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Chapter 1. Features of Moodle

This chapter informs you features of Moodle. If you had not used a Moodle, please read this chapter

first.

1.1 The Purpose of This Document and About Technical
Support of Moodle

In this chapter we explain about overview of a Moodle. Some of the features are modified for uses
of Sophia University.
Instruction part start from Chapter 2. Even though you have read this document, you had any

question. Please ask to following office.

® Material Development Room (extension number: 4615)

Basement 2 of the Building 2

® Media Center (extension number: 3101)
Floor 3 of the Building 2

All we can do is to answer your question. We can’t undertake your task instead of you. You need

to change setting of the Moodle by yourself.

1.2 Features of Moodle

Moodle have following features.

® Create a simple website for your class and arrange it from your home. Your students watch it
from their home.

Distribute many documents immediately when you want to.

By using Messaging function or E-mail, you can offer your students information.

Gather assignments from your students and mark it.

Check plagiarism of assignments.
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Example of a class page.
You can upload a Word file, a PowerPoint file, an Excel file, a sound file and a video file by drag

and drop. Your students can download it from your website.
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You can also embed a YouTube video in your website.



Participants

My courses User list
NewM_2017 Brief
Current role

Al participants [v]

All participants: 4 =

Firstname: ANABCDEFGHIJKLMNOPQRSTUVWXYZ
Sumame: AIABCDEFGHIJKLMNOPQRSTUVWXYZ

User Surname - phonetic / First name - D y o Last access to
Select Email address City/town Country

picture phonetic / Surname / First name number course
O - e sl @sophia.ac.jp 5 secs
O [* BB s Foe o o e s i@sophia.ac.jp 1 day 5 hours
a i L0 R S-S L s @sophia.ac.jp R Japan 1 day 5 hours
(m] LT R = = ‘@sophia.ac.jp Never

Select all Deselectall | (3)

With selected users..

Added 4 new recipients

Keep searching, or use the form below to send a message to the selected students

Message body: e .
Wwv | B | [ = |iE || P |2
Send a message.
Formatting: HTML format
Send message Preview

Currently selected users

il " . WS B & Email hidden
EEE e e
1028 N8 =si Email hidden

Remove
Remove
Remove

Remove

You can send a message to your students at once. For example you

about extra assignments.

can inform your students
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You can set a deadline, gather assignments, download them at once and check plagiarism of the

assignments.

1.3 Contents which will be Deleted

Courses which have not been used for last 3 years are deleted. Please back up courses if
you need and keep the contents (movie, sound, documents, etc.) outside Moodle.
ICT Office will restore deleted contents only when you need it for grading. Please remind that

there is no guarantee that the contents can be restored.

1.4 Well Known Issues

Garble would occur when you treat a file that include Japanese name.
It is out of guarantee that operate Moodle from smart phone or tablet.
Loyola system and Moodle system are independent from each other. You can’t

synchronize data between these systems. (Ex. syllabus, enrollment data, school record)

1.5 Prohibition

Except for the purpose of teaching. You may not use the Moodle. You cannot use the Moodle



as Groupware. (Ex. sharing files with other teachers, store your private files in the Moodle)

We could stop this service in non-teaching period without notice.



Chapter 2.

2.1

Create a Course

Frequently Asked Questions

Q A Refer to
Where can | make my | You can make your course on a | 4.2.1 Adding from
course? category that is labelled your name. | Categories.

| need to create a
course for next

semester.

You can duplicate your previous
course for next semester.

By following “chapter 9.2” you can
make backup of a previous course
and restore it.

You need to rewrite the course
name for next semester.

(Please include “number of the year”
and “which semester is” in the

name.)

9.2 Course Backup and

Restore

Can | confirm the
attendance of my class
automatically?

You can check the attendance
automatically by using "Reaction
Paper" and "Jugyo-Shien-Box"
"Jugyou-Shien-Box" can import
"Reaction Paper" written by your
students to Moodle and calculate it
as attendance point automatically.

* You can check attendance easily
even if you have large classes.

* It is possible that inputting grade of
handwriting reports to Moodle and

reply it to students.

“About Jugyo-Shien-

Box

*another document




2.2

2.3

Enroll Your Students in Your Course

Q

A

Refer to

How can my students
confirm they enrolled

my course?

By using “Search course” or finding
your name from list of initials, they
can confirm it.

Please let them know they have to

use Moodle on your class.

“How to use Moodle”

*another document

Some students cannot

enroll my course.

There is a possibility that the
expiration date of the enroliment is
not set properly. Please confirm the

setting.

4.2.2. Setting Course

Enrollment Key.

| want to publish my
course against specific

students.

Set “enrollment key” and inform

your students it in your class.

4.2.2. Setting Course

Enrollment Key.

Students in previous

If you wanted to create new course

9.2 Course Backup and

semester remain in my | for next semester. Restore
course. You would rather create another
course by using “Backup” and
“Restore” than use old one.
Gather Assignments
Q A Refer to
Can | download Yes, you can. 6.3 Grading Submitted

assignments of my

students at once?

Assignments




2.4

2.5

Check Plagiarism (Turnitin)

Q

A

Refer to

How can | check

Create an “Assignment” activity and

6.1 Assignments (File

plagiarism? set “Enable Turnitin” option as yes. | Upload)
7 Turnitin Assignment
What does this Please confirm website of Turnitin.

software refer for

checking Plagiarism?

“Originally Reports”

does not appear.

Normally it will be generated within
a day. If it did not appear although
2 or 3 days passed.

Please tell Media Center your
course name and the student

name.

Others

Q

A

Refer to

How can | delete my

course?

Basically you cannot delete your
course. Instead of it you can
conceal your courses from students
and you can sort your courses.

* We had permitted teachers to
delete their course. However, we
had some technical problems
against a task of record inquiry, so

we abort it.

4.7 Conceal Your

Courses or Sort it




Chapter 3.

In this chapter we explain about a basic screen layout, components and how to operate them.

3.1

3.2

Login to Moodle

Please refer to “How to Use Moodle” and log in to Moodle. When you login to the Moodle for

the first time, display setting will be required.

You need to login for using Moodle of Sophia University. It means that a person who doesn’t

have Media Center account can’t use it.
When you use a public computer, disable “Remember username” option.

Blocks and Docks

The “Navigation” behave as shortcut for menus.
The “Navigation” appears either as BLOCK or DOCK.

NAVIGATION c[a]
Home

s Dashboard

b Site pages

b My courses

Navigation Block

§ | NAVIGATION B~
5 =
2
5

Home

= Dashboard
E b Site pages
b v Current course

Navigation block is moved to the dock

You can switch them by clicking “<” “>” icon.

Login Moodle and About the Glossary



3.3 About Navigation block

“Navigation” block has the following five links:

@® Home
You can return to Front Page from any pages in Moodle.

@ Dashboard
Moves to a portal page customizable by each user. With Moodle 2.4, this was called

“‘My Home”
@ Site pages
You may view news list etc. To be accessed by logged-in users only.

iw Site pages

® My Courses
This shows the list of registered courses. Teachers will see the list of courses they teach

and students the courses they are enrolled in.

* On Moodle3.1, “My Profile” button is deleted. To see each user’s profile or to send a message,

please click ¥ button then select ‘Profile’ or ‘Preferences’ on upper right of the screen.

%* Dashboard

A Profile

Ed Grades

m

., ™ Messages

Mon Tu}f # Preferences

"I [ Log out
T SR

10



3.4 Courses

The Moodle can create a webpage for each class. The webpage is called “course”. You should set
your course name same as the subject name. If these are different, students will be confused.
During you have your class, please create a new course each year.

Normally the Moodle arrange folders on top page in alphabetical order. The folders are named by

teacher’s name. We called it “category”. Teachers can create their course only in their own category.
a-2h¥3Y

A-REERTE: Go
v Advanced English (FALL 2016) e
6

% Journalism 2016
M

% Advanced English (Repeat): Spring 2016 [e [/
B4

[
]

% Nursing English 2016
-

Ex. Course List in a Category

3.5 Search courses

Students can search courses by course name or teacher’s name.

Enter keyword in “Search courses” at the bottom of Moodle Home page; click “Go”.

Search courses: Go

Courses
» Expand al

*A

»B

1"



Search results are shown as follows:

Sophia University Moodle

1 = English Search courses: English Go

Search results: 213

Page: 12 3 (Next)

% (IH) Intermediate English 2014

Teacher: Category

%2010 Academic English |

Category:

% 2011 Advanced English Il Monday

Category:

Chapter 4. Opening and setting courses

Using Moodle, teachers and enrolled students may register for courses and study programs and Web
pages may be created for access allowed to registered members only. The Web pages for each

course are called “Course” on Moodle.

On Courses you may post “Resources” which are static contents such as teaching texts and materials,

and “Activities” which are online activities such as quiz tests, assignments, and glossary and class votes.

4.1 Let students join your course

In Sophia’s Moodle students need to enroll themselves to the courses and it is called “self-
enrollment”. Since Sophia Moodle is not connected to Loyola, so it is NOT that the registered

students will be automatically enrolled to Moodle.

o When creating new course, please include the lecture title in the Bulletin to the
Course Name so that students can find your course.
e The academic year and semester name are also recommended to be in the
Course Name. Ex.) “English 2014 Spring”, “Intro to Literature 2015 Sprint -
Fall”
Please give students the instruction in the class to use Moodle and to enroll by themselves.
Following three information are necessary.
1. Teacher’s Name
2. Course Title

3. Enrolment Key (eventually if you set)

12



4.2 Creating Courses

4.2.1 Adding from categories

Log in with faculty user account

Scroll down the Front Page and find an alphabet list. Click on the initial of your family name,
then select your name. When there are many teachers, only top 30 is displayed. If you cannot
find your name, click “View More”.

