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Introduction

Moodle is a Course Management System (CMS), also known as a Learning
Management System (LMS) or a Virtual Learning Environment (VLE). It is a web
application that educators can use to create effective online learning sites.

IMPORTANT NOTICE

This guide gives an overview of the most useful moodle functions so that users can
get started with moodle quickly. The guide is not a comprehensive guide to all
moodle features. For a comprehensive guide to all the features in moodle including
what they do and how they work, you can download a user manual from here:
https://moodle.sbc.edu/mod/resource/view.php?id=8087

Getting to Moodle.

The YorkSJ version of Moodle can be accessed from the following URL:

http://moodle.yorksj.ac.uk

You can access YSJ) Moodle by typing the address above into your web browser, for
example Internet Explorer, Firefox, Safari, Google Chrome etc.

Support Resources

Moodle at YSJ — keep up to date with what is happening with Moodle at York St
John, through our website and blog, which you can find at this address:
http://w3.yorksj.ac.uk/e-learning/e-learning--ysju/Moodle.aspx

The Moodle community website - where you can find out more about Moodle,
download resources and help files, and engage with other Moodle tutors from
around the world using the discussion forums: www.Moodle.org

Moodle manual - A comprehensive user manual, which covers all of the Moodle
functions, can be downloaded from here:
https://moodle.sbc.edu/mod/resource/view.php?id=8087
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Moodle Homepage
This is the YSJ Moodle homepage, as of January 2010.

P You are not logged in. (Login}
L English (en) ~

2 York St john "
University

Enter your YSJU
Course categories . .
Gk login details here | NG
@ Piot Modulss Semestar 2 Welcome to Moodle at Yormoroo TV TSIy
All courses . P: rd |
o Moodle is a web-based leaming emironment that allows you to access your course e
materials online and make use of a number of useful built-in facilities to enhance
= Stavews { These ‘blocks’ are ettt s
i+i u nd -
| additional channels of ~ Pusvan, .,
rdo.o-elerr_:l-lg‘.r: file upload : information. e of the page. My
EDTM Moodbe session reflections @
Changing more than the technclogy. Réq uest a course
et This system will replace Blackhoard for all staff and students in September

£ Mintie Mocdias 2010, Moodle help - if you need advice
Fight, |at's pet Mprted and guidance about using Moodle.
Source site., if you are a member of staff and would like to request a safe area to play around ify/

Moodie manual - teacher manual
for designing moodle courses

Course categories

Filots.
Moodle pilots feedback - coming
Moodle pilots evaluation - coming

You can request an

Miscellaneous ad-hoc or sandpit
Staff Development
Pilot Modules Semester 2 course here'

Useful Downloads

5 To get the most out of this sife from
Education z home, we suggest you download

and install the follawing free
Faculty of Arts 2 software (if you haven already got
Business School 1 the main applications installed):
Theology Word Viewer

What you can do from the homepage

From the homepage, you can do the following:
e Login, using your standard YSJ username and password, if you have one.
e C(Create a new account, for external users who do not have YSJ login details.
e Request for an ad-hoc course to be created, such as a sandpit area.
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Logging into Moodle.

You can login to Moodle from the homepage, by entering your University IT account
details, if you have one. These are the same details you use to login to your
computers and email accounts.

\edward.corl
Enter your regular YSJU . Bt
IT details into the 4» Passwnrdl |

relevant fields.

H { My
Then click LOgm ' Create new account
Lozt pagsword?

Your course overview page

Once you have successfully logged into Moodle, you will be presented with your own
page, which you can customise to your own needs.

In the centre of the page, you will see the courses you are enrolled on. To access a
course, its activities and contents, simply click on the title.

You are logged in as Edward Cordukes (Logout]

o= English (en) ~

York St John
University

B

You can personalise this
page by clicking on the
‘Edit this page’ button.

Moodle: Overview of my courses

Moodle » Overview of my courses

___—v Edit this page |

Design CG Resources
ov, 09:23
Mark Dransfield
All modules that Administrator's Course Weicoms o Note oo
er lopics ...
it
you have access to (70,
appear here. Latest news from m
pp a Assignment (online marking) Ilill

Dus date: Sunday, 20 December 2009, 12:40 FM the administrator
Not submitted yet (16 days 21 hours late) A A A [a)

appears here.

Assignment: ELL Assignment 2 (offine marking)
Dus date: Fridsy. 4 December 2009, 09:35 AM

Mot submitted yet (33 days late)

Assignment: 3000 word final essay
Due date: Thursday, 10 December 2009, 12:50 PFM

Submitted, Graded

Each course in Moodle is likely to contain similar items, but may look completely
different depending on how tutors set up the course and what resources the course
contains. Student feedback has suggested that consistency in course design and
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layout is preferable, so try to ensure that all of your courses have a similar style. The

example below shows what a typical Moodle course looks like:

Overview of a course homepage

(4) Editing and

p Switch Roles

York St
Unwg;’sm.jphn

e

Design CG Resources
(1) Navigation bar
(breadcrumbs)

Design CGl Resources

This course containg a wide range of resources for both staff and students covering
CGI (computer Generated Imagery) and it's uses in both achademic projects and

EECES, + the wider studio emironment
B3 Participants
The nature of the internet is very fickel, if you find that a link withing this module to
EETEY et
& Forums Likewise if you know of a resourcedlink/book etc which you think would be of
& Clossarizs interest please let us know so that it can be added far all to look at
Feaices = Mews forum

& Glossery ol CGl Terms

IR T

Principles of Design and Production.

]

au are logged in as Elsvn Parkinson (Logaut

(5) Logged in as
and logout links.

