duplicate those
permissions for the files that you upload into your repositories.

Creating the file system repository in your course
This must be done by the site administrator.
1. Login to the course. From the Course Administration menu, select
Repositories | Course repositories.

2. If any repositories have already been created in this course, they will appear
on this page. You can create multiple repositories for the same course.
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Click the link for Create File system instance.

The page will display a field where you enter the Name of the repository.
It will also display a drop-down list of the subdirectories that are in the
/repository directory.

1 Course repositories  x

<« C A [ localhost/moodle/repository/manage_instances.php?contextid=5¢| »

. . . “You are logged in as Admin User {Logout)
Introduction to Environmental Science
Home » Courses » Basic Science # Intro Enviro Sci = Course repositories
Configuration for file system repository

Mame™ [Environmental Science Files

I intro_env_science = I

1sourse bacus the Z:\D ts\ dledatalrepository/ directory.
intro_env_science
conflict_resolution k

Save| Cancel

There are required fields in this form marked *.

lMoodle Docs for this page
You are logged in as Admin User (Logout)

Adding a file to your course:

1. Login to your course as a teacher or a site administrator.

2. Inthe upper right corner of the page, if you see a button that reads, Turn
editing on, click the button. If it reads Turn editing off, then you do not
need to click this button.

3. In the section where you want to add the file, click the link for Add an
activity or resource.

4. A popup window is displayed. It lists the types of items that you can add.
Under Resources, select File.

Click the Add button.
Moodle displays the Adding a new File page.
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7. Enter a Name for the file. This is the name that people will see on the home
page of your course.

| Adding a new File to Topic 1 (@)

+ General

Mame™® IThe Flow of Energy in Ecosystems
Description™ | Hide editing tools
Fontfamily |+ | Fontsize M A I =
= < i@ Gl A -2 |
|l i & |

This video shows how energy flows from the Sun, to plants and
' "> animals, and through the movement of air and water across our

] planet. Running time is 7:07.

B T U X x| =

Path: p y

Display M
description on
course page

8. Enter a Description for the file. When the student sees the course's home
page, (s)he can see the Description if you select Display description on
course page. Notice in the preceding screenshot, the user has added a
graphic to the file's Description.

9. Under Content, click the Add... button. The File picker window displays.

File picker

Server files

Recent files

Upload a file

URL downloader
Private files

Wikimedia

Conflict Resolution Files
Course Backups

Environmental Science

e 2k 2 2

=
@
W
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10. Select the repository that holds the file. In this example, we are using the one
labeled Environmental Science Files.

11. Click Browse... and select the file. After selecting the file, a dialog box
is displayed:

Select Energy Flow in qusystems.flv

(8] Make a copy of the file

i« Create an alias/shortcut to the file

Save as: | Energy Flow in Ecosystems.flv

Author: | Admin User

Choose license: |ﬁ|l rights reserved 'l

Select this file | | Cancel |

Last modified; 11 October 2012, 5,35 AN

Created: 18 October 2013, 3:21 PM
Size: 11TMB
Licence:

Author:

12. The dialog box enables you to choose between Make of copy of the file and
Create an alias/shortcut to the file.

If you choose to make a copy of the file, then your course will
use its own, separate copy of the file. If the original file, the file
in the repository folder, is changed, that will have no effect on

your course.
S If you choose to create an alias to the file, then your course will

use that actual file, that resides in the repository folder on the
server. If the original file is changed, then your course will use
the updated file.

13. In the Save as field, you can change the file's filename.

14. By default, the Author field has your name. If someone else created this file,
give them proper credit by entering their name as the author.
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15.

16.

17.

18.

19.

20.

The Choose license drop-down list enables you to select a license, so that
other teachers know what kind of copyright this file has.

Click Select this file. The File picker window closes, and you are returned to
the page where you edit the file.

From the Display drop-down menu, select the method that you want
Moodle to use when displaying the file:

Automatic will make Moodle guess the best method for displaying the
linked page.

Embed will insert the file into a Moodle page. Your students will see the
navigation bar, any blocks that you have added to the course, and navigation
links across the top of the page, just like when they view any other page in

Moodle. The center of the page will show the file. The file's Description will
show below the embedded file.

Force download will force the file to be downloaded and saved to your
student's computer.

Open will show the file in a plain web page. There will be no navigation bar,
blocks that you have added to the course, or navigation links across the top
of the page.

In pop-up will launch a new window, containing the file. Just like the Open
option, the browser window will be plain, without any Moodle items.

The check boxes for Display resource name and Display resource
description will affect the display of the page, only if Embed is chosen
as the display method. If selected, the Name of the file will be displayed
above the the file, and the Description will be displayed below the file.

The Restrict access settings enable you to set conditions that will control
whether this resource is available to the student. These are discussed in detail
in Chapter 5, Resources, Activities, and Conditional Access, in the section called
Restricting Access.

Click one of the Save buttons at the bottom of the page to save your work.
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Adding Media - Video and audio

If you want to add video or audio to your course, you have two choices. First, you
can add it as a resource, or file. If you do that, when the student selects the file, one
of two things will happen. Either the medjia file will be downloaded to the student's
computer, and played by the software on the student's computer, or Moodle will
try to play that file with its built-in media player. If multimedia plugins are enabled
under Site Administration | Plugins, then Moodle will try to play the file in its
built-in media player. If multimedia plugins are not enabled, then the file will be
played using whatever media player that is on the student's computer (such as
Windows Media Player or QuickTime).

Second, you can embed the media on a Moodle page (see the section Adding Pages
explained before). That will cause the media to be played on the web page.

Adding video or audio to a page

This procedure will add video, audio, or an applet to a Moodle page. You must be in
possession of the file that you are adding. That is, the file is on your computer, and
not on another website. If the file that you want to appear is on another website, see
the procedure for embedding media from another website on a page.

1. On the Moodle page, click to place the insertion point where you want the
media to appear.

2. Click the Insert Media icon:

Heading 1 v

e | Insert Moodle media

Font family v  Font size v

Introduction

Energy is the ability to do work. Work is done when a force is applied to an object over a distance. Any

3. A popup window appears. In this window, click the button labeled Find or
upload a sound, video, or applet.
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4. The File picker window displays. In the previous section, File repositories, you
saw how to add a file from a repository. In this example, let us upload the file
from your computer. Click the Upload a file link.

File picker
™ Serverfiles
P Recent files
&, Upload afile
M Private fi
§ Wikimedia
¢ Youtube videos
|:| Conflict Resolution Files
Course Backups Aftachment  Choose File |r-1-3 file chosen
[.] Envirenmental Science Save as:
Files
Author: | Admin User
Chooselicense: I-—"_II rights reserved ;l
Upload this file |
5. Click the Choose File button.
6. Locate the file on your computer, and select it.
7. Click the Open or OK button.
8. Optionally, give the file a name that you want it to have in Moodle. This is in

the Save as field.

9. By default, the Author field has your name. If someone else created this file,
give them proper credit by entering their name as the author.

10. The Choose license drop-down list enables you to select a license, so that
other teachers know what kind of copyright this file has.

11. Click the Upload this file button. The file is uploaded to your Moodle system.

12. If needed, fill out the fields under Appearance. Especially, you might want
to resize the picture, since Moodle will by default display the media at its
original size.
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13. Click the Insert button. The media is inserted into the page.

While you are editing the page, the media might not display in the editor.
Instead of seeing the media, you might just see a link, like this:

Font famity = || Font size = Heading 1 =|| | 34 '?f,[::l = |
(B I U & x x| ==L A2 1
|i= 1= = :E |2 H & 2 4|
Introduction

Energy is the ability to do work. Work is done when a force is applied to an object over a distam
maving object has kinefic energy or energy of motion, and it thus can do work. Similarly, work hi

done on an object to change its kinetic energy. The kinetic energy of an object of mass m and <
given by the relation .

Many forms of energy flow through the environment. Some of them, like a slow breeze, are bare
noticeable. Others, like lightning, are hard to ignore. And some energy flows are just plain fun:

Child%20Playing%20in%20Waves 1 mp4d

When the user views the page, the media will display. It can be played with
Moodle's built-in media player:

The Flow of Energy

Introduction

Energy is the ability to do work. Work is done when a force is applied to an object over a distance. Any moving
object has kinetic energy or energy of motion. and it thus can do work. Similarly, work has to be done on an object
to change its kinetic energy. The kinetic energy of an object of mass m and speed v is given by the relation .

Many forms of energy flow through the environment. Some of them, like a slow breeze, are barely noticeable.
Others. like lightning. are hard to ignore. And some energy flows are just plain fun:
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To embed a video on a page:
1. Find the media that you want to link to. For example, you might find a video
on https://vimeo.com/, or https://www.flickr.com/ that you can use.

2. Check the license for the material, to ensure that you have the right to use it
as you intend.

3. Somewhere on the page, you will see a button or link that will give you the
HTML code to embed the video:

3¢ Favorite Actions v SharethiS{(? + Newer @ Older +

» Share this video
» Grab the link

~ Grab the HTML/BBCode

Copy and paste the code below:
object type="application/x-shockwave-flash™

dth="400" height="225" =
data="http/iwww.flickr.com/appshideo .
stewart. swiv=71377"

- . cleird ) Bizis

Customize the video player

N

click to watch in HD

Copy the code for embedding the video.
Switch back to Moodle, where you are editing the page.

On the Moodle page, click to place the insertion point where you want the
media to appear.
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7. Click the Edit HTML icon:

j Heading 1 - B iF Ez i=

UIE|%|2|E

Font family v | Font size v ‘ﬁ")' Hi% HOQH | J Kin| & 2

Introductio?@

0

8. The HTML Source Editor displays. In this window, paste the code that you

have copied from the video sharing site.

HTML Source Editor B

HTML Source Editor [v Word wrap

<p>The video below was uploaded to Moodle, and then inserted onto the
page.</p>

<p><a href="http://www.williamrice.com/moodle20/draftfile.php/20
/user/draft/918334141/Carnivorious%20Plant.mp4">Carnivorious%20Plant.mp4
</a></p>

<p>The same video appears below, but it is hosted on Flickr and embedded
onto the page instead of being uploaded and inserted.</p>

Mg <object type="application/x-shockwave-flash" width="400" height="225"
data="http://www.flickr.com/apps/video/stewart.swf2v=71377"
classid="clsid:D27CDBEE-AEED-11cf-96B8-444553540000"> <param
name="flashvars" value="intl lang=en-us&photo secret=3ae2la2693&photo id
3685555296"></param> <param name="movie"
value="http://www.flickr.com/apps/video/stewart.swf2v=71377"></param>
param name="bgcolor" value="#000000"></param> <param
name="allowFullScreen" value="true"></param><embed type="application/x-
shockwave-flash" src="http://www.flickr.com/apps/video/stewart.swf?v
71377" bgcolor="#000000" allowfullscreen="true" flashvars="intl lang=en-—
s&photo secret=3ae2la2693&photo id=3685555296" height="225" width="400
"></embed></object>¥hg

<p>This video kindly supplied by its creator under a <a target="_blank"
href="http://creativecommons.org/licenses/by/2.0/deed.en">Creative
Commons Attribution 2.0</a> license. Copyright Scott Schiller.</p>

9. At the bottom of the editor window, click the Update button.

10. You are returned to the editing page. Continue editing, and then save
your work.
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Organize your course

The main tools for organizing a course in Moodle are sections and labels. In this
section, we'll look at how to use them, and how to move material around on the
course page.

Name your topics

In a course that uses the topics format, your topics are automatically named and
numbered, like this:

Topic1

The Flow of Energy

Food. heat, lightning, wind. rain. ocean waves._all are

% examples of energy flowing through the environment. In
this page. you will learn the basic terms and concepts
you need to understand the flow of energy through the
environment.

Energy Flow in Ecosystems

7
- Nitrogen Cycle Diagram

This works well if you want your topics to be automatically numbered. If you
rearrange the topics, the numbering will automatically be updated.

Instead of using the default topic numbering, you might want to name your topics,
and add a description to them, like this:

Energy Flows

This topic discusses the flow of energy through the environment.

The Flow of Energy

Food, heat. lightning, wind, rain, ocean waves._.all are
examples of energy flowing through the environment. In
this page, you will learn the basic terms and concepis
you need fo understand the flow of energy through the
environment.

Energy Flow in Ecosystems

v
#®  Nitrogen Cycle Diagram
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To add a name and description to a Topic:

Log in to your course as a teacher or a site administrator.

In the upper right corner of the page, if you see a button that reads, Turn
editing on, click the button. If it reads Turn editing off, then you do not
need to click this button.

Next to the topic's number, click the Edit summary button:

Topic 1

This topic discuss

),

The Summary page for your Topic is displayed. You must un-check the
check box for Use default section name. If there is a check box in this field,
then you cannot edit the name or description of the Topic.

In the Section name field, enter the name for your Topic.

In the Summary field, enter a description. This is a full featured web
page editor, so you can enter text, graphics, and media.

Save your work. You will be returned to the course home page. The name
and summary of the Topic are displayed.

Rearrange/move items on the course home
page

As you build your course, you will be adding resources and activities to the course
page. Moodle enables you to easily reposition these items. It's so easy to reposition
them that I recommend that you don't even worry about getting them in the right
place as you are creating them. Just forge ahead, create, and rearrange later.

Rearranging items on the course page:

1.
2.

Log in to your course as a teacher or a site administrator.

In the upper right corner of the page, if you see a button that reads, Turn
editing on, click the button. If it reads Turn editing off, then you do not
need to click this button.

[185]



Adding Resources

3. Next to the item that you want to move, place the mouse pointer over the
crosshairs icon:

vironmental Science Terminology

Move resource

m
1

glossary of terms for environmental science courses. Students will
contribute to this glossary.

4. Drag the item to where you want it on the course page, and drop it.

You can also drag and drop entire topics, if your browser

~ has Ajax enabled. You'll know you can do this if you see a
Q crosshairs icon next to the topic. Just drag the crosshairs icon

and drop it where you want the topic to go.

Giving directions and organization with labels

In our example, the course creators used text labels to organize the course content.
A label can also hold a graphic. Adding a graphic to the beginning of each topic

is a good way to add visual interest to a course. Also, a label can consist of a large
amount of text. You can introduce activities with a paragraph-long label. In the
screenshot shown, perhaps a sentence explaining each activity would help the
student understand the course flow. That can be added with a label. Make creative
use of labels for organization, interest, and information.

To add a label to the course's home page:

Log in to your course as a teacher or a site administrator.

2. Inthe upper right corner of the page, if you see a button that reads, Turn
editing on, click the button. If it reads Turn editing off, then you do not
need to click this button.

From the Add an activity or resource drop-down menu, select Label.

The Adding a new label page appears. In the Label text field, you can enter
anything that can appear on a web page: text, graphics, media, and so on.

5. Save your work, and return to the course home page.
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Summary

These static course materials (books, pages, URLSs, files, and labels) form the core of
most online courses. Most student/ teacher interaction will be about something the
student has read or viewed. Adding static material first gives you a chance to think
about how the material will be discussed and used.

In the next chapter, you will see how to add some interactive material. Instead
of just reading and viewing material that you post, the student will produce
work and interact with their teacher and peers online.
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Adding Assignments,
Lessons, Feedback,
and Choices

Course activities enable students to interact with the instructor, the learning system,
or each other. Note that Moodle doesn't categorize activities into Static, Interactive,
and Social as we do in this book. We use the terms Static, Interactive, and Social as a
convenient way to categorize the activities that Moodle offers.

In the previous chapter, we saw how to add resources, or static course material, such
as web pages, links, and media. We saw that all activities are added from the Add an
activity or resource menu, after we select the option Turn editing on.

In this chapter, we will see how to add several kinds of interactive course material:
assignments, lessons, choices, and feedback.

Definitions
An assignment consists of something that a student creates, and then uploads into
the course for the teacher to grade. For example, the student could:

* Write a paragraph

* Take a photograph

* Create a piece of music

* Build something, and then take pictures and write about the experience

* Visit a museum, and then upload pictures and a report of the visit
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Sometimes, an assignment is an activity completed outside of the course. The last
two items in the list above —building something and visiting a place —are examples
of that. An assignment can also be done entirely inside the assignment activity. For
example, you could have the student write a paragraph in the assignment activity,
and then submit it to the teacher.

Assignments are very flexible. You can allow the student to resubmit their work until
they achieve a passing grade, allow the student to leave comments, give the student
comments or even a file in response to their work, and even have students submit
their work as a group.

A lesson is a series of web pages displayed in a specific order. Most lessons consist
of several pages. The next page that the student sees might depend upon the
student's answer to a question. Usually, the jump question is used to test a student's
understanding of the material. Get it right, and you proceed to the next page. Get it
wrong, you then either stay on the page or jump to a remedial page.

A lesson gives Moodle some of the branching capability found in commercial
computer-based training (CBT) products. You could make a course consisting
of just a summary, one large lesson, and a quiz.

A choice is a single, multiple-choice question that the instructor asks the class. The
result can be displayed to the class. Or, the result can be kept private, known only
to the student and the instructor. Choices are a quick way to get feedback from the
students about the class. You can plant these choices in your course ahead of time,
and keep them hidden until you need the students' feedback. You can also create
them quickly, whenever you need them.

The feedback activity enables you to create surveys for your students. Do not
confuse this with the survey activity. In survey, you must choose from several
pre-made surveys; you cannot build your own surveys. In the feedback activity,
you can build your own poll, using several kinds of questions.

Understanding assignments

If you want the student to do or create something and then grade the results, you
want in an assignment.

What you can do with an assignment

The options in the assignment activity give you many choices in how to run the
assignment. Before we look at how to create an assignment, let us look at what
you can do with it and what features you want to use in the assignment.
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Types of work students can submit
All of the following options can be combined. For an assignment, you can require
the students to:

* Submit one or more digital files

*  Write something

* Do something outside of Moodle

Each of these is covered in a subsection below.

Submitting a digital file
Anything that can be uploaded on a computer can be uploaded into an assignment.

However, Moodle will enforce its limit on the size of uploaded files. For example, if
you require your students to create a digital photograph, this option might work well.

Remember that a Moodle site is configured with a limit on the size of files that can
be uploaded into Moodle. If you require your students to create a video, you might
need to find another way for them to send you their large video files.

When an assignment requires the student to upload a file, the student sees something
like this:

ience m Intro Enviro Sci » Topic 1 » Go play in the ocean

Go play in the ocean

Go the beach behind the school. Play in the ocean. Feel the flow of energy in the
waves. Have a friend take a picture of you playing in the waves.

After you have played, come back to this assignment and upload the picture of
you playing.

We will look at and talk about these pictures in class on Monday, November 25.
You have until Monday moming to complete this assignment.

Submission status

Attempt number This is attempt 1.

Submission status No attempt

Grading status Mot graded

Due date Monday, 25 November 2013, 5:00 AM
Time remaining 17 days 8 hours

|Add submission
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When the student clicks the Add submission button, the student is prompted to
upload a file into the submission:

ience » Intro Enviro Sci » Topic 1 » Go play in the ocean = Edit submission

Go play in the ocean
Go the beach behind the school. Play in the ocean. Feel the flow of energy in the
waves. Have a friend take a picture of you playing in the waves.

After you have played, come back to this assignment and upload the picture of
you playing.

We will look at and talk about these pictures in class on Menday, November 25.
You have until Monday morning to complete this assignment.

File submissions

Maximum size for new files: 2MB, maximum attachments: 1

+ Add.. g8l Create folder

|l Files

N 4

*fou can drag and drop files here to add them.

Save changes | Cancel

Later in this chapter, you will see several ways to provide feedback to the student.

Requiring Students to Submit Online Text

In an online text assignment, you will require the student to enter text into an online
text editor. This text editor is part of the assignment activity.

If students are more comfortable writing the text in a word processor, they can copy
and paste it into the text editor.
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You cannot paste graphics into Moodle's online text editor. Each graphic must be
uploaded and placed into the document, using the text editor's insert graphic icon.
Or, enable text and file submissions, so the graphics can be uploaded as separate files.

Submitting work done in the real world

You can use an assignment to require the students to tell you that they have
completed an activity outside of Moodle. For example, you could instruct your
Art students to build an outdoor sculpture. Then, their submission would consist
of notifying you, "It's built and ready for you to review."

Even when you don't require students to upload or submit anything, you can still
give a grade for the assignment. This is a good way to get work done outside of
class, into the gradebook. In the following screenshot, you see an assignment that
the student will do off line:

Go play in the ocean

In class today (November 7), you received a box fram the teacher. If you were not in class,
you must get the box as soon as possible.

Inside the box are parts and instructions for building a simple machine that uses the power
of waves to tun a crank. Assemble it. and place the machine at the water's edge on the
beach behind school. At the beginning and end of each school day the teacher will check
for your machine.

This is due by the beginning of the school day, November 25.

Submission status

Attempt number This is attempt 1.

Submission status This assignment does not require you to submit anything online
Grading status Not graded

Due date Monday, 25 November 2013, 8:00 AM

Time remaining 16 days & hours
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Submitting an assignment from the student's
perspective

Let us look at the assignment from a student's perspective. When a student selects
an assignment, (s)he will see the assignment's description. When you write the
description, include instructions for what the student must do:

Go play in the ocean

With your lab partner, go to the beach behind the school Play in the waves. Feel the flow
of energy in the ocean.

Have your lab partner take a picture of you playing in the waves.
Return to the this assignment and do two things:

1. Inthe online text editor, write how you played. Did you float, swim, sway, jump, etc?
2. Upload the picture of you playing in the waves.

We will talk about your experiences in class on November 25.

This is due by the beginning of the school day, November 25

Submission status

Attempt number This is attempt 1

Submission status No attempt

Grading status Not graded

Due date Monday, 25 November 2013, 8:00 AM
Time remaining 9 days 16 hours

|Add submission |

The student clicks the Add submission button. The system responds by displaying a
page where the student will enter the online text, upload the files, or both. What the
student sees here is determined by the requirements that you selected when creating
the assignment.

After the student enters the material to be graded, he/she clicks the Save changes
button. The system responds with a confirmation page. At this point, the student
can go back and edit the submission or submit it.
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On the settings page for the assignment, you can require the student to agree that
he/she is submitting his or her own work.

On the settings page for the assignment, you can allow the student to submit
comments with the submission. If you enable this, the student can add one or
more comments to the assignment, at any time after submitting.

Grading an assignment

In the previous section, you saw how a student submits an assignment. When
assignments need to be graded, Moodle will notify the teacher by displaying a
message on the teacher's My Home page:

“fou are logged in as Teacher! User (Legout)

WilliamRice: My home

Home » My home |Customise this gagel

Navigation Course overview
Home
My home Introduction to Environmental Science
Site pages ) )
~-. You have assignments that need attention
My profile
My courses

The assignment can also be configured to send an automated email to each teacher to
alert them of the submitted assignments.

Moodle does not supply a link directly to the assignments that need grading, but

does supply a link to the course. If you click the icon |« | it will list the incomplete
assignments in that course, and provide a link to each of those assignment.

o The system administrator can configure Moodle, so that when a user
~ logs in, (s)he is automatically taken to the user's My Home page.

Q This is done in Administration | Site administration | Appearance
| Navigation, and selecting My home as the default home page.
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The teacher enters the course and opens the assignment. Moodle displays how many
assignments have been submitted, and the number of assignments that still need to
be graded:

Go play in the ocean

With your lab partner, go to the beach behind the school. Play in the waves. Feel the
flow of energy in the ocean.
Have your lab pariner take a picture of you playing in the waves.
Return fo the this assignment and do two things:
1. In the online text editor, write how you played. Did you float. swim. sway. jump.
2 Etpc\z)ad the picture of you playing in the waves.

We will talk about your experiences in class on November 25

This is due by the beginning of the school day, November 25.

Grading summary

Participanis 4

Drafts V]

Submitted 1

Needs grading 1

Due date Monday. 25 November 2013, 8:00 AM
Time remaining 7 days 6 hours

View/grade all submissions

The grading page for the assignment enables the teacher to open all of the
submissions, and to enter a grade for each submission:

Havigation = Grading acton | Chocse =] -
Home Go play In the ocean
b Select Userpicturs  First name | Surname Email address Status  Grade Egit  Lastmodified (submizsion) Online text File submissions Si
» _ = = = = = = = = =
w Current course cf™ Studentt Ussr student! @willamsice com  Submitled TRe  Fricay, 15 November 2013 Q ¥
* Iniro Enviro S0l &e‘ for grading J | don't gwim
Part . 3 very well 5o
» Paniipanis | did niot go
b Badges out too far. |
went into
the water
up fo my =
Th Fiw of wakst
Energy e 10
. s on my back
a ::.:5 i :: in | espected
o EE that
™ Hitrogen Cycle
Diagram (742 words)
L] ;“C'Fm" of - sudent2@wilamnce com  No # .
ey @J‘ SUDmESON -
Ecosystems
29 RimIn iy o Students User studenti@wiliamice com  No Z ar
Qn subMESson -
» Topic 2
¥ Topic 3 =l Stugentd User studenta@wiliamnce.com  No el =
b Topic d ‘-{‘ submission -
b Tepic 5 N = g
b Topic 6 " .
With selected e =G
b Tope 7 Lock submissions =] G
b Topic 8 * Options
» Topic @
ASSIgnTRNLS per page 19 [
» Tepie 10
B My cowses Fllter (hio giter -
Quick gragng (
oodie/mod/as hpTid =45 & rownam: x
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When you create the assignment, you can enable feedback comments and feedback
files. If you do that, the teacher will be able to enter the comments and files while
grading the assignment, as shown below:

FoTopITTu

» My courses
» Courses

Administration

« Assignment

administration
Edit settings

Permissions
Check permissions
Filters

Logs

Backup

Restore

Advanced grading
View gradebook
View/grade all
submissions

* Download all
submissions

B@E

Locally assigned roles

v

Course administration

v

Switch role to. ..

v

My profile settings

Grade

Grade out of 100

90

Current grade in -

gradebook

Grading student 1 out of 4

Feedback comments

Feedback files

Font famity —~ Paragraph [ E =D
=2 i A-B
Ca s Iy NI

Nice picture. | would like to see more description of what you did and felt. I've
sent yi)u a picture of you that another student took while you were at the
beach|

Fant size s

B I U #x x| =

= 2=
=

Path: p

Maximum size for new files: 2MB

+ | Add 4l Createfolder % Downloadall

» [l Files

gliding in the
waves.jpg

-

m

L]

[197]



Adding Assignments, Lessons, Feedback, and Choices

Receiving a grade for an assignment

After the teacher submits a grade for the student's assignment, the student will see a
notice on the student's My Home page:

- N
T WilliamRice: My home
(— localhost/moodle/my/index.php C E' Google »p n ~7 ‘ ﬂ‘
o Py
— . You are logged in as Student1 User (Logout)
WilliamRice: My home
Home » My home Customise this page
Navigation = Course overview Bm My private files ol
Home "
. - 5 No files available
® My home Introduction to Environmental Science
4 S'tg pages .~ You have assignments that need attention Manage my private files
b My profile
* My courses
yC g Online users B L
b Conflic Email Overload: File, Act, Defer )
» Email Overload (last 5 minutes)
. R . : & swdentt User
» Intro Enviro Sci ../ You have upcoming chat sessions T Teachert User -
b Courses
Administration B@ Conflict Resolution
= My profile settings i You have SCORM packages that need attention
® Edit profile
® Change password
® Security keys
» Messaging
» Blogs -
» Badges
You are logged in as Student! User (Logout) adl
localhost/moodle/my/ 1 | »

When the student enters the assignment, (s)he will see the grade, any feedback
comments, and any feedback files that the teacher has sent:

Feedback
Grade 90.00/100.00
Graded on Monday, 18 November 2013, 2:20 AM
Graded by T
Y Teacher1 User
Feedback =
comments Nice picture. | would like to see more description of what you did and felt. I've sent you a picture
of you that another student took while you were at the beach.
Feedback files .= gliding in the waves jpg
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Allowing a student to resubmit an assignment

You can allow a student to resubmit an assignment. You might do this if you think
the student was confused about the instructions, or if the student did not submit

his or her best work. From the student's point of view, a reopened assignment looks
like this:

Submission status

Attempt number This is attempt 2.

Submission status Reopened

Grading status Not graded

Due date Monday, 25 November 2013, 8:00 AM
Time remaining 6 days 16 hours

Last modified Monday, 18 November 2013, 3:46 PM
Submission comments Comments (0)

Add a new attempt based on previous submission

This will copy the contents of your previous submission to a new submission for you to work on.

Add a new attempt

This will create a new blank submission for you to work on.