3. Click on “Add a new course”

Sophia University Moodle
Home Courses C Manage courses

ION Course categories:

. Category: <, v o/ v

Search courses:

Add a new course

Course Categories Page

4. *“Add a new course” will appear. Enter data for each setting options, click “Save changes and
display”.
Just determine Course Title and go on, if you are in hurry or something is not clear.

5. For further editing, see “Add a new course” of this chapter.

Add a new course

~ General
Course full name* (%)
Course short name* (%)
Course category @)  #&XF 47252 —(Media Center) v
visible @ Show|v|
Coursestartdate @ | 10[v] March  [V] | 2017[V] g
Course ID number (7
~ Description

Course summary ()

Edit course settings (1/2)

13



Course summary files (2

~ Course format

Format (2

Number of sections
Hidden sections (9
Course layout (2
~ Appearance
Force language
News items to show (2
Show gradebook to students (2
Show activity reports (2
~ Files and uploads
Maximum upload size (9
~ Groups
Group mode (9
Force group mode (2
Default grouping
~ Role renaming @
Your word for 'Manager'
Your word for 'Course creator'
Your word for 'Teacher'
Your word for ‘Non-editing teacher'
Your word for 'Student'
Your word for ‘Guest'
Your word for 'Authenticated user'

Your word for "#ifi1 ((EFHZ1ID)

o
a8
[

Maximum size for new files: 100MB, maximum attachments: 1

‘You can drag and drop files here to add them.

Topics format V|

0y
Hidden sections are shown in collapsed form[V/]

Show all sections on one page|V|

Do not force
5

Yes[v|

No

100MB

No groups
No [v]
None[V]

sove g 5oy, N

Edit course settings (2/2)

14




The options are as follows:

“General”

Settings:

Contents of data entered

Course full name (required)

Enter official course title

Course short name (required)

Enter abbreviated name to show on breadcrumbs etc.

Course Category

Select categories of courses

Course visibility

Select whether the course appears in the list of courses

for students.

Course start date

Set course start date; the date will be automatically

shown in each section when you choose Weekly format.

Course ID number

ID numbers may be set for courses. Course ID
numbers will allow to specify a course in block editing of
courses, and user registration in block registering of

users.

“General”

Settings:

Contents of data entered

Course summary

Enter texts in description column of course list.

Course summary files

Course summary files are displayed in the courses list.

“Course Format”

Settings: Contents of data entered

Format Select course layout to be displayed. Frequently used
are Topic format and Weekly format

Number of sections

Hidden sections

Choose either one of the below:
- hidden sections are shown in folded form.
* hidden sections are shown in collapsed form

Course layout

Choose either one of the below:
+ show all sections on one page (default)
» show only one section per page

15




“Appearance”

Settings:

Contents of data entered

Force language

Set one specific language for the course

Number of announcements

Set number of news items to be displayed for latest news
block of the course

Show gradebook to students

Set whether or not students may view the gradebook; if it
is shown, enrolled students will be able to check their
grade scores of assignments and status of class
attendance etc.

Show activity reports

If set to “yes”, each student will be able to view activity

report from his/her own profile page

“Files and uploads”

Settings:

Contents of data entered

Maximum upload size

Determines the largest size of file that can be uploaded
to the course

“Completion tracking”

If enabled, completion conditions of activity and/or course may be set and teachers can monitor

students’ progress.

“Groups”
Settings: Contents of data entered
Group mode Choose one from the three options: no groups, separate

groups, visible groups

Force group mode

Overwrite group settings within each activity

Default grouping

Specify a default group setting when grouping is already
defined

“Role renaming”

You can change the role names of “administrator, teacher, non-editing teacher, student”

16




4.2.2 Setting Course Enroliment Key

Right after a course is created, any students can enroll in it.

So to set Enrollment key for your course so that only specific students are allowed to enroll
in your course, click your course first, then from “Administration” move on to Course
Administration>Users>Enroliment methods> Self enrollment (Student) and set Enroliment
key and “save changes”.

Please don’t set "Enrolment duration”, "Start date” and “End date”. These settings are hard
to handle, so if you are not used to use them, student might become unable to see or enroll
the course by mistake.

Enroliment Key Settings
NAVIGATION HE
+ o Self enrolment
-
Self enrolment
ADMINISTRATION B
-
. R Custom instance name
~ Course administration
£ Edit settings -,
2/ Tum editing off Allow existing enrolments (2 Yesﬂ
- Users
2, Enrolied users Allow new enrolments (%) ves|v|
¥ Enrolment methods
= Self enrolment (Student) Enrolment key (2 essesd Q
B Groups
Use group enrolment keys (%) No [v|
Default assigned role  Student [v]
)} Reports
£ Gradebook setup i
Enrel t durat N 0 day b
} Badges nrolment duration (%) ays  [v| O Enable
* Backup
&, Restore Notify before enrolment expires (%) No [v]
o Import
} Question bank Notification threshold () 1 days  [v]
Im Legacy course files
startdate @ | 30[v| | March  [v| | 2020[v| 13[v| 29v|p [ Enabie
ADD A BLOCK Enddate @ | 30[v]|| march  [v]| 2020[v] 13[7] 29]v] e [ Enaple
Add.. [v|
Unenrol inactive after (%) Never ﬂ
Max enrolled users (%) 0
Only cohort members (2) No ﬂ
Send course welcome message (9 No [v|
Custom welcome message (9
Cancel

17




4.3 Course Format

Moodle allows you to switch between various course formats. Most commonly used are

Topic and Weekly formats. If you are starting to use Moodle, set either one of the formats.

You can select Course formats on “Edit course settings” page in “Settings > course

administration > edit settings”.

ADMINISTRATION ola

w Course administration
£ Turn editing on
(ocorsms )
b Users
Y Filters
b Reporis

b Switch role to...

Settings block

v Course format

Single activity format
Social format

Format (2

Weekly format

Number of sections  15[V|

Hidden sections (2 Hidden sections are shown in collapsed form:]

Course layout (%) Show all sections on one pageﬂ

Format options on edit course settings page

18



2017 Spring_Test Course

Home

NAVIGATION 2@

Home
= Dashboard
) Site pages
¥ Current course

v NewM_2017
Participants
Badges
General
12 April - 18 April
19 April - 25 April
26 April - 2 May
3 May - 9 May
10 May - 16 May
17 May - 23 May
24 May - 30 May
31 May - 6 June
7 June - 13 June
14 June - 20 June
21 June - 27 June
28 June - 4 July
5 July - 11 July
12 July - 18 July
19 July - 25 July
» My courses

v vV VvV VYVYTVYTVvVVvVVVYVFVvTVvVVvTVYVYY

v

Show courses in weekly format

AT 47t 2—(Media Center) NewM_2017

B rrozet

12 April - 18 April

19 April - 25 April

26 April - 2 May

3 May - 9 May

10 May - 16 May

17 May - 23 May

24 May - 30 May

Tum editing or

2017 Spring_Test Course

Home » &7 471225 —(Media Center) NewM_2017

NAVIGATION olal

Home

= Dashboard

b Site pages

 Current course
v NewM_2017

Participants

Badges

General

v

Topic 1
Topic 2
Topic 3
Topic 4
Topic 5
Topic 6
Topic 7
Topic 8
Topic 9
Topic 10
Topic 11
Topic 12
Topic 13
Topic 14
Topic 15
» My courses

Y VvV VYV VY VVYVVVVvVVVvVVYVvVVYY

v

B rrovznt

Topic 1

Topic 2

Topic 3

Topic 4

Topic §

Turn editing on

Show courses in topic format

19




4.4

Topic format is used to show all materials and activities for each learning content and course

unit.

Weekly format is used to show course sections in the center of the page in set numbers of
weeks (square contents display area) from the specified date and to post related materials

and activities per week.

Moving Topics

In the course sections, “Turn editing on” and drag & drop to change display order.
For example, in the figure below, a link to “Test file” is set to Topics 1.

To move all of Topic 1 to Topic 2, drag (press down left button of mouse) the
(moving) icon to the left of section name ” Topic 1” and slide without releasing the button to

the moving location and drop (release the mouse button).

Edit~
I"‘,. | PF A A Edit~

Add an activity or resource

Topic 1 Edit ~
Edit~

Add an activity or resource

Topic 2 Edit~
B or Edit~

Add an activity or resource

Topic 3 Edit ~
Edit~

| sample video

Add an activity or resource

Location of topic before moving

20



Edit~
& B 7oz k Edit- £,

<= Add an activity or resource

“ Topic 2 Edit~
& ﬁ PDF Edit~

= Add an activity or resource

Topic 1 —
L Edit
¥, Word Edit~
Add an activity or resource
< Topic 3 Edit~
& |'_"1 sample video Edit~
<= Add an activity or resource
Drag Topic 1
Edit~
=l
% W0 rrosaAs b Edit- 2
== Add an activity or resource
+ Topic 1 Edit~
& B oor Edit~
== Add an activity or resource
+ Topic 2 Edit~
% ™ word Edit~
== Add an activity or resource
+ Topic 3 Edit~
& |'_"1 sample video Edit~
<= Add an activity or resource

Content of Topic 1 is moved to Topic 2

Sections of Topic format and Weekly format may be moved by drag & drop.