Upcoming Events

There are no upcoming events

Goto calendar
Dew Evert

Blender Nation z

Add/Edit Feeds:
£S5 Transform Exparter far Blendsr

Blender seulpt demo — 45 million
pobaons

Advanced search g}
application but never the less provide a gond overall theary to the
rE——— 7 N online Resources (Principles of Design - General)
~EN Recomended Reading (Princiale of Dasign - General)
Turn editing on
= : —+ Colour Thea

(2) Course contents area

70 Settings
Assion roles —+ Perspective

X Graces —

&5 Groups 2 2D Applications (Photoshop, lllustrator, GIMP, MyPaint, Alchemy & Inkscape)
Backup ) : )
o ;AH the resources here are application specific and the above list will likely grow with

ime.
= -+ Photoshon: Course Material

[] Reports =+ llystrator Course Material

141 Guestions + GIMP: Course Material

[ Files: =& Inkscape: Course Material

[£] Protie

3 3D Applications (Maya, Blender, Solidworks & YafRay)
This section will concentrate on resources far specific 30 applicati he above list

@ tiscelansous will likely grove with time.

@ course Recuest: + Blender 30 Course Material
@ Sonaots —+ Mava: Course Material
@ Flot Mocules Seffester 2 [ sl

our:

Principles of Animation.

Mone application spec
traditional

rticals and resources for animation both digital and

- Recogeied Reading - Animation
-9 archies 1

@ Hiierarchies 2 Building a Robot
@) Problems with Rotations

5 3D Modelling Techniques & Theory

An assartment of resources covering the subject of 30 madeling, usually not
ation specific
ecomended Reading - Modeling

ricals (rmodelling
—F Wodeling 101
—+ Timelapse Examples

6 Texturing, UV Text

(3) Course Blocks

q &30 Pa

ing Resources

]

AddfEdit Feeds

AJp Releases Free iPhone App for Video
Erotessionals

s Realis 847 Multimedia

ector Provides Wersatile Displa
tion for ARC Science Simulatians

Dmnidlobe

Ada Kona 3 Vidss Card Dualifiad for

Autodesk Smoke on the Mag

Quantel Pablo Helps Modein VideoFilm

Einish Avatar

[

bz Nominees Rewsaled

Recent Activity £

Activity since Wednesday, 16 December
2009, 02:39 PM
Eull report of recert activity

Mothing news since your last login

The navigation bar — each Moodle page has a horizontal navigation bar at the top.
The navigation bar tells you where you are in the course and it allows you to return
to the course page (if you click the short name for the course) at any time.

Course content area — here the main content of the course is held resources,

activities etc

© Flexible Learning Centre at York St John University
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Side Blocks — Side Blocks contain
additional information and links.
Those on the left are usually set at
administrator level and like the
Administration Block will contain
important links to various aspects of
our Moodle course. The blocks on
the right hand side can be defined by
the course tutors and contain
anything from calendars and events
to news feeds and embedded HTML.

© Flexible Learning Centre at York St John University
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Design CGI Res

This course contains a wide range of resources for both staff and students © Course
CGl (computer Generated Imagery) and it's uses in bath achademic project topic areas
the wider studio environment.
The nature of the internet is very fickel, if you find that a link w igAmnodule to
be broken please report itl
Likewise if you know of a resource/link/book & ould be of
interest please let us know so that it can
& Mews farum
& Glossery of CGl Terms
1 Principles of DesigwZand Production, (|

Here you will find articals, links and moare on e general princiles of both design
and production. These will not neccesserlybe related to a perticular field or
application but never the less provide a gfod overall theary to the subject.

-Ch Recomended Reading (Princip of Design - Generall

+ Colour Theo

—+ Perspective
2 2D Applications (Fhgifshop, lllustrator, GIMP, MyPaint, Alchemy & Inkscape). [

All the resources here are application specific and the above list will likely grow with
time.

+ Photoshop: Course Material

-+ [llustrator, Course Material

-+ GIMP: Course hMaterial

£ Inkscape: Course hMaterial

Switch Roles and Turn Editing On/Off
Button - You will automatically view the Gtk e e
course in whatever role you have logged on | Teacher

as Administrator, Tutor or Student. The Man-editing teacher
switch roles dropdown list allows you to student

view the course as it would appear form any other role lower than your level of
access.

e Switch role to.. % | Turn editing on

et tapic...

Logged in as and log out Links — These links to the top right of the screen show
who you are logged in as and allow you to log out.
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Navigating a Moodle course

There are two main ways to move around a Moodle course.

Navigation bar

You can navigate using the navigation bar that is positioned below the course title.
This not only shows your location in the course, but you can click on the links to

return to different parts of the course.

Goes back to home
page of Moodle

Goes back to home page
of Moodle course

Goes to the resources
area of your course

Gives the title of the
current page you are on.

Jump to... menu

If your course contains a lot of topics, it can be tiresome having to scroll up and

down the page. You can collapse all of the topics by clicking on the square box

the right of the topic heading.

Resaurces (Content)

Mondle suppoms & range of diferent resource types 1o incluge in your course. These can be prepared Nles that
you uplasd into Moode, Files IRl you creste drettly N Moome, or links 1o edemal web sites
Frepared files uploaded inte Moodie (Moodie automaically assigns the icons acconding to the fle type)
) & Word document
9.4 POF file
B4 Image
[ An MP3 file
A Fiash Nl [op2ns in 8 new wingow)
) A Directary
Content crastad directly in Moodls:
[ A Test Page
£ 4 wen Page
Links 1o @xternal web sites
A Wb Link {OpeRs In 3 new windaw)

ra

Communication tools

Farume
FOrums are the main tocé foe conducting oniing discussions. They aHow you 3nd your StUdents (o ComMUREate win
BAER cther & any Ume (33ynchronous] 1 Moo you can have mare han one famm n 3 course and heNare

“

) to

You can then use the “Jump to” drop-
down menu to navigate to different
sections of the homepage.

