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1

Getting Started
Chapter Objectives
By the end of this chapter you should be able to:






1.1

Log into Moodle from your address (URL) bar on your web browser and from the TC
homepage
Locate your Master Course as well as your current semester courses
Become familiar with your course homepage layout and blocks
Identify the many Moodle icons used within the course page
Prepare an organizational outline for your specific course

Logging Into Moodle
There are two methods that enable you to access the Texarkana College Online
Classrooms within Moodle.
The first is by opening your web browser and typing in the URL to the Moodle site in the
address bar and click the enter key on your keyboard . The URL is
https://tconline.texarkanacollege.edu .

Moodle developers recommend using Firefox to access the site. In the past, some of the other
browsers have caused issues. I always recommend to students that they use Firefox, even
though the newer updates in Moodle seem to work just fine with Internet Explorer, Chrome,
Safari, and other browsers. This should take you to the Moodle homepage.
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You can access the TConline (Moodle) homepage from the TC homepage as well. Just
click on the “TConline LMS” tab at the top of the page.

Once you are on the TConline home page, you will need to log in by clicking on the (Log
in) link at the top right of the page. It is located in the blue bar.

Log in using your TC username and password. Your page should look similar to this
one.
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1.2

Finding Your Courses
Once you are logged in, you need to find your Master Course. This is the course you will be
building your online class in. Under the navigation block, click on the “My courses” link.

A list of all your courses will show up. The courses you have for the current
semester will be listed in blue. Your Master class as well as classes from
previous semesters will be listed in grey. You may have to click on the (Show all courses)
link at the bottom of the list to find the course you are looking for.
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Once you have found your master class, click on it.

A blank shell for your class will appear. This is where you will create and manage your
class.
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1.3

Course Homepage Layout and Blocks
The image below is an example of a basic course layout in Moodle.

A. This series of links is called a breadcrumb trail. Click on a link in the breadcrumb trail to
navigate through the course and to visit specific points in the course.
B. This button is the Turn Editing On/Turn Editing Off button.
C. This banner area is common to every course in Moodle. Use this space to post important
documents and items, like your course syllabus, the News Forum, an Ask a Question forum,
a course banner/image, and other general course information
D. A blank course is formatted by topics. Each topic receives a separate block, designated by a
topic number. This format can be changed (see the Course Settings section for more details).
E. The Navigation Block allows you to go directly to other parts of Moodle.
F. The Administration Block contains important tools to facilitate the course. Use the
Administration block to change course settings, access the grade book for the course, and to
backup and restore your course.
G. This column contains different blocks that you might wish to use in your class. These will be
discussed in a later chapter.
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1.4

Moodle Icons
Moodle utilizes icons to distinguish certain functions. You will see the following icons
within your course. These icons indicate different activities and resources.

Activity Icons

The assignment activity module enables a teacher to communicate tasks, collect work and
provide grades and feedback.
Students can submit any digital content (files), such as word-processed documents,
spreadsheets, images, or audio and video clips. Alternatively, or in addition, the
assignment may require students to type text directly into the text editor. An assignment can
also be used to remind students of 'real-world' assignments they need to complete offline,
such as art work, and thus not require any digital content. Students can submit work
individually or as a member of a group.
When reviewing assignments, teachers can leave feedback comments and upload files,
such as marked-up student submissions, documents with comments or spoken audio
feedback. Assignments can be graded using a numerical or custom scale or an advanced
grading method such as a rubric. Final grades are recorded in the gradebook.

The chat activity module enables participants to have text-based, real-time synchronous
discussions.
The chat may be a one-time activity or it may be repeated at the same time each day or
each week. Chat sessions are saved and can be made available for everyone to view or
restricted to users with the capability to view chat session logs.
Chats are especially useful when the group chatting is not able to meet face-to-face, such as





Regular meetings of students participating in online courses to enable them to share
experiences with others in the same course but in a different location
A student temporarily unable to attend in person chatting with their teacher to catch up
with work
Students out on work experience getting together to discuss their experiences with each
other and their teacher
Younger children using chat at home in the evenings as a controlled (monitored)
introduction to the world of social networking
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A question and answer session with an invited speaker in a different location
Sessions to help students prepare for tests where the teacher, or other students, would
pose sample questions

The choice activity module enables a teacher to ask a single question and offer a selection
of possible responses.
Choice results may be published after students have answered, after a certain date, or not at
all. Results may be published with student names or anonymously.
A choice activity may be used




As a quick poll to stimulate thinking about a topic
To quickly test students' understanding
To facilitate student decision-making, for example allowing students to vote on a
direction for the course

The feedback activity module enables a teacher to create a custom survey for collecting
feedback from participants using a variety of question types including multiple choice,
yes/no or text input.
Feedback responses may be anonymous if desired, and results may be shown to all
participants or restricted to teachers only. Any feedback activities on the site front page may
also be completed by non-logged-in users.
Feedback activities may be used





For course evaluations, helping improve the content for later participants
To enable participants to sign up for course modules, events etc.
For guest surveys of course choices, school policies etc.
For anti-bullying surveys in which students can report incidents anonymously

The forum activity module enables participants to have asynchronous discussions i.e.
discussions that take place over an extended period of time.
There are several forum types to choose from, such as a standard forum where anyone can
start a new discussion at any time; a forum where each student can post exactly one
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discussion; or a question and answer forum where students must first post before being able
to view other students' posts. A teacher can allow files to be attached to forum posts.
Attached images are displayed in the forum post.
Participants can subscribe to a forum to receive notifications of new forum posts. A teacher
can set the subscription mode to optional, forced or auto, or prevent subscription completely.
If required, students can be blocked from posting more than a given number of posts in a
given time period; this can prevent individuals from dominating discussions.
Forum posts can be rated by teachers or students (peer evaluation). Ratings can be
aggregated to form a final grade which is recorded in the gradebook.
Forums have many uses, such as









A social space for students to get to know each other
For course announcements (using a news forum with forced subscription)
For discussing course content or reading materials
For continuing online an issue raised previously in a face-to-face session
For teacher-only discussions (using a hidden forum)
A help center where tutors and students can give advice
A one-on-one support area for private student-teacher communications (using a
forum with separate groups and with one student per group)
For extension activities, for example ‘brain teasers’ for students to ponder and
suggest solutions to

The glossary activity module enables participants to create and maintain a list of definitions,
like a dictionary, or to collect and organize resources or information.
A teacher can allow files to be attached to glossary entries. Attached images are displayed in
the entry. Entries can be searched or browsed alphabetically or by category, date or author.
Entries can be approved by default or require approval by a teacher before they are viewable
by everyone.
If the glossary auto-linking filter is enabled, entries will be automatically linked where the
concept words and/or phrases appear within the course.
A teacher can allow comments on entries. Entries can also be rated by teachers or students
(peer evaluation). Ratings can be aggregated to form a final grade which is recorded in the
gradebook.
Glossaries have many uses, such as


A collaborative bank of key terms
10






A ‘getting to know you’ space where new students add their name and personal
details
A ‘handy tips’ resource of best practice in a practical subject
A sharing area of useful videos, images or sound files
A revision resource of facts to remember

The HotPot module allows teachers to distribute interactive learning materials to their
students via Moodle and view reports on the students' responses and results. .
A single HotPot activity consists of an optional entry page, a single elearning exercise, and
an optional exit page. The elearning exercise may be a static web page or an interactive web
page which offers students text, audio and visual prompts and records their responses. The
elearning exercise is created on the teacher's computer using authoring software and then
uploaded to Moodle.
A HotPot activity can handle exercises created with the following authoring software:






Hot Potatoes (version 6)
Qedoc
Xerte
iSpring
any HTML editor

The journal activity enables teachers to obtain students feedback about a specific topic

The lesson activity module enables a teacher to deliver content and/or practice activities in
interesting and flexible ways. A teacher can use the lesson to create a linear set of content
pages or instructional activities that offer a variety of paths or options for the learner. In
either case, teachers can choose to increase engagement and ensure understanding by
including a variety of questions, such as multiple choice, matching and short answer.
Depending on the student's choice of answer and how the teacher develops the lesson,
students may progress to the next page, be taken back to a previous page or redirected down
a different path entirely.
A lesson may be graded, with the grade recorded in the gradebook.
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Lessons may be used




For self-directed learning of a new topic
For scenarios or simulations/decision-making exercises
For differentiated revision, with different sets of revision questions depending upon
answers given to initial questions

The quiz activity enables a teacher to create quizzes comprising questions of various types,
including multiple choice, matching, short-answer and numerical.
The teacher can allow the quiz to be attempted multiple times, with the questions shuffled or
randomly selected from the question bank. A time limit may be set.
Each attempt is marked automatically, with the exception of essay questions, and the grade is
recorded in the gradebook.
The teacher can choose when and if hints, feedback and correct answers are shown to
students.
Quizzes may be used






As course exams
As mini tests for reading assignments or at the end of a topic
As exam practice using questions from past exams
To deliver immediate feedback about performance
For self-assessment

The survey activity module provides a number of verified survey instruments that have been
found useful in assessing and stimulating learning in online environments. A teacher can use
these to gather data from their students that will help them learn about their class and reflect
on their own teaching.
Note that these survey tools are pre-populated with questions. Teachers who wish to create
their own survey should use the feedback activity module.
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The wiki activity module enables participants to add and edit a collection of web pages. A
wiki can be collaborative, with everyone being able to edit it, or individual, where everyone
has their own wiki which only they can edit.
A history of previous versions of each page in the wiki is kept, listing the edits made by each
participant.
Wikis have many uses, such as