There are two ways, the teacher can reopen an assignment. First, the teacher can
manually reopen the assignment for the student. Second, the teacher can use a
combination of settings in the assignment and the gradebook to make Moodle
automatically reopen the assignment, if the student gets less than a passing grade.
We will look at these settings in the following section Adding an assignment.
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Adding an assignment

After logging in as a teacher, and turning on editing, you can add an assignment
from the Add an activity or resource menu:

Add an activity or resource [ %
- a
ACTIVITIES The assignment activity module enables a
teacher to communicate tasks, collect work
®| Q== Assignment
and provide grades and feedback
Ly Chat
Students can submit any digital content
Eroes (files), such as word-processed documents
Database spreadsheets, images, or audio and video
clips. Alternatively, or in addition, the
= External Tool )
assignment may require students to type text
% H Feedback directly into the text editor. An assignment
can also be used to remind students of ‘real-
=l Forum
world” assignments they need to complete
*§ Glossary offline, such as art work., and thus not require
L any digital content. Students can submit work
54 Lesson
individually or as a member of a group.
V/ Quiz
When reviewing assignments, teachers can
#+
SCORM pack:
package leave feedback comments and upload files
Survey such as marked-up student submissions
@ s documents with comments or spoken audio
W/
feedback. Assignments can be graded using
J Workshop a numerical or custom scale or an advanced
grading method such as a rubric. Final grades
RESOlREES are recorded in the gradebook:
L Book . =
LI More help LI
Add | Cancel |
y

After clicking through this dialog box, you are taken to the Edit Assignment page.
The Edit Assignment page will contain the same settings as all activities, including:
* General settings, such as name and description
* Grade settings, which are covered in the section on the gradebook

* Common module settings, such as visibility and ID number, which are
covered in another chapter

* Restrict access, such as dates when access will be allowed
These common settings are covered in Chapter 5, Resources, Activities, and

Conditional Access. The subsections below discuss the settings that are unique
to the assignment activity.
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Some of the settings for an activity are affected by other settings in your course and
in the system. If you're unsure about some of these other settings, try speaking with
your system administrator or search the forums on https://moodle.org/.

Availability

The Availability setting determines when the student can submit work:

Availability
Allaw subirnissions frarm 7 [+ [Movemper [=] [2013[~] [15]=] [20[~| 0¥ Enanie
Due date 25[ > | [Movember [« | [2013[~] |08[=] [00[~ | E2 ¥ Enable
Cut-off date 13| > | |Movember || (2013~ | |23\~ | |235]~ Enakle

Always show description ¥

Do not confuse this with the Allow access settings under Restrict access. The Allow
access settings determine if the student can see the assignment on the course page,
or whether the assignment is completely hidden from the student. After the student
sees and selects the assignment, the Availability setting determines if the student
can submit work to the teacher.

Notice that there is a Due date and a Cut-off date. If you do not enable a Cut-off
date, then the assignment will stop accepting work on the Due date. If you enable
and enter a Cut-off date, then the assignment will accept work between the Due date
and the Cut-off date. That work will be marked late.

When a student clicks into an assignment, Moodle displays the assignment's
description. You usually use the description to tell the student how to complete the
assignment. If you enable the setting for Always show description, then if a student
enters the assignment at any time, the student will see the description. If you want a
student to be able to prepare and work ahead, this is fine. If you disable the setting
for Always show description, then if a student enters the assignment before the
Allow submissions date, Moodle will hide the description for the assignment. You
might use this feature to prevent students from working ahead.

Assignments that are due soon will appear in the Upcoming events block. If you

do not set a Due date, by default it will be set to today (the day you created the
assignment). This will make the assignment show up in the Upcoming events block,
as if it's overdue. Make sure you set an appropriate Due date for the assignment.
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Submission types

The Submission types setting determine what kind of material, if any, the student
will submit to the teacher:

Submission types

Submission types # Online text “| File subrmissions #| Subrission comments

Masimum number of [+ ]
uploaded files

Wlaximum submission size Activity Lpload limit (14E) EI

In a previous section called Types of work students can submit, we discussed three
kinds of assignments that you can give the students:

* Submit a digital file

*  Write something

* Do something outside of Moodle
This setting is where you do that.

If you want the student to write, or copy and paste some writing, select Online text.
If you want the student to upload something, select File submissions. And if you
want the student to be able to submit comments on their work, select Submission
comments. In the preceding screenshot, we have selected all of these options.

You can also select none of them. In that case, the student doesn't submit anything
online. But, you could still give a student a grade for some work that (s)he did
offline. If you do not require the student to submit anything online, the assignment
will display a message to the student, like this:

Submission status

Attempt number This is attempt 1.
Submission statu his assignment does not require you to submit anything onling
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Feedback types

In the example shown above, the student received not only a grade, but also
feedback from the teacher. The feedback was in the form of comments that the
teacher wrote, and also a file that the teacher uploaded. This is enabled under the
Feedback types setting:

Feedback types

Feedback types ¥ Feedback comments ¥/ Offline grading worksheet ¥ Feedback files

The option for Offline grading worksheet enables the teacher to download a
comma-separated file (a . csv file), that has a list of all the assignments and a place
for the teacher to enter grades. However, downloading the grading worksheet does
not download the material that the students submitted. If the teacher wants to see
the submissions offline, (s)he must download them separately.

If offline grading is enabled, the teacher will see the option to download the grading
worksheet in the grading page for the assignment:

» Intro Enviro Sci = Topic 1 » Go play in the ocean » Grading

Grading action | Download grading worksheet E| This option is
Choose. . enabled by the
View gradebook Offline grading

o worksheet
|
Download all submissions setti

Upload grading worksheet
Select User“ 'i gworksheet  ZTIFTTON

Upload multiple feedback files in a zip

E_—ﬁ Student1 User student1@wiliamrice com

Submission settings

The submission settings determine how Moodle behaves while the student is
submitting his or her work:

Submission settings

Require students click [ ves [ |
submit button

Require that students | veg E|
accept the submission

statement
Aftempts reopened Manually E|
Maximum attempts Unlimited E|
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The setting for Require students click submit button determines if the student

must submit the assignment all at once or if the student can save their submission

as a draft and submit it later. If you select Yes for this setting, when the student is
creating a submission, Moodle will display a Save button. After the student saves the
submission, when the student enters the assignment, she/he will have the option to
either edit what was saved or submit it.

The setting for Require that students accept the submission statement determines
if Moodle displays a statement that the work belongs to the student. The submission
statement looks like this:

Submit assignment

N @ This assignment is my own work, except where | have acknowledged the use of the works of
other people.

Are you sure you want to submit your work for grading? You will not be able to make any more
changes.

Continue | Cancel
There are required fields in this form marked .

In the section on Allowing a student to resubmit an assignment, we saw what it looks
like for the student, when the teacher reopens an assignment. The setting for
Attempts reopened determines if, and how, the teacher can allow a student to
resubmit the assignment. Note that a resubmission replaces the original submission.

Selecting Never means the teacher cannot reopen the assignment to allow the
student to resubmit their work. Manually means the teacher can reopen the
assignment. Automatically until pass means the assignment will remain open until
the student achieves a passing grade. That is, if the teacher gives the student less
than a passing grade for the student's submission, Moodle will automatically enable
the student to resubmit.
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To use Automatically until pass, you must set a passing grade for the assignment.
This is done in the gradebook. First, select Course Administration | Grades, and
from the dropdown list select Simple view:

Simple view (=]

Edit categories and items: Simple view

Name Aggregation Extra Max grade Actions Sel¢
credit

Introduction to Environmental Science Simple weighted mean of grades EI > Al
Mot
Go play in the ocean 100.00
¥l
Edit assign Go play in the ocean

Course total - 100.00

Then, select the edit icon (the one shaped like a gear) for the assignment. That brings
you to a page where you can enter a passing grade for the assignment:

Grade item
ltern name | Go play in the ocean
ltem info
ID number
Grade type Value
Scale

Maximum grade 100.00
Minimum grade 0.00
Grade to pass 70/00

Group submission settings

Moodle enables you to assign the students and teachers in a class to different groups.

Groups are created under Course administration | Users | Groups. For each activity
in a course, the teacher decides whether the groups will be used. In other types of
activities, groups are used to prevent students in one group from seeing the work
done by students in another group. In an assighment, groups work a little differently.
In an assignment, groups enable students to submit their work together as a group.
They can also be used to assign students to specific teachers, while they are all using
the same course. For more about groups, see Chapter 12, Groups and Cohorts.

In an assignment, setting Students submit in groups to Yes means that each group
the teacher created will submit their work together, and that all members of a group
will receive the same grade.
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If you set Require all group members submit to Yes, then every member of a
group will need to click the submit button to finalize a submission. If you set this

to No, then any member of a group can submit the assignment for the whole group.
However, even though only one member of the group may have submitted the
assignment, the feedback and grade are applied to all members of the group.

Notifications

The Notifications settings determine whether the graders will receive messages
when a student (or group) submits an assignment.

Each user in Moodle can choose how they want to receive messages. This is done
under My profile settings | Messaging:

Assignment Popup notification Email
Assignment notifications
When I'm logged in L4

When I'm offline L4

If your e-mail application enables you to filter emails based on their subject line and
sender, you can use that feature to automatically put all the notices about assignment
submissions into a specific folder.

E-mail alerts are especially useful in courses where you allow
M . . .
~ students to proceed at their own pace, since you will not know
what activities they have completed unless you check into the
course and look at the gradebook.

Printer-friendly directions

Because assignments might be completed offline, you may want the directions to be
printer-friendly so that students can take the directions with them. Make sure that
any graphics you've embedded into the Description field are less than the width of
the printed page. Or, you can upload the directions as an Adobe Acrobat (.pdf) file,
and use the Description field to instruct students to print the directions and take the
directions with them.
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Indicating that assignments are mandatory

On the course's home page, an assignment link appears with its own icon, like
this: &% . Itis not immediately apparent to a new student that this icon means
do this assignment. You might want to use a label to indicate that the assignment is
something the student should do. In this example, a label instructs the student to
complete the assignment and a multiple-choice survey question.

You can also label the individual activities with an imperative, such as "Read about
the plants around you" or "Answer a survey question about your experience with
edible plants."

Assignments are always added to the Upcoming events block. Even if you have no
other events planned for the course (like a field trip, discussion, chat, and so on),

if you have an assignment, consider adding the Upcoming events block. This will
serve as an additional reminder for the students:

Lesson

A Lesson is a complex and powerful, type of activity. Essentially, a Lesson is a series
of web pages that presents information and questions.

A Moodle lesson can be a powerful combination of instruction and assessment. Lessons
offer the flexibility of a web page, the interactivity of a quiz, and branching capabilities.

Definition of a lesson

A lesson consists of a series of web pages. Usually, a lesson page contains some
instructional material, and a jump question about the material the student just viewed.
The jump question is used to test a student's understanding of the material. Get it
right, you then proceed to the next item. Get it wrong, you're then taken back either to
the instructional page or jump to a remedial page. But the jump question could just as
easily ask a student what he/she is interested in learning next, or who his/her favorite
candidate is, or be labeled Continue and take the student to the next page.
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Example of a simple lesson with remedial
page jump

Following is a screenshot of a lesson page. Its purpose is instructional. It appears like

any normal web page. Indeed, you can put anything on a lesson page that you can
put on any other Moodle web page:

[Relationship Between Distance and Perspective |

In sorme photographs, space can appear compressed, so that objects appear closer together than
they really are. In another photograph of the same scene, space can appear expanded so that
objects appear farther apant than they are.

Distance from Camera Determines Perspective

Distortions in perspective are actually caused by the distance of the subject from the camera. The
farther a scene is from the camera, the closer the objects in that scene appear. The closer a scene
is to the camera, the farther apart objects in that scene appear. Distance compresses the space in a
picture, and clogenass expands the space.

In the photo below, look at the distance between the columns. The columns closer to the camera
appear to be further apart, while those farther from the camera appear closer together.

Photo by Srmiles for the world £ Alex Lapuerta
Focal Length Does Mot Determine Perspective

hany people think these distortions in perspective are caused the focal length of the lens being
used. For example, they think that a long lens--a telephoto lens--compresses space, and a short
lens--a wide angle lens-expands space. This isn't true.

A telephoto lens enables you to shoot & scene that is father from the camera. Because the scene is
far from the camera, it perspective is compressed. But it is the distance from the camera, not the
telephoto lens, that is causing the compression.

Acwide angle lens enables you to shoot a scene that is closer to the camera. Because the scene is
close to the camera, it perspective is opened. But it is the closeness to the camera, not the wide
angle lens, that is causing the opening of the space.

Click the Continue button below to go to the next page in this leason.

Continue |
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At the bottom of the lesson page is a Continue button. In this lesson, when the
student clicks this button, she/he is taken the question page shown as follows:

You have earned O point(s) out of O point(s) thus far.

*fou are shooting a street scene and want to make the people in the scene appear close together. Do
you:

" Muove closer to the people you are photographing.

" Back away from the people you are photographing.

™ Zoorm in with your telephoto lens.

Please check one answer |

Each answer displays different feedback, just like a quiz:

Yoy answear Your answear

Move closer to the people you are photographing. Back away from the people you are photographing.

That's right. Reducing the actual distance between the Sorry, but this isn't correct. Backing away from the
scene and the camera—-getting closer-will compress the | |scene will make the apparent distance between

distance between subjects in the scene. subjects in the scene increase.
_ Yfou rust get physically closer to the scene to reduce
_ Continue_| the apparent distance between subjects in the scene.

Only reducing the actual distance between the scene
and the camera--getting closer-will compress the
distance between subjects in the scene.

Yaur ahawer

Zoom in with your telephoto lens.

Sorry, but this isn't correct. Zooming in or out won't
change the perspective in the scene.

You rmust get physically closer to the scene to reduce
the apparent distance between subjects in the scene.
Fooming in makes the scene appear closer, but it
doesn't change the perspective. Only reducing the
actual distance between the scene and the
camera-—-getting closer-will compress the distance
between subjects in the scene.
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If the student answers correctly, he/she is taken to the next instructional page.
An incorrect answer takes the student to a remedial page. Following is an example
of a remedial page:

[ Remedial: Compressing Perspective

In the photo below, the space between each of the marchers in the front row is the same:

Photo by Celeste Hutchins.

Look at the two men closest to you. You can see that the space between them is over four
feet. If one of them reached out his arm, he could not touch the other:

This is the simplest sequence for a lesson in Moodle. You can also add a few more
advanced features. We'll discuss those later.
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Types of lesson pages

In a lesson, different kinds of pages perform different functions. The following

screenshot shows you a lesson that is built from several kinds of pages:

Page title

About this Lesson

Introduction: The Cycling of Matter

About the Carbon Cycle

Check Your Understanding 1

Check Your Understanding 1:
Question A

Check Your Understanding 1:
Question B

Check Your Understanding 1:
End of Questions

Remedial 1: Let's Review

Respiration and Photosynthesis

The Carbon Cycle, Step by Step

Preview | Edit | Reports Grade essays

Collapsed Expanded

Page type Jumps

Content Next page

Content Previous page
Mext page

Content Previous page
MNext page

Cluster Unseen question

within a cluster

Multichoice Remedial 1: Let's Review
Respiration and Photosynthesis
Remedial 1: Let's Review

Multichoice Remedial 1. Let's Review
Remedial 1: Let's Review
Respiration and Photosynthesis

End of cluster MNext page

Content Respiration and Photosynthesis

Content Next page

Actions

Add a new page. .

Add a new page. .

Add a new page...

Add a new page...

Add a new page...

Add a new page...

L B EH EH

[+

Add a new page [~]

Add a new page. .

Add a new page...

Let us look at each type of page.
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Content pages

The first three and last two pages in the preceding lesson are content pages. A
content page displays some information and then offers one or more buttons for the
student to click in order to navigate to a different content page or question page.
Here is the second page from the preceding lesson:

Thlatro Envira Sci: The Carbon Cyele. Step
€ @ localhost modlessonfview php?id s4bipageid =4 ¢ B- i 2 O &+ #
Home & My courses » Basic Science = Intro Enviro Sci » Topic 1 » The Carbon Cycle, Step by Step

Lesson menu
) The Carbon Cycle, Step by Step
About this Lesson
Introduction: The Cyeling of You have earned 0 point(s) out of 0 point(s) thus far.
Matter
About the Carbon Cycle Introduction: The Cycling of Matter
Remedial 1: Let's Review The earth's biogeochemical systems involve complex, dynamic processes that depend upon many factors. The three
Respiration and main factors upon which life on the earth depends are:
Photosynthesis

1. The one-way flow of solar energy into the earth's systems. As radiant energy, it is used by plants for food
production. As heat, it warms the planet and powers the weather system. Eventually, the energy is lost into space
in the form of infrared radiation. Most of the energy needed to cycle matter through earth’'s systems comes from the

Linked media sun.

. The eycling of matter. Because there are only finite amounts of nutrients available on the earth, they must be
recycled in order to ensure the continued existence of living organisms.

P

Click here to view

Navigation B &
3. The force of gravity. This allows the earth to maintain the atmosphere encompassing its surface and provides the
Home driving force for the downward movement of materials in processes invelving the cycling of matter.
= My home These factors are critical components to the functioning of the earth's systems, and their functions are necessarily
) Site pages interconnected. The main matter-cycling systems involve important nutrients such as water, carbon, nitrogen and
phosphorus.
b My profile
w Current course Go back to "About this Lesson” | Proceed to "About the Carbon Cycle”
w Intro Enviro Sei
{ )+ Participants e

The buttons at the bottom of this page are added by the course creator. Notice that
one of the buttons takes the student to the next page. But what if, when you are
creating this page, the next page hasn't been created yet? That's not a problem. After
you have created all the pages in your lesson, you can go back to the content pages
and add all the jump buttons. Using the relative jumps (previous page, next page,
and so on.) is a big time saver.
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Cluster with questions

A cluster page, end of cluster page, and the pages in between them act as a single
unit. In our example, we have a cluster with two question pages:

Page title

About this Lesson

Introduction: The Cycling of Matter

About the Carbon Cycle

Check Your Understanding 1

Check Your Understanding 1:
Question A

Check Your Understanding 1:
Question B

Check Your Understanding 1-
End of Questions

Remedial 1: Let's Review

Respiration and Photosynthesis

The Carbon Cycle, Step by Step

Preview | Edit Reports Grade essays
Collapsed Expanded

Page type Jumps Actions
Content Next page
Add a new page. . Iz‘
Content Previous page
Next page Add a new page_.. [v|
Content Previous page
Next page Add a new page_.. v |
Cluster Unseen question
within a cluster Add a new page B
Multichoice Remedial 1: Let's Review
Respiration and Photosynthesis | Add a new page. .
Remedial 1: Let's Review
Multichoice  Remedial 1: Let's Review
Remedial 1: Let's Review Add a new page... B
Respiration and Photosynthesis
End of cluster Next page
Add a new page. Iz‘

Content Respiration and Photosynthesis
Add a new page

Content Next page
Add a new page. .

On the first cluster page, a setting directs Moodle to display an unseen question page
in this cluster. You can select other options for a cluster page:

Jump

This page

Next page

Previous page

End of lesson

Unseen question within a content page

Random question within a content page
Unseen question within a cluster ‘“’
About this Lesson

Introduction: The Cycling of Matter

About the Carbon Cycle

Cluster

Check Your Understanding 1: Question A
Check Your Understanding 1: Question B
Check Your Understanding 1: End of Questions
Remedial 1: Let's Review

Respiration and Photosynthesis

Unseen question within a cluster ||
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Using the option to show an unseen question within the cluster turns the cluster into
a random question test.

Between the cluster and at the end of the cluster, are two question pages. These
question pages will jump the student out of the cluster if he/she answers correctly,
and jump the student to a remedial page if he/she answers incorrectly. You can see
that in the three responses to the question:

The Carbon Cycle, Step by Step

Preview Edit Reports Grade essays
Collapsed Expanded
Page title Page type Jumps Actions
About this Lesson Content Mext page

Add a new page -

Introduction: The Cycling of Matter Content Previous page

MNext page Add a new page .. [~
Aboul The Carbon Cycle Content Frevious page

MNexl page Add a new page... [~ |
Check Your Understanding 1 Cluster Unseen question

within a cluster Add a new page -
Check Your Understanding 1: Multichoice Remedial 1: Let's Review
Question A Respiration and Photosynthesis | Add a new page -

Remedial 1: Let's Review
Check Your Understanding 1 Multichoice Remedial 1: Let's Review
Question B Remedial 1: Let's Review Add a new page -

Respiration and Photosynthesis .
Check Your Understanding 1 End of cluster Nexl page
End of Questions Add a new page... [~
Remedial 1° Let's Rewview Content Respiration and Photosynthasis

Add a new page... | *

Respiration and Photosynthesis Content MNext page

Add a new page _ [*]

If you use a cluster like the one above, be careful that you do not create an impossible
situation. In this case, if the remedial page sent the student back into the cluster, and
the student had seen both questions, then there is no way the cluster could display
an unseen question page. Moodle would give the student an error message.

Instead of sending the student back into the same cluster, create several clusters in
arow. If a student gets a question correct, you can skip over all the unseen clusters
and go on to the next topic. If the student gets a question incorrect, you can send the
student straight to the next cluster.

End of branch

An end of branch page automatically jumps to a page that is specified by the lesson
creator. Just as students will never see the cluster and end of cluster pages, students
will never see an end of branch page. It is, literally, just an automatic jump page.
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Plan, create pages, and add content

If you intend to create a lesson that has jumps, clusters, and branches, then draw
a diagram of the lesson. A flowchart can tell you what kind of pages you will need
to create.

Then, gather and organize your material in a word processor.
Then, create the pages in the lesson.

After the pages are in the Moodle lesson, create the jumps. After you have the

pages and jumps, go to the Edit Lesson page and look at the list of all the pages in
the lesson. You can compare that list to the diagram that you created when planning
the lesson.

Finally, test the lesson from the student's point of view.

Configuring lesson settings

When you first create a lesson, you are presented with a window where you choose
settings for the entire lesson. Before you can add even a single page to a lesson, you
must select the lesson settings. If you're not sure about any of these settings, just take
your best guess. You can always return to this page and change the settings.

o Remember, one of the advantages of Moodle is the ease with which
~ you can experiment with and change your course material. Get
Q accustomed to taking a bolder, more experimental approach to
using Moodle, and you will enjoy it a lot more.

This window is broken into eight areas:

* General

* Appearance

* Availability

* Prerequisite lesson

* Flow control

* Grade

e Common module settings

e Restrict access
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In this section, I'll go through the Editing Lesson page from top to bottom. I'll focus
on the settings that are unique to the lesson activity. So, by the end of this section,
you will understand how most of the settings on the Editing Lesson page affect the
student's experience.

General settings

This section consists of only the name of the lesson, which students will see on

the course's home page. If you want the students to see a description for the lesson
before they enter the lesson, you will need to add a label to the course home page
to describe the lesson.

Appearance

This section contains settings that affect how the lesson is presented.

File popup

You can upload a file into this field. When the student enters the lesson, the file
will be displayed in a popup window. This enables the student to refer to the
file as he/she proceeds through the lesson.

The popup window might be blocked by the student's browser. To ensure that the
student knows that there is a file he/she should see, consider adding a message to
the first page of the lesson that tells the student to open the file if it has not opened
automatically. For example, you could use a message like this:

While you are reading this lesson, you will need to refer to a diagram. To show that diagram,
on the left menu bar, under Linked Media, click the link Click here to view.

After you display the diagram, proceed to the next page.
Display ongoing score

When this is set to Yes, each page of the lesson displays the student's score, and the
number of possible points so far.

Notice that, this displays the number of points that the student
s could have earned for the pages that he/she has viewed so far.
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If a lesson is not linear, if it branches, then the path that each student takes through
the lesson can change. This means that each student can have the chance to earn

a different number of points. So, in a branching lesson, the total number of points
possible for the entire lesson is not meaningful because the lesson can be different for
different students. For example, you might create a lesson with many branches and
pages, and then require the student to earn at least 200 points on that lesson. This
would encourage the student to explore the lesson and try different branches until
he/she has earned the required points.

Display left menu and minimum grade to display menu

Display left menu displays a navigation bar on the left side of the slide show
window. The navigation bar enables the student to navigate to any slide. Without
that navigation bar, the student must proceed through the slide show in the order
that Moodle displays the lesson pages and must complete the lesson to exit (or the
student can force the window to close).

Sometimes, you may want a student to complete the entire lesson, in order, before
allowing him or her to move freely around the lesson. The setting for Minimum
grade to display menu accomplishes this. Only if the student achieved the specified
grade will he/she see the navigation menu. You can use this setting to ensure that
the student goes completely through the lesson the first time, before allowing the
student to freely move around the lesson.

Maximum number of answers

At the bottom of each question page in a lesson, Maximum number of answers
determines the maximum number of choices that each question can have. For
example, if this were set to 4, then each question could have at most four choices: a,
b, ¢, and d.

If each answer sends the student to a different page, then the number of answers is
also the number of branches possible. Set this to the highest number of answers that
any of your questions will have. After creating question pages, you can increase or
decrease this setting without affecting the questions that you have already created.

Use default feedback

If this is set to Yes, if Moodle does not see any custom feedback that you created for
a question, it will display a default message like That's correct or That's incorrect.
The default feedback is set in Moodle's language file, so it will be translated into
whatever language the course is using. If you set this to No, and Moodle does not see
any custom feedback that you created for a question, then Moodle will not display
any feedback when the student answers.
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Link to next activity

This setting enables you to put a link to another activity in the course, at the end of
the lesson.

Prerequisite lesson

The settings in this section enable you to require the student to view another lesson,
before this lesson is open to the student. One of the settings enables you to specify
how many minutes the student must spend on a previous lesson. You could use that
setting to ensure that the student spends a certain amount of time watching a video
before moving on to the next lesson. You would do this by embedding the video in
the prerequisite lesson.

The prerequisite lesson settings are in addition to the restrict access settings that are
available for all activities. On the restrict access settings, you do not have the option
to specify the amount of time spent on another activity as a condition for access.

The flow control

This section contains settings that affect how a student moves through the lesson.

Allow student review

Allow student review enables a student to go backwards in a lesson, and retry
questions that he/she got wrong. This differs from just using the Back button on
the browser, in that the setting enables the student to retry questions while using
the Back button does not.

Provide option to try a question again

Provide option to try a question again displays a message after the student
incorrectly answers a question. The message invites the student to try the question
again, but for no points.

When you create a question in a lesson, you can create feedback for each of the
answers to that question. However, if you set Provide option to try a question again
to Yes, Moodle will override the feedback that you created for the answers. Instead,
it will display the message above.

. If you created custom feedback for the answers in your lesson,
¥ but Moodle is not displaying the feedback that you created,
Q check the Provide option to try a question again setting. It
might be set to Yes. Set it to No.
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Maximum number of attempts

Maximum number of attempts determines how many times a student can attempt
any question. It applies to all questions in the lesson.

Number of pages to show

Number of pages to show determines how many pages are shown. If the lesson
contains more than this number, the lesson ends after reaching the number set here.
If the lesson contains fewer than this number, the lesson ends after every page has
been shown. If you set this to zero, the lesson ends when all pages have been shown.

Grade

A lesson can be graded or ungraded. It can also allow students to retake the lesson.
While Moodle allows you to grade a lesson, remember that a lesson's primary
purpose is to teach, not test.

[ Q Don't use a lesson to do the work of a quiz or assignment. ]

The lesson's score is there to give you a feedback on the effectiveness of each page,
and to enable the students to judge their progress.

The practice lesson

If you set Practice lesson to Yes, this lesson will not show up in the gradebook. In a
practice lesson, students see a grade after completing the activity, but this grade is
only for them. It is not recorded or displayed in the gradebook, and teachers cannot
see it. It's a pure self-studying option.

Custom scoring

Normally, a correct answer in a question is worth the entire point value for the
question, and each wrong answer is worth zero. Enabling custom scoring allows
you to set a point value for each individual answer in a question. Use this if some
answers are more right or more wrong than others. You can also use this to set the
point value for a question. If a question is more important, use custom scoring to
give it more points.
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Handling of retakes

This setting is relevant only if the student is allowed to repeat the lesson (the setting
above is set to Yes). When the students are allowed to retake the lesson, the grades
shown in the Grades page are either the average of the retakes or the student's

best grade.

Minimum number of questions

Minimum number of questions sets the lower limit for the number of questions
used to calculate a student's grade on the lesson. It is relevant only when the lesson
is going to be graded. If the student doesn't answer this minimum number of
questions, then the lesson is not graded.

If you don't see this setting, it is probably because you have Practice lesson set to Yes.
Set Practice lesson to No, save the page, and then you should see this setting appear.