Aferert types
N

To return to the default view (i.e.

restore all the courses s
the double square icon () to the right

of the current topic heading.

tions), click on

R (C ontent)

Moadle supparts a range of different resource types 1o include in yilr course. These can be pregared fles that

¥au upload into Moodle, files that you create directly in Moodie, or (ks 10 edemal web sites.

Frepared files uploaded into Moodie (Moadle automatically asshins the icons acconding to the fie type)
BLA Werd dacument

1 A POF fie
1 A Image
1 A0 WP file
& A FEISR RlE (0PENS 0 3w window)
() A Directory
Content created directly in Moodie:
[ A Tet Page
B A Wen Page
Links to external web sites
B A Web Link (0pens in 3 new window)
y T
Juinp ta -
Jump 12
1+ Communication ols
3 - Quzes
5 - Choices
b -Lessons
7 -Wikis
8- Sunveys

- Assignments
10 - Add#ional resources for leaming about Maodle
11 - Exampie hoadle Coursas

© Flexible Learning Centre at York St John University
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On some pages in Moodle, you will see a jump to... menu that on the top right hand
side of the screen. Just click on the small downward arrow next to the title of the
current resource and then click on a title from the drop-down menu.

) domp . ﬁﬁ

Infroduclion: Some basics These guides cover some -
H What is in aMoodle course? A Click here to open the

B Jump to... drop-down menu
ks I‘I"IEHIB What do the icons mean? |
Haow do | edit my profile? Click on a different title

Exercise 1: Accessing course m to go to that resource
Open and read this HTHML file first
[ Open. read and print this POF file
B Useful downloads

hows v 510

The arrow buttons on either side of the jump to... menu allow to you go to the next
or previous resource in the course.

@LJump fo... v@

Clicking on this arrow Clicking on this arrow
will take you to the will take you to the
previous page next page

It is possible to navigate between pages by using the navigation buttons on your web
browser. This is not recommended - you will obtain more consistent results using the
navigation options within Moodle.

Requesting a new course

Each member of staff can request for a non-credit
course to be created. For example you could request @ Request a course
a Moodle Sandpit area (your own Moodle course to

. Moodle help - if you need advice
play with), or a programme area for your students. and guidance abaut using Moodle.
This can be done by going to the Moodle homepage Moodle: ranual= teachsr manusl

for designing moodle courses

and clicking on the ‘Request a course’ button.
Pilots
Moodle pilots feedback - coming
Moodle pilats evaluation - coming

Adding Resources to your Course

This section covers some information regarding how to manage a course in Moodle.
Please see appendix 1 for a comprehensive list of course icons and their meaning.

Entering your course

To enter a course, simply click on the title from the course overview page. From
here, you can see how the course is structured and access any documents or
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activities that have been created. When you first enter a course, you will see a very
plain screen with 10 blank topic areas. These are the areas which you will use to
develop your course.

Editing your course

Editing your course allows you, as a tutor, to design the course, add content and
structure learning activities. In order to be able to edit a course, you must have the
correct level of access, which is usually ‘Teacher’ level. You will immediately be able
to see whether you have the privileges to edit a course, by making sure you can see
the Turn editing on button.

You are logged in as Mark Dransfield (Logout)

(7 Switch role to.__. v Tum editing on

Course Teachers can use this button [

to access the editing features

bl e bl = B —

Turn editing on

Once you have turned editing on, you will notice a change in the display of the page.
Each topic area displays two dropdown menu items, one for activities and one for

resources.

You will also notice the appearance of a range of icons on the various page blocks,
giving you access to control a variety of things.

© Flexible Learning Centre at York St John University 11 of 31



Thoodle

LEARNHUB ~ DLDMD

You are logged in as Mark Dransfisld (Logout)

(%) Switch role to_-

¥ Tum editing off

4 Participants

People -/ Topic outline
“ Click this icon to add a course introduction

Latest News =]
¥ xed

B Hews foum b £ X = &
Activities

Add a new topic...
(No news has been posted
yet)

(@ |Add a resource. . ¥ |(@ | Add an activity .. B
1 4 M Upcoming Events =
e xetd

B Forums O
Add tivit gs
: an activity... v
Search Forums 2 [ Use these to add resources and activities } ! |t
2 4 %‘ Go to calendar...
New Event.
Advanced searc| Add an activity... v 3
e Click this icon to edit topic titles I Recent Activity =
.!‘\ ministration p; = P xet
Poexten 3
& | Activty since Tuesday, 10
& Tum editing off . Add a resource... vl@ Add an activity.... v #  MNovember 2009, 11:23 AM
Settings U_Se th_ese icons to move and T o ) I Full report of recent activity...
@ Assign roles hide things
g:;ﬂ:z 4 8 | Nut_hing new since your last
g’ Backu g fogm
o Reslurz Add a resource. . _Add an actwity,,, v ¥
g’ Import I
# Reset . i -
|~ Reports 5 & Use this icon for help and information
21 Questions 5

™ Filae = ANdd a rnmnean

Kl

wolim | RAd e b el

Figure 1 - Example of a course view, with editing turned on.

Adding Resources to your course

One of the main things you are likely to want to do in moodle is present your
students with a range of learning resources. The following information gives you
details on each resource type, you are advised to experiment with the resource
types to find out which ones you feel are most useful for the way you teach and

structure your content.