For group lecture notes or study guides
For members of a faculty to plan a scheme of work or meeting agenda together
For students to collaboratively author an online book, creating content on a topic set
by their tutor
For collaborative storytelling or poetry creation, where each participant writes a line
or verse
As a personal journal for examination notes or revision (using an individual wiki)

Resource Icons

The book module enables a teacher to create a multi-page resource in a book-like format,
with chapters and subchapters. Books can contain media files as well as text and are useful
for displaying lengthy passages of information which can be broken down into sections.
A book may be used




To display reading material for individual modules of study
As a staff departmental handbook
As a showcase portfolio of student work

The file module enables a teacher to provide a file as a course resource. Where possible, the
file will be displayed within the course interface; otherwise students will be prompted to
download it. The file may include supporting files, for example an HTML page may have
embedded images or Flash objects.
Note that students need to have the appropriate software on their computers in order to open
the file.
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A file may be used




To share presentations given in class
To include a mini website as a course resource
To provide draft files of certain software programs (eg Photoshop .psd) so students
can edit and submit them for assessment

The folder module enables a teacher to display a number of related files inside a single
folder, reducing scrolling on the course page. A zipped folder may be uploaded and unzipped
for display, or an empty folder created and files uploaded into it.
A folder may be used



For a series of files on one topic, for example a set of past examination papers in pdf
format or a collection of image files for use in student projects
To provide a shared uploading space for teachers on the course page (keeping the
folder hidden so that only teachers can see it)

An IMS content package is a collection of files which are packaged according to an agreed
standard so they can be reused in different systems. The IMS content package module
enables such content packages to be uploaded as a zip file and added to a course as a
resource.
Content is usually displayed over several pages, with navigation between the pages. There
are various options for displaying content in a pop-up window, with a navigation menu or
buttons etc.
An IMS content package may be used for presenting multimedia content and animations.

The label module enables text and multimedia to be inserted into the course page in between
links to other resources and activities. Labels are very versatile and can help to improve the
appearance of a course if used thoughtfully.
Labels may be used




To split up a long list of activities with a subheading or an image
To display an embedded sound file or video directly on the course page
To add a short description to a course section
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The page module enables a teacher to create a web page resource using the text editor. A
page can display text, images, sound, video, web links and embedded code, such as Google
maps.
Advantages of using the page module rather than the file module include the resource being
more accessible (for example to users of mobile devices) and easier to update.
For large amounts of content, it's recommended that a book is used rather than a page.
A page may be used



To present the terms and conditions of a course or a summary of the course syllabus
To embed several videos or sound files together with some explanatory text

The URL module enables a teacher to provide a web link as a course resource. Anything that
is freely available online, such as documents or images, can be linked to; the URL doesn’t
have to be the home page of a website. The URL of a particular web page may be copied and
pasted or a teacher can use the file picker and choose a link from a repository such as Flickr,
YouTube or Wikimedia (depending upon which repositories are enabled for the site).
There are a number of display options for the URL, such as embedded or opening in a new
window and advanced options for passing information, such as a student's name, to the URL
if required.
Note that URLs can also be added to any other resource or activity type through the text
editor.

1.6

How to Organize Your Course
To begin to organize your course you need to:





Plan
Create Course Components Offline
Build Your Course in Moodle
Begin Your Course Slowly

Planning
Simple Planning Steps



Define the learning objectives
Ask yourself the important questions
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Layout objectives in the course

Plan Before You Start:
Organization is one of the most important aspects of course design. You should always
begin the process of developing an online class on paper first. Create a skeleton outline
first, then fill in all areas during the development process.
Define learning objectives for your course.
Perhaps you’re developing an online version of a pre-existing classroom course, one that
already has a set of learning objectives. In that case, take a look at those teaching points
and make sure that they seem complete.

Important questions to ask yourself:
1. What do you want your students to understand upon successful completion of
your course?
2. What tasks do you want your students to be able to accomplish upon successful
completion of your course?
Each appropriate answer to these two questions is a learning objective.

Learning objectives layout:
Learning objectives are best arranged in outline form, grouped by lesson topic or subject.
Each outline entry is a sentence that begins, “the student will understand…” or, “the
student will be able to…” qualifying information may be entered under any necessary
teaching points, according to outline style.

Planning Areas:





Lecture
Classroom Questions
Text Readings
Tasks
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Plan Your Weekly Lessons:
Lecture – ask yourself “If I were teaching this in the classroom, what would I say to my
class that’s not in the textbook?” This will help you decide what to include in your lecture
notes. They may include text, graphics, or documents.
Classroom Questions – think about putting the best of these discussion questions into
your discussion board, grouped by module or week. You’ll want all of these to be healthy,
“meaty” questions, designed to stimulate interesting, thoughtful discussion and debate.
Keep in mind that you’ll be able to enter the discussion periodically, steering it as you see
fit, to best illustrate your teaching points.
Text Readings – what do you want your students to read from the textbook? At what
point?
Tasks – what tasks (assignments) do you want your students to perform? How will you
verify that they have completed them? How will their performance be evaluated?
Create Course Components Offline
Save Your Instruction Materials:





Save course components on your hard drive, and organize them into folders that
correspond to the structure you will use in the online course. Then you can just
copy and paste them into Moodle.
Do not rely on Moodle as a permanent content storage system. Develop your work
using Word, save it to your hard drive and then copy and paste it into Moodle.
This should always be the final step in the process. It’s very tempting to build
your course in Moodle as it’s being created, but in the long run, you’re much better
off if you’ve finished planning first.

Build your Course in Moodle
Add your course content. Before starting, edit the label of every week/section in Moodle
to add a title to that section. This will help you keep track of where to put items. Decide
how to structure your material in Moodle. Remember to use the different sections provided
to help you organize your content. Once you decide how to structure you material, you
can add it via copy and paste directly from Word, or you can link the files in. Whenever
possible it is recommended that you copy and paste the information. If you link your files
in, the student must have the correct program on their computer to open the file. This can
be a problem in some cases. Remember that in Moodle everything a student needs for that
week or lesson should be IN that week or section of the course. Don't make them jump
around. Put everything they need together right in the section they're working in.
Proofread your course content! This is very important. The primary method of
communication with an online course is the written (or typed) word. Misspelled words,
improper grammar, or problems with formatting of documents will not sit well with
students.
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Suggested Uses for Course Content Areas
News Forum:
The News Forum can be very useful. By default all students are subscribed to it. This is a
quick way to alert students to new or important information. News forum posts should be
short and to the point. If you need to use more than one or two sentences, post the
information in another area of the course and direct them there. Remind them of deadlines,
let them know about happenings on campus. Think of the news forum as the place to “tell”
your internet students the type of things you might tell your onsite students the first few
minutes of class.
Section/Topic 0:
This area is at the very top of the course and easily accessible to students. It should
contain information about your course such as the syllabus, policies, icebreaker and first
assignment.

Begin Your Class Slowly
Go easy during the first week of class
Many students will be experiencing the online course environment for the first time. They
will need a little time to grow comfortable navigating the Moodle environment. Don’t
overload the first week with content- heavy assignments; instead give them an easy
icebreaker assignment that allows them to become comfortable with the Moodle learning
environment.
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Chapter
2

HOW TO SET UP YOUR COURSE







Manage Course Settings
Adding Content to the Banner Area
Changing Topic Labels
Adding Activities or Resources
Switching the Teacher Role
Adding and Deleting Blocks
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2

How to Set Up Your Course
Chapter Objectives
By the end of this chapter you should be able to:







2.1

Manage course settings for your course
Add content to the Banner area
Change Topic labels
Demonstrate the process of adding Activities and/or Resources to your course page
Switching your role within the class
Add and delete blocks within the far right column of your course page.

Edit Course Settings:
At the left side of your course under the “Administration”
block, click on Edit Settings.
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The Edit course settings page comes up with the General tab open and the rest of the
tabs closed. To open or close a section, just click the arrow in front of the heading.

General:
Do not change the Course full
name, Course short name,
Course category, or Course
ID number. Those will be
populated from Jenzabar and
if you change them the course
will not show up when
students go to view it. The
course summary should be
populated automatically. If
not, just copy and paste the
course description from the
TC Catalog/Student
Handbook.
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The Visible box has two choices: Show and Hide. The default is hide. It is the instructor’s
responsibility to change this setting to Show sometime during the weekend before the
semester begins.
The Course start date should be set to the beginning date of the current semester if you are
using the Topics format. If you are using the Weekly format, you should use whatever date
the Sunday date for the beginning of the week that classes start.

Course Format

Here you will see Topics format, which is the default format. If you click the down arrow,
you will see the other three formats: Single activity format, Social format and Weekly
format. If you choose “Weekly format,” make sure your Course Start and End Date are
correct – so it will populate the weeks correctly.
4 Different Course Formats:
1) Topics format does not require you to have a different week for each topic in your
course.
2) Weekly format works well if you want your entire class to move through the course at the
same time.
3) Social format lets you organize the course around one main forum in which participants
can add a discussion and reply to a discussion.
4) Single activity format - For displaying a single activity or resource (such as a Quiz or
SCORM package) on the course page.
Number of sections: You can choose how many Topic or Week blocks show up by
adjusting this number.
Hidden sections: This setting determines whether hidden sections are displayed to students
in collapsed form (perhaps for a course in weekly format to indicate holidays) or are
completely hidden.
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Course layout: This setting determines whether the whole course is displayed on one page
or split over several pages.