Adding the first lesson page

Immediately after you save your lesson settings, Moodle presents you with the
following page:

The Carbon Cycle, Step by Step

Preview Edit | Reporis Grade essays
Collapsed Expanded

What would you like to do first?

Import questions
Add a content page
Add a cluster

Add a question page
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At this point, it is time to create the first question page or import question pages from
another system. Let us take a look at each of your options.

Importing questions

If you choose to Import questions, you can import questions created by Moodle and
other online learning systems. Some of the formats that you can import are:

Format Description

GIFT GIFT is text only.

Moodle XML These are Moodle's proprietary format. XML can include graphics
and special characters.

Aiken This format is for multiple-choice questions.

Missing word This format is for missing word multiple choice questions.

Blackboard If you're converting from Blackboard to Moodle, you can export
questions from Blackboard and import them into Moodle.

WebCT This format supports multiple choice and short answers questions
from WebCT.

Embedded answers | This format is a multiple question, multiple answer question with
(Cloze) embedded answers.

Each question that you import will create a question page. Each answer will create a
jump button on the question page.
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Adding a content page

A content page consists of a page of links to the other pages in your lesson. At

this point, immediately after you've finished the lesson settings page, your lesson
doesn't have any pages. However, if you want to begin your lesson with a page of
instructions, you can add a content page and make it jump to the next page. Creating
a content page would look like this:

Topic Sentences®

- Add a content page

Page title* Instructions for this lesson

Page contents paragraph

Each page in this lesson displays a paragraph from a famous essay. Below the paragraph is a list of
sentences, from the paragraph. Choose the topic sentence. The lesson will be marked complete
when you have correctly answered four questions.

Path: p
# Arrange content buttons harizontally?

« Display in menu?

- Content 1

Description* Click to begin the lesson

Moodle auto-format ¥

Jump | Next page v|

When the student runs the lesson, that content page will look like this:

Irftructions for this lesson

E

s, from the par: “hoase the lopic sentence. The lesson will be

Chick to begin the lesson
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Adding a cluster

A cluster is a group of question pages. Within this cluster, you can require that the
student correctly answers a number of questions before being allowed to proceed out
of the cluster. This enables you to test that a student understands a concept before
moving on.

Or, you can display a random page from the cluster, and from that page, proceed to
any other page in the lesson. This enables you to send each student down a different
random pathway in the lesson, so that not all students have the same experience.

A cluster consists of a beginning cluster page, an end of cluster page, and pages in
between them.

Adding a question page
This option enables you to add a question page to your lesson, using Moodle's

built-in editor. The process for creating a question page is covered in the next
section, Creating the question page.

Try adding your question pages first. Then, put a content page with instructions at
the beginning of the lesson. If needed, organize your question pages into branches or
clusters. Finally, end the lesson with a content page to say good-bye to the student.

Creating a question page
After you fill out and save the Settings page, it is time to create the first question
page. Even though it's called a question page, the page can contain more than just
a question. It's a web page, so you can add any content to it. Usually, it contains
information and a question to test the student's understanding. You can choose
different types of questions:

*  Multiple choice

e True/false

* Short answer

*  Numeric

* Matching

* Essay
You can also create feedback for each answer to the question, similar to creating

feedback for the answers in a quiz question. And, you can make the lesson jump
to a new page, based upon the answer the student selects.
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In the following example, you can see the question page contains a question, and
several answers to the question. Notice that for each answer, there is a Response
field that the student sees immediately after submitting the answer. And, there is
also a Jump field for each answer. For the incorrect answer that you see, Jump can
take the student to a remedial page, or redisplay the current page so the students
can try again. For the correct answer, Jump can display the next page in the lesson
as shown in the following screenshot:

@Answer 2
Answer= Succulent
/7
Moodle auto-format ¥
Response That's right! All cacti are succulents
/7
Moodle auto-format ¥
Jump (2 Next page A
Score (@ 1
Page Title

The Page Title will display at the top of the page when it is shown in the lesson.

Page Contents

As was said before, a lesson page is really a web page. It can contain anything that
you can put on any other Moodle web page. Usually, it will contain information and
then a question to test the student's understanding.

Answers

The Answers will be displayed at the bottom of the lesson page, after the Page
Contents. The student selects an answer in response to the question posed in the
Page Contents.

Responses

For each Answer that the student selects, its Response is shown before the student is
taken to a new page.
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Jumps
Each Answer that a student selects results in a Jump to a page.

This Page

If Jump is This page, the student stays on the same page. The student can then try to
answer the question again.

Next or Previous Page

If Jump is Next page or Previous page, the student is taken to the next or previous
page. After you rearrange the pages in a lesson, this jump might give you different
results. Just be aware that this is a relative jump.

Specific Pages
You can also select a specific page to jump to. The pull-down list displays all of the

lesson page's titles. If you select a specific page to jump to, the jump will remain the
same, even if you rearrange the pages in your lesson.

Unseen question within a cluster

Recall that a branch table is a table of contents, listing the pages in a lesson. When
you insert a branch table into a lesson, you can also insert an end of branch later in
the lesson. The pages between the branch table and end of branch become a branch.
For example, a lesson with two branches might look like this:

Cluster 1
Question Page
Question Page
Question Page
End of Cluster
Cluster 2
Question Page
Question Page
Question Page
End of Cluster

For a Jump, if you select Unseen question with a branch, the student will be taken
to a question page that he/she has not yet answered correctly in this session. That
question page will be in the same cluster as the current page.

M Unseen question with a branch takes the student to a question
Q page that he/she hasn't answered correctly. The student might
have seen the page before, and answered incorrectly.
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Random question within a content page

For a Jump, if you select Random question within a content page, the student will be
taken to a random question page in the same cluster as the current page.

In the Lesson Settings page, if Maximum number of attempts is set to something
greater than 1, the student might see a page that he/she has seen before. But a page
will be repeated only if Maximum number of attempts is greater than 1. If it's set
to 1, arandom question page that the student has not seen before will be displayed,
which has the same effect as choosing Unseen question within a cluster.

To restate this: When the lesson setting Maximum number of attempts is set to 1,
then random question within a content page acts exactly like unseen question within
a cluster. When Maximum number of attempts is set to greater than 1, then random
question within a content page displays a truly random question.

One strategy for using this setting is to forgo the use of unseen question within a
cluster. Whenever you want to use unseen question within a cluster, instead use
random question within a content page and set the Maximum number of attempts
to 1. Then you have the option of converting all of your lesson to random jumps just
by setting Maximum number of attempts to 2 or greater.

Creating pages and assigning jumps

When filling out a question page, Answerl is automatically assumed to be the correct
answer, so Jumpl automatically reads next page. This is because in most cases, you
want a correct response to result in the next page in the lesson being displayed.
However, you can select any existing page in the lesson for the jump. Note that,
when you are filling out the first question page, there are no other pages to jump to,
so the jumps on the first page will all read this page. After creating more pages, you
can go back and change the jumps.

It is usually most efficient to create all of your content and
=" question pages first, and then go back and assign the jumps.

The jumps that you create will determine the order in which the pages are presented
to the student. For any answer, you can select a jump to the last page of the lesson.
The last page displays an end-of-lesson message and, if you choose, the grade for the
lesson. It also displays a link that takes the student back to the course's home page.
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The flow of pages

The most obvious usage of question pages and jumps is to enforce a straight-through
lesson structure. A correct answer results in a positive response such as "That's
correct!" and then jumps to the next page. An incorrect answer results in a negative
response or a correction. An incorrect answer can then redisplay the page so that

the student can try again, as in the previous example. (Jump1:This page). Or, an
incorrect answer can jump to a remedial page.

The order of pages the student would follow if he/she answered every question
correctly is called the logical order. This is what the teacher sees when editing the
lesson, and displaying all of the pages in the same window.

Editing the lesson

After you've created several lesson pages, you might want to see and edit the flow of
the lesson. You can do this under the Edit tab.

Collapsed and expanded

The Edit tab is where you edit the content of your lesson. From here, you add, delete,
rearrange, and edit individual lesson pages.

Under the Edit tab, when you select Collapsed, you see a list of the pages in your
lesson, such as the one shown in the following screenshot:

What kind of plant is it?c

Edit

Collapsed

Page title Page type Jumps Actions

Multichoice This page Add a new page v
Mext page =
This page

Multichoice MNext page Add a new page T
This page :
This page

Multichoice This page Add a new page ¥
This page =

Mext page

The pages display in their logical order, which would be the shortest path through
the lesson if a student got all of the questions correct. Notice that the content of the
pages does not display. The purpose of this screen is not to edit individual questions,
but to help you see the flow of the lesson.
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Rearranging pages

To rearrange the pages, click the up/down arrow # for the page that you want to
move. Note that, it is the jumps that determine the order in which Moodle presents
the pages. If a question is set to jump to the next page, rearranging the pages can
change the jumps. A question can also be set to jump to a specific, named page. In
that case, the order in which the pages appear doesn't determine the landing point
for the jump, so rearranging the pages here won't affect that jump.

Editing pages
From the Edit tab, to edit a page, click the edit icon, which usually looks like this: #

. Clicking this takes you to the editing page for that page. The previous section gave
detailed instructions for editing a lesson page.

Adding pages
The Add a page here drop-down list enables you to insert a new page into the
lesson. You can choose from several different kinds of pages.

Feedback

The feedback module enables you to create surveys for your students. Do not
confuse this with the survey activity. In survey, you must choose from several
pre-made surveys; you cannot build your own surveys. Also, do not confuse this
with the questionnaire module. A questionnaire is an add-on, while feedback comes
as standard with Moodle.

The feedback module needs to be enabled by the site administrator under Site
Administration | Plugins | Activity modules | Manage activities.

Feedback isn't just for students
Of course, you can use a Feedback activity to survey your students. You can also use
it to:
* Conduct a survey of the employees in your work place
* Collect data from people who have agreed to be research subjects
* Conduct public opinion surveys of the visitors to your site
The feedback activity enables you to create different kinds of questions: multiple

choice, dropdown, short answer, and more. You can share the results of a feedback
with the students or keep it confidential.
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Creating a feedback activity
Creating a feedback activity is similar to adding a quiz. First, you add the activity.

Then,

you add the questions. We'll cover each in a separate section below.

To add a feedback activity, do the following:

10.

From the Add an activity... menu, select Feedback.
Moodle displays the settings page for the activity.

In the Name, enter the name of the feedback. Your students will see this on
the course home page.

Text and graphics that are entered into the Description field are displayed

to students before they begin the activity. Use this to explain the activity.
Remember, this is a full-featured HTML editor, so you can put text, graphics,
and media into the description.

Under Availability, you can enter a time to open and close the activity. If
you don't enter a time to open the activity, it is available immediately. If you
don't enter a time to close the activity, it will remain open indefinitely.

The option to Record User Names affects only what the teacher sees. Students
do not see each others' responses. If RecordUserNames is set to Users' Names
Will Be Logged and Shown With Answers, then the teacher will be able to see
a list of users who completed the feedback and their answers.

The setting for Allow multiple submissions affects the activity, only if you
have allowed anonymous responses. If so, then any user can submit the
feedback survey as many times as they want.

If Enable notification of submissions is set to Yes, then course
administrators are emailed whenever someone submits this feedback. This
includes teachers and course managers.

If you want Moodle to number the questions in your feedback activity, for
Autonumber questions select Yes.

If Show analysis page after submit is set to Yes, a summary of the results so
far is shown to the user after they submit their feedback.

Get this setting right the first time

\ Moodle doesn't allow you to change the Multiple submissions setting
Ny after someone has answered the feedback activity, without losing
Q the previous responses. So get this setting right before people start
answering. If you do need to change this setting, you must first Reset
feedback responses under the Course administration menu.
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11. If you enter a Link to next activity, that page is displayed immediately after
the user submits his/her answers. You can use this page to explain what
happens after the activity. If you leave this blank, Moodle displays a simple
message telling the user that his/her answers have been saved. At the bottom
of this page, Moodle displays a Continue button.

. Careful with the URL for link to next activity
Y

Ny You might be tempted to use the URL to send the user to another
page in your site. Remember, if you move this activity to another
course, or another Moodle site, that URL might change.

12. Common module settings and restrict availability work as they do for other
activities. These are covered in a separate section of the book.

13. Click the Save and display button to save the settings. It is time to start
adding questions.

To add questions to a feedback activity:

Select the feedback activity.

From the left menu, select Settings | Feedback administration | Questions
| Edit questions. If you just created and saved the activity, click the Edit
questions tab.

3. From the drop-down list that is labeled Content, select the type of question
to add.

Specific types of questions are described in the next section.
M . .
~ The rest of this procedure covers settings that are common
to almost all question types. For settings that are specific to
a question type, see the next section.

4. If you mark a question as Required, the user must answer it to submit the
feedback. The question will have a red asterisk next to it.

5. The Question field contains the text of the question. Unlike a quiz question,
a feedback question can only consist of text.

6. The Label field contains a label that only teachers will see, when viewing
the results of the feedback. The most important reason for the Label field is
when you plan to export the results of the feedback to an Excel worksheet.
The label is exported with the results. This enables you to match the feedback
results with a short label in your database.
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7. The Position field determines the order of the question, when you first add
it to the feedback page. After the question has been added, you can override
this number and move the question to any position on the page.

8. Depend item and Depend value can be used to make the appearance of
a question dependent on the answer to a previous question. For example,
you might first ask someone, "Do you have a Twitter account?" If they
answer Yes, you might display a question like, "How often do you tweet?"
If they answer No, you would hide that question. From the Dependence
item drop-down list, select the question whose answer will determine if this
question appears. Then, in the Dependence value field, enter the answer that
is needed to make this question appear.

9. For a discussion of the fields that apply only to one type of question, see the
following section on Question types.

10. Save the question.

Question types

The feedback activity enables you to add several types of questions. Some of these
are not actually questions, but you still add them from the same drop-down menu:

Add question to activity

Add a page break
Captcha

Information

Label

Longer text answer
MWultiple choice
Multiple choice (rated)
MNumeric answer
Short text answier

Adding a page break

Add a page break inserts a page break into the feedback activity.

Avoiding bots with captcha

A captcha is a test to ensure that a human is filling out an online form. It displays a
picture of some text, and the user must read and type in that text. If the user doesn't
correctly type the text, the feedback form is rejected. This prevents software robots
from automatically filling in your feedback and spamming your results.
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Inserting information

You can use this option to insert information about the feedback into the form. That
information is added by Moodle and submitted with the user's answers. At this time,
the options are:

* Response time: The date and time the user submitted the feedback

* Course: The short name of the course in which this feedback appears

* Course category: The short name of the category in which this feedback appears

Adding a label

This is the same as adding a label to a course home page. The label can be anything
that you can put on a web page. This is a good way to insert explanation, instructions,
and encouragement into the activity.

Creating a textbox for longer text answer

Use this question type to create a text box, where the user can type in an answer.
You specify how many characters wide and how many lines high the text box is.
If the user runs out of space, Moodle adds a scroll bar to the box so that the user
can keep on typing.

Displaying multiple choice questions
A multiple choice question displays a list of responses. There are three sub-types of

multiple choice questions.

In a multiple choice - multiple answers question, Moodle displays a check box next
to each response. The user can select as many as he/she wants.

In a multiple choice - single answer question, Moodle displays a radio button next
to each response. The user must select only one response.

In a multiple choice - single answer allowed (dropdown list) question, Moodle
displays a dropdown list of the responses. The user must select only one response.
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You create the responses for a multiple choice question by entering one response on
each line in the Multiple choice values field. For example, the following settings:

Multiple choice

Required I

Question  [What portion of the emails that you receive do you actually answer?

Label |portionanswered

Adjustment Ihorizontal 'l
Multiple choice [ Multiple choice - single answer =
type
Donot analyse  |[Mo =
empty submits

Hide the "Mot |Yes vl

selected" option

MWUltiple choice
values  Use one ling for each answer!

| answer almost all or all of the emails | get. =]
| answier most of the emails | get.

| answier about half of the emails | get.

| answier some of the emails | get.

| answier very fewr of the emails | get.

Wty inbox is a black hole; things go in, but nothing comes out.

dependiten @ [Choose =

depend value |

Position |2 v[

|Save changes to questionl Save as new question| Cancel|

Create this question:

What portion of the emails that you receive do you actually answer?

| answer almost all or all of the emails | get. © | answer most of the emails | get. © | answer about half of the
emails | get. © |answer some of the emails | get. © | answer very few of the emails | get. © My inboxis a
black hole; things go in, but nothing comes out.

> Notice the Adjustment setting for this question is set

to horizontal. That causes the responses to be listed

horizontally, across the page, instead of in a vertical list.
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Also notice the setting for Hide "not selected" option. If that is set to No, then
Moodle adds a Not selected response to the list of responses that you create.
When set to Yes, Moodle displays only the responses that you create.

Creating multiple choice questions

To the user, this type of question appears identical to a multiple choice - single
answer question. However, when you review the results, you see a number that is
associated with each answer. This enables you to calculate averages and perform
other calculations with the data that you collect.

In this example, the answers are rated 4 through o:

Multiple choice
values  Use one line for each answerl

iCompletely satisfied. | don't even know why I'm bothering with ;]
this course.

3Mostly satisfied. | just need to tweak a few things and [l be an
email monster!

214 little dissatisfied. | do a lot of things right, but still need to
make some major changes.

1ery dissatisfied. Some things go right, but mostly my email
management is a mess.

0/Completely dissatisfied. Evenything needs to be changed!

||

The user doesn't see these numbers when he/she selects an answer. But when the
teacher looks at the analysis for this question, the average is displayed:

(howsatisfiedworkflow) How satisfied are you with your current
email workflow?

- Zompletely satisfied. | don't
avan know why 'm bothering 0
with this course. (4):

- Mostly satisfied. | just need to
twieak a few things and lbean 0
email monster! (3)

- Alittle dissatisfied. | do a lot of
things right, but still need to
make some major changes. (2)

1{50.00 %)

- Very dissatisfied. Some
things go right, but mosthy my
email management is a mess. 1 (50.00 %)

{1

- Completely dissatisfied
Everything needs to be 0
changed! (0):

Average: 150
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Also, when the results of the feedback are exported to Excel, the rating numbers are
exported. This enables you to do advance analysis on your results using a spreadsheet.

The numeric answer

Use this question to ask the user to enter a number. You can specify a range that you
will accept.

The short text answer

A short text answer question lets you limit the amount of text that the user enters. You
specify the size of the text entry box, and the amount of text that the box will accept.

Viewing feedback

Teachers and administrators can view the responses to a feedback activity. You can
view the responses one at a time or a summary of all responses.

See individual responses

If Record User Names is set to Users' Names Will Be Logged and Shown With
Answers, then the teacher will be able to see a list of users who completed the
feedback and their answers. To see this list of responses:

1. Select the feedback activity.

2. From the left menu, select Settings | Feedback administration |
Show responses.
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3. For the student whose responses you want to see, click on the date.

Home » Courses » Corporate Demo Courses B Email Cverload » General » Survey of Email Usage » Show responses

Navigation £3 ] - -
J@ Overview Edit questions Temnlates Analysis Show responses
&4 Show non-respondents
Settings 10
Jl? 4 Analysis (Submitted answers: 2)
¥ Feedback administration
non anonymous entries (2}
Edit settings
Locally assigned roles Firstname AlABCDEFGHIJKLMNOPQRSTUYWXY
Permissions Z

o —— Sumame: Al ABCDEFGHIJKLMNOPQRSTUVWXYZ

Filters

User picture First name i Surname 1 Date
Logs
Backup Student2 AATest Friday, 18 Delete
Restore March entry
» Questions 2011,01.47
Analysis 2
Show responses ® Student! AATest Friday, 18 Delete
» K X March entry
Course administration 2011, 0143
P Switchrole to P

¥ My profile settings

The responses for that session will be displayed:

Email Overload: File, Act, Defer
Home » Courses » Corporate Demo Courses » Email Overload » General i Survey of Email Usage
Mavigation +0 - -
J@ Owerview Edit questions Templates Analysis Show responses
ERl Show non-respondents
Settings o0
LR
¥ Feedback administration Survey of Email Usage
Edit settings A
Locally assignad rolss Friday, 18 March 2011, 01:47 PM (Student2 AATest)
Fermissions
Check permissions (emailsperday) How many emails do you get in a typical work day? You don't need
Filters to be exact we'll assume it's accurate to pluse or minus 10.{0- 0)
Logs 40.00
Backup
Restore
F GQuestions
Analysis {portionanswered) What portion of the emails that you receive do you actually
Show responses answer?
¥ Course administration | answer some of the emails | get
P Switch role to
b Iy profile settings
¥ Site adrmiristration (howsatisfiedworkflow) How satisfied are you with your current amail workflow?
ary dissafisfied Some thinas an riabf bt mosthy my email manadement (S 8
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Note that if a student answers the feedback several times, there will be a date for
each time that the student answered.

For anonymous responses, instead of a name you will see a number.

Analyzing responses with the analysis tab

Under the analysis tab, you can see a summary of all the responses. On this page,
you also have an export to Excel button. That will download all the data to an
Excel spreadsheet.

Choices
Moodle's choice is the simplest type of activity. In a choice activity, you create one
questions and specify a choice of responses. You can use a choice to:
* Take a quick poll
* Ask students to choose sides in a debate
* Confirm the students' understanding of an agreement
* Gather consent
* Allow students to choose a subject for an essay or project
Before we look at how to accomplish this, let us look at the choice activity from the

student's point of view, and then explore the settings available to the teacher while
creating a choice.
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The student's point of view

From the student's point of view, a choice activity looks like this:

al p Let's choose teams

Your choice has been saved

Inthis course, we're going to complete some activities in teams. Af this time, let's choose teams

¢ Thunderbird Team ¢ Outlook Team (" Pegasus Team @ Gmail Team

Save my chowcelRemove my choice

Responses
Not answered yet Thunderbird Outlook Team Pegasus Gmail Team
(2) Team (2) Team {1
(1) (0)
Teacher! AATest Student2 AATest Student! AATest Studentd AATest
Teacherz AATest Student3 AATest

Notice a few things about this choice activity:

* The student can see how many other students have chosen a response
* There is a limit on the number of students who can choose each response
* The student can remove his/her choice and submit again

These are options that you can set for the activity. The teacher also could have

hidden other students' responses, had no limit for the number who can choose
each response, and prevented the student from changing his/her response.

The teacher's point of view

Before we discuss some of the uses for a choice activity, let us look at the settings
available on the Editing Choice page. Then, we'll see how we can make creative
use of these capabilities.
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Limit
The Limit next to each choice enables you to limit how many students can select that

choice. In the example above, no more than four students can select each choice. So
after four students have selected a team, that choice becomes unavailable.

For limits to take effect, Limit the number of responses allowed must be set to Enable.

Display mode
In the example above, Display Mode is set to Horizontal. You can also arrange the
choices vertically.

Publish results

You can choose whether to reveal the results of the choice to the students,
and if so, when.

In the example, at the beginning of this section, Publish results was set to Always
show results to students. That is why the student could see how many students had
chosen each response. If it had been set to Do not publish results to students, the
activity would not have shown how many students had selected each response.

If you are going to limit the number of students who can choose a response, consider
using Always show results to students. That way, the student can see how many
others have chosen the response, and how many slots are left for each response.

Privacy of results

If you publish the results of the choice, you can then choose whether to publish
the names of the students who have selected each response. In the example, at the
beginning of this section, Privacy of results was set to Publish full result, so the
student could see who had selected each response.

Allowing students to change their minds

The setting Allow choice to be updated determines if a student can change his/her
answer after submitting it. If this is set to Yes, a student can retake the choice activity
until the activity is closed.
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Summary

Moodle's assignments and lessons enable you to create course material that students
interact with. This interaction is more engaging, and usually more effective, than
courses consisting of static material that the students view. While you will probably
begin creating your course by adding static material, the next step should usually be
to ask, "How can I add interactivity to this course?"

Lessons can take the place of many static web pages, since they consist of web pages
with a question at the end of each page. A lesson enables you to present information
to a student, test the student on the information, and then present either remedial
information or continue to the next topic.

Feedback and Choice give teachers the opportunity to assess students, their
attitudes, and their satisfaction with a course. Feedback is especially useful for
assessing the class's attitude and experience at the beginning of the course. You can
also use feedback to create surveys for people who are not even taking a course, such
as an employee survey or research data.

The Choice activity is especially useful for having a structured, ongoing conversation
between the students and teacher. You can create several of these, keep them hidden,
and reveal them when you want to measure the students' attitude.

In the next chapter, we will see how to evaluate students by using the quiz activity.
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Moodle offers a flexible quiz builder. Each question can include any valid HTML
code, such as graphics, formatted text, and media. A question can include anything
that you can put on a Moodle resource page.

In most instructor-led courses, a quiz or test is a major event. Handing out the
quizzes, taking them in the middle of a class, and grading them can take up a lot of
the teacher's time. In Moodle, creating, taking, and grading quizzes can be much
faster. This means that you can use quizzes liberally throughout your courses. Here
are some instances where you can use quizzes:

You can use a short quiz after each reading assignment to ensure that the
students complete the reading. You can shuffle the questions and answers

to prevent sharing among the students. You can also make the quiz available
only for the week/month in which the students are supposed to complete
the reading.

You can use a quiz as a practice test. You can allow several attempts and/or
use the adaptive mode to allow students to attempt a question until they get
it right. Then, the quiz functions as both a practice and learning material.

You can use a quiz as a pretest. You can ask the students to complete a quiz

even before they come to the course. The students can complete this pretest

at a time and place that is convenient for them. Then, you can compare their
scores on the pretest and final test to show that learning has occurred.
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Question banks

The question bank is Moodle's collection of questions, which can be used within a
quiz. In a quiz, you just choose questions from the question bank and display them
all together. A quiz can be deleted from a course, but the questions remain in the
question bank.

In this chapter, you will see how to create a quiz and add questions to it. While
completing this process, keep in mind that when you create a question, you are
adding that question to Moodle's question bank.

The questions in the question bank can be categorized and shared. The real asset in
your learning site is not the quizzes, but the question bank that you and your fellow
teachers build over time.

Configuring quiz settings

When you first create a quiz, you need to go to the Settings page. The settings

that you select affect only that particular quiz. The settings affect things such as
the number of questions displayed on each page of the quiz, whether a student can
retry the quiz, whether the quiz has a time limit, and so on. The settings affect the
look and behavior of the quiz.

After the settings are chosen, you add questions to the quiz. The questions are the
content of the quiz.

In Moodle, think of a quiz as a combination of the settings (display and behavior),
the container (the quiz pages), and the questions (content).

The Settings page is divided into nine areas. Let's look at the settings under each
area, top to bottom.
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General

The General settings include the name and description for the quiz:

Name*

Quiz: The Flow of Energy

Description
Paragraph -

This quiz will test your understanding of the flow of energy through the environment. You can
attempt this quiz only once. However, while you are taking it, you will get a second attempt at
answering each question correctly.

If you get a question correct on the first try, you get full credit for the question.
If you get a question correct on the second try, you get half credit for the question.

If you get a question wrong on both tries, you get no points for that question.

Path: p

Display description on course page

Name of the quiz is displayed on course's home page. Description is displayed when
a student selects the quiz.

Description should explain why the student is taking the quiz. It should also inform
the student of any unusual features of the quiz, for example, if it uses an animation
that requires the Flash plugin or if it uses a popup window. Remember that once the
student clicks on the Attempt quiz now button, they are into the quiz. So, give the
student everything they need to understand why and how to take the quiz before
clicking on the Attempt quiz now button.

Optionally, you can display Description on the course's home page. If you do this, it
will continue to display when the student selects the quiz.
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Timing

The Open and Close dates determine when the quiz is available. If you do not select
the Enable checkbox for Open the quiz, the quiz would be permanently open, instead
of becoming available on a given date. If you do not select the Enable checkbox for
Close the quiz, then once the quiz is open, it would stay open permanently, instead of
becoming unavailable on a given date.

Note that even if the quiz is closed, it would still show on the

course's home page, and students might still try to select it.
VS

When they select a closed quiz, the students see a message
saying that it is closed.

If you want to hide a quiz, further down on this page, under Common Module
Settings, you will see the Visible setting. Change this setting to Hide.

By default, a quiz does not have a time limit. If you want to set a time limit, use

the Time Limit setting. When time runs out, the quiz is automatically submitted
with the answers that have been filled out. A time limit can help prevent the use

of reference materials while taking the quiz. For example, if you want students to
answer the questions from memory, but all the answers are in the course textbook,
setting a timer might discourage students from taking the time to look up the answer
to each question.

When students are taking a timed quiz, they see a countdown timer on the quiz page.

If you set a time limit for the quiz, in the quiz's description, inform the students
about what happens when the time limit is reached. For example, if you configure
the quiz to discard the student's answers if the student has not submitted the quiz
in time, inform the student about this.