Labels, Text Files, and Web Pages

Each of these three options work in a very similar way, using the familiar WYSIWYG
interface for formatting of text, adding images, tables and hyperlinks. The difference
between the three options is the end product.

Label — This feature allows you to insert text,
images and other elements directly into a
Topic/week box of a course. Using labels can
help you to visually separate your content.

mim = JPE XK & S
wof CGlTerms == JF B & &
U fAdd aresource. i ‘
&cldl a racnurea
Insert a label
Compose atext page
dllfLCompose aweh page
+tigp Linkto a file orweh site
but Display a directory

Add an IMS Caontent Package

Text Page — Allows you to post a page of plain
text with minimal formatting.

Web Page — Very similar to the ‘Compose a text

page’ except it supports full formatting of the text within the ‘Full text’ part of the
document, meaning that you can change font size, colour and type, embolden,
italicise and so on.

Linking to Files and Web Pages
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Adding a resource, like a powerpoint file, word document or website link, is really
very simple.

Step 1. From the topic area where you want to add the file, click Add Resource and
then Link to a file or website

@ Add a resource. ..

Insert a label
Compose a text page
Compose a web page =
Link to a file or web site @ |ﬂ
Display a directory

Add an IMS Content Package

@ ! Add a resource. ..

@ Ad

Step 2. Complete the necessary details and click the Choose or upload a file button.

Note, if you wish to add a website link, enter the web address in the field labelled
Location and ignore the Choose or upload a file button

General

Name™ |D\gital Matives & Digital Immigrants (core reading) |
Summary (&

| Trebuchet ~ | |3(12pt) *||Mormal v|[lang + B I U §
E=== M w

X x| #)| v o
Si=EE d| —Dhede QOQG@R ©

= =

This is the core reading for week 1. It is by Marc Prensky and raises some
interesting issues that we will consider in a discussion activity.

Path: body

Link to a file or web site

Location |http:H

l Choose or upload a file ...

[ Search for web page...
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Step 3. From the pop-up window which appears, select Upload a file

Multiple file Upload multiple Files (Max. 15 MB)
upload
(Needs Flash)
Name Size Modified Action
O ¢ _Blender 28KB 9 Cctober 2009, 02:51 PM Benarme
J_rmoddata 4KB 15 December 2005, 11:42 AW
4| Al Character Modelling pof 1.5MB 7 October 2008, 11:47 AM Choose Rename

[ () The Ultimate Blender 2.5 Shorcut Listtd  51.3KB 7 December 2009, 01:56 PM Choose Edit Rename

.-~“‘” ‘With chosen files...

’ Make a/félder l ’ Select all ” Deselect all ]

Mo
Delete completely
Create zip archive

Single file
upload

i

¥ou are logged in as

Step 4. Click Browse, locate the document you want to upload to moodle, then click
Upload this file

DLDMD » Files
Upload a file (Max size: 2MB) —= / 1

| Upload this file

2

(i) Moodle Docs for this page

Step 5. From the next screen, you should see your uploaded document listed. Now
click on the choose link, next to the document you want to add.

NOTE. This is a VERY IMPORTANT STEP TO REMEMBER. If you cannot see the

‘Choose’ option, use the horizontal scrollbar in the window to move to the right of
the screen until you can see it.

Name Size Modified Action

O ] Digital Immigrants_Digital Nativesdoc ~ 92KB 10 Movember 2009, 04:11 Choose Rename

| With chosen files. . _V.

Make a folder Select all ] l Deselect all Upload a file
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Step 6. Once you have chosen your document, you are returned to complete the
details of the document. Make any other changes you feel are necessary and then, at
the bottom of the page, click the Save and return to course button.

[ Save and return to course ]

Displaying a Directory

UL - g K A & This allows you to display a link directly to any

yof GGl Termns == JF & K & Directory (i.e a Folder) that you have created in
i@ Addaresource.. v § your ‘Files’ section under course Administration.

Add a resource...

i of | Inserta label Just select this option and a pop-up window of
Compose atext page i .
Jll fi Compose 2 web page . your Files’ area will appear so that you can
tigr Linkto afile arweb site s| choose the directory/folder that you wish to
butlDisplay a directaory | er show.

Add an IMS Content Packane
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Adding Activities to your Course

Activities differ from resources in that they are interactive. Through the ‘Add an
activity’ menu you can add assignments, forums, quizzes and more.

Adding Assignments (single file, multiple file and offline activity)
Most options for each of these assignments are very similar.

Advanced UpIoad of files — Allows students to submit multiple files (Word, excel, PDF etc).

Online Text - Allows the students to submit editable text directly in Moodle using the normal
WYSIWYG editing tools. These can be graded; inline comments and changes can also be added.

Upload a Single File - This option allows each participant to upload a single file of any type
(Word, Excel, PDF, Zipped File etc).

Offline Activity - For assignments/activities that don’t involve the uploading of assignment files
to Moodle, for example and presentation or practical exercise can be set and the students can see
this then once completed grades uploaded again for the students to see.