Resources and activities within a section can be moved within the section or across sections.
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4.5 Visible & Invisible of the Materials

When you already started “Turn editing on”, you can select the “Edit¥” menu. Teachers can
control showing or hiding the course for students by selecting “Show topic / Hide topic” on this

menu.

+ Topic 1 g
% Edit topic
7,
"I’ W, word ; iahli
o Highlight
e
P. £
+ PowerPolil » Hide topic
4 Add an ¢ ¥ Delete topic

4.6 Students’ View

To check the Students’ view, switch the role to student. Click your name at the upper right of
the screen (user menu) and select “Switch role to” then click “Student” on the next page.

You can also try to submit assignments as one student.

? Dashboard

User menu

A Profile

ER Grades

P8 Messages
SEARCH FORUN £ Preferences

Edit~ [* Log out

Edit~ &

ot L Switch role to...

1d an activity or resource Advan

Switch role to...

Choose a role to get an idea of how someone with that role will see this course

Please note that this view may not be perfect (See details and alternatives).

Teacher

Mon-editing teacher

Student

Guest

Cancel

Click “Return to my normal role” in the user menu to go back to teacher role.
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4.7 Conceal or Sort Your Courses

You can conceal your courses that had been used for previous semester. This function is also
useful against courses under construction.
Move to your course category and click “Manage courses” on the to-right on the screen, or

“Manage this category” in the administration block.

Sophia University Moodle

Home Courses #EAT 47128 —(Media Center) Manage courses

ADMINISTRATION BE

AR s Course categories:
. Category: Y= P o P o ol :
2—{(Media Center FEAT 47122 —(Media Center) v

Search courses: Go

b Expand all

» Turnitin Test

» Moodlezi Bi£(Moodle Instruction)

Click eye icon and switch visibility. A closed eye# means the course is invisible from students.

You can also arrange order of your courses from arrow icon.

BEAT1712—(Media Center)

Create new course | Sort courses™ | | Dage: 30~

1 2 | ... Hext Last
)
& [ 0203test GXOPd
&4 O 01017919-4 #XoPd
& New course X2+
- 4
$ 0 20161205 # X+
& [ TurnitinXB{LlZ=a5E XY
¢ [ test1024C #Xo+d
4 [0 test1020 B # X+
& [ test1020_A #XoPd
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* When you would like to hide “Course categories” in the left area, select “Course” on “Viewing”

option on upper right of the screen.

Course and Category management Viewing: Course categories and courses~

Course categories and courses |

Course categories BEAT1T7 22— (N :
Courses
Create new course | Sortc c% . -

201704 oV

A a—2 oMV

Test Course o+

2017 Spring

m o O @ >

MoodieB) {FiEs2FH 1 —2 _201703 otV

4.8 Add Teaching Assistant to Your Course
By adding teaching assistants to your course, you can ask then editing and marking.

Choose course category that you want to add teaching assistants.
Click “Course administration” in Administration.
Click “Users”

Click “Enrolled users”

S

Click “Enroll users” button at top right.

2017 Spring_Test Course: 4 enrolled users

8 2.9 —(Media Cente Newh_2 Users
L Enrolled users
¥ Course administration

/ Tum edRing of Enrol users
- Users Search Enroiment methods  All v| Role Al V|| Group Aipariciyv| Status Al v|

2. Enrolied users

» Env e e ds != ! Reset

b ¥e

» Perm

i Surname - phonetic / First name - phonetic / Sumame “ Last access Roles Groups Enrolment methods

2, Otne \rst name / 1D number / Emall address to course
Y Fiters 5
Nt Chieru 20800 Teacher X Course creator 2 Manual enrolments enrolied

eport Monday, 6 March 2017, 9:29 AM
B Grade chieru05@sophia.ac jp ox
& G b a3
» Badges 2days 23 Student X 2 Manual enrolments from Monday

s hours 6 March 2017, 1200AM & X
&, Backyy
i Restore - T = 2d2ys23  gudentx 2 Manual enrolments from Monday
& Impert Hoes 6March 2017, 1200AM %X
» g
3 - . Never Student X 2 Manual enrolments from Monday

On the next screen, select a user and enroll him as “teacher”. You can choose a role from “Assign

roles” drop-down list. You can search users by ID number. (Student ID or Faculty ID)
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Chapter 5. Adding resources to courses

This chapter explains how to add materials (“Resources” in Moodle) to the course.

You can add any Resources if they are digitalized files, preferably in formats that can be displayed

on various computer terminals students may use to access.

Avoid formats that can be browsed only with paid software, unless the course requires students
to purchase such software. Preferably select a format that can be browsed by software available

for free download.

At educational institutions the following file formats are normally used:

o Documents, slides, and presentations with narrations created by Adobe
Presenter can be viewed by Adobe Acrobat Reader available for free download,
or Preview default application of Mac OS X, iPhone, iPad, or Android terminals.

o  Microsoft Office (Word, Excel, PowerPoint etc.)

e HTML files
It may be composed of multiple files.

o Video files
MPEG-4 format can be played on computers and smartphones. If intended only
for computers, FLV (flash video) format with small file size is preferable.

e Audio files
MP3 format can be played on computers and smartphones.

The following shows the procedure to add a PDF format slide you created for your class to Moodle

course site.
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5.1 Uploading a file by drag and drop

The easiest way is using drag & drop interface pre-installed in Moodle versions 2.3 onwards.

1) Click “Turn editing on”
2) Select the file on your computer, drag (move while pressing on mouse left button) the file into
the section you wish to add it to.

2017 Spring_Test Course

ADMINISTRATION @@
+ o
~ Course administration % W Frovzan
V2
» Activ h ==
& Eot setings W g
R BTN
¥ Fiters + Topic 1 et
» Reports L7
1 Graces dza-us
£ Gradet
» Badges 22
i + Topic 2 & O-ILF425 (C: o
& 4 o Wl ) MyEssaydocx & bl: S bLOER
& Wort = Microsoft Word @
’ -
@ i

3) When you see the message “Add file(s) here”, drop (release mouse left button) the file there.

< Add an activity or resource

4) The file is uploaded to the course and a link is automatically made. While the file is being

uploaded, you will see a progress bar showing the percentage of the data you transferred.

+ Topic 1 Edit~

My Essay.docx

< Add an activity or resource

Uploading the file
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When the file transfer is completed, a link name is automatically made and an icon showing the
file type (in this case a text file) appears at the head of the link. The link name is the file name
without a file extension and the period. While working on this manual, files with Japanese names
functioned properly.

Topic 1 Edit ~

Add an activity or resource

File uploading is completed

This is the easiest way to add a file. Note that this may not be available with some server settings
or browser types.
If you cannot add files by drag and drop, please use “Add an activity or resource” link (Activity

Chooser). Please refer to the next chapter for more details.
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5.2 Uploading a file by Activity Chooser

1) Editing mode

Open a course that you are allowed to edit, click on “Turn editing on” button at top right of

screen.

Moodle A h1—X

Home My courses 202003 _test

NAVIGATION BE

ADMINISTRATION BE

¥ Course administration
£ Edit settings TOpiC 1

#' Tumn editing on

b Users

Y Fiiters

» Reports

£ Gradebook setup
) Badges
%y Backup

Topic 2

v
", Word

i
& Restore ¢ PowerPoint

& Import

Turn editing on

“Turn editing on” is shown

2) Turn editing on

Click “Turn editing on”, the screen shows various icons and pull-down menus.

MoodleA F1—X

Home » My courses » 202003 _test

NAVIGATION

&
L0 |
1

ADMINISTRATION

&
-3
i

 Course administration
£ Edit settings
#' Turn editing off
b Users
Y Filters
} Reports
£ Gradebook setup
) Badges 3
4, Backu
[u] p &

+ Topic 1

+ Topic 2

L
. Word
,R‘.

*, Restore PowerPoint

o Import
}» Question bank

Clicked on “Turn editing on”
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Edit~

Edit~ £

== Add an activity or resource

Edit~

== Add an activity or resource

Edit~

Edit~

Edit~

< Add an activity o resource




3) Sections

In Moodle the various contents in the middle shown in square areas are called ‘sections’.

In these sections learning materials, assignments and activities for each course unit can be
posted weekly. This will help students to prepare and revise the course contents.

Also at some universities, each section is formed to contain a set of lecture videos with tutorial
material and self-tests for online education programs supported by the authors.

To design a course, first draw a layout reflecting the current course structure. To allow
students to access easily, materials and activities should be collected on the section.

Also, there are various specialized books on designing courses and teaching materials that
may be useful. These designing methods for courses and teaching materials are called
instructional design and there are specialized programs you can learn from.

However, if you are already teaching a course, you may not want to create any more self-
study materials. If so, you may start using the sections to help students with preparation and
revision for the course; you can post information such as hand-outs, resumes, reference
materials, and textbook references and also post links to external sites related to the course
contents. This way you can start using Course Managing System without making any drastic
changes to your teaching style.

Some teachers may have a misunderstanding.
Using Course Management System dges net.mean you must create e-Learning materials.

Please keep in mind that there is no need to avoid using this system because you feel
somewhat uneasy about e-Learning.

Here we will explain how to post on Moodle your files that you have saved on your computer.

Just below each section name, there is an area to show Summary (general description of the
section).

To enter the summary of the section, click “EditV¥” button on the right of the topic, then

select "Edit topic”.

Topic 1
Edit topic ;
Highlight
‘ . Hide topic
Topic 2
% Delete topic
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You can also show the section name you entered, instead of the date or topic number.
To do this, uncheck the box “use default section name”; enter the section name in the “Section
name” in the next line of the text entry box.