Grade

If you created categories in the courses' gradebooks, then you can assign this quiz
to one of the categories using the Grade category setting. If you have not created
categories in the gradebook, then the quiz is uncategorized. You can move a quiz
into a category at any time.

If you allow several attempts, the Grading method option determines which grade
is recorded in the course's gradebook: Highest, Average, First, or Last. If you do not
allow multiple attempts, then Grading method would have no effect.
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Attempts allowed can be used to limit the number of times a student takes the quiz.
Further down the page, you can choose settings that require the student to wait
between attempts. Only if you enable multiple attempts, the time delay settings will
take effect.

Layout

The settings under Layout control the order of questions on the quiz and the number
of questions that appear on a page.

Question order determines whether the questions appear in the order that you place
them while editing or in a random order. The random order will change each time
the quiz is displayed. This does not allow students to share quiz answers with each
other and encourages them to focus on the wording when they retake a quiz.

New page determines where page breaks will fall. It determines whether you will
have a page break after every question, every two questions, and so on.

o The New page setting determines where Moodle automatically

~ puts the page breaks. While you create the quiz, you can move

Q these page breaks on the page where you edit the questions for
the quiz.

By default, all questions in a quiz are displayed on separate pages. New page

breaks the quiz up into smaller pages. Moodle inserts the page breaks for you. On
the Editing quiz page, you can move these page breaks. If you want to break up
your quiz into pages that each hold the same number of questions, then this setting
would work for you. If you want each page in the quiz to hold a different number of
questions, then use this setting anyway and edit the page breaks that Moodle creates
for you.

The Navigation method setting determines whether the student can go back and
forth between questions. If this setting is set to Sequential, then the student must
answer the questions in order. If questions near the end of the test give clues to the
answers for questions at the beginning, you might want to change this setting to
Sequential. This will prevent the student from going back to early questions and
using those clues at the end of the test to answer the early questions.
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The question behavior

The Shuffle within questions setting enables you to present the parts of a question
in a random order. This only works if three conditions are true. First, this setting
must be set to Yes. Second, the question must have several parts, such as a multiple
choice or matching question. This setting has no effect on a fill-in-the-blank question.
Third, each question also has a shuffle setting of its own. For any question, the
shuffle setting must also be set to Yes.

For questions that have an option like All of the above or Answers A and B, you
would probably want to set this setting to No.

The settings for How questions behave determines how the quiz will present the
questions to the student. Here is what each setting means.

Adaptive mode

The Adaptive mode setting allows multiple attempts for each question. This is
different from Attempts allowed, which allows multiple attempts at the whole quiz.

In an adaptive quiz, when a student answers a question incorrectly, the quiz
redisplays that question and gives the student another chance to answer it correctly.
How many attempts the student gets is determined by how much you penalize the
student for each wrong attempt.

For example, let's assume that you penalize the student 50 percent for a wrong
answer. If the student gets a question wrong, then they can try once more for half
points. If the student gets the second attempt correct, they get half credit. If they get
it wrong, the system subtracts another 50 percent from the score. Now, the question
is worth zero points. The system will not redisplay the question for a third attempt,
because it's now worth zero points.

If you penalize the student 33.33 percent for a wrong answer, the student will get
three attempts to answer the question. The first attempt is worth 100 percent, the
second is worth 66.66 percent, and the third is worth 33.33 percent. There will be
no fourth attempt, because after the third wrong answer, the question is worth
zero points.

The Adaptive mode (no penalties) setting also gives the student multiple attempts
at answering a question. However, the student gets an unlimited number of tries,
because there are no penalties for wrong answers.
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Interactive with multiple tries

When you make a quiz interactive with multiple tries, you allow the student to
try each question multiple times. After each wrong attempt, Moodle will display
a message. You create these messages for each question.

This differs from Adaptive mode, where the student gets multiple attempts but
no feedback.

Immediate feedback

When you select Immediate feedback, the student submits each question as they
answer it. The quiz immediately displays a message based on the student's answer.
You can create separate feedback messages for each answer, for any wrong answer,
for any right answer, and for the question, regardless of the answer.

At this point, let's look at a comparison between the options we discussed:

Adaptive | Adaptive mode | Interactive with | Immediate
mode (no penalties) multiple tries feedback
Multiple attempts at | Yes Yes Yes No
the same question?
Feedback after each No No Yes Yes
attempt?
Reduced score for Yes No Yes Yes
wrong answers?

Deferred feedback

If a quiz uses Deferred feedback, the student submits the entire quiz after answering
all the questions. Then, the quiz displays the student's score and any feedback that
you have created for the questions.

Each attempt builds on the last

Each attempt builds on the last only has an effect if multiple attempts are allowed.
When this setting is enabled, each attempt that a student makes will display the
results of the student's previous attempt. The student can see how they answered
and scored on the previous attempt.
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The setting for Each attempt builds on the last is especially useful

when you are using a quiz as a teaching tool, instead of an evaluation
M tool. Attempts allowed allows the student to keep trying the quiz.

Each attempt builds on the last retains the answers from one attempt

to another. Taken together, these two settings can be used to create

a quiz that the student can keep trying until they get it right. This

transforms the quiz from a test into a learning tool.

Review options

Review options determine what information a student can see when they review a
quiz. These options also determine when they can see this information.

The information that the student can see is as follows:

Setting Type of information displayed to the student

Responses These are the answers that the student had to choose from for a
question.

Answers These are the answers that the student chose.

Feedback Each response for a question can have its own feedback. This setting
refers to the feedback for each response that the student selected
(that is, the feedback for each of the student's answers).

General feedback Each question can have its own feedback. This feedback is displayed
regardless of how the student answered the question. This setting
displays a general feedback for each question.

Scores These are the student's scores, or points earned, for each question.

Overall feedback Overall feedback is given for the student's score on the quiz.

When the information is revealed, the settings have the following meanings:

Time Period

Meaning

During the attempt

With this setting, the information appears while the student is
attempting the quiz. This setting has meaning only if immediate
feedback is enabled.

Immediately after
the attempt

With this setting, the information appears, within 2 minutes of
finishing the quiz.

Later, while the
quiz is still open

With this setting, the information appears 2 minutes after the quiz is
finished.

After the quiz is
closed

With this setting, the information appears after the date and time set
in Close the quiz has passed. If you never close the quiz, this setting
has no effect.
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Appearance

The settings under Display affect information that is displayed while the student is
taking the quiz.

If Show the user's picture is set to Yes, then while the student is taking the quiz,
the student's picture and name will be displayed in the quiz window. This makes it
easier for an exam proctor to confirm that the students have logged in themselves.
The proctor can just look over the student's shoulder and see the student's picture
and name on screen.

The settings for Decimal places in grades and Decimal places in question grades
affect the display of grades that are shown to the student. The first setting affects the
display of the overall grade for the quiz. The second setting affects the display of the
grade for each individual question.

No matter how many decimal places you display, Moodle's database calculates the
grades with full accuracy. When you create a course, you can add blocks to the left
and right side bars. The setting for Show blocks during quiz attempts determines
whether these blocks are displayed while the student is taking the quiz. Normally,
this is set to No so that the student is not distracted while taking the quiz.

Extra restrictions on attempts

If you enter anything into Require password field, the student must enter that
password to access the quiz.

With Require network address, you can restrict access to the quiz to particular IP
address/addresses. For example, you can restrict the quiz's access to the following
IP addresses:

* 146.203.59.235 is a single IP address. It would permit a single computer
to access the quiz. If this computer is acting as a proxy server, the other
computers behind it can also access the quiz.

* 146.203 is arange of IP addresses. It would permit any IP address starting
with those numbers. If those numbers belong to your company, then you
effectively limit access to the quiz to your company's campus.

* 146.203.59.235/20 is a subnet. It would permit the computers on that
subnet to access the quiz.
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The Enforced delay settings prevent students from attempting the quiz without
waiting between attempts. If you show the students the correct answers after they
submit the quiz, you might want to set a delay between attempts. This prevents
students from attempting the quiz, seeing the correct answers, and then immediately
trying the quiz again while those answers are fresh in their memory.

If Browser security is set to Full-screen popup..., it launches the quiz in a new
browser window. It uses JavaScript to disable copying, saving, and printing.
This security is not foolproof.

Techniques for greater security

You should understand that the only way to make a test secure is to give the test
on paper, separate the students far enough apart so that they can't see each other's
papers, place a proctor in the room to observe the students, and use different
questions for each group that takes the test. There is no way to make a web-based
test completely cheat proof. If you absolutely must give a web-based test that is
resistant to cheating, consider these strategies:

* Create a very large number of questions, but have the quiz show only a small
set of them. This makes sharing of questions less useful.

* Shuffle the questions and answers. This also makes sharing of questions
more difficult.

* Apply a time limit. This makes using reference material more difficult.

* Open the quiz for only a few hours. Have your students schedule the
time to take the quiz. Make yourself available during this time to help
with technical issues.

* Place one question on each page of the quiz. This discourages students from
taking screenshots of the entire quiz.

The overall feedback

Moodle enables you to create several different kinds of feedback for a quiz:

* You can create feedback for the entire quiz, which changes with the
student's score. This is called Overall feedback and uses a feature
called Grade boundary.

*  You can create feedback for a question, no matter what the student's score
on that question is. All students receive the same feedback. This is called
General feedback. Each individual question can have its own General
feedback. The exact type of feedback that you can create for a question
varies with the type of question.
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* You can create feedback for a response. This is the feedback that the student
receives when they select that response to a question.

The following screenshot shows Overall feedback with Grade Boundaries. Students
who score 90-100 percent on the quiz receive the first feedback, "You're a wizard..."
Students who score 80-89.99 percent receive the second feedback, "Very good!...":

* Overall feedback @

Grade boundary  100%

Feedback

Great scorel You're ready to move to the next topic

Path:p
Grade boundary 20%
Feedback

Good scorel You're ready to move to the next topic.

Path: p

Grade boundary T0%

Feedback

Paragraph v

You should review the material in this topic before moving to the next topic. If you still don't understand it
contact the teacher and arrange an appointment

Common module settings

Group mode works in the same way as it does for any other resource. However,
since students take the quiz themselves, the only real use for the group setting
in a quiz is to display the high score for a group in the Quiz Results block.

Visible shows and hides the quiz from students. However, a teacher or course
creator can still see the quiz.
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Adding questions to a quiz

After you've selected the quiz from your course home page, you can add questions
to the quiz. First, go to Administration | Quiz Administration | Edit Quiz. On the
Editing quiz page, you can see the Add a question... button:

5 VoU are 1ogged i a5 mdmin User (Logout)
How to Outline

Harre m Courses » Academic Demo Courses m Outlining = Introduction = Outlining Guiz » Edit Quiz

Navigation + . N -
Editing guiz Crder and paging

Settings -1

¥ Quiz administratian Question Bank contents

Edit settings [Show]
Locally assigned rales

Ermissions Editing quiz: Outlining Quiz (3 The basic ideas of quiz-making
Check permizsions . . . .
Filt Total of grades: 1.00 | Questions: 1 This guiz is closed | This quiz is open
ilters
Lo Waximurm grade: |10.00
Page 1
EQCTUP 1 # Types of Outlines Match the type of outine with its « Grade: x
estore P -
228 Matching & 1 3
Group overrides sopfiEcnng
User averrides [Add a question ] [Add a randorm guestion . ]@
 Edit Quj
@ Preview Add page here

b Cuestion bank

Before we look at the detailed instructions to create new questions, look at the
Question Bank contents button. Also, on the Quiz administration menu, you
can see the options for Question bank. These options enable you to work with
the question bank.

Adding questions to the question bank

The question bank is a collection of quiz questions for your Moodle site. You will have
access to different questions in the bank, depending on your location in your site.
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In the following screenshot, the user is in the Outlining course. The user selected the
question bank and is now selecting the group of questions to work with:

Question bank

Select a category:

Default for Basic Botany (2) v

Course: Basic Botany

hared in context 'Basic Botany'.
Default for Basic Botany (2) h list

Category: Miscellaneous .
sgories
Default for Miscellaneous
System

Default for System Created by Last modified by

L ey William Rice (admin) William Rice (admin)
«s test William Rice (admin) William Rice (admin)
With selected:

Delete Move to >> Default for Basic Botany (2) v

Notice that the user can select questions that are stored for just this course (Course:
Basic Botany), the category in which the course resides (Category: Miscellaneous),
or the entire site (System). If the user switched to another course, the questions for
this quiz and course would be unavailable. However, questions for the new course
would be available. Questions for the system are always available.

Sharing questions

M If you want the questions that you create for this quiz to be available to
@ other users of the site, then create the questions under Question bank
and move them to the Category level or the System level. Note that
your role determines your access to a question category.

As shown in the Add questions to a quiz section, you can create questions and add
them directly to a quiz. As shown in the Adding questions to the question bank section,
you can also create questions in the question bank and add them to the quiz later.

If you're in a hurry to create questions for a quiz, select Edit Quiz and start creating
them. You can rearrange them in the question bank later.

You can display questions from one category at a time. To select that category, use
the Category drop-down list.
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If a question is deleted when it is still being used by a quiz, then it is not removed
from the question bank. Instead, the question is hidden. The Also show old questions
setting enables you to see questions that were deleted from the category. These deleted
(or hidden, or old) questions appear in the list with blue boxes next to them.

To keep your question bank clean and to prevent teachers from using
M deleted questions, you can move all the deleted questions into a category
Q called Deleted questions. Create the category Deleted questions
and then use Also show old questions to show the deleted questions.
Select these questions and move them into Deleted questions.

Moving questions between categories

Every question in the question bank belongs to a category. If a question belongs

to a category for the course, then only teachers with access to that course can see
and reuse the question. If a question belongs to a category for the system, then the
question can be seen and reused by all teachers in the system. To let your questions
be used by other teachers, you might want to move them to a category that is
accessible by other teachers.

Select the question(s) to move, select the category, and then click on the
Move to button.

Managing the proliferation of questions and categories

As the site administrator, you might want to monitor the creation of new question
categories to ensure that they are logically named, don't have a lot of overlap, and
are appropriate for the purpose of your site. As these question categories and the
questions in them are shared among course creators, they can be a powerful tool
for collaboration.

Creating and editing question categories

Every question belongs to a category. You manage question categories under the
Categories tab. There will always be a Default category. However, before you create
new questions, you might want to check to ensure that you have an appropriate
category put them in.

To add a new category, perform the following steps:

1. Toadd a new question category, go to Course administration | Question
bank | Categories.

2. Scroll to the bottom of the page to the Add category section.
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3. Select Parent for the category. If you select Top, the category would be
a top-level category. Alternatively, you can select any other category
to which you have access. Then, the new category will be a child of
the selected category.

4. In the Name field, enter the name for the new category.
5. In the Category Info field, enter a description of the new category.
6. Click on the Add category button.

To edit a category, perform the following steps:

1. Go to Quiz administration | Question bank | Categories.
Next to the category, click on the g icon. The Edit categories page displays.
You can edit the Parent, Category name, and Category Info settings.

Ll

When you are finished, click on the Update button. Your changes are saved,
and you are returned to the Edit categories page.

Creating a question

To create a quiz question, follow these steps:

1. First, go to Quiz administration | Edit Quiz. Then, click on the Add link:

Editing quiz: Quiz: The Flow of Energy

Questions: 0 | This quiz is open Maximum grade: 10 Save

Repaginate Total of marks: 0

-

2. A popup window will be displayed. Select a new question:

VEVIANs! - @ new guestion

- from question bank

}- arandom question
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This will be a two-step process. First, you will create a question. Then, you will add it
to your quiz.

To create a question, perform the following steps:

1. From the popup window, select the type of question that you want to create:

s |
Choose a question type to add X

QUESTIONS Allows the selection of a single or multiple

242

Calculated responses from a pre-defined list.

B
+

=

Calculated multichoice
‘S? Calculated simple

== Embedded answers (Cloze)

D Essay

=2 Matching

[® 2= Multiple choice

i2 :
= Numerical

272 Random short-answer

matching
= Short answer

e« True/False

OTHER

[E=] Description

@ Add Cancel

a1

~ For an explanation of the different types of questions,
refer to the Question types section.
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2. Click on the Add button. This will bring you to the editing page for that
question. The editing page will be different for each type of question, but
some features will be the same for all types of questions. This is shown in
the following screenshot:

Adding a Multiple choice questionc

General

Category

Default for Intro Enviro Sci v

Question name*

Nitrites and bacteria

Question text*
Paragraph -

When nitrifying bacteria in the soil feed on nitrites, they create...

Path: p

Default mark*

4
1

3. The question name is what the teacher will see when building and reviewing
the quiz. Students don't see this field. Make the name meaningful to the
teacher. For example, Leaf Question 1 would not be a very descriptive name,
but Principles of Bio-Chap8-Pg3 would tell you the source of the question. If
you forget what a question says, you can always click on the € button next
to the question to preview it.

Question text is the actual question that the students will see.

5. General feedback (not shown in the preceding screenshot to save space) is
the feedback that students will see for this question, no matter what answer
they gave. For more information on question feedback, refer to the Adding
feedback to a question section.
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6. Enter the choices (answers) for the question. You can enter feedback for
each choice:

« Answers

Choice 1
Paragaph v || B | ] : ]

nitrates
Path: p

Grade

100% Y

Feedback

Paragraph v | B | [ | : : [ad | | 0

Path: p

7. After you save the question, it is added to the list of questions in that
category. It is also automatically added to the quiz, as shown in the
following screenshot:

Editing quiz: Quiz: The Flow of Energy®

Questions: 1 | This quiz is open Maximum grade: 10 Save
Repaginate Total of marks: 1
Page 1 Add~

¢ 1 i< £ Nitrites and bacteria When nitrifying bacteria in the soil feed... Q%X 14
Add~
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Question types

The following chart explains the types of questions you can create and gives some
tips on using them. These question types are included in the default installation of
Moodle. You can obtain plugins from https://moodle.org. These plugins add
more question types to your system.

Type of question Description and tips for using them

Calculated simple When you create a calculated question, you enter a formula
that gets displayed in the text of the question. The formula can
contain one or more wildcards. These wildcards are replaced
with numbers when the quiz is run. Wildcards are enclosed in
curly brackets.

For example, if you type the question What is 3 * {a}?, Moodle
will replace {a} with a random number. You can also enter
wildcards into the answer field so that the correct answer is 3 *
{a}. When the quiz is run, the question will display What is 3 *
{a}?, and the correct answer will be the calculated value of 3 * {a}.

Calculated multichoice | Like the calculated simple question, this question consists of an
equation that gets populated with a value(s) when the question
is delivered. Then, the question displays several choices for the
student, like a multiple-choice question.

Description This is not a question. It displays whatever web content you
enter. When you add a description question, Moodle gives you
the same editing screen that you get when you create a web
page.

Recall that under the Quiz tab, you can set page breaks in a quiz.
If you want to break your quiz into sections and fully explain
each section before the student completes it, consider adding

a description on the first page of the section. For example, the
description could say, "The following three questions are based
on this chart" and show the chart just once.

Essay When the student is given an essay question, they use Moodle's
online rich-text editor to answer the question.

Also, you might want to instruct your students to save their
essay every few minutes.

Matching After you create a matching question, you create a list of
subquestions and enter the correct answer for each subquestion.
The student must match the correct answer with each
subquestion. Each subquestion receives equal weight for scoring
the question.
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Type of question

Description and tips for using them

Embedded answers
(Cloze)

An embedded answers question consists of a passage of text,
with answers inserted into the text. Multiple-choice, fill-in-the-
blank, and numeric answers can be inserted into the question.
Moodle's help file gives the following example:

Question 1

Marks: --/13.00

This question consists of some text with an answer embedded right here e
and right after that you will have to deal with this short answer

and finally we have a floating point number

The multichoice guestion can also be shown in the vertical display of the standard moodle multiple
choice

1. Wrong answer

2. Another wrong answer

3. Correct answer

4. Answer that gives half the credit

Qr in an horizontal display that is included here in a table

a. Wrong b. Another wrong c. Correct d. Answer that gives half the
answer answer answer credit

A shortanswer gquestion where case must match, Write moodle in upper case letlers
Note that addresses like www.moadle.org and smileys @ all work as normal:

a) How good is this? w
b) What grade would you give it?

Notice that the question presents a drop-down list first, which
is essentially a multiple-choice question. Then, it presents a
short answer (fill in the blank) question, followed by a numeric
question. Finally, there's another multiple-choice question (the
Yes/No dropdown) and another numeric question.

There is no graphical interface to create embedded answers
questions. You need to use a special format that is explained
in the help files at https://docs.moodle.org/29/en/
Embedded Answers %28Cloze%29 question_ type.
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Type of question Description and tips for using them

Multiple choice Multiple-choice questions can allow a student to select a single
answer or multiple answers. Each answer can be a percentage of
the question's total point value.

When you allow a student to select only a single answer, you
usually assign a positive score to the correct answer and zero

or negative points to all the other incorrect answers. When you
allow the student to select multiple answers, you usually assign
partial positive points to each correct answer. That's because
you want all the correct answers to have a total of 100 percent.
You also usually assign negative points to each incorrect answer.
If you don't bring down the question's score for each wrong
answer, then the student can score 100 percent on the question
just by selecting all the answers. The negative points should be
equal to or greater than the positive points so that if a student
just selects all the answers, they won't get a positive score for the
question. Don't worry about the student getting a negative score
for the question, because Moodle doesn't allow this to happen.

On the Editing Quiz page, if you have chosen to shuffle
answers, check all the multiple choice questions that you use in
the quiz. If any of them have answers such as All of the above or
Both A and C, then shuffling answers will ruin these questions.
Instead, change them to multiple-answer questions, and give
partial credit for each correct answer. For example, instead of
Both A and C, you would say Select all that apply and then
give partial credit for A and for C.

Short answer The student types a word or phrase into the answer field. This
is checked against the correct answer or answers. There may be
several correct answers with different grades.

Your answers can use the asterisk as a wildcard. Also, they can
be case sensitive. Moreover, accents are counted as characters.
So, resume and resumé are two separate answers.

Numerical Just as in a short-answer question, the student enters an answer
into the answer field. However, the answer to a numerical
question can have an acceptable error, which you set when
creating the question. For example, you can designate that the
correct answer is 5, plus or minus 1. Then, any number from 4 to
6 will be marked correct.

True/False The student selects from two options: True or False.
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Adding feedback to a question

Moodle enables you to create several different kinds of feedback for a quiz.
You can create feedback for the entire quiz or for a question.

Feedback for the entire quiz changes with the student's score. This is called overall
feedback and uses a feature called grade boundary.

The exact type of feedback that you can create for a question varies with the type of
question. In this section, we'll look at feedback for a multiple-choice question.

Feedback for the entire quiz, or overall feedback, can be accessed by going to
Administration | Quiz administration | Settings. Feedback for a question can be
accessed under the editing screen for that question.

Types of feedback for a question

In a multiple-choice question, you can create three kinds of feedback, which are
described here:

Type of Explanation and when to use it

feedback

General If you create general feedback for a question, no matter what answer
feedback the student chooses, they will receive that feedback. Every student who

answers the question gets the general feedback. If you think the student
might get the correct answer by guessing, then you could use general
feedback to explain the method of arriving at the correct answer. Also,
consider using general feedback to explain the importance of the question.

Any correct | A multiple-choice question can have two or more answers that are 100
response percent correct. For example, "From the list of people below, select one
person who signed the Declaration of Independence." This list could
include several people who signed, and each of them would be 100 percent
correct. If the student selects any of those correct answers, they will see the
feedback for Any correct response. This is useful when you want to teach
the student which answers are 100 percent correct and why they are correct.
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Type of Explanation and when to use it

feedback

For any You can create a multiple-choice question that requires the student to select
partially several choices to get full credit. For example, "From the list of people
correct below, select the two people who signed the Declaration of Independence."
response In this case, you could give each response a value of 50 percent. The student

needs to choose both responses to receive the full point value for the
question. If the student selects one of the correct choices, they will see the
feedback for Any partially correct response. This is useful when you want
to teach the student the relationship between the correct responses.

For any Any response with a percentage value of zero or less is considered an
incorrect incorrect response. If a student selects any incorrect response, they will see
response the feedback for Any incorrect response. This is useful when all incorrect

responses have something in common and you want to give the feedback
about this commonality.

Remember that these types of feedback are not activated because the student chose a
specific response. They are activated because the student chose any correct, partially
correct, or incorrect response.

We will discuss the process of creating feedback for individual responses in the
Feedback for individual responses section.

Feedback for individual responses

You can create feedback for any individual response to a question. A response
is an answer that the student chooses or types. Each response can display its
own feedback.

In the following example, notice how each response has its own feedback. In this
example, if a student selects an incorrect response, they would see feedback for that
specific response and also the feedback for the other incorrect response.

The following screenshot shows a multiple-choice question that uses several kinds

of feedback. You're seeing this question from the course creator's point of view,

not the student's. First, you can see general feedback, The truth is, most New
Yorkers have never even thought about the missing Fourth Avenue issue.
After the question is scored, every student sees this feedback, no matter what the
student's score is.

Below that, you can see that Choice 1 through Choice 4 contain feedback for each
response. This feedback is customized to the response. For example, if a student
selects Sixth Avenue the feedback is Nope, that name is taken. Sixth is also
known as the "Avenue of the Americas."
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For this question, we don't need any feedback such as Any correct answer or
Partially correct answer. These options are useful when you have multiple responses
that are correct or responses that are partially correct. In this case, only one response
is correct, and all other responses are incorrect. The following screenshot shows the

question and

its general feedback.

Question name ™ [Which Avenue?

Question text

Category | Geography Trivia |
Forit family - | Font size = | Paragraph ~ || %) ) f; [E=]]
B J U scx, x| E = = < @ GulA -2 -1 m
Tz = iE 2 HNQ AT -

Default question
grace”

Fenalty factor™

General feedback

@

One or multiple
answiers’?

If Park Avenue in Manhattan were given a numbered avenue name instead, it would
be...

Path: p

HTHL format VI
1

—

Fart farmily * | Font size = Paragraph v || ) B f’.‘ 3
BJ Usx, x ESE|JL@mA-Z-wn
iz iz = iE 2 A& A~

The truth is, most Mew Yorkers have never even thought about the "missing Fourth Avenue” issue

HTHL format vl

| DJne answier only j

shuffle the [

choices? (@)
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The following screenshot shows the choices and feedback for each individual answer
that the student can choose.

Choice 1

Answer [Third Avenus

Grade | None -

Faadback Fort fardy = || Fort size = | Parageph = el

B I Dakx, x EFE J2@bdA -2y
[ 1= = N e
Mopa, that name 1S taken

HTML format v]

Choice 2

Answer [sudh Avenue

Grada | Mone -

Feadback

Fontfamiy = | Fontsize = Paragrach | =| 9 A5
B I Bowsx, x |EEH|JSLEEA-2-|mw
R “ 2 HEQH T -

Mape, that name i3 taken, Sisth is also known as the “Avanue of the Americas "

HTML format 'r!

Cholce 3

Answer [Fourth Avenue

Grade | 100 % 1-’

Feodback 'rontfamty |=| Fetsce  |-| Paragaph  -|[@ - 34 003

B ruMx x EERE JLBmA v
ISR wddee 8 QA T
That's nght! 52

HTML format 1'|

Overall Fesdback

For amy comect

Fort famdy | 7| Forb see *||Paragaph  |*| r eril="]
rFESponse - -

B U, x EER JoBEA-2-rmw
= st 30 2 B By R -

HIML formal '*I

For any parbally  r.p Farrity

ey = || Font size = | Paragraph - s |
correcl response
B 7 gax, x EEMRJEHEA-B-|mwn
E=R =R ] o H Q|-

Forik farmdy = || Font see =| Paragaph =/ AN
B I Jaxx x' EESE j._;‘@_‘&A-g- LI 1
= & w % F W -

Parl is halfway betwesn Third and Fifth, so it could have bean named Faurth Avenue. Don't feal bad
getting this question wrong. Most New Yorkers wouldn know the enswer either!

HIML formal 'I

Far any incomact
TESPOnSE
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Feedback for a numeric question
The next screenshot shows feedback for a numeric answer question:

General |1ne key to this guestion is substituting & for "a" and 2 ;I
feedback: |zqr vp v 1£ vou make these substitutions, you can solve the
question u=sing simple algebra.

a B b= 3ab - b(3)
General becomes
feedback @ |6 & 2 = 3%6%2 - 2(3)
which becomes
& B 2 = 36-8
which solves to

6 @ 2 = 28 LI

Notice that General feedback explains how the question is solved. This feedback

is displayed to everyone after they answer the question, even those who answered
correctly. You might think that if the student answered correctly, they don't need this
explanation. However, if the student guessed or used a different method than that
given in General feedback, explaining the solution could help the student learn from
the question.