TypeuploadPDF - this is a additional plug-in that has been added to Moodle that allows a
student to upload a PDF assignment which the tutor can then mark online and return back to the
student with a grade.

e Assignment name - is required, but can be anything you like.

e Description - is also required and describes the assignment. It can have full formatting using
the toolbar (bold, underline, images, etc.).

e Grade - sets the grade as either a number (from 1-100) or as a custom word-based scale set
up in the “Scales” section (see earlier section).

e Available from - lets you pick the date that your students will begin to have access to this
assignment

e Due Date - sets the date the assignment is due.

e Prevent late submissions - if set to “Yes” then students can submit their assignment after
the Due Date. Otherwise they will not be able to submit a late assignment.

e  Maximum size — |lets you choose the maximum size of the files which will be uploaded

e Allow deleting - If enabled, participants may delete uploaded files at any time before
grading.

e  Maximum number of uploaded files — This is the maximum number of files each participant
may upload. This number is not shown to students, so it’s best to write the actual number of
requested files in the assignment description.

e Allow notes - If enabled, participants may enter notes into a text area. It is similar to an
online text assignment. This text box can be used for communication with the grading
person, assignment progress description or any other written activity.

e Hide description before available date - If enabled, assignment description is hidden before
the opening date.

e Email alerts to teachers - If enabled, teachers are alerted with a short email whenever
students add or update an assignment submission.

e Common Module settings

e The last two settings are common to all activities. So, we’ll discuss them at this point, but
won'’t talk about them for each subsequent activity. Just keep in mind that these options will
always be available to you in any activity that you create:

e Groups - The group mode for each activity can be one of three levels.

0 No groups - there are no sub groups, everyone is part of one big community
O Separate groups - each group can only see their own group, others are invisible
0 Visible groups - each group works in their own group, but can see other groups
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e Visible - If set to show, students will see the assignment. If not, the assignment will be
hidden. This is useful is you want to prepare an assignment in advance (like a pop-quiz).

CAdding a new Assighmentg

General

Assignmentname™ | o) rst supply a valus hers,

Description™ g

| Trebuchet w180 » v|[tang v B I O 8| % x| @) w3 =

NG == HTh —dbeosdew DOQSM ©

Path:

Grade u 100 w
Available from |5~ || January v ||2010 v |15 ~||35 +| [lDisable
Dugdate |12 v || January  ¥||2010 ¥ |[15 ¥| |35 v | Clpisable

Prevent late submissions | Mg+

Advanced uploading of files

IMaximum size | 2MB w
Allow deleting g | ves v
Maximmum rumber of uploaded files @ |3 v
Allow notes u [ Mo w
Hide description before available date | Wo »

©

Email alerts to teachers g | Mo v
Enable Send for marking i) Mg

Common module settings
Graup mode u Mo groups w
Yisible | Show
10 rurrber @

Grade category | Uncategorised

Save and return to course ] ’ Save and display ] [ Cancel ]
There are required fizlds in this form marked™,

Chat
Creates a chat room for live discussions.

Choice
This is basically a poll where you pose a question and supply two or more answers. The students can

then vote on this poll question.

Database
Allows the teacher and/or students to build, display and search a
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bank of record entries about any conceivable topic.

FLV Player
An external plug in for Moodle which allows you to add a movie/audio file more a resource than an
activity but this is where it appears. (CHECK THIS).

Forum
Creates a discussion forum or bulletin board. This can be used to discuss various topics with the class.

Glossary
The “Glossary” option adds a flexible way to present definitions (and more) that can be linked
through your entire class site.

Lesson

This feature allows you to add entire lessons that guide the student based on the student’s answers. It
might be helpful to think of a lesson as a kind of flowchart. The student reads some content. After the
content, you ask the student some questions. Based on the answers the student gives, the system
sends him or her to another page.

Page Menu
(Not in Moodle book — Moodle Book has questionnaire in it’s place?)

Quiz

This feature adds a quiz to the class. It can contain any number of questions, and they can be
true/false, multiple choice, and fill-in-the-blank. The quiz may also have feedback, where it can
explain to the students why the answer is what it is.

SCORM/AICC

The Scorm/AICC activity allows you to include any Scorm/AICC compliant content to your Moodle
course. Scorm and AICC are common standards for putting together online learning experiences, and
there are many packages that can export activities in a Scorm or AICC format.

Survey
This adds pre-built surveys to the class. These are typically used for online, distance learning courses.

Wiki
This adds a Wiki to you class. A wiki is similar to a blog (web log or journal), except everyone can

contribute, edit, comment, etc. In general, wiki posts are not approved by a central administrator, so
the content can be built very quickly (don’t worry — the teacher can always edit any wiki page!).
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Course Enrolments & Administration.

As with the old Blackboard system both staff and students will be enrolled
automatically on the system. If for some reason ether students or members of staff
are not appearing as they should then please contact e-learning for further advice.

One of the most important blocks for a teacher is the Administration block. This can
be found on the left hand side of course. Bellow is a brief synopsis of each link.

"
Turn editing on - allows you to make changes to

your course.

2@ Turn editing on
é%ﬁﬁnles Settings - allows you to change the look of your
¥ Grades course (more on this later).
& Groups Assign Roles — allows you to set roles for your
[ Backun course (much more on this later).

: Er:j_ﬁ Grades - lists the grades of the tests and quizzes of
£ Foset each enrolled student.
:l Repotts Groups - allows you to establish group settings for
741 Cuestions your course (more on this later)

_J Files Backup - allows your course data to be backed up.
[a] Profile Restore - allows you to restore old course data (that

was previously backed up).
Import — allows you to transfer data from another course you are currently teaching
Reset — allows you to remove user data from your course, while retaining activities
and resources
Reports - shows you all of the activity in your course for a set amount of time.
Questions - This link takes you directly to your question bank, which you can use to
generate questions for your quizzes
Files - allows you to upload files to your course, or to view any files that are already
there.
Profile — allows you to view/edit your own profile.
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Course Formats

Moodle allows you to choose the way in which courses are structured and presented
to the students. This is controlled by ‘Course formats’. For example you could choose
to present the course in a weekly format or a topic based format. If your course was

based around discussion forums rather than material being delivered on a weekly or

topic basis then you might choose the social format.