Appearance




Force language: Do not change. It should be set to English – United States (en_us).
News Items to show: This setting determines how many recent items appear in the
latest news block on the course page. If set to "0 news items" then the latest news
block will not be displayed.
 Show gradebook to students: Many activities in the course allow grades to be set.
This setting determines whether a student can view a list of all their grades for the
course via a grades link in the course administration block. You probably want this
setting to be Yes.
 Show activity reports: Activity reports are available for each participant that show
their activity in the course. As well as listings of their contributions, such as forum
posts or assignment submissions, these reports also include access logs. This setting
determines whether a student can view their own activity reports via their profile
page. You want this to be set at Yes.

Files and uploads
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These should be left as is. They are limited by the site-wide setting set by an
administrator.
Completion tracking

If enabled, activity completion conditions may be set in the activity settings
and/or course completion conditions may be set.

Guest access

If you want the course to be visible only to your students you would change the Yes
to No. If you want to allow guest access to the course to be restricted to only those
who know the password, then leave the Yes in place and then type in a password that
you would give to those you want to allow to enter as guests. Guests will be required
to supply the password each time they access the course.
Groups
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Group Mode: This setting has 3 options:




No groups - There are no sub groups, everyone is part of one big community
Separate groups - Each group member can only see their own group, others
are invisible
Visible groups - Each group member works in their own group, but can also
see other groups

The group mode defined at course level is the default mode for all activities
within the course. Each activity that supports groups can also define its own
group mode, though if the group mode is forced at course level, the group mode
setting for each activity is ignored.
Force group mode: If group mode is forced, then the course group mode is applied
to every activity in the course. Group mode settings in each activity are then ignored .
Role renaming
Do not change any of the roles. They are controlled by the site administrator

2.2

Adding Content to the Banner Area
First Turn Editing On by clicking the
button in the upper right corner. It is also
located under the Administration block under Course Administration.
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Now you can add, delete and make changes to your Moodle course. You will be adding
information to the larger left column on your course page.

Banner Area
We first want to add information to the banner area. This is the top block right above the
Topic 1/Week 1 area of your page. You will use this space to post important documents and
items, like a welcome message, your course syllabus, News Forum, and Ask a Question
forum, a Course banner/image, and other general course information.
Adding a Course Banner: Click on the Edit Summary gear.

Leave the Section name blank with the check mark in the Use default section name. You
will add your course name and any other information in the Summary box. You can show
more editing tools in the editor by clicking on the Toolbar toggle.
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Heading 3 is a good size font to use for your banner. Here I have just give the title and
semester for a course. I have also changed the text color to black. This is a very robust editor
and an in-depth look at it will be covered in another lesson. Click the Save changes button at
the bottom of the page.

After saving the changes appear on the course page:
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2.3

Changing Topic Labels
Click on the edit gear
default section name.

below the Topic #. Next, uncheck the box in front of Use

It is now possible to type text in the Section name box. In this example, I typed in the name
of a particular unit. Click Save changes when finished.

Now instead of Topic 1 it says Unit 1: The Constitution.

28

2.4

Adding an Activity or Resource (general information)
Make sure the Editing button is turned on.

Click on the +Add an
activity or resource link
within the block you
want to add an
activity/resource in.

The Add an activity or resource box will appear.
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Adding specific activities or resources will be covered in a different chapter. All are added
the same way. The only difference is how each activity or resource is set up when you add
them. The difference between an Activity and a Resource is that an Activity is assigned work
that the students complete and (usually) earn a grade for. Most Moodle assignments include
an option to upload files or participate in the class conversation online, however there is an
option for an "offline activity" which allows the professor to upload an assignment prompt
and add a grade in the Moodle gradebook while requiring that the student turn in a physical
copy of their assignment. Resources are course materials that are intended to help the
students learn and complete assignments. Since they are not student work, they do not have a
place in the gradebook. Examples of resources would be class readings, videos for students
to watch, etc.

For demonstration purposes, I will add one of the shorter resources, the Label. I click on the
+Add an activity or resource link and click on Label and then the Add button at the bottom
of the block
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Once I click the Add button, a page comes up that I must fill out to enter the activity or
resource. Here, I just type in the name of the label. I have clicked the Toolbar toggle in the
text editor, chosen a dark blue text, and picked Times New Roman 18pt as my font. I then
clicked Save and return to the course.

Here is what the course page looks like now.
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If I do not like what I see, I can always go back and redo by using the Edit function for the
particular activity or resource.
The Edit drop down box gives you several options. If you want to edit the item itself, just
click on the Edit settings link next to the gear icon.

You can also indent (Move
right), hide, duplicate, assign
roles, or delete the item from
this drop down box.

If for some reason I have placed the activity or resource in the wrong place, or just want to
move it somewhere else, it is easy to do. Just left click on the
and drag and drop it where you want it.

2.5

icon to the right of the title

Switching Your Role within the Class
Roles: There are a total of 9 roles in Moodle 2.7,
but for the teacher there are only 3. They are
Teacher (an editing role), Course Creator and
Non-Editing Teacher (a non-editing role). You
will most likely be in the Teacher Role unless you
are added to someone else’s Moodle page just to
be able to look at it. Tip: As a teacher, it is often
best to look at your course from a student’s
perspective by switching your role to Student.
To do this: Under the Administration block at the
left, click Switch role to…Student.
Now you can view your course as a student would
see it. For instance, if you have hidden a topic or
resource, it will show up as “Not available.”
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To return to the Teacher role, go back and click
“Return to my normal role.” -As a Teacher, the hidden
Activities and Resources are still there, but they are
grayed out.

2.6

Blocks
You will see your Moodle page is divided into three columns. The left column is where most
of your content will be located. You are able to control the blocks in the right column. You
can hide blocks from students by simply clicking on the little
each block.

in the upper right side of

You can also move blocks up and down or to the other column with the
on it, hold it down and move to the position you would like.

button. Just click

You can delete many of the blocks by
clicking on the “Actions” gear
in the
block and from the menu that pops up
choose the X Delete ---- activity block.
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You can also add blocks by clicking on the ADD A
BLOCK dropdown and choose the one you would
like to add.

Latest News Block: Helps you to communicate with your students. It displays brief
messages from your News forum (found toward the top of your course) in your first
topic/section. -This is where you will add announcements or messages for your students.
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Calendar Block: -This block has 4 types of events:
• Global (viewable in all courses and created by the Moodle
Site Admin).
• Course (viewable just to the course members and created by
Teachers)
• Group (viewable only by members of the group and created
by Teachers)
• User (a personal event that a Student user can create.
Viewable only to that student). -Adding Closing Dates to
course activities will cause them to show up in your Calendar
Block as Course Events. -Notice that each type of event can be
Shown or Hidden.

Upcoming Events Block: -This works in conjunction
with the Calendar and displays Upcoming Due Dates,
Activities or Events that you have created in your
calendar. -You are able to add new events to the
calendar from this block.

People Block: This shows a link to
a list of students in your course.
You can send a message or add a
new note. -The list can be sorted
by First name, Surname (Last
name), City/town and by Last
access (see below for an example).
Filter the list by Role (Teacher or
Student) from the pull-down menu
under “Current role.” You can also
sort by days of Inactivity at the
top.
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The middle column houses the Navigation and Administration Blocks. These blocks
cannot be deleted.
Navigation Block: Used to help users easily navigate through their courses. Its appearance
and location can be pre-determined by the theme or set by the Moodle Site Administrator. -It
has links which can be expanded or collapsed. -The Default Settings can contain a “My
home” link, “Site pages,” “My profile,” “Forum posts,” “Blogs,” “Current course,” and
“My courses” (courses you are enrolled in).

Administration Block:
This block can be found in the left-hand side of a course. As with
most blocks, the arrow and linked words expand when clicked – to
show a full list of options. Note: Most links and options are only
available to Teachers of a course (not to students). -Students see an
Administration Block with just two links: Profile and Grades (if
your “Show Grades” is set to Yes in the Course Settings). -The
Administration Block lets teachers do the following:
• Manage the Course Settings,
• Enroll Users/Groups,
• View the course Gradebook,
• Access the Quiz Question bank,
• See Activity Reports,
• Manage Badges and
• Perform Backup, Restore, Import, Publish and Reset a course.
-You can also Switch Role to Student – to get a different view of
the course. My Profile Settings lets you configure your Messaging
settings (like Assignment Notifications, Forum Posts and Personal
Messages), -You can also edit your Blogs preferences and register
for an External Blog to your Moodle course.
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Add a Label
Add a Page
Add a File
Add a Folder
Add a URL
Add a Video
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3

Adding Resources
Chapter Objectives
By the end of this chapter you should be able to:







3.1

Add a label to your course
Add a page to your course
Add a file to your course
Add a folder to your course
Add a URL to your course
Embed a video within your course

Adding a Label
Labels enable you to add additional text or graphics to your course page. Labels can be
used to add banners to courses, label sections of resources and activities, or provide quick
instructions on the front page of your course.
To add a label from the Course page:
1. Click the ―Turn editing on button.