In a numeric answer question, the student types in a number for the answer. This
means the student could enter literally any number. It would be impossible to create
customized feedback for every possible answer, because the possibilities are infinite.
However, you can create customized feedback for a reasonable number of answers.
In the following question, I've created responses for the most likely incorrect
answers. After I've given this test to the first group of students, I'll need to review
their responses for the most frequent incorrect answers. If there are any that I haven't
covered, I would need to add them to the feedback for this question.

In the following screenshot, notice that each response has customized feedback.
Answer 1 is correct. Answer 2 would be the result of switching the two numbers
while trying to solve the problem. As this is a likely error, I've included feedback
just for that answer, explaining the error the student made. Answer 3 is the result
of interpreting b3 as b times 3 instead of b cubed. This is also a likely error, so I've
included feedback for that answer. Answer 4 is a wildcard and would apply if the
student submitted any answer other than the three mentioned earlier:
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Answer 1: |55 Accepted errorl t Grade: I 100 % |

Feedback: |correct. ﬂ

Answer 2: |-1BU Accepted errorl t Grade:lNDﬂB ‘l

Feedback:

It loocks like you transposed the two numbers. In -
the eguation, you substituted 2 for "a"™ and & -

Answer 3: |3U Accepted errorl t Grade:lNDﬂB ‘l

Feedback:

It appears that instead of caleculating b cubed, -
yvou calculated b times 3. -

Answer 4: |” Accepted errorl t Grade:lNDﬂB ‘l

Feedback: Mo, that answer is incorrect.

KII L

Adding existing questions from the question
bank

As you saw earlier, you can create a new question and add it to the quiz. You can also
add existing questions to the quiz. These questions come from the question bank. To
add a question from the question bank:

1. With the quiz selected, go to Administration | Quiz administration |
Edit Quiz.

2. A popup window is displayed. Select from question bank as shown in the
following screenshot:

Editing quiz: Quiz: The Flow of Energy e

Questions: 1 | This quiz is open Maximum grade: 10 Save

tepaginate Total of marks: 1

+ anew guestion

Page 1 i’
& 1 1= @ Nitrites and bacteria When nitrifying bacteria in the soil feed on nitrites, they create %

+ a random guastion
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The question bank is displayed. The questions in the bank are categorized.
They can belong to this quiz, to this course, to the category that this course
is in, or to the system overall. In the following screenshot, the user is
selecting the course's category.

Add from the question bank lo page 1

Select a category
[ Default for Intre Envire Sci (2) v
| Quiz: Quiz: The Flow of Energy \J‘j
Default for Quiz: The Flow of Energy
| Course: Intro Enviro Sci
Default for Intro Enviro Sci (2]
| Category: Miscellaneous
Default for Miscellaneous

System

+ §= Nitrites and bacteria When nitrifying bacteria in the soil feed on nitrites, they create...

Add selected questions to the quiz

3. Select the category and question, and then select Add selected questions to
the quiz:

Add from the quastion bank to page 1

Select a category
Default for Intra Envire Sci (2) v
oy for questions shared in context Tniro Enviro S

¥ Also show questions from subcategories

¥ Also show old questions

+ # §= Nitrate assimilation When a plant takes up nitrates from the soil, that process is calied,

+ $= Nitrites and bacteria When nitrifying bacteria in the soil feed on nitrites, they create

Add selected questions to the quiz

a

[268]




Chapter 8

Adding random questions to a quiz

You can add a number of random questions to your quiz. In the following
screenshot, notice that there are three questions in the selected category. The
maximum number of questions that can be added depends on the number of
questions in the category:

Add a random question to page 0 X
Random question from an existing category

Category Default for Intro Enviro Sci (3) ¥

Include guestions from subcategoeries too

Number of random questions 1 v

Add random question

You can add random questions from several categories to the same quiz.

In the same attempt, students will never see the same random question twice. The
questions are reset between attempts. So, students can see the same question twice
if they attempt the same quiz twice.

To add a random question(s), follow these steps:

1. With the quiz selected, go to Administration | Quiz administration |
Edit Quiz.
A popup window is displayed. Select a random question.

3. A dialog box is displayed. Select the category from which you want to draw
the random question(s).

4. Select the number of questions to add, and then select the Add random
question button.

Let's look at some other functions available under the Editing quiz tab.
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Maximum grade
The quiz's maximum grade is the quiz's point contribution towards the course. In
this example, the quiz is worth 10 points towards the student's total for the course.

The grade for each question will be scaled to the quiz's maximum grade. For example,
if this quiz had two questions worth 1 point each, but Maximum grade is 10, then each
question will contribute 5 points to the student's total grade for the course.

Grade for each question
Each question has a point value, which is shown in this screenshot:

Editing quiz: Quiz: The Flow of Energy

Questions: 2 | This quiz is open Maximum grade: 10 Save

Repaginate Total of marks: 2

Page 1 Add~

1 = & Nitrites and bacteria When nitrifying bacteria in t 1{5
L

Page 2 T Edit maximum mark

The question's point value is scaled to the quiz's Maximum grade. For example, if a
question has a grade of 2 and the quiz has a maximum value of 10, then that question
is worth one-fifth of the quiz's grade.

Changing the order of questions

You have several ways to rearrange questions. First, you can use the Repaginate
button to specify how many questions to display on each page:

Editing quiz: Quiz: The Flow of Energyc

Questions: 3 | This auiz is onan

Repaginate X
Repaginate

L5

v

Repaginate with 1 questions per page Go

1 1= 2 Nitrites and bacteria When nitrifying bacteria in the soil feed on nitrites, they create. ..

Nitrate assimilation When a plant takes up nitrates from the scil. that process is called

n
I

3
3 it & Nitrogen-fixing bacteria live where? Nitrogen-fixing bacteria live in (select all that apply)...
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Another way to rearrange questions is to drag and drop the questions using the
handle provided to the left of each question:

Page 1
agr, 1 := & Nitrites and bacteria When nitrifying bacteria in the soil feed on nitrites, they create...
: Pz Move

D = & Nitrate assimilation When a plant takes up nitrates from the soil, that process is called...

Page 3

3 it & Nitrogen-fixing bacteria live where? Nitrogen-fixing bacteria live in (select all that apply)...

Finally, you can add and remove page breaks between questions using the icon to
the left of the break in between questions:

Page 1

1 i & Nitrites and bacteria When nitrifying bacteria in the soil feed on nitrites, they create...

2 i< @ Nitrate assimilation When a plant takes up nitrates from the soil, that process is called...

Page 2
Remove page break rogen-fixing bacteria live where? Nitrogen-fixing bacteria live in (select all that apply)...

Preventing glossary auto-linking in quiz questions

If you have a glossary in your course, glossary words that are used in quiz questions
will link to their glossary entries. If you don't want students to have this resource
when they take the quiz, then go to Quiz administration | Filters and turn off the
glossary auto-linking.

Preventing an open book quiz

In most Moodle courses, quizzes are open book affairs. This is because when the student
is taking an online course, there is nothing to prevent the student from looking things
up. If you want to prevent this, you can do so with some manual intervention.

The easiest way to prevent a quiz from becoming open book is to put that quiz into
a separate course topic, by itself. Then, hide all the other course topics. This can
be done by clicking on each topic. This prevents students from seeing any of the
course material while they take the quiz. Administer the quiz and redisplay the
topics afterward.
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Summary

Moodle's quiz activity is rich in feedback. The different types of feedback enable you
to turn a quiz into a learning activity. Consider using the quiz activity not just for
testing, but also for teaching.

The site administrator and teachers should work together to organize questions in the
question bank and to give teachers access to the categories of questions they need.

In the next chapter, you'll learn how to make a course more social with forums
and chats.
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Chats and Forums

Social course activities encourage student-to-student interaction. Peer interaction is
one of the most powerful learning tools that Moodle offers. It not only encourages
learning, but also encourages exploration. This tool also makes courses more
interesting because students can share their knowledge, which increases student
participation and satisfaction. Peer sharing is part of the social constructionist
approach to learning. Moodle embraces this approach. This chapter teaches you how
to add communication activities to a course and how to make best use of them.

The chat module

The chat module creates a chat room where students can have real-time online
chats. Similar to other activities in a course, the chat activity is available to students
enrolled in the course. Chat sessions can be logged and made available to students
who may join the course later. Online chat has some unique advantages over an
in-person classroom discussion. Students do not need to deal with the fear of public
speaking, transcripts can be edited and used as course material, and conversations
can proceed at a leisurely pace, which gives participants time to think. The key to
using these advantages is preparation. Prepare your students and ensure that they
know the chat room etiquette and how to use the software. Prepare yourself by
having the discussion material ready to copy and paste in the chat. Also, everyone
should be prepared to focus on the goals and subject of the chat. More than any
other online activity, chat requires that the teacher take a leadership role and guide
students to a successful learning experience.
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When you add a chat room to a course, by default, any student in the course can
enter this chat room at any time. As with other activities, access restrictions can be set
to override this default. The chat room can become a meeting place for students in
the course, where they can come to collaborate on work and exchange information.

If you give group assignments or have students rate other students' assignments,
consider adding a chat room to the course and encouraging students to use it.

Also, consider saving transcripts of the chat sessions so that they can act as another
reference tool for students.

When you schedule a chat session, the scheduled time appears on course Calendar
and is also displayed in the Upcoming events block:

Upcoming events

MNews forum Course Chat Room
Monday, 13 January, 3:00

Course Chat Room Y y P

Come to this chat room at scheduled times to discuss Go to calendar

upcoming assignments and quizzes. Check the course Mew event

Calendar and Upcoming Events block on the right for

times

As the chat module is open all the time, when you put a chat on the calendar, you are
not restricting access to the chat module. You are just creating a reminder to inform
students when they should click on the chat module.

When a student selects a chat, he/she sees the Description that you entered when
you created the chat. You can use this Description to instruct the student about the
purpose of the chat:

Overload P General ™ ...eek Chat: Review Application and Course Correction

Midweek Chat: Review Application and Course Correction

We will have a Chat scheduled for every Wednesday, 2pm-3pm. At this time, we
will review how we have applied the lessons of the previous week, on
Monday and Tuesday.

If you want something to say during this chat, you need to apply the
techniques on Monday Tuesday!

The teacher will offer guidance on how you can improve the application of the
techniques.

Chat session will be start in: 2 days 2 hours
Click here to enter the chat now

Use more accessible interface
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When you enter a chat, it launches a popup window. Make sure that your students
don't have popups blocked:

Midweek Chat: Review Application and Course Correction

£ Email Overload: Midweek Chat: Review Application and Cou - |EI |i| wie have
- o % | ™ | http :/ fwewni willamrice.com/moodle 207 17 - |-' - | Google »
J. 1 Email Overload: Midweek Cha... | - F day

11:56 Student2 AATest Student? AATest has just entered this‘ Admin User
chat :0 Talk beep

‘ ® Student2 AATest

» Send| Themes »

‘ 11:67 Admin User

Done -

Let's look at the settings that you use to create a chat.

The chat settings page

The Creating Chat page is where you create and select settings for a chat. When
you first add a chat, you will be taken to this page. To edit the settings for an
existing chat, select the chat and then from the left-hand side menu bar, select
Administration | Chat administration | Edit Settings. This will take you to the
same page, but it will be called Editing Chat instead of Creating Chat. Both pages
have the same settings.

Let's take a look at the following settings on this page:

The name of this chat room

This is the name that students will see on the course's home page.

Description

When a student selects a chat, he/she will see the introduction text before clicking on
the chat room. Also, you can display the description on the course's home page.
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The next chat time and repeat/publish sessions

As stated in the beginning of this section, as long as a chat is visible to the student,
he/she can enter that chat room at any time. Therefore, the settings for Next chat
time and Repeat sessions don't open and close the chat. Instead, these settings
put a time and date for the chat on the class calendar.

Chat times are listed in Calendar and in the Upcoming Events block. Note that chats
are not restricted to these times; they are only announced as a way for people in

the course to make a date for the chat. However, this is a good way for the teacher to
announce online office hours.

Spontaneous chats have the best chance of happening if the course has a lot of
students who frequent the course's home page. Also, consider adding the Online
Users block so that when students visit the site, they will know who is online and
can invite others to the chat room.

Save past sessions and everyone can view past
sessions

Past chats are automatically saved. The Save past sessions setting enables you to
choose how long the system saves the chats. The setting for Everyone can view past
sessions determines whether students can view past chats (Yes) or only teachers can
view past chats (No).

Preventing students from seeing other's chats

The only security for a chat room is turning the group mode on so that only students
in a selected group can see each other in this chat room. You will find the group
settings under Common Module Settings.

Remember that on the Course settings page, you can set Enrolment duration as
Unlimited. This means that once a student is enrolled in the course, he/she is always
enrolled until you manually unenroll the student. If you leave the course open to

all the students who were ever enrolled, consider segregating your chat to groups.
Then, create a group that includes only the currently enrolled students. This prevents
previous students from giving away too much in the chat room.
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Creating and running forums

Forums are one of Moodle's most useful features. A well-run class forum can
stimulate thoughtful discussion, motivate students to become involved, and
result in unexpected insights.

You can add any number of forums to a course and to the site's front page. By
default, anyone with access to the course will have access to various forums in that
course. To separate students, you can use the group mode to ensure that students
from different groups cannot see each other's posts in the forum.

You can also create a course that consists only of a forum. The course's home page
is the forum. The course would consist only of discussion topics. You perform this
using the course type to Social under course setting.

When a student enters a general purpose forum, the student sees the description
entered during the creation of the forum, as shown in the following screenshot:

no Courses m Easic Botany » Welcome » Topic Discussions ®|

This forum is where we'll discuss each topic in the course. The teacher has created a
discussion for each topic. You can post under each discussion . However, you can't
create new discussion topics.

Add a new discussion topic

Discussion Started by Replies Last post
Topic 2: Life Cycles of Plants ,0 Admin User 0 - 2011‘?‘:'1”239?&;
Topie 1 Types ofPlats | beninUeE; 0 Tuo, 220 201 153
Topic 0: About this Course ,” Admin User 0 - 2011‘?‘:'1”2;'1?\;

While writing a forum post, the student uses the same online editor you see when
creating web pages, resources, and activities in Moodle.

Also, you can allow students to upload files to a forum posting. These files are
attached to the forum post.
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If you ask students to collaborate on assignments or ask them to review each
others' work, consider adding a forum specifically to discuss the assignment.
Encourage students to use the forum to preview each others' work and collaborate
on various assignments.

Using the news forum to send notifications

Moodle offers several ways to send e-mail announcements to a class. You can use
the People block to select people in your class and send them a message. Also, when
you want to send a message to everyone in a class, you can use the default News
Forum that is automatically added to every class. By default, in the News Forum,
Subscription mode is set to Forced subscription. Also, only teachers have the ability
to post messages in the forum.

When the teacher posts a message in the class's News Forum, everyone who
is subscribed to the Forum receives the message. With everyone subscribed,
the entire class will receive a copy of each posting.

As News Forum is unique for all other forumes, it should not be deleted or moved.
If you think that you will not need it, just hide it instead of deleting it.

Multiple forums

Remember that a class can have as many forums as you want. If your course

uses groups, you can use groups in the forum. Also, you can hide old forums and
create new ones. This is useful if you run students through a course on a schedule.
Just turning off old forums and creating new ones enables you to refresh parts of
the course.

Forum settings

The Settings page is where you select settings for a forum. It's accessed from
Administration | Forum administration | Settings. Let's take a look at how
each of these settings affect the user experience.

General settings

The general settings affect the appearance and function of the forum.

The forum name

This is the name that students will see when a forum is listed on the course's
home page.
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The forum description

When a student enters a forum, he/she will see Forum description at the top of the
forum's page. This text should tell the student what the forum is about. You can also
use this introduction to tell the student if he/she can rate posts by other students. It
also tells the student how to link to a document with more extensive instructions on
how to use the forum. This is possible because the description is a full-featured web
page that can hold anything you put on a web page.

As with other activities, if you check the Show description box, the description will
display on the course page.

The forum type

On Moodle, you can create several types of forums. Each type can be used in a
different way. The types of forums are as follows:

Type of forum Description
A single simple | The entire forum appears on one page. The first posting at the top of
discussion the page is the topic for the forum. This topic is usually created by the

teacher. The students then post replies under this topic. A single topic
forum is most useful for short and highly focused discussions.

Each person

Each student can create one and only one new topic. Everyone can

general use

posts one reply to every topic.

discussion

Qand A This is like a single topic forum. Here, the teacher creates the topic for
the forum. Students then reply to this topic. However, a student cannot
see anyone else's reply until he/she has posted a reply. The topic is
usually a question posed by the teacher and the students' replies are
usually answers to this question.

A standard In a standard forum, anyone can start a new topic. Teachers and

forum displayed | students can create new topics and reply to existing postings.

in a blog-like Displaying the discussion in a blog-like format makes the title and

format body of each discussion visible.

A standard In a standard forum, anyone can start a new topic. Teachers and

forum for students can create new topics and reply to existing postings. Only the

titles of discussions are visible; you must click on a discussion to read
the postings under it.
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The maximum attachment size

Students can attach files to forum postings. This sets the maximum file size the
student can upload. One of the settings turns off the student's ability to upload
files to the Uploads are not allowed forum.

The maximum number of attachments

This sets the maximum number of files that can be attached to one post, not the
maximum for the whole forum.

The display word count

When set to Yes, the forum will show how many words are there in each post. The
word count is shown at the bottom of the post, so you will not see the word count
until you have clicked on the post.

The subscription mode

Selecting Force subscription subscribes all students to the forum automatically
(even students that enroll in the course at a later time). Before using this setting,
consider its long-term effect on students who took your class.

If you reuse the same course for a later group of students, the previous group will
still be enrolled. Do you want previous students to be notified of new postings in
the current class's forum? If not, there are several solutions:

* Don't force all students to be subscribed

* Use groups to separate the current group of students in the class from
previous groups

* Create a fresh instance of the course for each new group
* Reset the course, which will unenroll past students
* Create a new forum for a new group of students
If you select Auto subscription, everyone in the course is subscribed to the forum,

but later, they can unsubscribe. With Force subscription, the student cannot
unsubscribe as long as he/she is enrolled in the course.

Read tracking
When turned on, this highlights the forum posts that he/she hasn't read.
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Post threshold to block settings

These settings help you to prevent the forum from being taken over by a few prolific
posters. Users can be blocked from posting more than a specific number of postings
in a specific amount of time. As they approach the limit, they can be given a warning,.

For the preceding example, you can set a limit of eight posts per day. After a
student makes a sixth post for the day, the system will warn him/her that he/she is
approaching the limit for the number of posts per day. After eight posts, the student
cannot post any more that day.

Ratings

In a forum, a rating is really a grade. When you enable ratings, you are really allowing
the teacher to give each forum posting a grade. In the following screenshot, you can
see the first posting in the forum, which was made by the teacher. After this, you can
see the reply left by Studentl. The student's reply was rated by the teacher:

You are logged in as Student1 AATest (Logout)

nguage

Welcome ™ Topic Discussions ™ Topic 1: Types of Plants

@| Search forums|

|Disp|ay replies in nested form L]

orum has a limit to the number of forum postings you can make in a give
8 posting(s) in 1 day

Topic 1: Types of Plants
by Admin User - Tuesday, 22 March 2011, 11:33 Al

Discussion for Topic 1.

) Re: Topic 1: Types of Plants
by Student1 AATest - Tuesday, 22 March 2011, 05:52 PM

Man, this topic was way too easy.

Average of ratings: 3 (1)
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By default, only teachers, nonediting teachers, and course managers can rate forum
postings. If you want students to be able to rate postings in a forum, you must enable
this for the forum. You do this on the Permissions page. Before leaving the Settings
page, save your work.

To enable students to rate forum postings, perform the following steps:

1. Select Forum.

2. Then, select Settings | Forum administration | Permissions.
3. From Advanced role override, select Student.
4

A page listing the student's permissions for this activity is displayed. Scroll
down to the section labeled Activity: Forum and locate the permission for
Rate posts.

Select the Allow radio button.
Click on the Save changes button.

o

Summary

Moodle offers several options for the student-to-student and student-to-teacher
interaction. When deciding which social activities to use, consider the level of
structure and the level of student-to-student/student-to-teacher interaction

you want. For example, chats and wikis are naturally unstructured with a lot

of opportunities for the student-to-student interaction. These are good ways of
relinquishing some control of the class to students. A forum offers more structure
because entries are segregated to topics. It can be moderated by the teacher, making
it even more structured.

You may want to introduce a chat and/or forum at the beginning of a course to
build esprit de corps among several students and then move on to a collaborative
wiki (such as a group writing project).

In the next chapter, we will see how to encourage collaboration among students
using wikis and glossaries.
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Collaborating with Wikis
and Glossaries

This chapter teaches you how to add wikis and glossaries to your course.

These activities enable students to work together and build a body of knowledge.
The resulting collection of knowledge (the completed wikis and glossaries) can be
reused by students in future courses. As the course evolves, the wikis and glossaries
that past students created can be retained, edited, referenced, and grown.

Glossary

The Glossary activity is one of the most underrated activities of Moodle. On
the surface, a glossary is a list of words and definitions that students can access.
However, a course creator allows students to add entries to a Glossary. This
transforms the glossary from a static list of vocabulary words to a collaborative
tool for learning purposes.

A text filter called auto linking creates links to glossary entries in your course. When
this is turned on by a site administrator, whenever a word from a Glossary appears
in the course, it's highlighted. Clicking on the word brings up a popup window with
the word's Glossary entry. The Glossary entry can consist of text, images, media, and
links. It is a miniature page devoted to defining and elucidating the glossary term.

You can use a glossary to build a class directory, a collection of past exam questions,
famous quotations, or even an annotated collection of pictures.
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Enabling glossaries and auto-linking

There are several places where a site administrator will need to enable glossaries and
glossary features.

When auto-linking is turned on, a glossary term appears in the course and is linked
to its glossary entry. This is how the link looks:

Mechanical energy puts something in motion. It moves cars and lifts elevators. A machine uses mecha
system is the sum of its kinetic and potential enefgy. Levers, which need a fulcrum to operate, are the si
planes are the basic elements of most machinest

Environmental Science Terminology: potential energy

Auto-linking creates links when a glossary term is used in the same course in which
the glossary is located.

Enabling glossaries for your site

First, under Site Administration | Plugins | Activity Modules | Manage
Activities, the site administrator must enable the glossary activity. By default,
glossaries are enabled on Moodle. Enabling them is needed only if you do not
see glossary in the Add Resource or Activity... menu.

. Glossary 2 2013050100 N Delete Settings

Enabling auto-linking

Auto-linking needs to be enabled in several places at the site, course, and activity
level. If you create a glossary term and if it's not being auto-linked in your course,
check that glossary auto-linking is enabled at the site, course, and activity/resource
level. Each of these is covered in a subsection below.

Enabling auto-linking for the site

Under Site Administration | Plugins | Filter | Manage Filters, the site
administrator can turn on Glossary Auto-Linking:

Glossary auto-linking | Off, but available v | Content v
Disabled

Off, but available 2 Content v
On _
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The Disabled setting removes the ability for the teacher to turn on auto-linking

in the course. The Off, but available setting turns off auto-linking by default, but
enables the teacher to turn it on in the course. The On setting turns on auto-linking
for all courses.

In the right-hand side column, note that the user has chosen to have auto-linking in
the Content of activities and resources. You can also select Content and headings,
which will turn on auto-linking for the content of an activity or resource and the
words in the heading of that activity or resource.

Enabling auto-linking for the course

If the site-wide setting for auto-linking is set to On, you do not need to enable it at
the course level. If the site-wide setting is set to Disable, it's not possible to enable it
at the course level. This setting is available and needed only if the site-wide setting is
Off, but available.

Under Administration | Course administration | Filters, the teacher must turn on
Glossary Auto-Linking. If this is disabled, auto-linking will not work for any of the
glossaries in the course.

Enabling auto-linking for the activity or resource

If you have auto-linking enabled for the site and the course and it's still not working,
check the auto-linking setting for the activity or resource that you are in. In the
Administration menu, look for the administration options for the resource or activity
that you are in. Select Filters, and on the filters page, turn on Glossary Auto-Linking;:

Administration

Page module
administration

Edit settings

Locally assigned roles
Permissions

Check permissions

Fllterﬁ}rg
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Adding and configuring a glossary

Add a glossary by clicking on Add an activity or resource on your course page and
then select Glossary. When the glossary settings page is displayed, you will need to
choose the correct setting to create the kind of glossary that you want for your class.
Let's look at the settings that are unique to a glossary.

You will find these settings under Administration | Glossary administration |
Edit settings.

The global glossary versus local glossary

By default, a glossary applies only to the course in which it resides. However, you can
choose to make a glossary global. In this case, the words from this glossary will be
highlighted and clickable wherever they are in your site. The work done in one course
then becomes available to all the courses on your site. If your site's subject matter is
highly focused, consider using a global glossary. If your site's subject matter is very
broad, as in a university-wide learning site, you should use local glossaries to avoid
confusion. For example, imagine that you have a course in chemistry and another in
statistics. Both use the word granular, but chemistry uses it to indicate a powdered
substance, while statistics uses it to indicate a fine level of detail.

Only an administrator can create a glossary in the global glossary. If you
%= have only teacher rights, get an administrator to do this for you.

The main glossary versus secondary glossary

The Glossary type setting enables you to designate a glossary as Main or Secondary.
A Main glossary is a glossary that will include terms from other glossaries. A
Secondary glossary is a glossary that stands alone; it does not include terms from
any other glossaries.

If you want students to be able to add entries to a Glossary, you must make it a
Secondary glossary. Only teachers can add terms to a Main glossary.

You can export terms from a Secondary glossary to a Main glossary one at a time. So,
you can create a secondary glossary(s) to which students will add terms. Then, you
and/ or the students can export the best terms to the Main glossary. Imagine a course
with one Main glossary and a Secondary glossary each time the course is run. The
Main glossary would become a repository of the best terms added by each class.
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You can add a Secondary glossary for each section in the course. For example, put
a Secondary glossary in each topic or week. Then, you can create a Main glossary
for the course that will automatically include all the terms added to each Secondary
glossary. Put the Main glossary in Topic 0, the section at the top of the course's
home page. An alternative to using secondary glossaries is to use one main glossary
and create categories within that glossary for each section in the course. This keeps
all glossary entries in one place.

If you want the course to have only one glossary and want students to be able to add
to this glossary, make it a Secondary glossary. Although the term Secondary implies
that there is also a primary or main glossary, this is not the case. You can have just a
Secondary glossary (or more than one) in a course without a Main glossary.

Entries approved by default

If you turn on the setting for Approved by default, then as soon as a student adds an
entry to a glossary, this entry will appear in the glossary. If it's turned off, the teacher
will need to approve each entry.

If you turn on this setting and students add entries that you think are inappropriate,
you can always delete these entries and turn this setting off.

If Approved by default is turned off, new terms would await the teacher's
approval before being added. In the following screenshot, take a look at the
link in the upper-right corner for Waiting approval:

Basic Botany » Welcome » Interesting Finds

Waiting approyal (1) &
Add piclures of interesting plants that you find growing in and around your home. Maybe
something with outrageous flowers, or huge thorns, a distictive aroma, or just a plant that

you're curious about.

\When you add a plant, the teacher will be nofified. The teacher will then try to identify the
plan, and tell you something about it.

Search|| ¥ search full text

Add a new enlryl
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Always allow editing and Duplicate entries allowed

Always allow editing and Duplicate entries allowed are two separate settings.
However, they can work together in an interesting way.

If you turn on Always allow editing, students can edit entries that have already
been made. So, if two students have different definitions for a term, they can each
contribute their definition to the same entry. In this case, the second student will
not need to create a duplicate entry; he/she can just add his or her definition to the
existing entry.

If you turn off Always allow editing, consider allowing duplicate entries. Then, if
two students have different definitions for the same term, they can each create an
entry for that term.

Allowing comments

If you turn on Allow comments on entries, students and teachers can add comments
to a glossary entry. These comments will appear at the bottom of the entry. Comments
are visible to all the readers of the glossary.

Automatically linking glossary entries

If you turn on Automatically link glossary entries, this will not always result in all
entries becoming links in your course. Instead, when an entry is created, its editing
page will have an option to turn on auto-linking for that entry.

Appearance settings

Under the Appearance section, you will find settings that affect the presentation of
the glossary. These settings affect the layout of the glossary page, how many entries
are shown on a page, the links that users are given, and so on. To determine the best
settings for your situation, experiment with the following steps:

1. Login as a teacher.
Create a few glossary entries.
Open another browser, log in as a student, and open the glossary.

As a teacher, try different settings under Appearance.