To alter any of your course

Administration il details such as course
27 Turn editing on format, theme etc, go to
ésmn the ‘Settings’ in the o "
.. . 1T course settngs
Aasion roles Administration Block. 2
'- J" Grades
GI'DUQ Category g | Miscellaneous v

ﬁ Backun Fullname™ @ |Design CG Resources
3] Restore Shortname™ @  |DCGRIOI
Course ID number (g [
] [mport
= Summary g
a5 Reset
=
_IRE otts v|[1@m = villng v B 7 U §| % ¥ |®)| o
47 Guestions Enn EEEE T —leosde MODQG@R| ©|F
J Files
— will contain a wide misture of resources relating to both 2D and 3D
[=] Profile phics, including Links, wideos, tutorials, workshops addens, plugins

Below is a list of some of the
most common ‘Course ey

ourse startdaly @) |6 v | October v 2009 v
Formats’ available in Moodle Hiien sections

Mews items to show

Topics Tree format v

Murnber of wesks/topics |13 w

[Hidden sections are shawn in collapsed form
5 v

Show gradebook to students @\ |Yes v

Show activity reparts @ \No v

Maximum upload size g
Force theme | ¥SJUDT_Theme %

Is this a meta course? () Mo - This caurse already has normal enrolments.

Social format

This format is oriented around one main forum, the Social forum, which appears on
the course home page. It is useful for situations that are more freeform. They may
not even be courses. For example, it could be used as a departmental notice board.

Topics format
The course is organised into topic sections. Each topic section consists of activities.

Weekly format
The course is organised week by week, with a clear start date and a finish date. Each

week consists of activities.

Topic Tree Format — As with the Topic Format but allows the sections to be
collapsed. Especially good if you have a lot of material | the course.

Collapsed Week Format — As above but allows the sections to be collapsed.
Especially good if the course has a lot of material.
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Accordion Format — A more generic collapsible format.

Course Themes

A theme controls the look and feel of
your course. If you do not change this
setting under the course settings area,
the default YSJU moodle theme will be
used. If you choose to, you can force the
default theme to change by choosing
one of the pre-loaded themes from the
‘force theme’ option.

Managing your Profile

Editing your profile settings

Force theme

Is this a meta course?

Enrolment Plugins &)

Default role

Course enrollable &

Start date

FEnd date

chameleaon [
¥SJUD1_Theme Al
Y¥34_formal_white i
binary-waves
business-school
children-education
computer-scientist

iri
computer-warld

cornflower "
custom_corners
digital-university I'c
e-learning-portal
|formal_white

global-network

Your profile is important; because it lets other users know who you are and what
your background and interests are. This can be seen by other Moodle users in a
variety of ways, most notably during discussion activities.

Editing your profile also gives you the option to change the way Moodle looks, too.
This is especially useful for people who have visual impairments or accessibility
issues. To change the way Moodle looks, alter the theme settings.

To edit your profile, you need to be logged into Moodle. Once you’ve logged in,
locate and click on your own name at the top right hand side of the page. Then

choose the edit tab.

Step 1
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You are logged in as Edward Cordukes (Logout)

English (en) v

Click your nam, to edit
your profile settings.

Edit this page

Latest News F

3 Nov, 09:23

Step 2

|' .Prnﬁle ".Edi profile J.Forum posts '|' Blog

My name is Edwa rdukes, I was the first student ever to enrol at Yc

dom

Click ‘Edit Profile’ to amend ;
your details.

Resources, Moving to Moodle, Mark Dransfield 5
ST aceess. woraay, 21 September 2009, 12:27 PM (50 days 1 hour)
Last access: Tuesday, 10 November 2009, 12:38 PM (3 secs)

Change passwaord H Messages
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In the screen that appears, you can make a number of changes:

Edit profile Forum posts Blog Activity reports

General

It is recommended that you
allow other course members to

First name™ |Edward

Surname” | Cordukes

see your email address.
Email address™ | glearningi@yorks). ac.uk /
Email display | Allow only ather course members ta s v email address v

Email activated | This email address is enabl
Ermail formst” | Pretty HTML farmat v If you disable your email
Email digest type™ | Mo digest (single email per forum post) | address' you will not receive
Forum auto-subscribe”™ | Yes: when | post, subscribe me to that forum %
- forum messages sent by your

Forum tracking™ | No: don't keep track of posts | have seen v

Type a descrlptlon When editing text” | Use HTML editor (some browsers only) v tutor or other students on your
about yOU rself in the #28% and Javascriot” [ Yes: use advanced web features + course.

Description text area. Screen reader™ |No (@

For obvious reasons it hptowm [rofe

. . Select a country™ | United Kingdom b

is not a good idea to ! = : .

: Timezone | Server's local time Type the city/town that you
|nC|Ude personal Preferred language | English (en) “ |iVe or Work in

details such as your Proferred theme” [ standard v

home address and Bescription™ g

telephone numbers.

v|l1iEpy v|[lang »| B 7 U § | % x| ®]| v 0+

EEEE FE —beode QOQGR| ©

My narne is Edwe@ Cordukes, | was the first student ever to enrol at York 5t
John.

The Description text area consists of a HTML editor, which has a toolbar along the
top that uses similar icons to those you see in most word processing or web editor
programs. If you hover over each of the icons with the cursor, you will see a pop-up
that tells you the command. You don’t need to know HTML code to use the editor —
simply type in the text area and use the formatting tools to customise it.

Note: the HTML editor only works in Internet Explorer and Mozilla Firefox browsers. If
you use another browser, a simpler editor will be available to you.