2. Click the "Add and activity or resource" link in the course page in the section
where you want to add the label.
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3. In the popup menu select Label under the resources menu.

4. Create your label using the text editor next to Label text in the General section. Don’t
forget you can expand the text editor by clicking on the Toolbar Toggle icon on the upper
left of the editor. Type in what you want the label to say.

5. Select whether to make your label visible by clicking on the Common module
settings which is collapsed by default. The Visible box should be defaulted to Show.
If not, please select Show. Click the Save and return to course button at the bottom of
the page.
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Once you have created a label, the full text of the label will appear in the section
where you created it.

*** You can use a hidden label to provide information only for other teachers on your
course, since students are unable to see hidden items.

*** If you want to use a label to identify a grouping of resources and activities within a
section, you can indent the links under the label using the arrows adjacent to each
resource or activity link. This will give your grouping some visual separation from the
rest of the content.

3.2

Composing a Page

The page module enables a teacher to create a web page resource using the text editor. A
page can display text, images, sound, video, web links and embedded code, such as Google
maps.

A page may be used



To present the terms and conditions of a course, the course syllabus, or any other
type of information you might normally create in Word or another text editor. You are
able to copy and paste information within the text editor
To embed several videos or sound files together with some explanatory text (explained
further in 3.6)

*** Advantages of using the page module rather than the file module include the resource
being more accessible (for example to users of mobile devices) and easier to update.
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*** Using the page resource is advantageous instead of uploading a word- processed
document, particularly if the document contains text that is just to be read and not
downloaded.
*** For large amounts of content, it's recommended that a book is used rather than a page.

Composing a page resource is very easy:



Click the ―Turn editing on button.



Click the "Add and activity or resource" link in the course page and select "Page"
in the popup menu. Moodle will then display the page to compose a text page
like the one below.
Enter a name for the text page. The name you give the page will be displayed in
the content section on your course page. Students will access your page by
clicking on the name. Be sure to give the page a descriptive name so students
will know what they are accessing.
Write a description of the page in the description field.
Add the contents in the Page content field. You can use the features of the Text
editor to add media, images, links and more. In the example below, I have copied
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3.3

instructions for how to write an essay on the US Constitution from a Word
document and pasted them in the Page content text editor. When copying from a
Word document, do not paste directly in the editor. Open the Word document you
wish to copy, use your Ctrl A to copy the entire document; then Ctrl C to copy; then
go back to the text editor and click on the Paste from Word icon in the text editor;
once the Paste from Word box comes up, put your curser in the box and use Ctrl V
to paste; then click the Insert button on the bottom left and your content should
show up in the text editor.
Under the Appearance section, you can control if you want to hide the page
name and description to be displayed onto the course page.
Under "Common Module settings" you can completely hide the page from students
by choosing Hide under the Visible drop down menu. You can also hide the page
at a later stage by clicking the Eye icon/disable from the course home page.
The ID number field may be left blank.
Scroll down to the bottom of the page and click the "Save and return to course". If
you want to have a look onto the just composed webpage then you can click on
"Save and Display" to display it directly.

Adding a File
When you wish to share with your students a simple file such as a Word-processed
document or slideshow (e.g. created in MS Word, MS PowerPoint, or Open Office) you use
the file resource type. It allows you to upload and display a variety of resources on your
course. How your students access them depends on your choices in File resource settings.

*** Your students will only be able to open your files if they have the appropriate
software on their own devices.

To add a file to your course:
 First method:
 Click the 'Turn editing on' button at the top right of the course page.
 Drag and drop the file onto the course section where you'd like it to
appear.
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When you drop in in the topic you want it in, it will take a few seconds to
load. Loading looks something like this.



When the file finishes loading, it will appear as whatever type of file it was
(PowerPoint, Word document, etc.).



If necessary, edit the title of the file by clicking the pencil icon, or edit
other options by clicking the editing icon.
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 And you're ready with a file resource to share with your students.
Second Method:
 Click the 'Turn editing on' button at the top right of the course page.
 Click 'Add an activity or resource' link, then in the activity chooser, select
file then click the Add button
 In the general section provide a name and description for our file to be
displayed on the course page.

In the content section you can either drag or drop files into the area specified by the
arrow if you are using an appropriate browser,
or click on "Add" and use the File picker to
upload your file. The File picker will be
discussed in a later section.
Appearance Section:
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Display:




Automatic - Make the best guess at what should happen (probably
what is wanted 99% of the time).
Embed - Show the Moodle page with heading, blocks and footer.
Show the title/description of the item and display the file directly in the page as well
(good for images, flash animations, videos?, PDFs).






Force download - user clicks on the file, then the web browser pops up
with the 'where do you want to save this file' box.
Open - No Moodle heading, blocks, footer or description - just show
the file in the web browser (e.g. shows image, PDF, flash animation,
taking up the whole browser window)
In pop-up - Same as 'Open', but opens a new browser window to
show this file (without the Moodle heading, blocks, etc.)





3.4

Show Size/Type: To show the file size and/or type on the course page and
also on the resource page, simply tick the appropriate checkboxes.
 Display resource name/description: To show the resource name and/or
description when clicking to access the file, simply tick the appropriate
checkboxes
 Below the Display resource name/description you will find a link: "Show
More" When you click on the link then you will additional options for
controlling the appearance of the resource such as:
 Pop-up width/height: If your file is to be displayed in a pop-up,
specify the width and height here
 Use filters on file content: If you wish included media such as images
and mp3 to appear embedded in the files then select "all files" or
"HTML files only", according to your file types.
Click Save and return to course to return back to the course home page.

Adding a Folder
The folder module enables a teacher to display a number of related files inside a single
folder, reducing scrolling on the course page. A zipped folder may be uploaded and unzipped
for display, or an empty folder created and files uploaded into it.
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A folder may be used:



For a series of files on one topic, for example a set of past examination papers in
pdf format or a collection of image files for use in student projects
To provide a shared uploading space for teachers on the course page (keeping the
folder hidden so that only teachers can see it)

To add a folder to the course page, you need to first get it zipped or compressed.

46

There are two methods of adding a folder to your course.
 First Method:
 Click the 'Turn editing on' button at the top right of the course page.
 Drag and drop the folder onto the course section where you'd like it to
appear.
 Click the button of the action you would like to take with the folder (in our
case, "Unzip") and click "Upload"
 If necessary, edit the title of the folder by clicking the pencil icon and
you're done.
 Second Method:
 Click the 'Turn editing on' button at the top right of the course page.
 Click 'Add an activity or resource' link, then in the activity chooser; select
folder and click the "Add" button. All settings may expanded by clicking the
"Expand all" link top right.
 For General Section: Add name and description of the folder you want to
display to your students.
 For Content Section: You can either drag and drop a zipped/compressed
folder into the box with an arrow or click the Add button to open the File
picker menu in order to choose a file from your computer or a repository.
How to Zip a Folder
1. Create a folder on your desktop and put the information you want the
students to see in it.
2. When you have all the information in the folder, right click on it and click
on the arrow to the right of Send to and a dropdown box shows up. Chose
Compressed (zipped) folder.
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A file folder with a zipper will be placed on your
desktop.
This is the folder you drag and drop to the Content
section of the Adding a new Folder page.


When the folder thumbnail appears, click on it and select "Unzip" as shown
below.



For Display folder contents section and choose to have the folder displayed
on a separate page (the default). Your course page would look like this:

When the student clicks on the link, it
would show up like this and the student
could click on the document he/she
wanted to open.
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If you choose the Inline
on a course page, it
would show up like this:



3.5

Click "Save and return to course" to save and return to the course home page.

Adding a URL
The URL module enables a teacher to provide a web link as a course resource. Anything that is freely available
online, such as documents or images, can be linked to; the URL doesn‘t have to be the home page of a website. The
URL of a particular web page may be copied and pasted or a teacher can use the file picker and choose a link
from a repository such as Flickr, YouTube or Wikimedia (depending upon which repositories are enabled for the
site).

You can also add the URL's to any other resource/activity by using the text editor. To add a URL to the
course home page:






Click the ―Turn editing on button.
Click the "Add and activity or resource" link in the course page and select "URL" in
the bottom of the popup menu. All settings may expanded by clicking the
"Expand all/Collapse all" link top right.
In the name field whatever you type will form the link learner‘s click on to view
the URL so it is helpful to give it a name that suggests its purpose.
In the description field: Add a description of your page here. Click "Show editing
tools icon"
to display the rich text editor, and drag the bottom right of the text
box out to expand it.
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If the display description in the course page is checked then the description you
entered above will be visible under the name of the URL.
In the content field enter the URL of the external site you want to link to or else click
the "Choose a link" button to open the file picker and choose a URL YouTube,
Picasa etc.
Under the Appearance section which is collapsed by default you will find options to
control how the URL is displayed.
 Display: This setting, together with the URL file type and whether the
browser allows embedding, determines how the URL is displayed. The
options in the drop down menu are:
 Automatic - The best display option for the URL is selected
automatically
 Embed - The URL is displayed within the page below the navigation
bar together with the URL description and any blocks
 Open - Only the URL is displayed in the browser window
 In pop-up - The URL is displayed in a new browser window without
menus or an address bar.
 Pop-up width/height: If your URL is to be displayed in a pop-up, specify the
width and height here
 Display URL description: To show the resource name and/or description
when clicking to access the URL, simply tick the appropriate checkboxes.
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3.6

URL Variables: This section allows you to pass internal information as part of the
URL. This is useful if the URL is actually an interactive web page that takes
parameters, and you want to pass something like the name of the current user, for
example.
Under "Common Module settings" you can completely hide the page from students
by choosing Hide under the Visible drop down menu.
In the ID number field, you can mention the ID number for identifying the
activity for grade calculation purposes.
Click "Save and return to course" to save and return to the course home page. If you
want to have a look onto the just composed URL then you can click on "Save and
Display" to display it directly.