Summary of Topic 1

~ General

Section name

M Use default section name [Topic 1]

Summary (@

1]

Cancel

Editing page for section name and description
4) Uploading files

Finally, we come to uploading a file to the section.
To upload a file, click on “Add an activity or resource” link (called Activity Chooser in Moodle)

+ Topic 1

“Add an activity or resource” link

“Add an activity or resource” dialogue will open
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Add an activity or resource

a
ACTIVITIES
The HotPot module allows teachers to
O QQ Assignment distribute interactive learning materials to their
o] @ Chat students via Moodle and view reports on the
o ? - students’ responses and results.
= . §
O = Database A single HotPot activity consists of an optional
o) eﬁ o o entry page, a single elearning exercise, and an
emal Tool
optional exit page. The elearning exercise may
(@] % Forum . .
N be a static web page or an interactive web page
(9] which offers students text, audio and visual
(O] prompts and records their responses. The
o) elearning exercise is created on the teacher's
computer using authoring software and then
o uploaded to Moodle
@]
A HotPot activity can handle exercises created
SCORM package
o o g with the following authoring software
O Iiﬂh Survey
« HotPotatoes (version 6)
Wiki
o % « Qedoc
(9] & Workshop o Xere
RESOURCES * i3pring
ot « any HTML editor
00l
O B File (DMore help
Folder
(@] 'ﬂ 1MS content package
()] @ Label
@] I% Page v
[ Add | [ cancel |
Add an activity or resource x]

O f] Feedback

O % Forum

O EEGIossary

(@] \_?r Journal

O gtj Lesson

O @ Quiz
O 8 scorm package

(@] m Survey

A

The file moduie 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.

Afile may be used

+ To share presentations given in class
* Toinclude a mini website as a course

O g'. Workshop resource
« To provide dratft files of certain software
RESOURCES programs (eg Photoshop .psd) so students
can edit and submit them for assessment
O i| Book
@ More help
-
|| File

Folder
O ﬁ IMS content package
O & Label
O @ Page
O @) wRL v

Add Cancel

Select the file
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1Adding a new File to Topic 1
P Expand all

~ General

Name*

Description o | je== v o
4 gllav BlIli=|Ellel2 B B o

Display description on course page [

Select files Maximum size for new files: 100MB
Qe pnl=
> Files

‘You can drag and drop files here to add them.

~ Appearance

Display ?® | Automatic

Show size (@)

Show type (O

Show upload/modified date (2)

R O 0O O

Display resource description

Show more...

~ Common module settings
Visible | Show[V|
1D number ()
~ Competencies

Course competencies (2)  No selection
Search v

Upon activity completion: Do nothing

Save and retum to course Save and display Cancel

There are required fields in this form marked *.

“Adding a new file” page
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5) Adding files

There are two ways to add files.

The simplest way to add a file is to drag and drop a file from your computer onto the Files
area shown as “You can drag and drop files here to add them” in the option “Select files”.

If your setting does not allow you to use drag and drop, and if the browser is not compatible,
click “Add” menu from “Select files” option.

Select files Maximum size for new files: 100MB

~

You can drag and drop files here to add them.

“File picker” (file management screen) will appear as follows:

File picker X
T Serverfiles

1 Recent files fi
Recent files |l Private files

A Upload s file

Th Private files

No files available

File picker
On the left you will see four menus, “Server files”, “Recent files”, “Upload a file”, “Private files”

“Server files” and “Recent files” are used when you want to create links to files already uploaded
in the course site.

Also, “Private files” is used to create links to files uploaded to individual areas of the server. For
example, pictures and audio files uploaded from iPhone via official Moodle application are stored
in “Private files” area. You can also view/manage files uploaded in “Private files” from MyHome

page shown when you click on “My Home” link in the Navigation block.C
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Here you will use “upload a file” set by default. The menus will show to choose a file, set a name,

select options to display copyrights.

In this example, a PDF file is selected, clicked on “Open”

& 7yIJO-FI3 77 ILDER

QQ ‘ » Test - — v‘é,HTe:': =

=EY  FHLLWIAUT— Wy 0 @
f BREAD 1| wia) | NS

B ¥o>O-FK /L=

W FRoNyT | PDF.pdf

| BIFRRUSAT

m
=
<

X T

= 517359
H RFaxzy b
SR=sFad
B et

N ma—zws

I7OVEN): M) -

zl Fr>tL

L =

“Upload file” window

When you have selected a file, enter file name as required, click “Upload this file”.

If you do not want to change the file name, you do not have to enter the name.

File picker X )
Th Server files
T Recent files
P Private files
Attachment B |2
Save as

Author | F¥IJL 05 05, Chieru

Choose license All rights reserved ﬂ

()]

When you have successfully uploaded a file, you will be returned to Adding a new file screen.

The file you selected will be shown in the “Content” option.

Select files Maximum size for new files: 100MB
LB 88 = | E
» [ Files
PDF.pdf
PDF file is uploaded
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1 Updating File in Topic 1
» Expand all

~ General

Name* Upload a file

Description P

testing|

Display description on course page [

Select files Maximum size for new files: 100MB
Giml& ==
» (@l Files
!
PDF.pdf

Name and Description entered

Enter Name (link text name on course page) and Description (describing the Resource), click

“Save and return to course”; File Resource is uploaded and you will be returned to course.

- Activity completion
Completion tracking (%) Do not indicate activity completion

Require view [ Student must view this activity to complete it

Expectcompletedon (D  30/v| March 2020v| | 15)v] | 50[v] 4 O enabie

Edii~
& By Lo X

<4 Add an activity or resource

+ Topic 1 Edit~

o ﬁ Upload a file oM X

<+ Add an activity or resource

+ Topic 2 Edit~
+ ,"'; Word BFromp X
& ,“‘; PowerPoint SgFrofmh X

<+ Add an activity or resource

“Upload a file” is uploaded
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When students access to this course and click on “About Moodle” link, the PDF file will be shown.

To check the Students’ view, switch the role to student. Click your name at the upper right of the

screen (user menu) and select “Switch role to” then click “Student” on the next page.

The screen changes to display the Course which students with access permission would see;

while you are logged in, you can view as a student role (permissions) would see.

Then click on link to the file you have just uploaded and check that the PDF file is displayed.

Sophia University Moodle

vigation

Na

2017 Spring_Test Course

Course administration

Search forums

ments

Switch role to

Topic 1

N
|

Late

Topic 2

Upcoming ev
2

Switched to student role (permissions)

Click “Return to my normal role” in the user menu to go back to teacher role.

In this way, you can post PDF format lecture slides and show them to your students.
Try also with files other than PDF format.
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FOUF) BRNV) BEIG) A-4(Z) SRMEAD(R) BE(S) ~LI(H)
DAz 1/ @ | HE PP am

About Moodle
What ‘s Moodle

Agenda Moodle ?

* Our Goals

* Current Development
« Next Step

* Solutions

File is opened

Also, if you use Moodle official iPhone application, files are stored in storage areas of iPhone or
iPad using local storage function. This allows students to revise the course contents for the day

or prepare for the next class while they are in buses or trains with insecure internet connection.

Here we tried the uploading of a single file, but you can also upload multiple files, create folders
and show them in hierarchical structure.

5.3 Edit titles of Resource names

+ Topic 2 Edit~
i . Edit~
& ™ \word | Edittite
, .
¢ "% powerPoin| 4" Edit~

< Add an activity or resource

Click on “Edit title” icon (pencil shape in standard theme) which appears to the right of the
Resource name, you can change the title name (link characters on course page) of Resources
or Activities you added to the course page.
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+ Topic 2 Edit~

v

W Edit~
Escape to cancel, Enter when finished
P x Fait-

<= Add an activity or resource

Clicked on “Edit title” icon

When you have completed the required editing, press “Enter” and screen returns to course. This
way, you can change names of Resources and Activities on course page without opening editing

screen.

To edit descriptions and various options, click “Edit¥” button right to the resource or activity, then

click “Edit Settings”. Screen will show the editing page that was displayed when you added them.

%+ Topic 1 Edit
& MW Upoadarie Edit~
o o
¢ [l add a test folder : Edit
| & Edit seftings
; urce
< Move right
. @ Hide )
<+ Topic 2 Edit~
) Duplicate
, -
W. word 1. Assign roles
’
+ "B powerPoint ¥ Delete
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54 URL

Adding external links regarding your class. For instance news site or website for a certain
specialty.

1. Click “Add an activity or resource” on the right bottom of the section that you want to add
links.

<+ Topic 1 Edit~

& Upload a file Eait~

== Add an activity or resource]

2. Select “URL” from “Activity Chooser” and click [Add] button.

Add an activity or resource (x]
O i I Feedback A
The URL module enables a teacher to provide a
u; Forum web link as a course resource. Anything that is
5 freely available online, such as documents or
Aul Glossary

images, can be linked to; the URL doesn’t have

@) Q HotPot to be the home page of a website. The URL of 3
particular web page may be copied and pasted

(@) 2

O | Soumal or a teacher can use the file picker and choose a

link from a repository such as Flickr, YouTube or

) /4 Lesson

= Wikimedia (depending upon which repositories
O V Quiz are enabled for the site)
O ‘LL“ SCORM package There are a number of display options for the

URL, such as embedded or opening in a new

o
(@]

Wil Survey window and advanced options for passing
O u. Workshop information, such as a student's name, to the

URL if required

RESOURCES Note that URLs can also be added to any other
e} I_:_]: Book resource or activity type through the text editor.
~ @ More heip
O File

| Folder
~
O sy IMS content package
Q &/ Label
O | Page
© @R \l

Add Cancel

If you click [Add] button, “Adding a new URL to Topic” screen will appear. You can set Name,
Description and Options on the screen.
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21Adding a new URL to Topic 12

~ General
Name*

External URL*

Choose a link..