ARSI

Each time you change the settings as a student, refresh the glossary page.
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Enabling ratings

You can give students the ability to rate glossary entries, just like they can rate forum
postings. The question is, what do you want students to rate? The glossary entry's
clarity, its helpfulness, or your writing skill in creating an entry? You'll need to
consider what you want students to rate and create a custom scale that supports that
rating. You determine who can rate glossary entries, and what scale to use on the
Settings page:

Ratings

Roles with Manager, Teacher, Non-editing teacher
permission to rate

@

Aggregate type (3) |Average of ratings ~|

Scale |Sca|e: Helpful Memorizing Ll

Restrict ratingsto [
items with dates in
this range:

From |26 5] |March =] |2011 %] [14 =] |00 =]
To |26z |March =] [2011 =] [14 =] |00 =]

In the preceding screenshot, the teacher applies a custom scale called Helpful
Memorizing to the glossary. This custom scale was created before the teacher
came to this page.

After creating the custom scale, the teacher went to the glossary's Settings page and
selected it under Scale, as shown in the preceding screenshot.

Note that only the Manager, Teachers, and Non-editing teachers course can rate the
entries in this glossary. In the next step, the teacher modifies the permissions to allow
students to rate entries.

The process to allow students to rate glossary entries consists of three parts:

1. Creating the rating scale.
2. Selecting the scale for the glossary.

3. Giving students permission to use the ratings.
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Creating the rating scale:

1.
2.
3.

6.

Select Administration | Grade administration | Scales.
Click on the Add a new scale button.

On the new Scale page, give a Name to the scale. Only the teacher can see
this name.

In the Scale field, enter the values that the user will select when giving
glossary definition a rating. The scale must have more than two items.

In the Description field, enter a short description. This will help you to
remember the purpose for this scale.

Save your changes.

Selecting the scale for the glossary:

1.

2.
3.
4

Navigate to the glossary's Settings page.
In the Scale field, select the scale that you have just created.
Modify any other settings that you want on this page.

Save your changes.

Giving students permission to use ratings:

1.

From the main menu, select Administration | Glossary administration |
Permissions.

On the Permissions page, scroll down to the Activity: Glossary section.

Click on the plus sign located next to Rate entries:
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Administration

Glossary administration
Edit settings
Locally assigned roles
Permissions
Check permissions
Filters
Logs
Backup
Restore
Import entries
Export enfries
Add a new entry

Course administration

Switch role to...

My prafile settings

Site administration

‘Search'

Activity: Glossary

Appraove unapproved entries

Create comments

lossary.comment

Export entries

modiglossary export
Export single entry
modigl t

rtentry

Export single entry of yours

ortownentry

Import entries
modiglossaryimport

Manage categories

View glossary

View all raw ratings given by
individuals

diglossaryviewallratings

Mon-editing teacher . Manager

. Non-editing teacher 3 Teacher » Manager
MNon-editing teacher , Manager
MNon-editing teacher , Manager
, Non-editing teacher 3, Teacher », Manager
Non-editing teacher , Manager
Mon-editing teacher , Manager
MNon-editing teacher ., Manager
MNon-editing teacher , Manager
MNon-editing teacher , Manager

ated user on frontpage
MNon-editing teacher

, Guest ¢, Student
, Manager

MNon-editing teacher , Manager

4. Select the role that you want to add to this permission and then click on the
Allow button:

Allow role:

Permissions in Glossary: Environmental Science Terminology

Select a role to be added to the list of allowed roles in context Glossary: Environmental Science Termi
Rate entries (mod/glossary:rate):

Selectrole | stydent

Allow| Cancel
Alloy
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In our example, students will be able to rate each glossary entry on how helpful
it's to memorize the material. From the student's point of view, this is how the
result looks:

Browse by alphabet Browse by category Browse by date Browse by Author

Browse the glossary using this index

Special [A|B|C|D[E[F|G[H|I[J|KILIM|N|O|P|QIR|S|TIU|V|W|X|Y|Z]|ALL

B
biennial
A plant that needs two seasons to complete its life cycle. The first season's growth is strictly vegetative (it
doesn't produce fruit the first year). The second year, the plant produces fruit or seeds. For exampls,
raspherries.

To help you rememer: bi=2, ennial=annual

Rate: | Rate LI @
Rate

essential far mermarizing this item

helps a lot

totally useless

Adding glossary entries

Selecting a Glossary from the course menu displays the glossary's introductory page.
On this page, you can edit and browse the glossary.

The following screenshot shows the Add a new entry button, which appears under
every tab in the glossary:

ome P Interesting Finds

Add peclures of intereshng plants that you hind gr
autragecus fiowers, or huge thams, 8 dist

ing in and around your home Maybea somettung wath
)8 Aroma, or just & plant that you're cunous about

‘Whan vou add a plant, the teacher will be notified, The teachar will then try to identify the plan, and tell vou
something about it

Search|[ F search full text

Add a new antry

Browse by alphabet Browse by category Browsa by data Browsa by Author

Browss the alossary using this index

Special |A|B | C|D|E|F|GIH|IJIK|LIMIN|O|P|Q|R|S|TIU|V|W]|X]|Y|Z]|AL

[7) dand

B aves 5pring

Dandehon
| found this growang growing in my backyard. It's dandefion leaves. The local gourmet food store charges five dollars a pound for
lhess to use in salads) | ook Ihe pichure wath my cell phone camera, so | hope it lurns cut ok
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Create new Glossary categories by navigating to the Browse by category page and
then click on the Add a new entry button. This button appears under each of the tabs
when you browse the glossary, so it's always available.

On this page, Concept is the term that you will add to the Glossary. Keyword(s) are
synonyms, which is equivalent to a see also section in an index or dictionary. These
terms will link to the same definition as the concept.

Note that you can add a picture or media file to Description, using the icons in the
toolbar | # [l . You can also upload these kinds of files as an Attachment, which is
what this user chose to do.

If auto-linking is enabled, the bottom half of Add a new entry contains the settings,
as shown in the following screenshot:

Auto-linking

This entry should I
be automatically

linked (3)

This entry is case [
sensitive (3)

Match whole [~
words only (3)

Save Changesl Cancell

When the glossary term appears in your course, you can have it linked to its glossary
entry. The Auto-linking option determines whether and when this word should link
to its glossary entry.
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Importing and exporting entries

The Import and Export links enable the teacher to exchange glossaries between
courses and even Moodle installations:

Settings 10

¥ Glossary administration
Edit seltings
Locally assigned roles
Permissions
Check permissions
Filters
Logs
Backup
Restore
Import entrigs
Export entri%s

Add a new entry

You may want to begin a course with a small glossary and let students add to it as
they discover new concepts. If you do this, export the beginning glossary so that
you have it available for the next course. The next time you teach a course, you can
choose to export everything in the completed course (except the student information
and the glossary). In the new copy, just create a new and blank Glossary and import
the starting Glossary.

Also, note that the editing window enables you to include hyperlinks in the
definition (the @® icon). This can be used to link to freely available information
on the Web, such as http://www.wikipedia.org/.

Wiki

The Moodle wiki module enables students to collaborate on a group writing project,
build a knowledge base, and discuss class topics. As wiki is easy to use, interactive,
and organized by date, it encourages collaboration among its participants. This
makes it a powerful tool to create group knowledge. The key difference between

a forum and wiki is that when users enter a forum, they see a thread devoted to a
topic. Each entry is short. Users read through the thread, one entry at a time. The
result is that the discussion becomes prominent. In wiki, users see the end result

of the writing. To see the history of the writing, they must select a History tab. The
result is that the end result of the writing becomes prominent.
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The old wiki content is never deleted and can be restored. Wikis can also be searched
just like other course material. In the following section, we'll look at the settings on
the Editing Wiki page and how they affect the user experience.

Using the wiki type and groups mode to
determine who can edit a wiki

A wiki content is open to editing by the entire class, a group, the teacher, or a single
student. It can also be open to viewing by the entire class, a group, the teacher, or a
single student. Note that the teacher determines who can see and can edit the wiki
content; the settings differ.

The settings for who can edit the wiki content is done using the Wiki mode
drop-down box.

The setting for who can see the wiki content is done using the Groups mode.

General

Wiki name™ |Enviro Sci Wiki
Description' Show editing tools
Class wiki where we build a body of knowledge about environmental science. We will

devote a page to each major topic in the course. On that page we will record what we
learned about that topic, above and beyond what was covered in class.

Display description on
course page

Wiki mode Collaborative wiki v
) % Collaborative wiki b o
First page name Individual wiki Wiro

Making a wiki editable by only a single student appears to turn the wiki into a
personal journal. However, the difference between a single student wiki and a
journal is that a journal can be seen only by the student and the teacher. You can
keep a single student wiki private or you can open it to change the setting and make
it collaborative for the student's group or the entire class.
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The first page name
The name on the first page of the wiki will be taken from this field.

If there is one wiki for the entire class, when the first student enters the wiki, that
student will see the starting page(s). If that first student edits any page, the next
student who enters will see the edited version, and so on. If there is one wiki for each
group in the class, then each group will get a fresh wiki with the starting page(s) that
you created. Also, if each student gets their own wiki, each student will see their
starting pages when they enter their wiki.

The default format

The Default format setting determines whether wiki authors use standard the wiki
markup or HTML code while editing. If you will use the HTML editor for other
student activities, setting this to HTML can simplify this activity for your students.
They will get familiar with the HTML editor and don't need to learn the wiki markup
language. However, if your students are accustomed to wikis, you may want to
select Creole. This enables them to use a common wiki markup, which is faster for
experienced typists.

If you do not select the Force format, when student enters the wiki, he/she will be
able to select the format to use for editing purposes:

Basic Concepts of £r =

L X fi || localnost : [ 8 title w @ =

Introduction to Environmental Science

Home » Courses # Basic Soence b Intro Emaro Sci » General & Emviro Sci Wikl » Basic Concepts of Environmental Science Search wikis

Navigatio
i Class wika where we build a body of knowledge about enronmental science. We will devote a page to each major
topic in the course. On that page we will record what we learned about that topic, above and beyond what was
P covered in class
Home
My home
b Sile pages N
» My profile il

New page tite® Basic Concepts of Emaro

Fomat &

b Badges ]
General = BWiki format

News forum

Create page
There are requened hekds in this o marked *

b Topic 1
b Topic2

Tapie 3
b Topica
b Topics
b Topic 6
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Summary

Moodle offers several options for students to collaborate on building a body of
knowledge. A class can work together to build a glossary, which can be imported
and reused in future classes. They can work together to write a wiki, which provides
an opportunity for them to organize their knowledge into a narrative.

Look at glossaries as a way for students to collect new knowledge, and look at wikis
as a way for students to organize new knowledge. Monitor these activities and
encourage your students to participate.
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Running a Workshop

A workshop provides a place for students in a class to see an example project, upload
their individual projects, and see and assess each other's projects. When a teacher
requires each student to assess the work of several other students, this workshop
becomes a powerful collaborative grading tool.

Workshop strategies

Workshops can be ungraded, peer-graded, instructor-graded, or a combination
of peer- and instructor-graded. Workshops enable you to create very specific
assessment criteria for graders to use. Also, workshops let you set due dates to
submit grading work. You can use these and other features to build a strategy to
make best use of workshops in your courses.

Peer assessment of submissions

One strategy for workshops is to have students assessing each other's work

before that same work is submitted as a graded assignment. For example, you

can create a workshop in which students assess each other's subject matter, outlines,
and hypothesis for their term papers or they can assess each other's photos for
specific technical and artistic criteria before they are submitted to the instructor for
grading purposes.
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The timing of submissions and assessments

Workshops enable you to set different due dates in order to submit work and
assess other student's work. If you set both due dates as the same, many students
may submit their work just before the submission deadline so that they cannot be
assessed at all before the assessment deadline. Consider setting the submission
deadline well before the assessment deadline. So, before opening up the assessment
ability to students, examine the work submitted and ensure that it's close to what
you expected or were trying to elicit from students. You may even want to use

the time between submission and assessment to refine your assessment criteria, in
response to the work submitted.

The four questions

The fields in the workshop window give you many choices. No matter what you
enter in each field, your many decisions can be summed up as follows:

* What will you have each student do? Create a file offline and upload it to
the workshop? Write a journal entry? Participate in an online chat. Perform
some offline activity and report on it via e-mail or wiki. While the workshop
window enables a student to upload a file, you can also expect any other
activity from the student.

*  Who will assess assignments? Will a teacher assess all assignments? Will
students be expected to assess other students' assignments? Will each student
self assess his or her work?

* How will the assignments be assessed? You can determine a number of
criteria on which each assignment is assessed, the grading scale, and the
type of grading.

*  When will students be allowed to submit their assignments and assessments?
The assignment becomes available as soon as you show it. However, you can
expect students to assess an example before being allowed to submit their
own work; you can also set a deadline to submit the assessment.

All the fields that we cover here are variations of these questions. The online help does
a good job of explaining how to use each field. Instead of repeating how to use each
field here, we will focus on how your choices affect the student and teacher experience.
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The four phases

When you run a workshop, you will go through four phases:

The setup phase is when you create a workshop and choose settings for how it will
work. These settings are discussed in detail under the edit settings page.

The submission phase is when students submit their work. Also, each student will
be given assignments to assess the work of some other students. The assessments
can be allocated automatically by a system or a teacher can manually allocate
assessments to students. Either way, at the end of the submission phase, each
student will have submitted his/her work and been told to assess the work of
one or several other students.

During the assessment phase, students will assess each other's work. The teacher will
create assessment forms that students will use when conducting their assessments of
each other's work.

During the grading evaluation phase, students are given grades for how well they
evaluated the work of their peers. This is the final phase of the workshop.

We will look at each phase of the workshop.

The setup phase — the edit settings page

The workshop activity is the most complex tool currently available on Moodle.
Workshops are designed so that a student's work can be submitted and offered

for peer review within a structured framework. Workshops provide a process for
both instructor and peer feedback on open-ended assignments, such as essays and
research papers. There are easy to use interfaces to upload assignments and perform
self-assessments and peer reviews of other students' papers. The key to a workshop
is the scoring guide, which is a set of specific criteria to make judgments about the
quality of a given work. There are several fields under a workshop, which will be
explained in the following sections. They provide a place for students as well as
teachers in the class to make the best use of Moodle.
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Name and description

The settings under General partially answer the question: what will you have each
student do?

Workshop name*

Observing the Familiar

Description

What is this workshop about?

You are probably surrounded by familiar plants. Your garden or flowerbox, your back
yard, the neighborhood park...In this workshop, you will ocbserve and record your
observations of a few, familiar plants. Your classmates can see your observations, and
you can see theirs

Each student will be asked to evaluate the submissions of two other students,

7

Display description on course page

Your students will see and click on the Name field. The Description field should
give instructions on how to complete the workshop.

Grading settings

These fields determine the maximum points a student can earn for a workshop and
how to calculate these points, as shown in the following screenshot:

Grading settings

Grading strategy Accumulative grading v

Grade for submission |80 v | |Non-quizzes

Grade for assessment |30 v | |Non-quizzes v

Decimal placesin [g
grades
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The grading strategy

A workshop assignment is quite flexible in the type of the grading scheme used. This
setting determines the overall scheme.

In the Accumulative grading strategy, the grade for each element is added to arrive at
the accumulated grade. This style of grading enables you to present the reviewer with
a numeric scale. You can also present the reviewer with Yes or No questions. One of the
questions is does this workshop meet the requirement? Alternatively, you can present
the reviewer with a grading scale, such as Poor, Fair, Good, and Excellent. If you do use
a Yes or No or a grading scale, you will assign a point value to each response. Consider
informing the reviewer of the value of each response. For example, instead of just
writing poor, fair, good, excellent, consider writing poor (1 point), fair (2 points), good
(3 points), or excellent (4 points).

When Comments is selected for Grading strategy, students can comment on each
assessment element, but cannot select a grade; however, teachers can grade students'
comments. In this case, the workshop is transformed from where students grade
each other to where the teacher grades each student's comments.

M A workshop that uses Comments may be especially useful
Q when you want to have a structured discussion on material
that you present to students.

As a course creator, you can present the students with material that has been
uploaded to the workshop or use the workshop's description to direct students to
the material they must assess. After the students have viewed the material, they
enter the workshop and leave comments according to the elements presented. As the
workshop requires that students comment on clearly defined evaluation elements,
the students' discussion is structured and kept on track.

When you choose the Number of Errors option, students evaluate a workshop
with a series of Yes or No questions. Usually, you create questions to evaluate
whether or not the submission met a requirement, such as does the student have
a variety of opinions?
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When writing one of these questions, make sure that it can be answered using only
Yes or No. A sign that you need to revise your question is the presence of the word
or. For example, don't write did the student describe the plant well enough to distinguish
it from others? or is there still doubt as to which plant the student is describing? Such a
question cannot be answered by Yes or No.

The answer to an evaluation question is sometimes very clear and sometimes
subjective. For example, the question: did the student describe the plant well enough
to distinguish it from others? is subjective. One reviewer may think that the student
did an adequate job of describing the plant, while another may think otherwise.
These questions can be a good way to perform subjective peer evaluations of each
student's work.

If the work requires a more objective evaluation (such as did the student include
all five identifying features covered in this lesson), you may not need a workshop.
This kind of objective evaluation can be easily performed by the teacher, using
an assignment.

For a Rubric grading strategy, write several statements that apply to the project.
Each statement has a grade assigned to it. The reviewers choose the one statement
that best describes the project. This single choice completes the review.

You can create several such elements; the reviewers must select a statement for each
of them.

Grade for submission is the maximum number of points a student can be given
by a grader.

Grade for assessments is the grade that the student receives to grade other
submissions. This grade is based on how close the assessment the student completes
is to the average of all assessments for that same submission. For example, student
A submits work and students B, C, and, D assess the work and give scores of 10, 9,
and 5. The average assessment is 8, so students B and C will receive higher marks for
their assessments than student D. In essence, the grade for assessments is the grade
for grading purposes.
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The submission settings

The submission settings is where you enter instructions for users. You also set limits
on how many files students can upload in the workshop and how large these files
can be. This is where you partially answer the question, that is, what will you have
each student do? Following is the screenshot of Submission settings:

Submission settings

Instructions for submission

. Using a digital camera, take five pictures of the plants in your neighborhood.
. Start a new Word document, At the top of the document, put your name,
. Paste each picture in the Word document.

B W =

. Below each plant's picture, add this information about the plant:

o Type

« Leaf arrangement
« Leaf shape
Flower type, if any
« Habitat

Apparent lifecycle

Maximum number of submission attachments

1 v

Maximum submission attachment size

Site upload limit (2MB) ¥

Late submissions Allow submissions after the deadline

The user will see the Instructions for submission label when he or she clicks on
the workshop.

The Maximum number of submission attachments and Maximum submission
attachment size determine the size of a file and how many files the user can upload.

Late submissions allow users to submit their work after the deadline. The deadline
is set further down the page.
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Assessment settings

The settings in this section are used to give the users instructions for how to perform
their assessments and determine when to present the user with examples to assess.

The actual criteria used in the assessment are not created on this page. Instead,
the criteria are created under Administration | Workshop administration | Edit
assessment form.

We will cover the process on how to create the assessment form later. However, on
this page, we will just give the user instructions for the assessment:

Accumulative grading

Expand all

Aspect 1

Description

The student submitted plants from a variety of habitats, and of different
types.

~
Best possible grade / Scale to use
Type Point ¥
Scale Helpful Memorizing ¥
Maximum points 1
Weight
1 v
Aspect 2
Description
The plants have clear identifying characteristics. Leaf shape is visible in the picture, leaf arrangement is
clear, color, et
7~
Best possible grade / Scale to use
Type Point ¥
Scale Helpful Memorizing ¥

Maximum points 4

Weight

1 A
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Feedback settings

If the Overall feedback mode is enabled, a textbox appears at the bottom of the
assessment form. Students who will perform assessments can enter feedback in
this textbox. You can make these comments optional or required.

The settings for feedback attachments determine whether the person who is
assessing can upload a file(s) with their assessment. The student who submitted
the work will see the attachment(s) with the assessment.

The Conclusion field gives the teacher a place to write a message that students can
see after the workshop is finished. For example, you can instruct students to produce
a new work based on the feedback that they received in the workshop, or instruct
them to write a blog post reflecting the activity, or just congratulate them on a job
well done.

Example submissions settings

If the workshop uses examples, users can assess an example(s) of work provided by
the teacher. The user's assessment of the example is then compared to the assessment
provided by the teacher. This enables users to practice assessing work before they
assess each other's work.

Users receive a grade for how well their assessment agrees with the assessment
provided by the teacher. However, the grade is not counted in the gradebook.

Availability settings
The settings under this section answer the question: when will students be allowed
to submit their assignments and assessments?

Note that the submissions and assessments can open on the same day. However,
assessments cannot open before submissions (there would be nothing to assess).

If you enable the Switch to the next phase setting after the submissions deadline,
then after the submission deadline, the workshop will automatically switch to the
assessment phase. If you do not enable this setting, the teacher will have to manually
advance the workshop to the assessment phase.

If you have the workshop automatically advanced to the assessment phase, you
should also have the workshop automatically allocate assessments to the students.
If you don't have the workshop automatically assign assessments to the students,
it will advance to the assessment phase; there will be no assessments for students
to perform. Setting up automatic allocations is performed under Administration |
Workshop administration | Allocate submissions | Scheduled allocation.
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The edit assessment form page

On this page, you enter the assessment criteria. The exact contents of this page will
change, depending on the type of assessment that you selected on the workshop
settings page. In the following screenshot, the workshop grading strategy is set to
Accumulative grading:

Accumulative grading

b Expand all

- Aspect 1

Description

The student submitted plants from a variety of habitats, and of different
types

N

Best possible grade / Scale to use
Type Pont ¥
Scale | Helpful Memorizing ¥

Maximum points 4

Weight

1 v

~ Aspect 2

Description

The plants have clear identifying characteristics. Leaf shape is visible in the picture, leaf arrangement is
clear, color, etc

V
Best possible grade / Scale to use
v

Type Point

Scale | Helpful Memorizing ¥

Maximum points 4

Weight

1 v
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Making the maximum grade a multiple of the number of assessment elements
enable students to more easily interpret their grades. For example, suppose

a workshop is assessed for five elements. For each element, the assessor will
choose from four statements:

A —The workshop does not meet this requirement anyway (0 points)
B —The workshop partially meets this requirement (1 point)

C —The workshop meets this requirement (2 points)

D —The workshop exceeds this requirement (3 points)

You can assign a point value of zero for each A selection, one point for each B
selection, two points for each C selection, and three points for each D selection.
Then, each element will be worth a maximum of three points. With five elements,
the workshop will have a maximum grade of 15. This will make it easy for the
student to interpret his or her grade.

When the student conducts an assessment, this is how the assessment form looks:

Assessment form
Aspect1

The student submitted plants from a variety of habitats, and of different
types.

Grade 474 -
Comment

Aspect 2

The plants have clear identifying characteristics. Leaf shape is visible in the picture, leaf
arrangement is clear, colar, etc.

Grade 474 -
Comment

Note that for each assessment criteria, the student can enter comments.
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Adding an example to the workshop

After you save the workshop settings and the assessment form, you can add an
example to your workshop. Selecting a workshop will give you the following screen:

Efmo Courses e Basic Botary » Topic 4 » Observing the Familiar

Observing the Familiar3)

Setup phase

J Setthe o
warkshop
introcuction

o Provide
instructions
for
submission

o Edit
assessment
farm
Prepare
example
submissions

Introduction

What is this workshop about?

You are probably surrounded by familiar plants. Your garden or flowerbox, ywour back yard,
the neighborhood park.. In this workshop, you will observe and record your observations of
a fewy, familiar plants. Your classmates can see your obseryations, and you can see theirs.

Each student will be asked to evaluate the submissions of two other students.

Example submissions «

Mo examples yet in this workshop

|Add example submission
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To add an example submission, let's begin by clicking on the Add example
submission button. This brings you to a page that displays the same assessment
instructions that your users will see. This is where you can upload the example
to be assessed:

Observing the Familiar

Instructions for submission «
1. Using a digital camera, take five pictures of the plants in your neighborhood
2. Start a new Word document. At the top of the document, put your name.
3. Paste each picture in the Word document.
4. Below each plant's picture, add this information about the plant:
= Type
= Leafarrangement
= Leafshape
« Flower type, if any
= Habitat
« Apparent lifecycle

+~ Submission
Title=

Submission content

o
A
!Ll
—
|

b Type: herbaceous

Leaf arrangement oppositeR]

Maximum number of submission
attachments
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After you save the example, Moodle displays a message to say that you must assess

the example, as shown in the following screenshot:

¥ou have to assess this example subrmission to provide a
reference assessment. Click 'Continue' button to assess
the submission.

[Cuntinuel [Cancel]

After you assess the example, Moodle returns you to the workshop's home page.

will see the progress that you have made, which is indicated on this page:

You

Observing the Familiar

Submission
phase
Provide instructions
for assessment
Allocate submissions
expected 0
submitted: 0

to allocate: 0

Instructions for submission
1. Using a digital camera, take five pictures of the plants in your neighborhood.
2. Start a new Word document. At-the top of the document, put your name.
3. Paste each picture in the Word document.
4. Below each plant's picture, add this information about the plant:

» Type

Leaf arrangement
Leaf shape
Flower type, if any.
Habitat

Apparent lifecycle

Your submission
You have not submitted your wark yet
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Note that the next step will be for the teacher to allocate the student submissions for
assessment. However, no one has submitted anything yet. At this point, the teacher
waits for students to submit their work.

The submission phase — students submit

their work

Although the teacher has finished setting up the workshop and is ready for students
to submit their work, students may still see a message: The workshop is currently
being set up. Wait until this is switched to the next phase.

M The teacher must manually switch the workshop from one phase
Q to the next. Even if you're done with the setup and ready to
accept submissions, Moodle doesn't know it.

To switch to the next phase, the teacher must click on the light bulb before this phase.
In our example, the teacher clicked on the light bulb before the submission phase and
saw this message:

fou are about to switch the workshop into the
Submission phase Students may submit their
wiork: during this phase (within the submission
access control dates, if set). Teachers may
allocate submissions for peer review,

|C0ntinue \ |Cance| |
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Now, when the student selects this workshop, he/she sees a prompt to submit work:

Observing the Familiar @

Submission
phase

Submit
your work

Instructions for submission

Using a digital camera, take five pictures of the plants in your neighborhood.
Start a new Word document. At the top of the document, put your name
Paste each picture in the Word document.

Below each plant's picture, add this information about the plant:

halis N

* Type

» Leaf arrangement
» Leaf shape

» Flower type, if any.
* Habitat

* Apparent lifecycle

Example submissions to assess =

Example
No grade yet

\Assess|

Note that the student can also assess the example at this point. On the settings
page for Mode of examples assessment in this workshop, we selected Voluntary.
Therefore, this example is not required. If we had made assessing the example
mandatory, the student would receive a message that he/she cannot submit work
until the example is assessed.

Allocating submissions

As soon as students begin submitting their work, you can start allocating these
submissions to other students for assessment. Do this under Workshop administration
| Allocate submissions. You can allocate submissions manually or randomly.

If you perform a random allocation, all the submissions that were sent up to

that point in time will be allocated to other students for assessment. However,
submissions sent after the random allocation will not be automatically allocated. You
will need to perform another random allocation for the next submission, and so on,
until the workshop is complete.
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The assessment phase

When you move the workshop to the assessment phase, the allocations that you
made during the submission phase become available to students. In this phase,
students will actually assess each other's work.

The grading evaluation phase

When you move the workshop to this phase, you can tell Moodle to automatically
calculate the grades of students. You can also override these grades and enter your
own grades.

Students can no longer modify the submissions that they have sent in.

The closed phase

When you close a workshop, the final grades are written in the course's gradebook.

Summary

Moodle offers several options for student-to-student and student-to-teacher
interaction. When deciding which social activities to use, consider the level of
structure and amount of student-to-student/student-to-teacher interaction you
want. For example, chats and wikis offer relatively unstructured environments with
lots of opportunities for the student-to-student interaction. These are good ways of
relinquishing some control of the class to students. A forum offers more structure
because entries are classified on the basis of topics. It can be moderated by the
teacher, making it even more structured. A workshop offers the most structure, by
virtue of the set assessment criteria that students must use when evaluating each
other's work. Note that as activities become more structured, the opportunity for
students to get to know one another decreases.

You may want to introduce a chat and/or forum at the beginning of a course to build
esprit de corps among students and then move to a collaborative wiki (such as a group
writing project). Finally, after the students have learned more about each other and
are comfortable working together, you can use a workshop for their final project.