Adding a Video

There are three ways you can add video to your course page.
1. Provide a link to your video by adding a URL (see 3.5)
2. Embed a video



Turn your editing on
Go to the topic you want to add the
video to and click on Add an
activity or resource
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Choose the Page resource



Type in the Name of the video – in this instance I will title the video as Video-Federalists
vs Anti-federalist. I will use the same information for my Description.



In the Content section, click on the Toolbar Toggle to expand the editor. Then click on
the Edit HTML source tab.
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 The HTML source editor will appear.



Open a new tab in your browser, or open a new browser altogether. Find the video you
want to embed. Here I am using a YouTube video. Click on the Share link.
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 Click on Embed and an embed code will show up. Copy the code – be sure to get all of it
– and then go back to your HTML source editor and paste it in the box and click the
Update button.
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The video may or may not show up in the Page content. Sometimes all you will see is a black square.
No worry, it is there. Click on the Save and return to course button and your video should be
located in the topic you chose.
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3. If you have a video you have created and saved on your computer, you can just drag and drop it in
the topic block where you want it.
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Add an Assignment
Add a Forum
Add a Chat
Add a Quiz
Add a Hot Pot
Add a Journal
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4

Adding Activities
Chapter Objectives
By the end of this chapter you should be able to:








4.1

Add an Assignment to your course
Add a Forum to your course
Add a Chat to your course
Add a Glossary to your course
Add a Quiz to your course
Add a HotPot to your course
Add a Journal to your course

Add an Assignment
The assignment activity module allows teachers to collect works from students, review it and
provide feedback including grades. Students can submit any digital content (files), including
for example, word processed documents, spreadsheets, images, and audio and video clips.
However, assignments don’t necessarily have to consist of file uploads. Alternatively,
teachers can ask students to type directly into Moodle using online text.
To add an Assignment to your course:




Log into Moodle.
Enter your course.
Click the Turn Editing On button.




Scroll down to the topic week to which you intend to add the activity.
Click the Add a resource or activity link.
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Choose Assignment from the



Type in a name for the assignment and a description in the text box.

list.

Your Description should be the instructions on what you want the student to
accomplish.


The Availability section has three different date fields.
o Allow submissions from: Select the earliest date the students may begin
submitting their assignment. (frequently disabled)
o Due date: This is when the assignment is due. Submissions will still be allowed
after this date but any assignments submitted after this date are marked as late. To
prevent submissions after a certain date, set the assignment Cut-off date.
o Cut-off date: If set, the assignment will not accept submissions after this date
without an extension.
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o If the Always show description box is disabled (by unchecking it), the
Assignment Description listed above will only become visible to students at the
“Allow submissions from” date.



In the Submission types section, select the desired submission type.
o Online Text: students can type directly into Moodle. This is a great choice for
short assignments that do not need a lot of document formatting.
o File Submissions: Students upload a file. It could be a word document,
PowerPoint presentation, or any other type of file. The maximum number of files
a student can upload for an assignment is one (1), with a size of 2MB. These
numbers are set by the site administrator. If you choose Online text, you can set a
Word limit. This is the maximum number of words that each student will be
allowed to submit. You can deactivate this feature my unchecking the Enable
box.
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4.2

You may want to look through the collapsed sections to see if there are other settings you
would like to change. When you are done, click the Save and return to course button.
Your assignment should now show up.

Add a Forum
Forums allow you and your students to carry on an ongoing conversation throughout the
semester. They can be very useful for making students feel at ease during the early days of a
course. Studies show that the use of forums and other interactive tools greatly increase the
effectiveness and retention rate of online courses. Every course should have at least one
active forum.
To add a forum to your course:




Log into Moodle.
Enter your Course.
Click the Turn Editing On button.
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Scroll down to the Topic/Week to which you intend to add the Forum.
Click the Add an activity or resource link.
Select Forum from the list and click Add.
Type in a name for your forum and a description (what you want the students to do).
This example is of a forum for students to introduce themselves to others in the class.



Choose the Forum type. There are 5 forum types:







A single simple discussion - A single discussion topic which everyone can reply
to (cannot be used with separate groups)
Each person posts one discussion - Each student can post exactly one new
discussion topic, which everyone can then reply to
Q and A forum - Students must first post their perspectives before viewing other
students' posts
Standard forum displayed in a blog-like format - An open forum where anyone
can start a new discussion at any time, and in which discussion topics are
displayed on one page with "Discuss this topic" links
Standard forum for general use - An open forum where anyone can start a new
discussion
at any time
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Attachments and word count
o Maximum attachment size: This setting specifies the largest size of file that
can be attached to a forum post.
o Maximum number of attachments: This setting specifies the maximum
number of files that can be attached to a forum post.
o Display word count: This setting specifies whether the word count of each
post should be displayed or not.



Subscription and tracking: A subscription sends an email of every message posted to
the forum to students and instructors. With the exception of the News forum (which
is used for important announcements & updates) forcing subscription is NOT
recommended. Forcing subscriptions can generate a tremendous amount of email that
will annoy users and quickly fill up mail boxes.



Read tracking allows users to track their read and unread messages. The Optional
setting is recommended.
 Grade: This setting controls the category in which this activity's grades are placed in
the gradebook. Use the
drop down arrow to
select the category.
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Ratings: Ratings allow you to grade the student’s messages. Each post is rated
individually. These ratings are automatically transferred into the gradebook.


Aggregate type: The aggregate type defines how ratings are combined to form the
final grade in the gradebook.







Average of ratings - The mean of all ratings
Count of ratings - The number of rated items becomes the final grade. Note
that the total cannot exceed the maximum grade for the activity.
Maximum - The highest rating becomes the final grade
Minimum - The smallest rating becomes the final grade
Sum - All ratings are added together. Note that the total cannot exceed the
maximum grade for the activity.

If "No ratings" is selected, then the activity will not appear in the gradebook.
Click Save and return to course. Your forum has now been created.
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4.3

Add a Chat

The chat activity module enables participants to have text-based, real-time synchronous
discussions. This is a useful way to get a different understanding of each other and the topic
being discussed – the mode of using a chat room is quite different from the asynchronous
forums. The Chat module contains a number of features for managing and reviewing chat
discussions.
The chat may be a one-time activity or it may be repeated at the same time each day or each
week. Chat sessions are saved and can be made available for everyone to view or restricted to
users with the capability to view chat session logs.
Chats are especially useful when the group chatting is not able to meet face-to-face, such as:







Regular meetings of students participating in online courses to enable them to share
experiences with others in the same course but in a different location
A student temporarily unable to attend in person chatting with their teacher to catch up
with work
Students out on work experience getting together to discuss their experiences with
each other and their teacher
Younger children using chat at home in the evenings as a controlled (monitored)
introduction to the world of social networking
A question and answer session with an invited speaker in a different location
Sessions to help students prepare for tests where the teacher, or other students, would
pose sample questions

Why use chat?
Chat has an advantage over a Forum in that it takes place in Real Time. It is especially beneficial when the group chatting
is not able to meet face to face. Examples might be:







Regular meetings of staff on large or split campuses to discuss student or curriculum issues;
Regular meetings of students doing online courses to enable them to share experiences
with others on the same course but potentially in a different city (or country)
A teacher working with his students even though he is out of school
A student temporarily unable to attend in person chatting with their tutor to catch
up with work.
Students out on work experience getting together to discuss their experiences with each
other and their tutor

Why NOT use chat?


Unless a tutor/moderator is permanently present in the chatroom -or unless the chat is
hidden and revealed at certain times, it is difficult to control what is said once a chat has
started.
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Younger students particularly may find it difficult to stay on task and be prone to adding
non-useful comments or "beeping" others for the sake of it.
In some situations, a forum might be preferred as it allows for reflection before posting
and gives a period of time where the post might be edited.

To create a chat in your course:
 Turn on the editing mode by clicking the Turn editing on button.
 In the section you wish to add your chat, click the "Add an activity or resource" link (or,
if not present, the "Add an activity" drop down menu) and choose Chat.
 In the "Name of this chat room" field whatever you type here will form the link learners
click on to enter the chat so it is helpful to give it a name that suggests its purpose - for
example "Field trip planning meeting" or “Office Hours”.
 In the description box - type the description of the chat. Include precise instructions for
students regarding the subject of the chat.