Description e

Display description on course page [
®
» Appearance
» URL variables

» Common module settings

» Competencies

Cancel

There are required fields in this form marked *

Adding a new URL

Enter the name (Required)
Enter the URL of the web site into external URL (Required)
Enter the description (Required)
* If you want to display the description on your course page, enable “Display description on

course page” option.
Click [Save and return to course] and save settings. (Setting is done.)

The URL will be shown as below on your course.

+ Topic 1 Edit~

& B Upoadarie Edit~
Edit~

H @] sophia University Media Center

== Add an activity or resource

If you click the title, URL of the external link will be shown on the next screen.

Sophia University Media Center

Click http://ccweb.cc.sophia.ac_jp/ link to open resource.
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5.4.1 Adding YouTube videos (Page)

This section explain how to add YouTube videos to your course. There are several method for
adding YouTube videos to your course. Instructions on 5.4 “URL” is one of the methods. On this

section, we will explain the way of embedding YouTube videos to your course.

Before you start this process, “When editing text” option on the profile settings must be set

as "Default’. To edit preferences, select "Preferences” > "Editor Preferences” from the menu

on the right side of your name on upper right of the screen.

1. Click “Add an activity or resource” button on the right bottom of the section that you want to

add videos.

Topic 1 Edit~

h Upload a file Edit~

Add an activity or resource

2. “Activity Chooser” will be displayed. Select “Page” and click “Add” button.

Add an activity or resource X
O i i Feedback A
The page module enables a teacher to create a
—| Forum web page resource using the text editor. A page
can display text, images, sound, video, web links
Asl Glossary
- 2 and embedded code, such as Google maps.
; @ HotPot Advantages of using the page module rather
» than the file module include the resource being
# Joumnal
more accessible (for example to users of mobile
Lesson devices) and easier to update.
D V Quiz For large amounts of content, it's recommended

L3 SCORM package

that a book is used rather than a page.

A page may be used

| Survey
« To present the terms and conditions of a
o € g Workshop course or a summary of the course syllabus
- « To embed several videos or sound files
together with some explanatory text
RESOURCES
) l | Book
File
Folder

- *
) @ IMS content package

Label
ie} = Page I
URL v
Add Cancel

“Adding a new Page” screen will appear when you click “Add” button. Fill in Name,

Description, and Display Options and so on.
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= Adding a new Pageo

~ General

Display description on course [

~ Content

M
F
&
=

M
F
&
=

» Expand all

Input “Name”. (Required)

Input “Description”.

* If you want to display the description on your course page, enable “Display description’

option.

Input YouTube address to “Page content”. (Setting is done.)

Click Save and return to course and save the settings. (Complete Settings)

The title will be shown as below.

If you click the title, Embedded YouTube videos will be displayed on the next screen.

“ Topic 1

¢ Upload a file

+ |5 atestvideo

Edit~

Edit~

Edit~

== Add an activity or resource

You can watch the video by clicking playing button.

a test video

What is Moodle?

Last modified: Thursday, 9 March 2017, 1:40 PM
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55 Folders

If you want to display multiple materials sorted into folders, you should use “Folder” resource type.

The procedures to add “Folder” to the course are as follows:

1. Create a folder on your PC. Add files into the folder, then compress the folder to a ZIP file.

2. Drag and Drop the ZIP file on to your course.

@_C)-‘| » OJxEa—%— » BOOTCAMP(C:) » te
ZE - SA7SUicEn ~ HE ~ FUNT A

T BRICAD AW
ZIP
B Fo>0-K A
<+ Topic 1 | AN
. e -20170316
/\ L 5l SEERUEN +ip

@ OneDrive - sophiamail

< Add an activity or resource

3. The screen as below will appear. Select “Unzip files and create folder”, then click “Upload”.
[ % |
What do you want to do with the file 2= JL-5-20170316 zip"?

@ Unzip files and create folder
Create file resource
Add a SCORM package

Upload Cancel

4. A new folder will be created and files will be unzipped automatically.

+ Topic 1 Edit -

& @l 74420170216 Edit+

4 Add an activity or resource

Unzipped file

43



You can also add a new folder from “Activity Chooser”.

1. Click Activity Chooser, select “Folder” from the resources list.

Add an activity or resource (%)

O ‘i i Feedback AN
The folder module enables a teacher to display
_ Forum a number of related files inside a single folder,
reducing scrolling on the course page. A zipped

A1l Glossan
.} y folder may be uploaded and unzipped for

(@) @ HotPot display, or an empty folder created and files
uploaded into it.
# Joumal
A folder may be used
Lesson
« For a series of files on one topic, for
y J Quiz example a set of past examination papers
in pdf format or a collection of image files
o \_'l"j SCORM package for use in student projects
+ To provide a shared uploading space for
D Al Survey teachers on the course page (keeping the
folder hidden so that only teachers can see
O ¥g workshop it)
®
RESOURCES
! l §l| Book
File
0] | Folder
—~ [
O @ IMS content package
» Label
Page
@ URL v
&
Add Cancel

Activity Chooser

2. Check the description, click “Add”

3. “Updating folder in (section name)” screen will open.

4. Enter Name and Description for “General” options
Adding a new Folder to Topic 1@

~ General

Name*

Description

Display description on course page (2

~ Content

Files

>l Files

~

You can drag and drop fles here o add them.

“Updating folder” screen
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5. Drag and drop files to upload on to “Files” area.

Display description on course page () []

r Content

Files

Maximum size for new files: 100MB

1]
il

Drop files here to upload

Display folder contents (%)

On a separate page

Show subfolders expanded (2 []

| » BFT74)L1-10-20170309

=8 . B EREEOEE  E2FA0 FULIAS—

Jr BRICAD i Gl
B ¥0>0-F 12101 hSw4 1mp3 1 royo1
W X5y |[2]02 hSw4 2.mp3 2 rSyb2
O SBEERURER ’;L 03 hSw4&3.mp3 3 hSws 3
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Uploading is completed

Click “Turn editing off” to check how the folder is displayed.

+ Topic 1

- Upload a file

L ﬁ add a test folder

Edit~

Edit~

+ Add an activity or resource

Edit~

Folder is displayed in course selection
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add a test folder
|

01392 1.mp3
02599 2.mp3
03F5 %2 3.mp3
04+5 92 4.mp3
05392 5.mp3
06> w2 6.mp3
07592 7.mp3
08+3 w42 8.mp3

09+3 w42 Smp3

D D D D D (D D D D

10F3 992 10.mp3

Download folder

Edit

Click on folder name and contents are shown

At some universities, Moodle is used to store common teaching materials in hidden folders and

to share the teaching material file among course teachers.

When a folder is hidden, students cannot view the folder. The folder is shown in semi-

transparent form to teachers with course editing permissions.

+ Topic 1 Edit~
& B Upoadartie Edit~
= o
¢ @l add a test folder Edit~
£+ Edit settings
+ urce
= Move right
. @ Hide )
+ Topic 2 Edit
## Duplicate
% ™ wora 1. Assign roles
’
+ "® powerPoint ¥ Delete
Hide button
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+ Topic 1 Edit~

2 k Upload a file Edit~
4 add a test folder Edit~
<= Add an activity or resource
Folder is hidden
Topic 1

Switched to students’ view

Using “Folder” resource, you can upload or download related materials collectively for each
course unit, allowing files to be shared more easily than sending by e-mails. Restrictions on file

size are less.

Moodle can be used not only by teachers and students, but among teachers or students as

collaboration space.

It has extremely useful functions to share files, organize and display multiple files in hierarchy.
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5.6 Labels

Labels are used to post texts, images, videos and minor programs on Moodle course page.

Procedures to add labels including media files are as follows:

Open the course to which you want to add labels; click “Turn editing on”.

2. Click on Activity Chooser (“Add an activity or resource” link) of the section to which you want

to insert a label.

i ﬂ Feedback
W= Forum
\; Glossary
@ HotPot
#7 Journal
Lesson
V Quiz
‘\'l | SCORM package
il Survey

O 1@ workshop

RESOURCES
l,\ Book
File
Folder

Label

—| Page

URL

Add an activity or resource (X ]
A "
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

IMS content package

Add Cancel

“Label” resource is selected from Activity Chooser

Check the description, click “Add”

“Adding a new label (to section name)” screen will open.

editing area.
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¢<'Updating Label in Topic 1@

b Expand all
~ General

Label text

| &

uv [B|I||E|E]|le |2 E|H] o

Label text : test text

assert a video : https://youtu.be/wop3FMhoLGs

» Common module settings

» Competencies

Save and retum fo course | (JeEHNE

5. Label is added.

+ Topic 1 Edil~

«+ What is Moodle? Edit~

<+ Add an activity or resource

6. You can also embed media files to a label. To embed media file, click on (Insert Moodle Media)
icon inside HTML editor

&’Updating Label in Topic 12
~ General
Label text

v (BT = s | @2 (WBE]D

What is Moodle?

» Common module settings

» Competencies

Save and return o course Cancel
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7. “Insert Moodle media” dialogue will open. Click “Find or upload a sound, video or applet...”.

‘ Ingert Moodle media 1‘|

[# Find or upload a sound, video or applet...

Insert Moodle media

8. Click “Upload a file” in the menu, the click “Browse” button to select a media file.

File picker x]

1 Serverfiles
T Recent files

[ e Upload afile

T Private files

Attachment Browse
[ Embedded files

Save as

Author | FI)L 0 5 MoodleBSHERFA MR 05

Choose license | All rights reserved

Upload this file
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9. The link (file name) is added to label text. Click “Save and return to course”.