In the next chapter, you will learn about groups and cohorts. You will see how to
segregate students in a course into teams. You will also see how to use cohorts to
enroll and unenroll large groups of students.
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Groups and Cohorts

This chapter shows you how to use groups to separate students in a course into
teams. You will also learn how to use cohorts to mass enroll students into courses.

Groups versus cohorts

Groups and cohorts are both collections of students. There are several differences
between them. We can sum up these differences in one sentence, that is; cohorts
enable administrators to enroll and unenroll students en masse, whereas groups
enable teachers to manage students during a class.

Think of a cohort as a group of students working together through the same
academic curriculum. For example, a group of students all enrolled in the same
course. Think of a group as a subset of students enrolled in a course. Groups are
used to manage various activities within a course.

Cohort is a system-wide or course category-wide set of students.

There is a small amount of overlap between what you can do with a cohort and
a group. However, the differences are large enough that you would not want to
substitute one for the other.

Cohorts

In this section, we'll look at how to create and use cohorts. You can perform many
operations with cohorts in bulk, affecting many students at once.
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Creating a cohort

To create a cohort, perform the following steps:

1.
2.

6.

From the main menu, select Site administration | Users | Accounts | Cohorts.

On the Cohorts page, click on the Add button. The Add New Cohort page
is displayed.

Enter a Name for the cohort. This is the name that you will see when you
work with the cohort.

Enter a Cohort ID for the cohort. If you upload students in bulk to this
cohort, you will specify the cohort using this identifier. You can use any
characters you want in the Cohort ID; however, keep in mind that the file
you upload to the cohort can come from a different computer system. To be
safe, consider using only ASCII characters; such as letters, numbers, some
special characters, and no spaces in the Cohort ID option. For example,
Spring_2012_Freshmen.

Enter a Description that will help you and other administrators remember
the purpose of the cohort.

Click on Save changes.

Now that the cohort is created, you can begin adding users to this cohort.

Adding students to a cohort

Students can be added to a cohort manually by searching and selecting them. They
can also be added in bulk by uploading a file to Moodle.

Manually adding and removing students to a cohort

If you add a student to a cohort, that student is enrolled in all the courses to which
the cohort is synchronized. If you remove a student from a cohort, that student will
be unenrolled from all the courses to which the cohort is synchronized.

We will look at how to synchronize cohorts and course enrollments later. For now,
here is how to manually add and remove students from a cohort:

1.

From the main menu, select Site administration | Users | Accounts | Cohorts.
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2. On the Cohorts page, for the cohort to which you want to add students, click
on the people icon:

Edit

ol

3. The Cohort Assign page is displayed. The left-hand side panel displays users
that are already in the cohort, if any. The right-hand side panel displays users
that can be added to the cohort.

4. Use the Search field to search for users in each panel. You can search for text
that is in the user name and e-mail address fields.

5. Use the Add and Remove button to move users from one panel to another.

Adding students to a cohort in bulk — upload

When you upload students to Moodle, you can add them to a cohort.

After you have all the students in a cohort, you can quickly enroll and unenroll
them in courses just by synchronizing the cohort to the course. If you are going to
upload students in bulk, consider putting them in a cohort. This makes it easier to
manipulate them later.

Here is an example of a cohort. Note that there are 1,204 students enrolled in
the cohort:

Search cohort
Search
Cohort

Name Cohort ID Description size Source Edit
Open- open- This cohort is for our open-enrollment students. If you have 3 username like 1204 Created
enrollment enrollment moodler001, moodler002, etc, then you are in this cohort manually
Moodlers moodlers o )

This cohort is primarily used to automatically enroll an open-enrollment student in

the Moodler's Farum course.
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These students were uploaded to the cohort under Administration | Site
Administration | Users | Upload users:

Upload userse

Upload
File* Choose afile.
~
You can drag and drop files here to add them.
C5V delimiter T
Encoding UTF-8 v
Preview rows 10 v

Upload users

The file that was uploaded contained information about each student in the cohort.
In a spreadsheet, this is how the file looks:

username,email, firstname, lastname, cohortl

moodler 1,billewilliamrice.net,Bill,Binky, open-enrollmentmoodlers
moodler 2,rose@williamrice.net,Rose,Krial,open-enrollmentmoodlers
moodler 3,jeffewilliamrice.net,Jeff,Marco,open-enrollmentmoodlers
moodler 4,dave@williamrice.net,Dave,Gallo,open-enrollmentmoodlers

In this example, we have the minimum required information to create new students.
These are as follows:

* The username

* The e-mail address

* The first name

* The last name

We also have the cohort ID (the short name of the cohort) in which we want to place
a student.
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During the upload process, you can see a preview of the file that you will upload:

Upload users preview

C5V line username email firstname lastname cohorti Status
2 moodler_1 bill@williamrice.net Bill Binly open-enrollment moodlers
3 moodler 2 rose(@williamrice.net Rose Krial open-enrollment moodlers
4 moodler_3 jeff@williamrice.net Jeft Marco open-enrollment moodlers
5 moodler_4 dave@williamrice.net Dave Gallo open-enrollment moodlers

Further down on the Upload users preview page, you can choose the Settings
option to handle the upload:

Settings

Upload type Add new aonly. skip existing users v
MNew user password Create password if nesded ¥
Existing user Mo changes uf
details

Existing user No changes ~

password

Allow renames No v

Allow deletes No ¥

Allow suspending Yes ¥

and activating of

accounts

Prevent email Yes ¥

address duplicates

Standardise Yes ¥

usernames

Select for bulk user MNa x

actions
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Usually, when we upload users to Moodle, we will create new users. However, we

can also use the upload option to quickly enroll existing users in the cohort.

Q

You saw previously (Manually adding and removing students to a cohort)
how to search for and then enroll users in a cohort. However, when
you want to enroll hundreds of users in the cohort, it's often faster to
create a text file and upload it, than to search your existing users. This
is because when you create a text file, you can use powerful tools —
such as spreadsheets and databases — to quickly create this file. If you
want to perform this, you will find options to Update existing users

under the Upload type field.

In most Moodle systems, a user's profile must include a city and country. When you
upload a user to a system, you can specify the city and country in the upload file or
omit them from the upload file and assign the city and country to the system while the
file is uploaded. This is performed under Default values on the Upload users page:

Default values

Choose an
authentication
method

Email display

Email format

Email digest type

Forum auto-
subscribe

City/town

Select a country

Timezone

Preferred langquage

Manual accounts v

Pretty HTML format ¥

Mo digest (single email per forum post) ¥

Yes: when | post, subscribe me to that forum

MNew York

United States

Server's local time ¥

English (en) v

v
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Now that we have examined some of the capabilities and limitations of this process,
let's list the steps to upload a cohort to Moodle:

Prepare a plain file that has, at minimum, the username, email, firstname,
lastname, and cohortl information. If you were to create this in a spreadsheet,
it may look similar to the following screenshot:

A B C D E F G H
1 |username email firstname lastname  password city country  cohortl
2 moodler000 moodlerstudent@williamrice.net moodler000 changeme 1234ABCD New York US open-enrollment moodlers
3 moodler001 moodlerstudent@williamrice.net moodler001 changeme 1234ABCD New York US open-enrollment moodlers
4 moodler002 moodlerstudent@williamrice.net moodler002 changeme 1234ABCD New York US open-enrollment moodlers
5 'moodler003 moodlerstudent@williamrice.net moodler003 changeme 1234ABCD New York US open-enrollment moodlers
65 'moodler004 moodlerstudent@williamrice.net moodler004 changeme 1234ABCD New York US open-enrollment moodlers

1. Under Administration | Site Administration | Users | Upload users, select
the text file that you will upload.

2. On this page, choose Settings to describe the text file, such as delimiter
(separator) and encoding.

3. Click on the Upload users button.

You will see the first few rows of the text file displayed. Also, additional
settings become available on this page.

5. In the Settings section, there are settings that affect what happens when you
upload information about existing users. You can choose to have the system
overwrite information for existing users, ignore information that conflicts
with existing users, create passwords, and so on.

6. Inthe Default values section, you can enter values to be entered into the user
profiles. For example, you can select a city, country, and department for all
the users.

7. Click on the Upload users button to begin the upload.

Cohort sync

Using the cohort sync enrolment method, you can enroll and unenroll large
collections of students at once. Using cohort sync involves several steps:

1. Creating a cohort.

2. Enrolling students in the cohort.

3. Enabling the cohort sync enrollment method.

4

Adding the cohort sync enrollment method to a course.
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In the previous section, you saw the first two steps: how to create a cohort and how
to enroll students in the cohort. In this section, we will cover the last two steps:
enabling the cohort sync method and adding the cohort sync to a course.

Enabling the cohort sync enroliment method

To enable the cohort sync enrollment method, you will need to log in as an
administrator. This cannot be done by someone who has only teacher rights:
1. Select Site administration | Plugins | Enrolments | Manage enrol plugins.
2. Click on the Enable icon located next to Cohort sync.
3. Then, click on the Settings button located next to Cohort sync.
4

On the Settings page, choose the default role for people when you enroll them
in a course using Cohort sync. You can change this setting for each course.

5. You will also choose the External unenrol action. This is what happens to a
student when they are removed from the cohort.

6. If you choose Unenrol user from course, the user and all his/her grades are
removed from the course. The user's grades are purged from Moodle. If you
were to read this user to the cohort, all the user's activity in this course will
be blank, as if the user was never in the course.

7. If you choose Disable course enrolment and remove roles, the user and all
his/her grades are hidden. You will not see this user in the course's grade
book. However, if you were to read this user to the cohort or to the course,
this user's course records will be restored.

After enabling the cohort sync method, it's time to actually add this method to
a course.

Adding the cohort sync enroliment method to a
course

To perform this, you will need to log in as an administrator or a teacher in the course:

Log in and enter the course to which you want to add the enrolment method.
Select Course administration | Users | Enrolment methods.

From the Add method drop-down menu, select Cohort sync.

Ll

In Custom instance name, enter a name for this enrolment method. This will
enable you to recognize this method in a list of cohort syncs.

o

For Active, select Yes. This will enroll the users.
6. Select the Cohort option.
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7. Select the role that the members of the cohort will be given.

8. Click on the Save changes button.

All the users in the cohort will be given a selected role in the course.

Unenroll a cohort from a course

There are two ways to unenroll a cohort from a course. First, you can go to the
course's enrollment methods page and delete the enrollment method. Just click
on the X button located next to the cohort sync field that you added to the course.
However, this will not just remove users from the course, but also delete all their
course records.

The second method preserves the student records. Once again, go to the course's
enrollment methods page located next to the Cohort sync method that you added
and click on the Settings icon. On the Settings page, select No for Active. This will
remove the role that the cohort was given. However, the members of the cohort will
still be listed as course participants. So, as the members of the cohort do not have a
role in the course, they can no longer access this course. However, their grades and
activity reports are preserved.

Differences between cohort sync and enrolling a
cohort

Cohort sync and enrolling a cohort are two different methods. Each has advantages
and limitations.

If you follow the preceding instructions, you can synchronize a cohort's membership
to a course's enrollment. As people are added to and removed from the cohort, they
are enrolled and unenrolled from the course. When working with a large group

of users, this can be a great time saver. However, using cohort sync, you cannot
unenroll or change the role of just one person. Consider a scenario where you have
a large group of students who want to enroll in several courses, all at once. You

put these students in a cohort, enable the cohort sync enrollment method, and add
the cohort sync enrollment method to each of these courses. In a few minutes, you
have accomplished your goal. Now, if you want to unenroll some users from some
courses, but not from all courses, you remove them from the cohort. So, these users
are removed from all the courses. This is how cohort sync works.
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. Cohort sync is everyone or no one
Y

Ny When a person is added to or removed from the cohort, this person
is added to or removed from all the courses to which the cohort is
synced. If that's what you want, great. If not,

An alternative to cohort sync is to enroll a cohort. That is, you can select all the
members of a cohort and enroll them in a course, all at once. However, this is a
one-way journey. You cannot unenroll them all at once. You will need to unenroll
them one at a time.

If you enroll a cohort all at once, after enrollment, users are independent entities.
You can unenroll them and change their role (for example, from student to teacher)
whenever you wish.

To enroll a cohort in a course, perform the following steps:

1. Enter the course as an administrator or teacher.
2. Select Administration | Course administration | Users | Enrolled users.

3. Click on the Enrol cohort button. A popup window appears. This window
lists the cohorts on the site.

4. Click on Enrol users next to the cohort that you want to enroll. The system
displays a confirmation message.

5. Now, click on the OK button. You will be taken back to the Enrolled
users page.

M Note that although you can enroll all users in a cohort (all at once),
Q there is no button to unenroll them all at once. You will need to
remove them one at a time from your course.

Managing students with groups

A group is a collection of students in a course. Outside of a course, a group has
no meaning.

Groups are useful when you want to separate students studying the same course. For
example, if your organization is using the same course for several different classes or
groups, you can use the group feature to separate students so that each group can see
only their peers in the course. For example, you can create a new group every month
for employees hired that month. Then, you can monitor and mentor them together.
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After you have run a group of people through a course, you may want to reuse this
course for another group. You can use the group feature to separate groups so that
the current group doesn't see the work done by the previous group. This will be like
a new course for the current group.

You may want an activity or resource to be open to just one group of people.
You don't want others in the class to be able to use that activity or resource.

Course versus activity

You can apply the groups setting to an entire course. If you do this, every activity
and resource in the course will be segregated into groups.

You can also apply the groups setting to an individual activity or resource. If you do
this, it will override the groups setting for the course. Also, it will segregate just this
activity, or resource between groups.

The three group modes

For a course or activity, there are several ways to apply groups. Here are the three
group modes:

No groups: There are no groups for a course or activity. If students have been placed
in groups, ignore it. Also, give everyone the same access to the course or activity.

Separate groups: If students have been placed in groups, allow them to see other
students and only the work of other students from their own group. Students
and work from other groups are invisible.

Visible groups: If students have been placed in groups, allow them to see other
students and the work of other students from all groups. However, the work
from other groups is read only.

You can use the No groups setting on an activity in your course. Here, you want every
student who ever took the course to be able to interact with each other. For example,
you may use the No groups setting in the news forum so that all students who have
ever taken the course can see the latest news.

Also, you can use the Separate groups setting in a course. Here, you will run different
groups at different times. For each group that runs through the course, it will be like
a brand new course.

You can use the Visible groups setting in a course. Here, students are part of a large
and in-person class; you want them to collaborate in small groups online.
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Also, be aware that some things will not be affected by the groups setting. For
example, no matter what the group setting, students will never see each other's
assignment submissions.

Creating a group

There are three ways to create groups in a course. You can:

* Manually create and populate each group

* Automatically create and populate groups based on the characteristics
of students

e Import groups using a text file

We'll cover these methods in the following subsections.

Manually creating and populating a group

Don't be discouraged by the idea of manually populating a group with students. It
takes only a few clicks to place a student in a group. To create and populate a group,
perform the following steps:

1. Select Course administration | Users | Groups. This takes you to the
Groups page.

Click on the Create group button. The Create group page is displayed.

You must enter a Name for the group. This will be the name that teachers
and administrators see when they manage a group.

4. The Group ID number is used to match up this group with a group identifier
in another system. If your organization uses a system outside Moodle to
manage students and this system categorizes students in groups, you can
enter the group ID from the other system in this field. It does not need to be a
number. This field is optional.

5. The Group description field is optional. It's good practice to use this to
explain the purpose and criteria for belonging to a group.

6. The Enrolment key is a code that you can give to students who self enroll
in a course. When the student enrolls, he/she is prompted to enter the
enrollment key. On entering this key, the student is enrolled in the course
and made a member of the group.
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7. If you add a picture to this group, then when members are listed (as in a
forum), the member will have the group picture shown next to them. Here is
an example of a contributor to a forum on http://www.moodle.org with her
group memberships:

STEag
e UI: mll Current
in forums Mood
Mary Cooch @ . " ps
i - !
Thursday, March 27, 2014, 8:07 PM - 3 ﬂ fﬂr S L"

Ge

articularly helpful Moodlers

How can guests post in & forum?is a question which comes up fairly
regularly so | thought | would post a suggestion with the above title in i
the hope Mr Google and community members might get to it in future.

The simple answer is: guests cannot post in forums, even though you |
can edit permissions to allow them to. It does not work. However, that

s not very helpful if your organisation has a course open to guests

and you would like visitors who are not a part of your Moodle to

contribute to a forum. Perhaps you have a open course with examples

Click on the Save changes button to save the group.
On the Groups page, the group appears in the left-hand side column. Select
this group.

10. In the right-hand side column, search for and select the students that you
want to add to this group:

Group members Potential members

None Teacher (3)
William Rice (williamrice@uwiliamrice.n

< Add Teacher1 77test (moodlerteacher1@o

Teacher2 ZZtest (moodlerteacher2@ot

| Student (7)

CourseManager ZZtest (moodlercourse

Remove »
Student1 77test (moodlerstudent1@o

Student2 ZZtest (moodlerstudent2@oul

Student3 7Ztest (moodlerstudent3@o

Student4 Z7test (moodlerstudent4@oul

Student5 77test (moodlerstudentb@o

Studentf ZZtest (moodlerstudentG@oul

Search Search
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Note the Search fields. These enable you to search for students that meet a specific
criteria. You can search the first name, last name, and e-mail address. The other part
of the user's profile information is not available in this search box.

Automatically creating and populating a group

When you automatically create groups, Moodle creates a number of groups that you
specify and then takes all the students enrolled in the course and allocates them to
these groups. Moodle will put the currently enrolled students in these groups even if
they already belong to another group in the course.

To automatically create a group, use the following steps:

1.

Click on the Auto-create groups button. The Auto-create groups page

is displayed.

In the Naming scheme field, enter a name for all the groups that will be
created. You can enter any characters. If you enter e, it will be converted to
sequential letters. If you enter #, it will be converted to sequential numbers.
For example, if you enter Group @, Moodle will create Group A, Group B,
Group C, and so on.

In the Auto-create based on field, you will tell the system to choose either of
the following options:

°  Create a specific number of groups and then fill each group with as
many students as needed (Number of groups)

°  Create as many groups as needed so that each group has a specific
number of students (Members per group).
In the Group/member count field, you will tell the system to choose either of
the following options:

° How many groups to create (if you choose the preceding Number of
groups option)

°  How many members to put in each group (if you choose the
preceding Members per group option)

Under Group members, select who will be put in these groups. You can
select everyone with a specific role or everyone in a specific cohort.
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6. The setting for Prevent last small group is available if you choose
Members per group. It prevents Moodle from creating a group with
fewer than the number of students that you specify. For example, if your
class has 12 students and you choose to create groups with five members
per group, Moodle would normally create two groups of five. Then, it would
create another group for the last two members. However, with Prevent last
small group selected, it will distribute the remaining two members between
the first two groups.

7. Click on the Preview button to preview the results. The preview will not
show you the names of the members in groups, but it will show you how
many groups and members will be in each group.

Importing groups
The term importing groups may give you the impression that you will import students
into a group. The import groups button does not import students into groups. It

imports a text file that you can use to create groups. So, if you need to create a lot of
groups at once, you can use this feature to do this.

This needs to be done by a site administrator.

If you need to import students and put them into groups, use the upload students
feature described in the Adding student to a cohort in bulk - upload section. However,
instead of adding students to the cohort, you will add them to a course and group.
You perform this by specifying the course and group fields in the upload file, as
shown in the following code:

username, email, firstname, lastname, coursel, groupl, course2

moodler 1,billewilliamrice.net,Bill,Binky,historyl101,odds,sciencel0l
moodler 2,rose@williamrice.net,Rose,Krial,historyl01l,even,sciencel0l
moodler 3,jeffewilliamrice.net,Jeff,Marco,historyl01l,odds, sciencel0l
moodler 4,dave@williamrice.net,Dave,Gallo,historyl01l,even,sciencel0l

In this example, we have the minimum needed information to create new students.
These are as follows:

* The username

* The e-mail address

* The first name

¢ The last name
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We have also enrolled all the students in two courses: history101 and sciencel01.
In the history101 course, Bill Binky, and Jeff Marco are placed in a group
called odds. Rose Krial and Dave Gallo are placed in a group called even. In the
sciencel0l course, the students are not placed in any group.

Remember that this student upload doesn't happen on the Groups page. It happens
under Administration | Site Administration | Users | Upload users.

Summary

Cohorts and groups give you powerful tools to manage your students. Cohorts are a
useful tool to quickly enroll and unenroll large numbers of students. Groups enable
you to separate students who are in the same course and give teachers the ability to
quickly see only those students that they are responsible for.

In previous chapters, you saw how to add content and activities to your course. In
this chapter, you learned how to use some tools to manage students in your course.
In the next chapter, you will see how to extend your course using the functionality
of blocks.
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Extending Your Course
by Adding Blocks

Blocks add functionality to your site or your course. This chapter describes many of
Moodle's blocks, helps you decide which ones will meet your goals, and tells you
how to implement them.

A block usually displays information in a small area in one of the side columns. For
example, a block can display a calendar, the latest news, or the students enrolled in a
course. Think of a block as a small applet, or widget.

When configuring the site, you can choose to display, hide, and position blocks on
the site's front page. When configuring a course, you can also show/hide/position
blocks on the course's home page. The procedure is the same whether working on
the site's front page or a course's home page. The site's front page is essentially a
course. You can also give students permission to add blocks to their personal my
home page and to their profile page.

Many blocks are available to you in a standard Moodle installation. You can also
install additional blocks, available through http://moodle.org/plugins.

Configuring where a block appears

You can configure a block to appear on the course's home page, and on all the
resource and activity pages in the course. You can also configure a block to appear
on all the courses in a category.
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For example, in the following screenshot, the user is configuring the Upcoming
Events block in the Introduction to Environmental Science course:

» Infro Enviro Sci » Upcoming events » Configuration

Configuring a Upcoming events block

Where this block appears

Original block Course: Introduction to Environmental Science
location

Display on page | Any page M
types

Default region Right »
Default weight 2 v

On this page
Visible |veg v

Region |Right »
Weight |2 v

These settings work in combination to determine where a block appears. In some
places, some of these settings have no effect. Following is a list of the combinations
that you might find most useful.

When you add a block to a page, any display settings that you choose will affect the
block from that page on, down through the hierarchy of pages. For example, suppose
you add a block to the main page of a course, as the user is doing in the preceding
screenshot. Any display settings will affect the block on that page, and other pages
inside that course.

Because this block is being added to a course page, the block will not be displayed on
any pages outside of that course.
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If you want a block to appear on every page in your site, or on every occurrence of
a specific page type, then add the block to the front page of your site. When you do
that, under Block settings you will see choices for Page contexts:

Where this block appears
Original block Front page
lecation
Page contexts Display on the front page only v
Display on the front page o S
. Display on the front page and any pages added to the front page
Default region | Display throughout the entire site

Further down the page, you will see a setting that determines if the block is
displayed on this page (that is, on the front page):

On this page
Visible No ¥
Yest!

These settings can work together to produce the result that you want. For example,
if you are an administrator and want a block to appear on every page in your

site except for the front page, add the block to your front page. Choose Display
throughout entire site, and then for just the front page, set Visible to No.

You can also add a block to all the courses in a category. From the Site
administration menu, select Courses | Manage courses and categories. Then select
the category. Add the block to the category page. Then, under the settings for Where
this block appears, choose which pages in the category will display the block.
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Many Moodle themes now allow the user to move blocks to a special dock. This
dock collapses, saving space on the screen for the main Moodle content. In the next
screenshot, you can see that the user has docked the Search forums block, and is
about to dock the Navigation block:

--------

rooms

open. connected. surtoinabie

Index of all forums in this course

Installation help

(including upgrading and migration help) e

General help

If you're not sure where to post, use this forum!

In a responsive theme, the docked blocks will be displayed at the bottom of the page
on a small screen.

Now that you know how to configure where your blocks appear, let's look at how
you use some of the blocks available to you.

Standard blocks

Moodle gives you many standard blocks that you can add to your courses. Some of
the most useful ones are discussed in the following sections.
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The activities block

The Activities block lists all types of activities that are used in the course:

Activities -10

S Assignments
() Chats

? Choices

2 Feadback
2 Forums

5 Wilds

bt

If a type of activity is not used in the course, the link for that type is not presented.
The activity type is only shown if your course contains at least one instance of that
type. When a user clicks on the type of activity, all those kinds of activities for the

course are listed. In the following screenshot, the user clicked on Resources in the

Activities block and a list of the resources in the course is presented:

Topic Name Description
Topic Food, heat, lightning, wind, rain, ocean waves._ all are examples of energy flowing through the environment. In this
1 e The Flow of page, you will learn the basic terms and concepts you need to understand the flow of energy through the environment.
nergy
This page will:
Energy Flow
in Ecosystems « Describe three main laws of physics important to natural systems.

* Discuss the second laws of thermodynamics.
« Apply the second law to life processes and the environment.

/‘ . A diagram of the nitrogen cycle
Nitrogen
Cycle Diagram

'i. This video shows how energy flows from the Sun, to plants and animals, and through the movement of air and water
The Flow o acrass our planet. Running time is 7:07.

Energy in

Ecosystems

+  If this block is on the site's front page, clicking on a type
of activity gives a list for the activities on the front page
’ (not for the entire site).

[337]



Extending Your Course by Adding Blocks

The blog menu block

By default, every Moodle user has a personal blog on the site. Selecting this block, as
seen in the following screenshot, puts the blog menu into the sidebar of the course:

Bleg menu -0

Wiew all entries for this course
Wiew my entries about this
Course

Add an entry about this course

Yiew all of my entries
Add a new entry
Search

Notice that this block provides shortcuts to blog entries about the course. If blogging
is going to be a part of the course, include this block on the main page of the course.

The blog tags block

This block displays a list of the blog tags used site-wide. The tags are listed in an
alphabetical order. The more blog entries that use a tag, the larger that tag is:

Tags =

About Me africa Ajax
Biking Blended Learming E“.EIES
Moodle Brasil Computers

Conference cooking

Development

Elearning Educacidn

Education mgg English
Guinness Guitar Instructional
Design Internet K12 Linux

Mtc Macs Math MOOd lE
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The calendar block

Workshops, assignments, quizzes, and events appear on the Calendar:

=8

(=] CALENDAR
k]
S5un Mon Tue Wed Thu Fri

102 | 3 .4

=]
=
(=]
i

[

14 15 a:l} 17 18

Sat

(]

Wednesday, 16 April events

In the preceding screenshot, you can see that the user is pointing to an event that
begins on April 16, 2014. A popup window shows the name of the event. This event
was added to this course, so it is a course-wide event.

When the user clicks on one of the four links at the bottom of the Calendar, it

disables the display of that type of event.

When a deadline is added to an activity in the course, that will automatically be

added to the calendar.
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The comments block

The Comments block enables anyone with access to it, to leave and read comments.
The comments are all saved, so you can accumulate quite a long list of comments.

In the next screenshot, the user Studentl1 is logged in. Notice that Student1 can
delete his comment, but not the comment left by the course administrator:

Comments -0

(@ Student! AATest - 10 Apr,
18:44
This course rocks! X

g Admin User - 10 Apr, 18:45
Thanks, we worked hard on
it.

Save comment

Students can delete only their own comments. Of course, the teacher, manager, and
site administrator can delete anyone's comments.

Because all comments are saved, and the list can get long, you probably want

to limit the comment block to a single course. That is, you don't want to add a
comment site-wide, or to all the courses in a category. If you do, the block could
become crowded with comments (unless this is the effect that you want). The site
administrator can decide how many comments are displayed in comments blocks
from Site administration | Front page | Front page settings.

Consider adding a Comments block to an activity or a resource, and using the first
comment to encourage students to leave their feedback, as follows:

Comments -0

S Admin User - 10 Apr, 19018
Leave a comment about this
web page.

Save comment
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The course completion block

This block works with course completion tracking. For this block to function, you must
first set the criteria for completing the course and completion tracking must be enabled
at the site level. This is done under Course administration | Course completion.

When a student views this block, he/she sees the conditions for course completion
and the status of each condition. When a teacher views this block, (s)he sees a report
of the completion status for each student in the course.

Course/site summary

If you add this block to the front page of your site, it will display the front page
summary that is found under Site administration | Front Page Settings | Edit
settings. If you add it to a course page, it will display the course description that is
found under Course administration | Edit settings | Course summary.

The courses block

The courses block, like the Navigation block, displays the courses that the student is
enrolled in.

The feedback block

On the front page of your site, you can create a feedback activity. This feedback
activity can then be used in all or some of the courses on your site. This way, you
don't need to recreate the feedback activity for each course. And since the feedback
for each course uses the same questions, you can make meaningful comparisons
among the courses.