 In the "Chat sessions" section which is collapsed by default, you will find options for:
o Next chat time:
 The day and hour of the next chat session. This will appear in the calendar
so students know the schedule but it doesn't stop them accessing the
chatroom at any other time.
 If you don't want them in the chatroom at other times, then hide it (with the
eye icon) or use Conditional activities to restrict access.
 If you don't wish to schedule chat times then ignore this and choose from
the next settings.
*** For courses involving users across different time zones, it is useful to know
that the time you set here will be adjusted to match the time zone of the user
viewing
it.
o

Repeat/publish sessions:
There are four options for scheduling future chat sessions:
 Don't publish any chat times- there are no set times and students are
66






o

welcome to chat at any time.
No repeats - publish the specified time only- only the Next chat time
will be published. This could be used to schedule special events or meetings
or simply to help learners identify a common time in which they can
expect to find other learners in the chat room.
At the same time every day- Daily chats are useful for scheduling daily
office hours or work sessions with learners.
At the same time every week--This setting will schedule a chat for the
same day and time every week, which could be useful for instance for
meeting and reviewing key ideas and questions related to the week‘s
content/assessment.

Save past chat sessions:
 Choose from the dropdown how many days to save - or save
everything by selecting Never delete messages
 If you have any concerns about discussions that might take place in your
chat room, you may want to keep transcripts to check the suitability of
what is discussed. If your learners are using the chatroom to collaborate
on a group project you won't want to delete the messages until the
project is complete.

o

Everyone can view past sessions: Decide here whether or not allow everyone to
view past chat sessions. (Teachers can always view past sessions)

 In the "Common Module Settings" section:
o You can show/hide the chat activity from the visible drop down menu.
o Provide an ID number for grading purpose.
o The group mode setting has 3 options:
 No groups - There are no sub groups, everyone is part of one big
community
 Separate groups - Each group member can only see their own group,
others are invisible
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Visible groups - Each group member works in their own group, but can
also see other groups
o A grouping is a collection of groups within a course. If a grouping is selected,
students assigned to groups within the grouping will be able to work together.
 Click "Save and display" to show up the Chat activity

Using Chats


Entering the chat: As you click the chat link on the course page you see two or
three options:
o Click here to enter the chat now - this takes you to the chat using the
chosen site default chat method - for example Ajax.
o Use more accessible interface - this gives a simpler chat room without
frames and JavaScript.
o View past sessions - if this has been enabled and the user is allowed to
view past chat sessions, this takes them to a list of past sessions with
links to the chat.
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Joining in a chat session:
o In normal view, the screen is in two parts with the participants on the
right, the messages on the left and a box at the bottom into which users type
their message and press "Send" to make their contribution:
o Users can change the appearance of the messages by clicking on "Themes"
next to the "Send" button. Bubbles appears thus:
o The chat module contains some features to make chatting a little nicer.
 Smilies - Any smiley faces (emoticons) that you can type elsewhere in
Moodle can also be typed in here and they will be displayed
correctly.
 Links - Internet addresses will be turned into links automatically.
 Emoting - You can start a line with /me to emote. For example, if your
name is Kim and you type /me laughs! Then everyone will see "Kim
laughs!"
 Beeps - You can send a sound to other people by hitting the "beep"
link next to their name. A useful shortcut to beep all the people in
the chat at once is to type "beep all".
 HTML - If you know some HTML code, you can use it in your text to do
things like insert images, play sounds or create different colored and
sized text.

Chat Reports
To view previous chats (if you have permission) click on the 'View past chat sessions' link. Teachers can also
access past chat sessions from the Chat administration in the Settings block.



This will bring up a listing of each chat session under the current chat topic. The
listings include the time the chat started and ended, which users participated,
and how many messages each user sent.



In order for students to see past sessions, the teacher or an administrator must setup
the chat to allow everyone to view past chat sessions.

Effective Chat Practices
While the chat module may not be very feature-rich at this point, it can still be an
effective learning tool.
The key to a successful chat is good moderation. The nature of the chat room makes it
difficult to track different conversations. If everyone in the class is talking at the same
time, the conversation will go by too quickly. It‘s important to set some ground rules to
make the chat useful for everyone. Try to keep everyone on the same track of the
conversation. If the conversation starts to get out of control, gently try to bring people back
to the main flow.
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Creative Chat Practices
Online Office Hours
Many students may not be able to come to your office hours, particularly working
students, who have arranged their schedules to make it to class. The chat room is
an easy way to allow your students to contact you during a scheduled time to ask a
quick question about an assignment or a lecture.
Group Chats
If you‘ve set up student groups, each group can have its own chat. Set up a chat
room and set the group mode to separate or visible groups. Each group can
then use its chatroom for communication between group members.
Last-minute exam preparation
You could set up a chat room a week or even a night before an
examination for students to discuss any study questions. Students who are
working at the last minute will appreciate the opportunity to ask each other
questions about the material.

4.4

Add a Quiz
Setting up the Gradebook
Click on Grades under the Administration block.
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Grade set-up using the Point system
When you open the gradebook, it will be defaulted to Grader Report. To initially set up the
gradebook, you want to click on the down arrow in the Grader report box.

Click on Full view under Categories and items.
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Click on the down arrow by Weighted mean of grades under the Aggregation column
and choose Sum of grades.

As you add assignments in the class, they will show up with the total points you have set. If
you want to drop the lowest of all the grades at the end of the semester, you can put the
number in the Drop the lowest box.
To enter a grade for an assignment that you did not have in Moodle, you just click on the
Add grade item button at the bottom of the page.
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Type in your assignment name in the Item name box and set your Maximum grade and
Minimum grade for the assignment and click the Save changes button.

The Full view now looks like this.

As you add your assignments within Moodle, they will populate in the Full view screen.
Your gradebook is not set up using the Points method.

73

Grade setup using the Category (%) grading where you have several categories that are
worth different percentage points to determine the students’ final grades.
Choose Simple weighted mean of grades in the Aggregation box.

Click the Add category button at the bottom of the page.
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Type in your Category name. Select the Aggregation method for the grades: The
aggregation determines how grades in a category are combined. If you click the Show more
link at the bottom of the Grade category section, you will have the choice of dropping the
lowest grade in that category if you wish. Leave the Grade type set at Value unless you
know what you are doing. Click Save changes when done.
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The figure below shows two categories: Unit Tests using the Simple weighted mean of
grades, and Forums using the Sum of grades.
As you add assignments in your class, you will be asked what category the assignment is to
be listed under.

To determine what percent you
want each category to count
towards the overall grade, you
need to have the aggregation for
your course folder (at the very
top) set for Weighted mean of
grades.
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Once that is done, a Weight column will show up in the Full view. Beside each category
title you will have a space to type in the percent you want the category to count towards the
final grade.

You also need to type in 100.00 in the Course total box at the bottom. Click the Save chages
button.

You have now set up your categories and the percent they will count towards the final grade.
Now you need to set up your letter grades.
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Setting up your Grade Letters (A, B, C, D, and F)
Click on Grades under the Administration box and
choose Edit under the Letters section.

The Edit grade letters comes up. Rework it to match the grade letters and numbering
system you use. Put a check mark in the Override site defaults box to let you change the
letters and numbers.
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Click Save changes when finished. A page that list the grade letters will appear.

You are now finished setting up the gradebook and are ready to add a quiz.

Adding a Quiz
The quiz activity enables a teacher to create quizzes comprising questions of various types, including multiple
choice, matching, short-answer and numerical.

The teacher can allow the quiz to be attempted multiple times, with the questions shuffled or randomly
selected from the question bank. A time limit may be set.

Each attempt is marked automatically, with the exception of essay questions, and the grade is recorded in the
gradebook.

The teacher can choose when and if hints, feedback and correct answers are shown to students.

Quizzes may be used







As course exams
As mini tests for reading assignments or at the end of a topic
As exam practice using questions from past exams
To deliver immediate feedback about performance
For self-assessment
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Creative Quiz Strategies
Of course, using the quiz engine effectively takes some work and practice. The first thing
to do is use effective question-design strategies. If you ask good questions, you‘ll get
useful data about your students’ performance and understanding of the material. Of course,
the converse is also true. There is a ton of literature about effective assessment design
available. We‘ll just highlight a few of the most important ideas:








Tie each question to a course goal. After all, you want to know whether your
students are achieving the goals of the course, so why not ask them directly?
Try to ask multiple questions about each important idea in the class. This gives you
more data points about a student‘s understanding.
When writing a multiple-choice question, be sure each wrong answer represents a
common misconception. This will help you diagnose student thinking and eliminate
easy guessing.
Write questions requiring your students to think at different levels. Include recall
questions, comprehension questions, and application and analysis questions. You can
determine where students are having problems in their thinking. Can they recall the
material but not apply it?
Test your questions. After you‘ve established an initial question bank, u s e item
analysis to determine which questions are useful and which aren‘t. As you write new
questions, give them a lower point value and throw in a few to establish their
reliability.

Once you have a few well-written test banks, be sure to use the quiz reports and
statistics to monitor your classes’ performance. The detailed reports and statistics are
valuable tools for measuring your students’ understanding of the material.
Moodle quizzes have two major components: the quiz body and the question pools.
Think of the quiz bodies as containers for various types of questions from the question
pools. The body is what students see when they take the assessment. It also defines how
the students interact with the quiz.
Creating a new quiz is a two-step process. In the first step, you create the quiz activity and
set its options which specify the rules for interacting with the quiz. In the second step
you add questions to the quiz.
The questions in a quiz body can be of any type, chosen manually or at random, and
displayed in a set or random order. The question pools can contain questions arranged in a
manner that makes sense to you.
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You can create pools based on chapters in the textbook, weeks in the semester,
important concepts, or any other organizational scheme. Pools can be reused in multiple
quizzes, shared between classes and courses, and even moved between systems. To start,
we need to create a body for our first quiz.