¢'Updating Label in Topic 1o
p Expand all

~ General

Label text = uwv B | T H= & R

What is Moodle?
sample3.mp4

» Common module settings

» Competencies

Save and return to course Cancel

10. When you return to course page, you can see that the video file link is displayed on course

page.

<+ Topic 1 Edit~

¢ Whatis Moodle? Edit~

Japanese scientist Tasuku Honjo has wan

the 2018 Nobel Prize in physiclogy or medicine.
He made a discovery

that has resulted in a revolutionary cancer therapy.

== Add an activity or resource
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Chapter 6. Adding activities to Courses

6.1 Assignments (File Upload)

In previous versions of Moodle, assignments were divided into three types, “Upload a single file”,
“advanced uploading of files” and “Online text”. From Moodle 2.3 onwards, these are merged into
one and you can set assignment options for functions to use or the maximum number of uploaded
files

The process flow of creating assignments is as follows:

Log in to Moodle, open the course to add assignment.

2. Click “Turn editing on” at top right of screen.
Click “Add an activity or resource” within the section to create an assignment.
Select “Assignment” from Activity Chooser dialogue.

Add an activity or resource ‘Z‘
A
ACTIVITIES The assignment activity module enables a
L7 Assignment teacher to communicate tasks, collect work and
provide grades and feedback
O J} Attendance
=% Students can submit any digital content (files)
O \\_“, Chat such as word-processed documents,
= Va spreadsheets, images, or audio and video clips
O & Cchoice
= Alternatively, or in addition, the assignment may
O & % Database require students to type text directly into the text
=
editor. An assignment can also be used to
b =] External tool remind students of ‘real-world’ assignments they
n mpl ffline, such rk, an
®) i ﬂ Feedback eed to complete offline, such as art work, and
thus not require any digital content. Students
O S Forum can submit work individually or as a member of
N = a group.
O  |Asf Glossary
When reviewing assignments, teachers can
O @ Horrat
leave feedback comments and upload files, such
_/’ Journal as marked-up student submissions, documents
. with comments or spoken audio feedback
O & Lesson Assignments can be graded using a numerical
5 or custom scale or an advanced grading method
O o] quz gracing
such as a rubric. Final grades are recorded in
(@) —if SCORM package the gradebook
O uilliy survey @ More heip

(@) 1@ Workshop
RESOURCES e

Add Cancel
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3. Screen for “Adding a new Assignment” will appear.

Adding a new Assignment to Topic 1

General

Assignment name*

Description

Display description on course page [

Additional files

and drop files here to

4. Justtake care about only “Assignment name”, “Allow submissions from” and “Due date” if you

are in hurry or not sure.

5. Enter/set following options for “General” settings

Assignment name: enter assignment name for course page listing (e.g.: 9/25
attendance report submission)

Description: enter directions for the assignment (e.g.: describe any questions
you may have on the class content in about 1200 words)

Display description on the course page

Check the box and above introduction will appear on course page,

6. Select options for “Availability settings”

Allow submissions from

Date on which submissions will be accepted

Due date:

Final date to submit assignments

Cut-off date

When time expires, default grace period (seconds) may be allowed if you check
the box “There is a grace period when open attempts can be submitted, but no
more questions can be answered.

Always show description

The assignment description is shown all the time on screen
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7. Select options for “Submission types”

Submission types
There are three options: “Mahara portfolio”, “File submissions” or “Online text”.
“File submissions” or “Online text” is usually selected.
»  File submissions
Students can send one or more files to form their submission
»  Online text
Students are able to compose and enter words in text area on Moodle
screen.
Site
Mahara site which your students should submit their pages from.
Lock submitted pages
Whether submitted Mahara pages and collections will be locked.
Maximum number of uploaded files
Maximum number of files that each student is allowed to submit.
Maximum submission size
Files uploaded by students may be up to this size.
Accepted file types
Accepted file types can be restricted by entering a list of file extensions.
Click “Choose”, select file types then click “Save changes”.
» Click “Expand” on the “Accepted file types” dialog when you want to select
extension(s) from extension list linked to a type.
Word limit
Maximum number of words that each student is allowed to submit.

8. Select options for “Feedback types”

Feedback types

» Feedback comments
The teacher can leave feedback comments for each submission.

» Feedback files
The teacher will be able to upload files with feedback when marking the
assignments.

»  Offline grading worksheet
The teacher can download and upload a worksheet with student grades
when marking the assignments.

Comment inline

The submission text will be copied into the feedback comment field during

grading,
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9. Submission settings

e Require students click submit button
Students are required to make final confirmation of submission of assignment

¢ Require that students accept the submission statement
Students are required to agree to a submission statement when sending the
assignment. The statement mainly asks students to promise the work is their
own.

e Attempts reopened
Determines how student submission attempts are reopened

¢  Maximum attempts
The maximum number of submissions attempts that can be made by a student.

10. Group submission and Notification settings, if needed

o Notify graders about submissions
Teachers belonging to the course will receive notification whenever a student
submits an assignment.

o Notify graders about late submission
If this is enabled, a message will be sent to the grader (normally the teacher)
whenever a student submits an assignment late. Set options for how to have
the message sent.

o Default setting for "Notify students
Set the default value for the "Notify students" checkbox on the grading form.

11. Turnitin plugin settings, if needed
If [Enable Turnitin] option is set as “Yes”, originality report will be generated. Please refer to

chapter7 for checking result window and confirming meaning of terms.

12. Select options for “Grade” settings
e Grades: choose from 1 to 100, or no grade.
e Grading method

o Grade category

13. If necessary, “Common module” settings may be set, but normally this should not be

necessary.

14. If necessary, “Competencies” settings may be set, but normally this should not be necessary.
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6.2 Assignments (Online Text)

The Assignment Online Text enables students to write their text direct on the browser; they do
not need to create document file like word file, so it is easy to submit and collect the short
assignments like 200 — 500 words.

You can also use this assignment as the attendance check.

Student’s view of the Online Text.

assignment- online text

submit an online text

* U o AD IS TH I EIDI-bOEISE, CORE L ESOIEEOBETT,
This assignment is my own work, except where | have acknowledged the use of the works of other people

Online text

i

Cancel

To create Online Text assignment, follow the instruction of assignments (File Upload) and
change following options for “Submission settings”
¢ Online Text : change to “YES”

e File Submissions: change to “NO”

6.3 Submit assignments instead of students

When students submit their assignments in a way other than using Moodle (e.g. sending by e-
mail), teachers can upload the assignments to Moodle instead of students.

When a teacher uploads an assignment on behalf of a student, it looks like the assignment is
uploaded by the student him/herself on the all submissions list, but the course log will be recorded
that it is uploaded by the teacher.

To upload an assignment on behalf of a student, open the assignment then click "View all

submission” > "Edit submission” of the student you would like to upload on behalf of.
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Grading action
Choose... B
Firstname: Al ABCDEFGHIJKLMNOPQRSTUVWXYZ
Sumame: ALABCDEFGHIJKLMNOPQRSTUVWXYZ
Page: 1
Surname
phonetic
IFirst
name -
phonetic
1
Surname Last Last
User 1First 1] modified File Submission Online modified
Select picture name  number  Email address status Grade Edit issi i text  (grade) Feedbac
S} S} S} B2 S} =] =] o] =] =] =] =] =]
AF 471z AA123456 aal23456@sophia.acp No Editv - -
ST Grade
ZFA L - i
o Prevent submission changes
CENTER 110000 el
TEST1 Grant extension
= N, neon e =

The submission screen will appear.

Enter text or upload files, then click “Save changes”.

F1EHDORE
Tk

File submissions

test2.bat

Online text

Maximum size for new fles: 100MB, maximum attachments: 1

Submission is complete. Teachers can re-upload files or edit online text by the same way.

surname
phonetic
I First
name -
phonetic
!
surname

Last

I First
name
=

User
Select picture
O 2
AT AT
E-F
AMF
MEDIA,
CENTER
TEST1

AT AT
AT
AMH
MEDIA,
CENTER
TEST

ID
number
S|

AA123456

Email address
=

Status
=

aa123456@sophia.ac.jp|

Submitted
for grading

b99g-inv@sophia.ac.jp

No
submission

Grade

/10000

/10000

Edit

Edit~

Edit~

modified
(submission)
5]

Tuesday, 28

March 2017,
639 PM

File
submissions
=

test2

Submission
comments
=

]
Comments
(0)

Online
text
S|

Q
TEST
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6.4 Grading submitted assignments

To grade submitted assignments, move first to screen of submitted assignments you want to

grade. Click “view/grade all submissions”; grading screen will open

Grading action
Choose...
Reset table preferences
Surname -
phonetic “ /
First name -
phonetic /
User Surname / D Last modified Submission
Select picture First name number Grade Edit 1) | File issi
a o] B o] B &8 B B o] B ® B 3]
O - _— m Edit~  Thursday, 9 Wy 4
March 2017, Essay.docx Comments
10:24 AM 0)
/100.00
O P rade Edit~  Monday, 6 W e : :
March 2017, 7 e Comments
314 PM 0)
/100.00
Notify students Yesﬂ
Save all quick grading changes
With selected... Lock submissions M | eo

To check each file that students submitted, click on file name in the row of “file submissions”.