[341]



Extending Your Course by Adding Blocks

First, you add the feedback activity to the front page, and immediately hide it on
the front page. That is what we did in the following example. You can see that the
feedback activity is grayed out on the front page in the next screenshot:

“%’ % ¥ How did vou like the course? a

Site news

Add a new topic

(Mo news has heen posted yet)

Course categories

©

Under the Settings for the feedback activity, there is a setting to map the activity to
all or selected courses:

HOME [ SITE PAGES [ HOW DID YOU LIKE THE COURSE?

How did you like the course?

Edit questions Templates

This is a site-wide feedback that is available to all courses using the feedback block. You can howewer Uimit the courses to
which it will appear by mapping them. Search the course and map it to this feedback,

Search courses @

Mapped courses

= (course building) Essentials of Moodle Course Building

[342]




Chapter 13

You can see in the preceding example that this feedback activity has been mapped to
the course called Essentials of Moodle Course Building. When we go to that course
and add the feedback block, we see the following:

In short, the Feedback block gives the students access to a feedback activity that has
been added to the front page, and then mapped to the current course. That feedback
activity becomes an activity in the current course.

The HTML block

The HTML block creates a block in the sidebar that can hold any HTML (or any
web content) that you can put on a Web page. Most experienced Web users are
accustomed to the content in the sidebars being an addition to the main content of
a page. For example, we put menus and interesting links in the sidebars in most of
the blogging software. I suggest you keep with that standard. Use the HTML block
to hold content that is an interesting addition to the course, but not essential. For
example, you could put an annotated link to another site of interest.

When you edit an HTML block, Moodle gives the same full-featured Web page
editor that you get when adding a Web page to a course.

Think of an HTML block as a miniature Web page that you can put into the sidebar
of your course.

The latest news block

When you create a new course, by default it has a News forum. The Latest News
block displays the most recent postings from this forum.

Even if the forum is renamed, this block displays the postings. The number of
postings displayed in this block is determined in the course settings page, by the
field News items to show.

Recall that the front page of your site is another course. If the Latest News block is
displayed on the site's front page, it displays the latest postings from the site-wide
news forum, or site news.
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If you have set the news forum to e-mail students with new postings, you can be
reasonably sure that the students are getting the news, so you might not need to
display this block. However, if the news items are of interest to visitors not enrolled in
the course, or if the course allows guest access, you probably want to display this block.

The logged in user block

If a visitor is not logged in, Moodle displays small Login links in the upper-right
corner and bottom center of the page. However, the links are not very noticeable.
The Logged in user block is much more prominent. One advantage to the Logged in
user block over the small Login links is the block's greater visibility.

If you want the Login block to be displayed on every page of your site, set Page
context to Display throughout the entire site and Restrict to these page typesto*.

After the user logs in, this block displays information about the current user. The
information is taken from the user's profile. It also displays a logout link.

The messages block

The Messages block provides a shortcut to Moodle's Messages center. It displays the
latest messages received. This is a shortcut to the page you would reach by selecting
Administration | My profile | Messages.

The My latest badges block

This block displays the badges that the student has earned on your site. It can be
added to the front page, the user's My Home page, and to the main page of a course.
It probably makes the most sense when added to a user's My Home page.
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The My private files block

If the site administrator enables the repository for private files, then when the
user is selecting a file to be uploaded into a course (such as when submitting an
assignment), the user will be able to choose from files that only he/she can access.
These files are stored under My profile | My private files. Also, users can upload
files to their private files even when those files are not part of a course.

This block gives the user a shortcut to access his or her private files.

The online users block

The Online users block shows who is in the current course at the present time. If it
is on the site's front page, it shows who is on the site. When it is added to a course,
it can be a good way to lessen the isolation of e-learning. The block is updated every
few minutes.

The quiz results block

The Quiz results block is available only if there is a quiz in the course. It displays
the highest and/or lowest grades achieved on a quiz within a course. You can
anonymize the students' names in the block.

Quiz results -1
Outlining Quiz
The highest grade:
Student o
I AdTest 33%

You can add this block to your course multiple times. So, you could have a Quiz
results block for each quiz in the course.
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The random glossary entry block

Moodle's Random glossary block pulls entries from a selected glossary and displays
them in a block. It can pull entries from any glossary that is available from that
course. In the following screenshot, the glossary that the block is using is a class
directory, where each student is an entry in the glossary:

Below is a single-topic forum. The forum consists of one topic at the top of the page, and
everything else on that page are replies from the students. Readers can reply to the topic,
but not create new ones. This is useful if a teacher wants to be the only one who can post
examples of best work in a forum. The teacher can create a single-topic forum for each
piece of work. The students can see the work, and reply to it, but not create new topics.

If you take this approach, you need to decide how to organize your best-of forums. Do you
want them all in one place? If so, create a topic in your course just for the best-of forums.
Cr, do you want a best-of forum for each topic?

}é Best Animation

Random Glossary =
Entry

William Rice

3 | Keeping Discussions on Track O

One of the biggest challenges in using forums for an online class is keeping discussions
focused on the topic. This becomes even more difficult when you allow students to create
new topics in a forum. Moodle offers two tools that you can use to help keep discussions on
track: custom scales and splitting discussions.

Biography
I'm a software training
professional in New
York City. My indoor

Use a Custom Scale to Rate Relevance

The forum below uses a custom scale to rate the relevance of student postings. Teachers, hobbies include
admnistrators. and course creators can apply a rating to student postings. This rating writing books and
doesn't appear in the gradebook, so it's less intimidating than a grade. spending way too
}é Using a Custom Scale much time reading
Split Discussions slashdot.org. My
outdoor hobbies
The forum below contains the same three student postings as the forum above. However, include orienteering,
L thnse nostinns have heen solit intn two additional tonics Yoo mioht want to onen the rock climbing. and

Even though the name is Random glossary block, you can control the order in which
the entries are pulled from the glossary, and how often the block displays a new
entry. For example, in the preceding screenshot, the Random glossary block is set to
display each entry in order, and to change each day.

Here are some ideas for using the Random glossary block for something other
than a glossary:

* Highlights from the work that past students in this class submitted. If the
class is working on a long-term project, create a glossary that contains the
best work submitted by previous classes who completed that project. Display
the glossary while the current class is working on that project.

* Inspirational or informative quotes related to the field of study.
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* If you're teaching in a corporate setting, consider putting rules and
procedures into their own glossaries. You could create a separate glossary
for each type of rule or procedure. For example, a human resources policies
glossary, a purchase order glossary, and so on. Then, display random entries
from these glossaries in the appropriate courses.

* Create a glossary with past exam questions and their answers. Students can
use this as another resource to prepare for their exams.

* Funny anecdotes related to the field of study.
* Inspiring or amusing images and audio.

* Common mistakes and their corrections. For example, how to spot software
bugs, or common foreign language grammar errors.

The recent activity block

When the Recent activity block is added to the home page of a course, it lists all
the student and teacher activity in that course since the user's last login. The link
for a full report of recent activity displays a page that enables you to run reports
on course activity.

When added to the site's front page, it lists all the student and teacher activity on the
front page but not in the individual courses, since the user's last login. If someone

is logged in as a guest user, this block displays any activity since the last time that
guest logged in. If guest users are constantly coming to your site, this block may be
of limited use to them. One strategy is to omit this block from the site's front page

so that anonymous users don't see it, and add it only to courses that require users

to authenticate.

The remote RSS feeds block

When the Remote RSS feeds block is added to a course, the course creator chooses
or creates the RSS feeds to display in that block.
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The following example shows an RSS feed from an adventure racing site. This feed is
the result of the configuration that is shown in the following screenshot:

4 Adventure Racing Info | |-
4AR.info

Connemarathon 2006

Varhier Uitra run 2006

hth Slovenian Alpine Marathon
Hitmalayan 100 20086

Raid MontpelierYalencia 2006

A feed can be added by the site administrator, and then selected by the course
creator for use in an RSS block. Or, when the teacher adds the RSS block, he or she
can add a feed at that time. If Share feed is set to Yes, the new feed then becomes
available to all other teachers, for use in all other courses.

The search forums block

The Search Forums block provides a search function for forums. It does not search
other types of activities or resources. When this block is added to the site's Moodle
search forums front page, it searches only the forums on the front page.

Search Forums =

Advanced search(®

When it's added to the main page of a course, it searches only the forums in that
course. It searches post titles and content.

This block is different from the Search courses field that automatically appears
on the site's front page. The Search courses field searches course names and
descriptions, not forums.

Section links

The Topics block displays links to the numbered topics or weeks in a course.
Clicking on a link advances the page to that topic.
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The upcoming events block

The Upcoming Events block is an extension of the Calendar block. It gets event
information from your calendar. By default, the Upcoming Events block displays
10 events; the maximum is 20. It looks ahead a default of 21 days; the maximum

is 200. If there are more upcoming events than the maximum chosen for this block,
the most distant events will not be shown.

This block is helpful for reminding students of the tasks they need to complete in
the course.

Upcoming Events

1 Picnic
Wednesday, June 1 [1Z:00 Ph
-3 0500 Phd)

Go to calendar...
Mew Ewent...

Summary

When deciding which blocks to display, consider the comfort level of your students.
If they're experienced Web surfers, they may be comfortable with a full complement
of blocks displaying information about the course. Experienced Web surfers are
adept at ignoring information they don't need (when was the last time you paid
attention to a banner ad on the Web?). If your students are new computer users, they
may assume that the presence of a block means that it requires their attention or
interaction. And remember that you can turn blocks off and on, as needed.

In the next chapter, we will look at features that help teachers in managing their
courses, specifically grading and activity logs.
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Features for Teachers

Moodle offers several features that are of special interest to teachers. These focus
on determining how well your students are progressing through a course. Reports
and logs show you who has done what on your site, or in your course. And grades
not only tell you how well your students are scoring, but can also be curved and
weighted very easily.

In this chapter, we'll show you how to:

* View course logs and activity reports to determine what students have done
* View and categorize grades
* Apply extra credit and weighting

* Use a teachers-only forum

Logs and reports

Moodle keeps detailed logs of all the activities that users perform on your site. You
can use these logs to determine who has been active on your site, what they did, and
when they did it.

Some reports are available at the course level. Teachers can

access these reports. Other reports are available at the site level.
= You must be a site administrator to access these reports. Both are

covered in this chapter.

Moodle has a modest report viewing system built into it. However, for sophisticated
log analysis, you need to look outside Moodle.

To view the logs and reports for a course, you must be logged in as a teacher or a
manager. Then, select My courses | Name of course | Reports.
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You can use this page to display three different kinds of information. From the top to
bottom, they are as follows:

* Logs

* Livelogs

* Activity report

* Course participation

* Activity completion

e Statistics

Let's look at each one separately.

Viewing course logs

Notice that Moodle's display of the log files can be filtered by course, participant,
day, activity, and action. You can select a single value for any of these filters, as seen
in the following screenshot:

Psychology in Cinema v | Allgroups ¥ | All participants v Alldays v | All activities v
All actions ¥ | Educational level v Get these logs

Page: 12345678910 11 12 13 14 15 16 17 18 (Next)
Userfull  Affected

Time name user Event context Component Event name Description Origin  IP address
15 Barbara - Course. System Course viewed The user with id '56' viewed the course with id '62" web 103.224.36.2
Jan Gardner Psychology in

174 Cinema

15 Jeffrey - Course System Course viewed The user with id '13' viewed the course with id '62" web 68.195.111.69
Jan Sanders Psychology in

1741 Cinema

15 Barbara - Course. System Course viewed The user with id '56' viewed the course with id '62" web 103.224.36.2
Jan Gardner Psychology in

17:40 Cinema

You cannot select multiple values for any of these filters. That is, you cannot look at
the logs for two courses at the same time, four participants at the same time, or for
a few days at the same time. If you want a more sophisticated view of the logs, you
must use a tool other than Moodle's built-in log viewer.
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Fortunately, you can download the logs as text files and import them into another
tool, such as a spreadsheet. To download the logs, use the drop-down menu at the
bottom of the page, as seen in the following screenshot:

10 Admin - Course System Course viewed  The user with id '3' viewed the course with id '62' web 81.152.1.35
Nov. User Psychology in
12:40 Cinema
Download table data as| EXcel spreadsheet v| Download
Page: 12345678910 1112 13 14 15 16 17 18 (Next)

For example, you could use Excel's data menu to format, chart, and analyze the data.
A complete discussion of Excel's data functions is beyond the scope of this book, but
there are many sources of help for these functions.

The following figure is an example of a table created in Excel from imported data.
I've sorted the data by participant (Full name), so that at a glance, I can see which
users are the most active:

A | B [ ¢ | D | E |

| 1 |Course Time IP Address Full name Actian Infarmation
| 2 |FreePics 2007 February 24 19:34 82 27 63.16 LisaMarie Alexandria course view Free Wild Pictures
| 3 |FreePics 2007 January 16 19:43 82,27 7324 LisaMarie Alexandria course view Free Wild Pictures
| 4 |FreePics 2007 January 16 19:23 82 .27 73 24 LisaMarie Alexandria resource view Cornrmon Burdock in the Spring
| 5 |FreePics 2007 January 16 19:23 82 27 73. 24 LisaMarie Alexandria course view Free Wild Pictures
| 6 |FreePics 2007 January 16 19:23 8227 73. 24 LisaMarie Alexandria course enral Deer Habits
| 7 |Debris Huts 2007 February 18 16:43 86.136.132. Bradford Sorens COUFSE view Debris Huts
| 8 |Debris Huts 2007 February 13 16:43 86.136.132 | Bradford Sarens course enral Debris Huts
| 9 | Bow Drill 2007 February 18 16:43 86.136.132. Bradford Sorens COUrse view Bow Drill Firestarting
| 10 |Bow Drill 2007 February 18 16:43 86.136.132. Bradford Sorens course enrol Debris Huts
| 11 | Tracking Basic 2007 February 13 16:42 86.135.1532 | Bradfard Sarens user view all
| 12 |Tracking Basic 2007 Febroary 18 16:41 86.136.132.Bradford Sorens COUFSE view Tracking Basics
| 13 | Tracking Basic 2007 February 13 16:41 86.135.1532 | Bradford Sarens course enrol Debris Huts
| 14 Wyater's Edge 2007 February 18 16:40 86.136.132. Bradford Sorens course enrol Debris Huts
| 15 |Water's Edge 2007 February 18 16:40 86.136.132. Bradford Sorens COUFSE view By the Water's Edge
| 16 |FreePics 2007 February 13 16:31 86.136.132. Bradford Sarens COUrse view Free Wild Pictures
| 17 |FreePics 2007 February 13 16:31 86.136.132. Bradford Sarens resaurce view Wild Plant Pictures
| 18 |FreePics 2007 February 18 16:31 86.136.132. Bradford Sorens COUrSE view Free Wyild Pictures

19 |FreePics 2007 February 18 16:31 86.136.132. Bradford Sorens course enrol Debris Huts

Notice that the preceding table contains information from several courses. You can
see that in column A. There are two ways to get information from several courses
in the same place. First, you could run the report as an administrator, from the
administrative interface. This enables you to run a report for all the courses on the
site. Second, as a teacher, you could download the data from each course separately
and combine it in one Excel sheet or workbook.
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Viewing live logs

Live logs show what has happened in the current course, for the past hour:

Reports Live logs

Pause live updates

User
full
name

Affected

Time user

28 Barbara -
May. Gardner
04:06

20 Barbara -
May
04:06

Gardner

Event context

File

Osborne:Transference/Counter

transference in the Psycho-
analysis process

Book: Video resources

Component

Event
name

Description

The user with id '56'
viewed the ‘resource’
activity with course
module id 710

The user with id '56
viewed the chapter
with id “38" for the
book with course
module id 708"

Origin |P address

web

web

Use live logs if you want to observe the students as they use the course. For example,

you might monitor the course while students take a scheduled quiz.

Viewing activity reports

An activity report offers a user-friendly view of an activity in a single course. While
the logs show complete information, an activity report just shows the course items,
what was done in each item, and the time of the latest activity for that item. When
you first select Activity report from the menu, you are presented with a list of all the

activities in the course, as seen in the following screenshot:

Actwvity

Views  Related blog eniries Last access
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From this list, select the activity for which you want a report. You are taken to that
activity. In this example, the teacher selected Prior knowledge assessment, which
opened that activity. Then, the teacher can select View 11 responses in order to see

how the students participated in this activity:

Psych Cine Course welcome Prior Knowledge assessment

State your prior knowledge here

| have studied this subject in detail already

| am a complete beginner

Save my choice

| have a good warking knowledge of this subject
| have some knowledge of this subject but not much

View 11 responses

Notice that an activity report only acts as a link to the activities in a course. Once you
select an activity, you will use that activity's method for viewing a report.

The participation report
The participation report is especially useful for discovering which students need to
complete an activity, and sending them a reminder to complete it. In the following
example, the teacher is looking at the report for a feedback activity called Psychology
in Cinema Evaluation. The teacher wants to see who submitted their feedback for

the course:

3 Reperts Course participation
Activity module ~ Feedback: Psychoiogy in Cinema Evaluation
actions Al actions «  Go
Groups

All participants  »

Faedback Views
Feedback Posts

First name / Surname
Henry Ross
Scott Palmer
Anna Alexander
Select all Deselect all Select all 'No

With selected users,.

Choose @ oK

" Look back

All actions

Ne

No

No

Choose

" Show only

Manager

Select

" Show
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In this demonstration course, the teacher wants all the students to give their
feedback. So, the teacher will send a message to the students who have not
completed the activity. To do this, he/she selects the students and then, from
the With selected users... drop-down list, selects Send a message:

Activity module  Feedback: Psychology in Cinema Evaluation * Look back CNP9SE.. * showenty Manager
actiens | Allactions +  Go

Groups

All participants =

Feedback Views
Feednack Posts

First pame | Surname . All actions Select

Heanry Ross Ne o

Scott Paimer No !

Anna Alexander No W
Select all Deselect all Select all 'No'

With selected users...

Send amessage » (3 OHy

* Show

This takes the teacher to a page where he/she can create and send the message. The

message will be sent to the students' e-mail addresses, and also be stored in their

Moodle messages.

Viewing the activity report
If the course has activity tracking enabled, you can view a report showing the
completion status of the activities in the course:

BHIJKLMNOPQRSTUVYVWXYZ

Surname: All HIJKLMNOPQRSTUVWXIYZ

>
2z
£ |8 -a“
E 8
g8 = E
P2 2
1]
2 5 & g 3
w o oW -} = 2 1]
> @ o I~ & E |4
o [ |8 =8 =
2 'p 8|5 |3 /8|2 B
7 e % a4 =
- o = | | e | P | B g
g o & 5 & a F T b
£ § 8 § o £ 2 ¢ &
i = a = =
Eldlg2|f T 3 &5
g2 | a |k R w R |8 |
E v i

Frances Banks francesbanks231@example.com @i

Mark Ellis markellis267 @example.com M 1 0

Brian Franklin brianfrankli228@example.com 0 & ]
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Note that you can show activity for just one group, or for all the students in the

course. Also, this report shows only those activities whose completion status is
being tracked.

Viewing grades

To access grades, select the course the grades of which you want to see, and then

select Grade administration | Grader Report. This displays a summary of the
grades for that course:

= Grade administration Gradar report Turm editing o
Grader report
Visible groups Al participants  »
All ma __..;.-_.-_,.-.... 14 /44
First name :
AHABCDEFGHIJKLMNOPQRSTUVWXYZ
Sumame
ANIABCDEFGHIJKLMNOPQRSTUVWXYZ
Psychology in Cinema =
Analysis =
Sumame = First name Emall addrass From Concept to Reality: ... 2 # Course discussion 3 4\ Analysis tolal 3
n Frances Banks »# francesbanks231@example.com - - -
ﬂr-.'ari- Ellis m » markellis267@example.com 55.00 - 55.00
a Brian Franklin m ~ brianfrankii228@example.com = = ™
& Barbara Gardnar m # berbaragardner249@example.com

Notice in the preceding screenshot that some students have not completed the first
assignment in this course, From Concept to Reality.... Also, notice the Turn editing
on button in the upper-right corner of the page. The teacher can use that to override

the grades being displayed by entering new ones. When the teacher clicks on that
button, the grades on this page become editable.
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In our example course, the teacher wants to investigate the lack of grades for the
assignment From Concept to Reality.... So he/she will click on the name of the
assignment, which takes the teacher out of the Grader report and into the assignment
itself. In the following screenshot, notice that the navigation bar at the top of the page
now shows that we are viewing the assignment:

E Analysis From Concept to Reality: Trauma and Film

'The screening of trauma transcends the narrative content of film, embedding itself in the 'hody' of the film.’ Discuss.
A sample essay answer has been attached as an additional file below.

ExampleEssay.pdf
Export to portfolio

Participants 11

Submitted 6

Needs grading 1

Due date Tuesday, 12 August 2014, 12:00 AM

Time remaining Assignment is due

View/grade all submissions

The Grader report is the teacher's starting point for examining the grades in a course.
It also enables the teacher to enter updated grades. From there, you can click into
individual activities and investigate or modify the grades.

Categorizing grades

Each of the graded activities can be put into a category. Note that you put activities
into categories, not students. If you want to categorize students, put them into groups.
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Viewing grade categories

Categorizing the graded activities in a course enables you to quickly see how your
students are doing with various kinds of activities. If you do not assign an activity

to a category, it will then belong to the category Uncategorised, by default. The next
screenshot shows a course that uses the categories Quizzes and Non-quizzes. These
were created by the teacher in order to compare the students' performance in tests on
other activities, because he/she was concerned that some student may have test anxiety.

Basic Botany in Plain Language =
Quizzes ~ Non-guizzes *
Surname 4 First name Terminulugy Test I DLifecyl:le Test I X Category total I X Category total I X Course total I
Student! AATest [

8.00 10.00 90.00 93.64 91.82

Student? AATest B

Studentd AATest [

@
@
® Studentd AATest [
@

Overall average 8.00 10.00 90.00 93.64 91.82

Notice that in the category labeled Quizzes, the grades are displayed for two
quizzes, that is, Terminology Test and Lifecycle Test. The page also displays
the Category total for Quizzes.

In the category labeled Non-quizzes, it displays only the Category total. Grades
for individual activities under Non-quizzes are not displayed. If the user clicks
on the + sign located next to Non-quizzes, the individual grades in that category
will be revealed.

In this example, the teacher can see that the scores of Studentl in the quizzes are
consistent with his/her scores in the non-quiz activities. Categorizing the activities
made it easy to see the comparison.

Creating grade categories

Categories are created and items are moved into categories, in the same window.
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To create a grade category

1. Select Administration | Grade administration | Setup | Categories
and items.

2. At the bottom of the page, click on the Add category button. The Edit
category page is displayed.

3. Fill out the page and save your changes.

To assign an item to a grade category:
1. Select Settings | Grade administration | Categories and items.

2. Select the item(s) that you want to assign to the category.

3. From the drop-down menu at the bottom of the page, select the category to
which you want to move the item(s):

Save Changesl

Move selected items to | Choose. .. j

Choose. ..
Basic Botany in Plain Language

Mon-quizzes

4. Click on the Save changes button.

The most important point here is to determine what kind of question you want

to answer when you examine student grades, and create categories that enable

you to answer that question. For example, How do my students do on quizzes versus
more interactive activities, like workshops and forums? To answer that question, create

a category just for quizzes, and you can answer that question just by viewing the
grades. Or, How do my students do on offline activities versus online activities? To answer
that question, create online and offline grading categories.

M Remember, these categories are not written in stone. If your
Q needs change, you can always create and assign new grading
categories as needed.
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Using extra credit

When using the simple weighted method of calculating the final grades, you can
designate any activity as extra credit. When an item is extra credit, its points are
not added to the total possible points for the category.

First, navigate to Grade administration | Setup | Categories and items. From there,
select the extra credit item for editing:

Categories and items v
Name Max grade Actions
Edit~
Edit~
From Concept to Reality: Trauma and Film 100.00 Edit~
Course discussion Excellent point (3) Edit~
Analysis total 100.00 Edit
Simple weighted mean of grades. M{’j
Hide

Once you are in the editing page for the item, you can designate it as extra credit just
by clicking on the check box labeled Extra credit.

You can also create a category just for extra credit activities. Or, you can use the extra
credit setting on selected activities. Both approaches will work.
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Weighting a category

You can, and probably should, assign a weight to a grade category. By default,
a weight of 100 max grade, is applied to every category. That means that each
category contributes equally to the course total. In the following screenshot,
you can see that the Collaborative and Individual categories are assigned

a weight of 100. The Analysis category has a weight of 200 max grade:

Name Max grade Actions
Edit~
Edit~
= - Edit
From Concept to Reality: Trauma and Film 100.00
settin™y
Course discussion Excellent point (3) Delete
Analysis total 200.00 Hide

Simple weighted mean of grades
Edit~
Group Project 100.00 Edit~

Collaborative total 100.00 Edit~
Simple weighted mean of grades

Edit~

" Factual recall test 10.00 Edit~
Dissertation: Fight club 100.00 Edit~
Dissertation: A Beautiful Mind 100.00 Edit~
Dissertation: Spider 100.00 Edit~
F2F Session Outstanding (4) + Edit~
Class presentation 100.00 Edit~
Reflective journal 10.00 Edit~
Commitment Full (3) Edit~
Participation Full (3) Edit~

Individual total 100.00 s iz urllie

The weight for the category is set by selecting Edit settings for that category. On the
Edit settings page, you can enter the total number of points possible for the category.
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No matter what numbers you enter for category totals, you can enter any number
for the course total. The category totals will contribute proportionately to the
course total. For example, suppose two grade categories are worth 4 and 6 points,
respectively. The course total is 20 points. The final grade of one category would
be worth 40 percent of the course total (8 points), and the final grade of the other
category would be worth 60 percent (12 points) of the course total.

Compensating for a difficult category

You might want to add extra points to everyone's grade in order to compensate for
an especially difficult assignment. The easiest way to add extra points to everyone's
grade for that specific assignment is to add an extra grade item to a category, and
then give everyone points for that item.

In the following screenshot, you can see that the teacher has added a grade item
worth 2 points to the category Quizzes, and designated it as Extra credit.

At the bottom of the Categories and items page, click on the Add grade item button.
This brings you to a page where you can create an item that has the sole purpose of
holding a grade in the gradebook.

When you add a grade item instead of an activity, you must enter the grade for the
students manually. This is because there is no activity in Moodle for the students to
perform, so Moodle cannot calculate a grade for the students.

To add grades to the grade item, go to Course administration | Grades | Grader
report. On this page, for the extra credit item, select the edit icon:

Extra Credit Course total

7417

o
o

o
o
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This brings you to a page where you can manually enter a grade for each student, or,
you can update the grade for all the students at once, as the teacher is about to do in
the following screenshot:

First name (Alternate name) Surname Range Grade Feedback
L2 ‘ Frances Banks 0.00 -100.00
£ H ki 0.00 - 100.00
£ l Brian Franklin 0.00 -100.00
£ ‘@? Barbara Gardner 0.00-100.00
L2 &1 Amanda Hamilton 0.00 -100.00

£ 'E George Lopez 0.00-100.00

£ Anthony Ramirez 0.00-100.00

0.00 - 100.00

Donna Taylor

£ m Joshua Knight 0.00-100.00

£ ! Brenda Vasquez 0.00-100.00

£ m Gary Vasquez 0.00-100.00

| Perform bulk insert
For| Empty grades ¥ Insertvalue 100

Update%
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Summary

Whether in a classroom or online, managing a successful course requires two-way
communication between the teacher and students. Constantly monitoring the course
logs and grades gives you an early indication that a class may need a mid-course
correction. You can use questions, surveys, and chats to discover specific problems
and challenges that the students are facing. After bringing the course back on track,
custom grading scales, extra credit, and curves can help you equalize the grades.
When teaching online, make a habit of checking the logs and grades often.

Now that you have worked your way through this entire book, you have a basic
toolset for creating, delivering, and managing a successful online course in Moodle.
But you don't need to do it alone! When you need help with Moodle, there are many
good resources.

First, the Moodle community at http://moodle.org is an excellent resource.
The forums contain much accumulated wisdom.

Second, you are welcome to visit my site at http://williamrice.comand click over
to my blog for longer how-to articles about Moodle. Leave comments and join the
conversation. Also, feel free to contact me via the e-mail address on the front page of
my site.

Third, check out other Moodle books by Packt Publishing. They deal with specific
topics in more detail, such as Moodle security, administration, and using Moodle
in a corporate environment.

Thank you for taking a journey through Moodle with me, and I look forward to
seeing you online with the rest of the Moodle community.
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