Creating the Quiz Body

When you create the quiz body, you are creating a container for the questions and setting
the rules for interacting with the quiz.
To create a quiz body:


Click "Turn Editing On" if you are not in the editing mode already.



Click "Add and activity or resource" link in the section
where you want to add the quiz and select "Quiz".



In the general section:
o Name: Give the quiz a descriptive name. This name will appear on the
home page of the course, navigation menu and other places which will
show or provide links to this quiz.
o Description: Describe the syllabus of the quiz and provide instructions or
background information, chapters etc.
o Display description on course page: If ticked, the quiz description will
appear on the course page directly under the quiz name.
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In the Timing Section:
o Open the quiz: You can specify times when the quiz is accessible for
people to make attempts. Before the opening time the quiz will be
unavailable to students. They will be able to view the quiz introduction but
will not be able to view the questions. Quizzes with start times in the future
display both the open and close date for students.
o Close the quiz: After the closing time, the students will not be able to start
new attempts. Answers that the student submits after the quiz closing date
will be saved but they will not be marked.
*** Even after the quiz has closed students will still be able to see the quiz
description and review their attempts. What exactly they will see depends on
the settings you choose for review options.
o

Time limit: By default, quizzes do not have a time limit, which allows
students as much time as they need to complete the quiz. If you do
specify a time limit, several things are done to try and ensure that quizzes
are completed within that time:
 A countdown timer is shown in the quiz navigation block.
 When the timer has run out, the quiz is submitted automatically
with whatever answers have been filled in so far.
 If a student manages to cheat and goes over the allotted time, no
marks are awarded for any answers entered after the time ran out.

o

When time expires: There are three options as to what will happen when
the time limit is up. Choose the one you need from the dropdown menu:
 Open attempts are submitted automatically.
 There is a grace period when open attempts can be submitted, but
no more questions answered.
 Attempts must be submitted before time expires, or they are not
counted (default).
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Submission grace period: If you select "There is a grace period..." then you
can check the box to enable the "Submission grace period" and
specify a period of time during which learners may still submit the quiz
after the time is up.

In the Grade Section:
o Grade category: If you have categories in your gradebook, select the one
you wish the quiz to be in here.
o Attempts allowed: Students may be allowed to have multiple attempts at a
quiz. This can help make the process of taking the quiz more of an
educational activity rather than simply an assessment. If the quiz is
randomized then the student will get a new version for each attempt. This is
useful for practice purposes.
o Grading method: When multiple attempts are allowed, there are different
ways you can use the grades to calculate the student's final grade for the
quiz.
 Highest grade - the final grade is the highest (best) grade in any
attempt
 Average grade - the final grade is the average (simple mean) grade
of all attempts
 First grade - the final grade is the grade earned on the first attempt
(other attempts are ignored)
 Last grade - the final grade is the grade earned on the most recent
attempt only
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In the Layout Section:
o Question order: If 'Shuffled randomly' is selected, then the order of
questions in the quiz will be randomly shuffled each time a student starts a
new attempt at the quiz. The intention is to make it a little harder for
students to copy from each other.
o New page: For longer quizzes it makes sense to stretch the quiz over
several pages by limiting the number of questions per page. When adding
questions to the quiz, page breaks will automatically be inserted according
to the setting you choose here. However, you will also be able to move
page breaks around by hand later on the editing page.
o Navigation method*: By choosing Sequential instead of Free, the teacher is
forcing the student to progress through the questions in order without being
able to go back to a previous question or skip to a later one.
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In the Question Behavior Section:
o Shuffle within questions: If set to 'yes', then each time the student takes a
quiz the parts of the question will be shuffled randomly.
o How questions behave: The following question behaviors are available
when creating a quiz  Deferred feedback: Students must enter an answer to each question
and then submit the entire quiz, before anything is graded or they get
any feedback.
 Adaptive mode and Adaptive mode (no penalties): Allows students
to have multiple attempts at the question before moving on to the
next question. This behavior requires that the "Whether correct" box
is ticked under "During the attempt" in the "Review options"
section, at a minimum.
 Manual grading: Previously used for essay questions (irrespective of
what the quiz is set to) but you can now choose to have every
question in the quiz manually graded, if you wish.
 Interactive mode: After submitting one answer, and reading the
feedback, the student has to click a 'Try again' button before they
can try a new response. They can be given hints to help them. Once
the student has got the question right, they can no longer change
their response. Once the student has got the question wrong too
many times, they are just graded wrong (or partially correct) and
get shown the feedback and can no longer change their answer.
There can be different feedback after each try the student makes.
The number of tries the student gets is the number of hints in the
question definition plus one.
 Immediate feedback: Similar to interactive mode in that the student
can submit their response immediately during the quiz attempt, and
get it graded. However, they can only submit one response, they
cannot change it later.
 Deferred feedback or Immediate feedback with Certainty-based
marking (CBM): With CBM, the student does not only answer
the question, but they also indicate how sure they are they got the
question right. The grading is adjusted by the choice of certainty, so
that students have to reflect honestly on their own level of
knowledge in order to get the best mark.
o Each attempt builds on the last*: If multiple attempts are allowed and this
setting is set to Yes, then each new attempt contains the results of the
previous attempt. This allows the student on the new attempt to concentrate
on just those questions that were answered incorrectly on the previous
attempt. If this option is chosen then each attempt by a particular student
uses the same questions in the same order, independent of randomization
settings. To show a fresh quiz on every attempt, select No for this
setting.
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In the Review options Section: This section controls what information students will
be shown when they review their past attempts at the quiz, and during the attempt
in adaptive mode. It is a matrix with check boxes.
The various pieces of information that can be controlled are:

o
o
o
o

o

o
o
o

The attempt: Will show how the student responded to each question.
Whether correct: Displays whether the students response to each question is
correct or incorrect.
Marks: Reveals the marks awarded to the student and the grade for the
quiz.
Specific feedback: Will show the feedback for the response to the answer as
set when adding the question to the quiz. Each response to a question can
have feedback for both correct and incorrect answers.
General feedback: Displays the general feedback for the whole question as
set when adding the question to the quiz. You can use the general
feedback to give students some background to what knowledge the question
was testing.
Right answer: Reveals the correct answer to each question, whether the
student answered correctly or not.
Overall feedback: Displays feedback for the entire quiz as set in the quiz
settings.
For each of the above items, you can determine the timeframe when the
students will see them:
 During the attempt: Is only available when ‗How questions behave‘
has been set to ‗Immediate feedback‘, ‗Immediate feedback with
CBM‘ and ‗Interactive with multiple tries‘. If set to one of these
options then a ‗Check‘ button will appear below the answer and
when clicked the student will submit that response and then receive
immediate feedback.
 Immediately after the attempt: means within 2 minutes of the
student clicking "submit all and finish".
86







Later, while the quiz is still open: means after 2 minutes, but before
the close date (if the quiz does not have a close date, this phase
never ends).
After the quiz is closed: means what it says (you never get here for
quizzes without a close date).

In the Appearance Section:
o Show the user's picture: If enabled, the student's name and picture will be
shown on-screen during the attempt, and on the review screen, making it
easier to check that the student is logged in as themselves in an
invigilated (proctored) exam.
o Decimal places in grades: This option determines how many digits will be
shown after the decimal separator when the grade is displayed. A setting of
0 for example means that the grades are displayed as integers. This
setting is only used for the display of grades, not for the display or
marking of answers.
o Decimal Places in Question Grades*: This setting specifies the number of
digits shown after the decimal point when displaying the grades for
individual questions.
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Show Block during Question Attempts*: If set to yes then normal blocks
will be shown during quiz attempts.

In the Extra Restrictions on Attempt Section:
o Require password: If you specify a password in here then participants
must enter the same password before they are allowed to make an attempt on
the quiz. This is useful to give only a selected group of student‘s
access to the quiz.
o Require network address: You can restrict access for a quiz to particular
subnets on the LAN or Internet by specifying a comma-separated list of
partial or full IP address numbers. This is especially useful for a proctored
(invigilated) quiz, where you want to be sure that only people in a certain
room are able to access the quiz.
o Enforced delay between attempts: You can set a time (from seconds to
weeks) between the first and second attempt of a quiz. You can also (or
alternatively) set a time from seconds to weeks for subsequent attempts
after the second attempt. Thus, you might allow a student to take the
quiz twice immediately with no delay, but if they want to improve their
score with a third attempt, they are forced to wait a week and use the
time for extra revision.
o Browser security: The options in this section offer various ways to try to
restrict how students may try to 'cheat' while attempting a quiz. If "Full
screen pop-up with some JavaScript security" is selected,
 The quiz will only start if the student has a JavaScript-enabled webbrowser
 The quiz appears in a full screen popup window that covers all the
other windows and has no navigation controls

88



Students are prevented, as far as is possible, from using facilities
like copy and paste.
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In the Overall Feedback Section: Overall feedback is text that is shown after a
quiz has been attempted. The text that is shown can depend on the grade the
student got. Grade boundaries can be specified either as a percentage, for example
"31.41%", or as a number, for example "7". If your quiz is out of 10 marks, a
grade boundary of 7 means 7/10 or better.