File submissions

To download all assignments at once, select “Download all submissions” from the “Grading action”

menu. Student ID is added to each downloaded file names automatically.

tohe =
H1E B DFE
Grading action
—
Choose
Download all submissions
View gradebook GHIJKLMNOPQRSTUVWXYZ
Sumame: AlIABCDEFGHIJKLMNOPQRSTUVWXYZ
Page: 1
Surname -
phonetic /
First name
phonetic / Last Last
User Surname/ 1D modified Submission modified
Select picture Firstname number Email address Status Grade Edit ( i File ission: (grade) Feedback comments
] o} B o} 2 o] = c}| 2 = B o} ]
O Lo === o Submitied m Foiv Thuisday. 9 g »
forgrading ———— March 2017, Essay.docx Commenis
10:36 AM ) @
/100.00
] - — - No e Edit+ - »
submission ———— Comments
0y
/100.00
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To grade each submissions, click “Edit¥” in each row, then select “Update grade”.
Last modified
Edit (submission) File su

Edit~  Thursday, 9

| Update grade x
Prevent submission changes

Grant extension

Click on icon and “update grade”, the following screen will open.

% Due date: Monday, 13 March 2017, 12:00 AM Sk 20127

Submission

Submitted for grading

Not graded

3 days 13 hours remaining

Student can edit this submission
W a

Grade

Grade out of 100 @)

Current grade in gradebook

Feedback comments

Notify students /] EEVREETRES Reset

You can enter whole number scores in “Grade out of 100” box, and if you want to give further
feedback to individual student, enter text in “Feedback comments”.

Lastly click “Save changes” to save the grades.

When grading is completed, “Graded” will be shown to each student as shown in the figure below.

= i Submited —
for grading

/100.00
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If you want to grade collectively, “Quick grading” will be useful.
Check the “Quick grading” box in the “Options”; you can enter all grades/feedbacks directly into

the listing.
~ Options
Assignments per page 10 l]
Filter | No filter v
Quick grading @
Show only active enrolments (%)

Download submissions in folders
®

Enter values directly into the “Grade” boxes; you can enter grades collectively.

User First ID
Select picture name number Email address Status Grade
O & B B = = =
| @sophia.acjp No
submission
/100.00
Od s @sophia.acjp Submitted

for grading

/100.00

After entering grades, click “Save all quick grading changes” and grades will be saved.
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Chapter 7. Using Turnitin (Plagiarism check)

7.1 What is Turnitin?

1. Checking plagiarism and feedback tool

e  Turnitin can highlight plagiarism and display similarity as %. This tool is also

useful as feedback tool for students.
2. Repository

o Several online journals and Wiki are already registered.

o Teachers can select whether each assignment will be registered to repository or
not. Once registered, the copy or the last years' will be revealed in the next year.
Recommended to register: assignment, quiz and short essay.

Recommended NOT to register: draft paper of the thesis, which is expected to
be revised.
3. Features as feedback tool (GradeMark)

e You can insert feedback comments by drag & drop to the assignment of your
students.

e You can use tags like “leap of logic” and “Citation Needed”. The tool make your
feedback faster than using “Track” of Microsoft Word.

4. What you cannot do on Turnitin

e Check copy & paste parts from references which are not registered in the
repository.

o Detect picture & graph copy

e Scanned article & documents

e PDF without text data

o “Similarity 0%” does not necessarily guarantee that the report is original.

5. Use turnitin for...

o To guide how to cite in the correct way.

o  First draft check of the bachelor and master thesis (recommended not to resister
to the repository. If done, similarity score of the last revision will be high rated).

6. Turnitin Terminology

e Repository: above mentioned.

e  Originality Report: see below.

e GradeMark: see below.

e Peer Review: Students can check and comment each other’s assignment.
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Originality Report View
(It's up to the settings if students can see this view.)

Input the score here.

_
Y il
{l) feedback studio —\ o

oo £ tefs- > @

oL SRR TERLOE, A=ty y P AH Ty v [
oHOBRWHE, HIERCNEZ, S—YIRLERRS, Y22 Yy B
EZZHNRTWS, ERTRHRTHE LT, &1 Fo2RiLEe
EFhb, ERO I bLOW a9k, [y —aF ) $mMbicgize LT3
NTVBHIED Sy F =5 B HOERIE I ER T BEN R/ A of
Rz A 2 F & PEIZHT HEOBEEIZSNTS) Oofh T, ZhbDBHiiMhsh
Td, WTFhd FAYEICBIRSh = boRETH D16, Hl 2 IEEBOMEHIZ -
WTIRHEo & Y L Lidik= iy,

[FITy) #IFCHETD Ly ¥—n¥) OB EERICONT
b Ay FEERAMLAOB THEBLRIFLTVWSLEZLASL, TLEELTY
HIEILIHEMETHS, L L, BRE LTOK@APRIZEN 272 LT, H2
ﬂ>ﬂi§fﬁi£?ﬁ‘6mi#ﬁi:&?&% T i, BDRRIZBWTHERS 2 EAE
TRV, EOBBICIISA LR, ’

() PERBM~ofiiR

Aot EREGEROORED L v FRRIEZE TRAVERENLOTHS,
PECEE ORPIOHEVEENMEA 2o TS ZLRTERVLOD, Py

10 BEN S.15. Tagebuch.

1 Deussen, Paul: Sechzig Upanishad's des Veda. aus dem Sanskrit ubersetzt und

mit Einleitungenfgnd Anmerkungen versehen. Leipzig (Brockhaus) 1905

2 Deussen, Paul: [Vier philosophische Texte des Mahabhdratam: Sanatsujata-parvan,

BhEkavadgita, Moksadhrma, Anugita&elpzi “hang) 1906.

13 umann, Karl Eugen: Die Reden Lamox *~*anan, Miinchen
ldenberg, Hermann' Buddha’ Sain Tehan col

eumann, Karl Eugen:
1928,

8%

a Match Overview X

www.gutenberg.org 3% >
Internet Source

—

www.iging.com 1 ":'/n >
Internet Source

www.gss.ucsb.edu 1% >
Internet Source

www.ngat.de <1 ":'/n >

Internet Source

www.zum.de <1% >

Internet Source

space.geocities.jp <1 % >

Internet Source

wwwh.ibiblio.org <1 % >

Internet So

[o]][o]«
©® N o o B W N

malam2star.exblog.jp <1% >

Internet Source

O asssnskib ot od b A0, N

Page: 7 of 62

passe.termel - The  highlighted part is suggested to similar to some sentences in the

15 Deeg

repository. The number on the sentence shows the source and percentage

Word Count: 26959 in the right box. It's not the question when correctly cited, even highlighted.

{) feedback studio e g | (RN

QuickMark View

y S F | BT DERICHR LR Y 0B R 5 THINO@RE) W0 LT
L. 20LTA—F 4 v ¥ L OSEWEBAEEROBERSZLIZE>T, ~vt
EbHEb L bOER LN THIRALZ LW, 2B, L WMol h cod—v
A H DL ERELEBE, (MOEL Y C) OROBIRERSE, T— 10
FEROUIEH, [H— Y+ »FREPREOERSTTHAN, vy ¥—AF
Lldbho TR ofadi, HOMIZRWEHZ :uafﬂkﬁélﬁtw{m%ﬁafw
o, 9 L METLESREIFE] Ly o F—NFidE -7 wolEiET.

5. lvy#—n7) TR

i s{ENLT—~WELMY FFHLICL T, ~zE2EMER
BEBTEL TV, oo ¥ —A ¥ | ORFEREASPCLEVER I~y M
wH=H ) ZBVT, HPMRVEL S & LMEERL, UToZ 20880508
BFHIERTED, —, WAZRESALERNL, 2, 4 FRRORHRNG,
=, B, Wi ZicB RN, THD,

(7) MAZREShER2D

vo¥—n¥) OB—8%, 7 172 34 r=2FF=] &

4 _Siddhartha 8.75. (VL FS & #7

You can write feedback comments with
single drag&drop from right box.

Page: 16 of 62 Word Count: 26959

- 00 £ 1ofse > @

Commonly Used ~ #

Q

= - - -
[AE28] Awk c/s

-
=
Bl e | oo |
8
o
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> = o
B
o
3

Return to Turnitin Classic Q=0 Q
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7.2 How to create Assignment using Turnitin
To check plagiarism using Turnitin, create “Assignment” activity and enable turnitin.

Moodle used to provide “Turnitin Assignment 2” activity to make assignments using plagiarism

check. Teachers can read, edit or grade “Turnitin Assignment 2”, which they created before.

However they cannot create new assignments.

Log in to Moodle, open the course to add assignment.

2. Click “Turn editing on” at top right of screen.
Click “Add an activity or resource” within the section to create an assignment.
Select “Turnitin assignment 2” from Activity Chooser dialogue

Topic 3 Edit

Add an activity or resource

Add an activity or resource

[x

-

ACTIVITIES Creates a Turnitin Moodle Direct assignment

© ¢ Assignment which links an activity in Moodle to an
assignment/ assignments on Turnitin. Once

D hi_ Attendance linked, the activity allows instructors to assess
and provide feedback for student's written work

& chat
using the assessmenttools available within
Choice Turnitin's Document Viewer.
) Z Database

mn

=
1 External tool

) i H Feedback

) §= Foum

i
sl Glossary

o @ Hoteot

£ Journal

= [,
&S5 Lesson

»] V/ Quiz

o [ scorm package

4 Ell Survey

@i Q) Turnitin Assignment 2
! [ waorkshop

Add Cancel

3. Set options for the assignment. Please refer to Chapter 6 for details of settings.
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4. Set “Turnitin plagiarism plugin settings”.