In the next part of the “Edit profile” screen, you can upload a photo or picture that
represents you. This image will appear next to your posting in the forums.

To add an image:

, Click on the “Browse” button
Picture of
Current picture MNone
Delete O
Mew picture (Max size: 16MEB) @ Browse...
Picture description
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A pop-up window will appear.

Use this window to navigate to the image file that

A 4

Lackirc | [} Desktop

DMV Documents
{ 23 J Wy Computer

My Recent \3 My Metwork Places

you wish to use. This could be on your M: drive, Documerts |8 Adobe Phososhop Co2

on a memory stick, your local hard drive, etc.
Moodle will accept JPG, GIF and PNG image files.

Make sure the image file you choose is not larger
than the maximum size listed (or it will not

upload)

When you have located the image file

you want to use:

Mitrnsﬂft FrontPage 2002
@Muzwlla Firefox
9 Metscape Browser

(&

v Of e m

[2] redistrationne0sn? et
gﬂTraining.exe

EWD Passport (F)

S wsud on 'sernk2’ (B)

Desktop =
E;-_%Remote Deskkop Connection
Skype:
&) VMware Yirkual Infrastructure Client 2.0
ZoomBrowser Ex
My Documents
EéCn\ﬂrP\c
&Opera
-
- [ Cutlook,
L“)B B pecform,doc
My Computer
‘--‘] File name: | s -_Elpen
-
My Netwerk  Files of type: AllFiies v
File Upload PIX
Lock in: | 15 Moodle v O ¥ e [~

ﬁ brightonpavillion. jpg
‘_-.3 buck jpg
My Recen ﬁcolchestercastle‘jpg
Docul @e\earning-mndels.doc
Ee—learn—mode\s.pdf

Click on the file name

ﬂ essex-logo.gif
(@ Ethones.mp3

Desklop
@ growing-plants. swf

The pop-up window will close.

[ limages.zip
@Parspact\ves.ppt
Ej rabbit2.jpg

ﬁ stmontmichel.jpg
ﬁ sunflawer . jpg

My Documents

Then, click on “Open

”n

-
59
My Computer
‘-:!] File name: bucketspade.jpg A Upen
=
My Network | Files of wpe: 21 Files v
Picture of

Current picture None

your picture

Type a description for

Picture description

—>

Delete O
MNews picture (Max size: 16MB)@ |L\packagesiMoodieibn Browse.. |

IMPORTANT: please make sure that any picture you upload is not copyrighted, rude or

offensive as it can be seen by all users of Moodle.

When you have finished making changes to your profile, click on “Update profile” at

the bottom of the screen.

This will return you to your profile summary page. You should now see the changes
you have made, but if you can’t, just use the “Reload/Refresh” button in your web

browser.
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Edward Cordukes

[ Profile Edit profile | Forum posts Blog | Activity reports

Wy narme is Edward Cordukes, | was the first student ever to enral at York St John.

Country: United Kingdom

City/town: Yaork
Email address: elearnin orksj.ac.uk

Courses: Design CG Resources, Administrator's Course, 2LL0E0,SERM2 2009410 - Language and

Communicatian in the Warkplace, HLS Health and :

First access: Monday, 21 September 2009, 12:27 PM (87 days 3 hours)
Last access: Thursday, 17 December 2009, 03:02 PM (2 secs)

Roles: Student

Change password ” hessages ]
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Appendixes

Appendix 1 — A description of moodle icons.

Below are examples of some of the icons you will find in Moodle. You may not come
across all of them, because each course is different. Sometime icons can look
different if the course tutor has used a particular theme for the Moodle.

Moodle resources and activities

@ 3 @ Link to a website Cd g A file directory

L %) O® A chat session @ 7 @» | Achoice —similar to a poll
@@ A database d)u_.‘_: A forum

A oy A glossary & A hot potatoes quiz

@‘E Ajournal Eﬁgﬁ = | Alesson
W™ A quiz or test Em® A survey
2% 6 A wiki 25 A workshop

| ) An assignment -

Links to application resources

W G Link to a Word document

ol 5] Link to an Excel spreadsheet

- F s Link to an image o Link to a PowerPoint
o = | presentation
'.F:.@é, Link to an Adobe PDF file P T4 Link to a sound file
@L@ Flash files (e.g. animations) & .@ﬁﬁ Link to a video file
!
==9 Link to a zipped file
Moodle editing icons
# [A[F | Edit button — either edit A 5 | Hide — either a topicora
summary, or update depending resource
on the context
- Move — left, right, up or down, n o This topic is hidden
it depending on the direction of
t the arrow
‘
v @ Highlighted as the current topic | '/ ;) | Highlight as the current topic
% X% | Delete =1 Show only this topic
Moodle front page icons
8 This course allows guest access 2, | This course allows guest access

if you have an enrolment key.
The key is a password provided
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by your tutor.

You can only access this course if
your tutor has enrolled you, or if
you have an enrolment key

&

Side blocks — most Moodle course pages have a left and right column either side of
the course contents area. These contain small boxes called blocks. These can give
you additional information relating to your course or allow you to navigate to
different parts of the course. You will see different blocks depending on what your
tutor has set up in your course. Examples include:

Activities - The Activities block lists and allows navigation between

%Assignments the different activities available in your course
Chats

? Choices
2 Forums

[ Glossaries
By Lessons
[¥] Quizes
[E) Resources
] Surveys
% wikis

People - | The People block contains a link to the list of course
2 Participants participants

Calendar = The Calendar block can be used to signal forthcoming
J  Desnerdiy [ events at course level or by students to remind themselves
Sun Mon Tue Wed Thu Fri S1at of course deadl'nes.
2 3 4 & E T B
9 10 11 12 13 14 14

1618 18 20 2 22

23014 25 18 27T 283 19
an 3

Global Course
evernts events

Group

& User events
avents

Appendix 2- Glossary of Terms

This is by no means a definitive list of terms. As you work with Moodle you may
come across many terms that are not listed here. Wherever you see a question mark
in a circle (&) within Moodle, you can click on it for a definition.