*** Note that the maximum and minimum grade boundaries (100% and 0%) are set
automatically.


In the Common module settings Section:
o Visible: Show/hide the quiz activity from the students.
o ID Number: Set and ID number to easily identify the quiz activity in the
gradebook.
o Group Mode: This setting has 3 options:
 No groups - There are no sub groups, everyone is part of one big
community
 Separate groups - Each group member can only see their own
group, others are invisible
 Visible groups - Each group member work in their own group, but
can also see other groups.
o Grouping: A grouping is a collection of groups within a course. If a
grouping is selected, students assigned to groups within the grouping will be
able to work together.

90





In the Restrict access section:
o You have four types of restrictions you can place on the quiz
 Date: Prevent access until (or from) a specified date and time
 Grade: Require students to achieve a specified grade
 User profile: Control access based on fields within the student’s profile
 Restriction set: Add a set of nested restriction to apply complex logic.

In the Activity completion section:
Completion tracking: If enabled, activity completion is tracked, either manually or
automatically, based on certain conditions. Multiple conditions may be set if
desired. If so, the activity will only be considered complete when ALL conditions
are met. A tick next to the activity name on the course page indicates when the
activity is complete.
o Require view: If this box is checked, once the student just views the test, the
activity checker on the student’s page will be marked
o Require grade: If this box is checked, the student must receive a grade to
o
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complete this activity.
Expect completed on: This setting specifies the date when the activity is expected
to be completed. The date is not shown to students and is only displayed in the
activity completion report.
Click "Save and Display" to proceed with building the quiz and adding questions
to the quiz.

Building the Quiz
Once you have clicked Save and display, the following page appears:

Click on the Edit quiz button. Make sure the Select a category box is showing the test
you are working on. If not, click the dropdown box and choose the correct test.

What you do next depends on whether or not you have questions you want to import into
the quiz (Aiken , Blackboard, or some other format) or create the questions within the
Moodle LMS.
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Import Questions
Click on the Question back link in the Administration block.

Choose Import

Under File format, choose the format of
the type of questions you are importing.
For purposes here, I will choose the
Aiken format.
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In the General Category you want to make sure the questions are going to the correct
test. Make sure what shows up in the box is the correct test. You can choose the
correct test from the drop-down box if the correct one is not showing. I want my
question in the Unit 1 test.

Downsize your screen so you can drag and drop your file into the Import box. You could
click Choose a file and find your file and upload it there if you do not want to drag and
drop. Here is a screen shot of me finding the file in my Documents folder and dragging it
to the test Import box.

In this example, I have dragged my Practice Text.txt file created in Notepad and saved to
my desktop to the Import box. Click the Import button.
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If everything goes well you will get a page that looks similar to this.

Click the Continue button and the following should appear.

You have imported the questions into the question bank for your test, but they are still not
in the test.
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Click on the name of your test in the bread crumbs at the top of the page.

Click on the Edit quiz button.

This is the page where you put the questions into the quiz.
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A. Make sure you are in the correct quiz.
B. Type in the maximum number of points the student can make on the quiz.
C. This is where you see the questions. You can individually put a check mark in
front of each question you want to include in your quiz. If you want to include
them all, you can just put a check mark in front of the T at the top.
D. Click Add to quiz when you get all questions you want included in the quiz
marked.
E. If you want to add random questions, you would only need to use Add random
questions from category. Choose the number of questions you would like to add in
the Add box and click Add to quiz. Your questions now show up on the left. Click
the Save button. The screen will flicker and it will seem as if nothing happened,
but it did. Click the bread crumb back to your course page at the top.

You can click on your quiz and preview the test. All should be good.
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Creating Questions within the Moodle LMS
Create your quiz body (see above instructions) and click Save and display.
Click the Edit quiz
button.

Make sure you are in the correct quiz.

Set the maximum grade for the quiz. Now you are ready to start typing in questions. You
can do that by clicking the Add a question… on the right or the Create a new question
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button on the right. If you use the Create a new question button, you will have to add
them to the quiz when finished. It is easier to just use the Add a question button.
Once I click Add a question…, a
screen comes up asking me what
type of question I would like to
add. Choose the type and click
Add.

Make sure your question Category is set to the correct test. No matter what type you
choose, you will be asked to enter a question name. I make it very simple. I just name
my questions 1, 2, 3, etc.
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What happens next depends on what type of question you have chosen to enter. When
finished filling in your information, click Save changes. And your question will show up.

Once you have finished typing in all of your questions, click the Save button. It does not
look as if anything changed, but it did. Now click on your course page in the bread
crumbs to get back to the course main page.

Your test should be in the topic you set it up in.

You can preview the test by clicking on it. You are also able to edit it if there is a need.
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4.5

Hot Potatoes
You have to dowload Hot Potatoes to your computer to create an item. Once you have it
created, you can upload it to Moodle using the Hot Pot activity.You can download it at
http://hotpot.uvic.ca/index.php#downloads
The purpose of the Hot Potatoes is to enable you to create interactive Web-based
teaching exercises which can be delivered to any Internet-connected computer equipped
with a browser. The exercises use HTML and JavaScript to implement their interactivity,
but you do NOT need to know anything about these languages in order to use the
programs. All you need to do is enter the data for your exercises (questions, answers,
responses etc.), and press a button. The program will create the Web pages for you, and
you can then upload them to your server.
There are five basic programs in the Hot Potatoes suite:










The JQuiz program creates question-based quizzes. Questions can be of four different
types, including multiple-choice and short-answer. Specific feedback can be provided
both for right answers and predicted wrong answers or distractors. In short-answer
questions, the student's guess is intelligently parsed and helpful feedback to show
what part of a guess is right and what part is wrong. The student can ask for a hint in
the form of a "free letter" from the answer.
The JCloze program creates gap-fill exercises. Unlimited correct answers can be
specified for each gap, and the student can ask for a hint and see a letter of the correct
answer. A specific clue can also be included for each gap. Automatic scoring is also
included. The program allows gapping of selected words, or the automatic gapping of
every nth word in a text.
The JCross program creates crossword puzzles which can be completed online. You
can use a grid of virtually any size. As in JQuiz and JCloze, a hint button allows the
student to request a free letter if help is needed.
The JMix program creates jumbled-sentence exercises. You can specify as many
different correct answers as you want, based on the words and punctuation in the base
sentence, and a hint button prompts the student with the next correct word or segment
of the sentence if needed.
The JMatch program creates matching or ordering exercises. A list of fixed items
appears on the left (these can be pictures or text), with jumbled items on the right.
This can be used for matching vocabulary to pictures or translations, or for ordering
sentences to form a sequence or a conversation.

In addition, there is a sixth program called the Masher. This is designed to create
complete units of material in one simple operation. If you are creating sequences of
exercises and other pages that should form a unit, you may find the Masher useful.
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Once you have created and save a Hot Potato exercise,
you can upload it to Moodle by choosing the Hot Pot
activity.

Type in the title of your activity. Locate the activity you created in Hot Potatoes and drag
it to the Source file and click Save and return to course.
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Your Hot Pot exercise is now in your course.

4.6

Adding a Journal
Click on Journal in the Add an activity or resource link.
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Give your journal a name. Type in what you want the students to write about in
the Journal question box. Set the number of days you want the journal to be open
in the Days available.

If you want to grade
the students’ journals,
you can choose to do
so under the Grade
section. Just type in
the number of points
possible and choose
the Grade category.
Click Save and return
to course.

104

When the student click on the Journal link they will see a screen that they can
click on Start or edit my journal entry to begin or add to their journal.

The student just types in his/her entry and clicks on Save changes.

When the instructor views the journal he/she can click on View journal entries
to see what students have posted.
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The instructor will see a list of student names with entries and a spot to grade
the journal if he/she chooses to do so. There is also a box in which the
instructor can post feedback.

106

Chapter

5
ODDS & ENDS

 Running Student Reports
 How to add a Hoot
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5

Odds & Ends
Chapter Objectives
By the end of this chapter you should be able to:



5.1

Run student reports
Add a Hoot to your classroom page

Running Student Reports
It is often necessary to view information about the actions of a specific student in relation
to your course. Every click a student makes while in your course is tracked and logged by
Moodle. These reports are some of the most useful features of the Moodle LMS.
To view reports for a specific student you must first navigate to
that student’s profile. Click the Participants link in the
Navigation block.

Click on the name of the student you want to view.
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The student’s profile will show up. You then need to click on Activity reports in the
Administration block.

Choose the desired report from the list that appears below Activity reports.









Today’s logs – every click the student has made in the course for Today only.
All logs – A very useful report. It is the most comprehensive report because it
contains a record of every click the student has made in the course. This is the
most useful report for evaluating exactly what a student has (or has NOT) done in
your course.
Outline report – a summary version of a student’s interaction with the specific
content items within your course.
Complete report – a more detailed version of the Outline report.
Statistics – shows a list and graph of the number of views and posts a student has
made by the month.
Grade – Displays the User Report for that particular student’s Grade Book.
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5.2

Adding a Hoot to your Class
Make sure your editing is turned on for your class page.

Click on + Add an activity or resource
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Choose External tool and click the
Add button.

Fill out the information under the General tab with a name you want to call your
activity and in the Launch URL type https://hoot.me/. The / needs to go at the end.
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Make sure the Show is visible in the Common Module settings.

Fill out the Activity Completion if you want to include it. When finished, click the
Save and return to course button.

Your Hoot should show up in your course and launch when you click on it.
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