Moodle (Modular Object-Oriented Dynamic Learning Environment)

Moodle is a learning management system that enables you to create powerful,
flexible, and engaging online learning experiences.
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Blocks
A block displays information in a small area in one of the side columns. For example,
a block can display a calendar, the latest news or the students enrolled in a course.

Resources
Resources are static course material that students read but do not interact with.

Label
Labels are text and/or images that are actually embedded directly among the other
activity links in the course page.

Text page
A simple page written using plain text.

Web page
A complete single web page within Moodle, that you can format using Moodle's
WYSIWYG HTML editor.

Link to File or Website

Allows you to link to any web page or other file on the public web. It also allows you
to link to any web page or other file that you have uploaded into your course files
area from your own desktop computer.

Directory
Can display a whole directory (and its subdirectories) from your course files area.
Students can then browse and view all those files.

IMS Content Packages

IMS content packages can be created and edited using a variety of content-authoring
software. Content is usually displayed over several pages, with navigation between
the pages. The content-authoring software produces a zip file, which can then be
uploaded to your course in Moodle.

Activities
Interactive activities that enable students to interact with the instructor, the learning
system, or each other.

Assignments

Assignments allow the teacher to specify a task that requires students to prepare
digital content (any format) and submit it by uploading it to the server. Typical
assignments include essays, projects, reports and so on. This module includes
grading facilities.

Advanced uploading of files

Allows teachers to send files back to students in response to their submissions. A
typical way to use this would be to edit the student's submitted file by adding
comments and/or corrections, and then returning this file back to the student via the

© Flexible Learning Centre at York St John University 28 of 31



assignment. When a student clicks on the assignment, files sent to him or her appear
as a list of Response files.

Online text
This assignment type asks students to submit text, using the normal Moodle editing
tools. Teachers can grade them online, and even add inline comments or changes.

Upload a single file

A student can upload a single file. This could be a Word document, spreadsheet or
anything in digital format. Multiple files may be zipped and then submitted. After
students upload their files, the teacher will be able to open the submission and use
the Moodle interface to assign a grade and offer comments as feedback. A student
may submit a file as many times as they like up until the deadline. Only the latest file
is retained, and this is the one the lecturer marks.

Offline activity

This is useful when the assignment is performed outside of Moodle. It could be
something elsewhere on the web or face-to-face. Students can see a description of
the assignment, but can't upload files or anything. Grading works normally, and
students will get notifications of their grades.

Turnitin

Gives Moodle users convenient access to Turnitin’s suite of learning tools including
Plagiarism Prevention and GradeMark™, all without leaving the Moodle
environment.

Chat

The Chat module allows participants to have a real-time synchronous discussion via
the web. 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.

Choice

A choice activity is very simple - the teacher asks a question and specifies a choice of
multiple responses. It can be useful as a quick poll to stimulate thinking about a
topic; to allow the class to vote on a direction for the course; or to gather research
consent.

Database

The Database module allows the teacher and/or students to build, display and
search a bank of record entries about any conceivable topic. The format and
structure of these entries can be almost unlimited, including images, files, URLs,
numbers and text amongst other things. You may be familiar with similar technology
from building Microsoft Access or Filemaker databases.
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Forum

This activity can be the most important - it is here that most discussion takes place.
Forums can be structured in different ways, and can include peer rating of each
posting. The postings can be viewed in a variety for formats, and can include
attachments. By subscribing to a forum, participants will receive copies of each new
posting in their email. A teacher can impose subscription on everyone if they want
to.

Glossary
This activity allows participants to create and maintain a list of definitions, like a
dictionary.

Journal

This module is a very important reflective activity. The teacher asks the student to
reflect on a particular topic, and the student can edit and refine their answer over
time. This answer is private and can only be seen by the teacher, who can offer
feedback and a grade on each journal entry.

Lesson

A lesson delivers content in an interesting and flexible way. It consists of a number of
pages. Each page normally ends with a question and a number of possible answers.
Depending on the student's choice of answer they either progress to the next page
or are taken back to a previous page. Navigation through the lesson can be straight
forward or complex, depending largely on the structure of the material being
presented.

Quiz

This module allows the teacher to design and set quiz tests, consisting of multiple
choice, true-false, and short answer questions. These questions are keptin a
categorised database, and can be re-used within courses and even between courses.
Quizzes can allow multiple attempts. Each attempt is automatically marked, and the
teacher can choose whether to give feedback or to show correct answers. This
module includes grading facilities.

SCORM/AICC

A package is a bundle of web content packaged in a way that follows the SCORM or
the AICC standard for learning objects. These packages can include web pages,
graphics, Javascript programs, Flash presentations and anything else that works in
web browsers. The Package module allows you to easily upload any standard SCORM
or AICC package and make it part of your course.

Survey

The Survey module provides a number of verified survey instruments that have been
found useful in assessing and stimulating learning in online environments. Teachers
can use these to gather data from their students that will help them learn about
their class and reflect on their own teaching.
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Wiki
A Wiki enables documents to be authored collectively in a simple markup language
using a web browser. The Moodle Wiki module enables participants to work

together on web pages to add, expand and change the content. Old versions are
never deleted and can be restored.
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