Items Explanations Samples
Enable Turnitin Choose Yes if you check plagiarism. Yes
Display Originality If you choose YES, then students can check | No
Reports to Students the originality report?.
When should the file be | Normally, keep “Submit file when first
submitted to Turnitin? upload”.
Allow submission of any | Keep NoZ. No

file type?

Store Student Papers

Choose “Standard Repository” if papers
should be stored?3.

Standard Repository

Check against stored Keep itasitis. Yes
student papers

Check against internet Keepitasitis. Yes
Check against journals, Keepitasitis. Yes
periodicals and

publications

Report Generation Keep itasitis.

Speed

Exclude Bibliography Keepitas itis. No
Exclude Quoted Material | Keep it as it is. No
Exclude Small Matches Keepitasitis. No
Attach a rubric to this You can use rublic?. No rubric

assignment

64

L If you set “Display Originality Reports to Students” as Yes, students can re-upload their assignments
after checking the score.
2 If students’ assignment include documents that are unable to read by Turnitin. (Ex. Scanned images,
Except for word documents), turn this option as Yes. Error will occur if you set this option as NO and
Turnitin failed checking assignments because the assignments include unreadable documents.

3 “No Repository” means students’ assignment will not be stored. Please use this setting for test-
uploading.
4 You need to create the rublic for the assignment and display to the students. Then after submission, if
you click the place of the rublic to grade papers, the score will be automatically calculated and feed back
will be sent to students. Please ask members, for this is an advanced settings.




7.3 Download Assignments and Grade

1. When students finish their submission, you can see the screen as below. When “Turnitin

status: Queued” is displayed under the filename, or you can see Turnitin ID but similarity is

not displayed, turnitin server is now in progress to produce the originality report®.

Surname -
phonetic /
First
name -
phonetic /
Surname/
User First
Select picture name
s

] AT AP
S—72b
F1
MEDIA
CENTER
TEST1

] AT AT,
B—Faf
. MEDIA,
CENTER
TEST

D
number Email address

AA123456 aa123456@sophia.ac.jp

ba889999  b999-inv@sophia ac jp

Status

Submitted
for grading

Submitted
for grading

Grade Edit

| Grace [

£100.00

£100.00

Last
modified
(submission)

Thursday. 16
March 2017,
5:38 PM

Tuesday, 8
August 2017,
416 PM

File submissions

Last
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2. Click the bar at Similarity or pen icon at Grade, to open Originality Report.

3. Itis not always true that the higher score of similarity means cheating paper and low means

original and valuable paper. Not only the copy but also the citation in the correct way affect

similarity score. The stealing of the idea plot may deceives copy-detection process.

4. You can download the original files students submitted and Originality Report. Refer to “6.4

Grading submitted assignments” for how to download the original file. When you download

then click “Current View”.

originality report, open the originality report, click the \i‘ icon on the right side of the screen,

5 If you allow multiple submissions to students, there is a 24-hour waiting period before the next report
will be processed to prevent bring down their similarity score. (Incidentally, they can confirm their score
only if “Display Originality Report to Students” is set as “Yes”).
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5. Required Time of Turnitin Process®
Submitted documents will be saved to repository within few minutes and Turnitin will be able

to accept next assignment.

6. About Self-Plagiarism
If students upload their assignment repeatedly, the document would be recognized as self-
plagiarism. The match does not count as the score of originality report and the match will not
be displayed.’
Also in case of different assignments on the same class, the match will be recognized as self-
plagiarism. That mean the match will be excluded from the point.
In case of different class, those rules is not applied. Therefore the assignment will be checked

normally by Turnitin.

6 More precisely, the report will be saved to repository the when the originality report is generated. You
need to select “Standard Repository”. For example, if you set “Report Generate Option” as “Generate
report immediately” the report will be generated within a few minutes. If you set the option as “Generate
Reports on Due Date”, the report will not be saved until due date.

7 When you set “Excluded Sources” ON, the match will be displayed.

66



Chapter 8. Other Activities
8.1 Quiz

In Moodle, you may create quizzes with different types of questions

The process flow for creating quizzes is as follows:

Log in to Moodle, open the course to add the quiz
Click “Turn editing on”
Click on Activity Chooser (Add an activity or resource) within the section to create a quiz link.

Select “Quiz” in Activity Chooser.

Add an activity or resource (%

ACTIVITIES A ; -

The quiz activity enables a teacher to create
O | Assignment quizzes comprising questions of various

A g ’ &

types, including multiple choice, matching,
=l
\~" ‘éu Attendance short-answer and numerical.
O ‘{;'; Chat The teacher can allow the quiz to be
R, attempted multiple times, with the questions
O & cChoice

e shuffled or randomly selected from the

O Ej Database question bank. A time limit may be set.
@) o {Fﬁ External tool Each attempt is marked automatically, with

the exception of essay questions, and the
O i I Feedback grade is recorded in the gradebook.
(@) yg Eorum The teacher can choose when and if hints,
e . feedback and correct answers are shown to
L)' [} Glossary students.
O Q HotPot Quizzes may be used
O |4 Joumal * As course exams

. « As mini tests for reading assignments or
O _j 1 Lesson at the end of a topic
« As exam practice using questions from
® V Quiz past exams
» = To deliver immediate feedback about
O EI SCORM package performance
et v * For self-assessment v
Q M! Survey
Add Cancel

Quiz is chosen
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4  Adding a new Quiz to (Topic section name)” page will appear.

v Adding a new Quiz to Topic 1o

~ General

Name*

Description

Display description on course page

~ Timing

Open the quiz

Close the quiz

Time limit (2

When time expires (0

Submission grace period (2

9 [V | march V]| 2017[V] | 10[v] || 47[7] [ OO Enable
9 [V]|| March  [V] || 2017[™] || 10[v] || 47[V] g O] Enavie

0 minutes V] |0 Enavle
Attempts must be submitted before time expires, or they are not counted 1]
1 days  [V] Enable

“Adding a new Quiz to (Topic section name)” page

5. Select options for “General” settings.

@® Name: enter the title for quiz link on course page
@ Description: enter overall description for the quiz.

@ Display Description on course page
If you check this box, the above introduction will be shown on course page.

6. Select options for “Timing” settings

~ Timing
Open the quiz ()
Close the quiz
Time limit 3
When time expires (%)

Submission grace period (2

@ Open the Quiz:

9 V]| March  [V]|| 2017[V] || 10[V] || 47[¥] g O Enable
9 [V]|| March  [V] || 2017[V] || 10[V] || 47[¥] g O Enavle

0 minutes M1 M1 ooy

Open attempts are submitted automatically
There is a grace period when open anemls can be submitted, but no more questions answered

ey are not counted

1 days V| & enavle

Specify starting dates/times, check on “yes”, and students can access to answer the quiz

from the set dates/times,

@ Close the Quiz

Specify ending dates/times, check on “yes”, and students may make attempts until the set

dates/times.
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7.

8

@ Time limit :
If you set the time limit, a timer window is shown and students can make attempts before
time expires.
@® When time expires :
Choose between the following three types.
+ Open attempts are submitted automatically
+ There is a grace period when open attempts can be submitted, but no more questions
can be answered
+ Attempts must be submitted before time expires, or they are not counted
(default)
@ Submission grace period:
When the submission time has expired and the option is set for “There is a grace period
when open attempts can be submitted, but no more questions can be answered”, a default

grace period (seconds) is permitted.

Select options for “Grade” settings
@ Grade category :
Grades may be grouped into categories. Create grade categories from menu “Grade” in
“Course administration” block. If categories are not created, you do not need to set options.
@ Attempts allowed :
Specify number of attempts you allow from 1 to 10 or no limits.
@ Grade to pass
This setting determines the minimum grade required to pass. In the gradebook, where pass
grades are highlighted in green and fail grades in red.
@ Grading method :
Choose one out of four options: Highest grade, Average, First attempt, or Last attempt .

Select options for “Layout” settings
@® New page:
Limit number of questions per page and specify where you wish to have a page break.
You can choose from “Never, all questions on one page” or from “Every question” to “Every
50 question”.
@ Navigation Method:
When sequential navigation is enabled a student must progress through the quiz in order

and may not return to previous pages nor skip ahead.
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Select options for “Question behavior” settings

+ Question behaviour

Shuffle within questions (%)

) Adaptive mode (no penalties)
How questions behave (2) Deferred feedback

qu\/'

Adaptive mode

Deferred feedback with CBM
Immediate feedback
Immediate feedback with CBM
Interactive with multiple tries

Options for “Question behavior”

@ Shuffle within questions :

If set to “yes”, questions within the quiz will be shuffled and shown in a random order.

@ Question behavior
» Adaptive mode

» Manual grading

* Immediate feedback

* Immediate feedback (CBM)(Certainty-based marking)

» Deferred feedback:

students must enter an answer to each question,

submit the entire quiz, before anything is graded or they get any feedback

+ Deferred feedback (CBM)

* Interactive with multiple tries: Students receive immediate feedback as they

submit each question; if they do not answer correctly, they can try again for

a lower score.

10. Select options for “Review options” settings

Options are set to show right answers, marks, feedback. You can set what and when the

students can view by choosing “During the attempt / Immediately after the attempt / Later,

when the quiz is still open (after the attempts, before closing date for the quiz only) / After

the quiz is closed (after the period attempts may be made)

During the attempt

]
¥
™
O
]
O
O

The attempt ()

Marks (@)

Right answer (2)

Whether correct ()

Specific feedback (@)

General feedback (@)

Overall feedback (3

Immediately after the attempt

K & K

oogdo

The attempt
Whether correct
Marks

Specific feedback
General feedback
Right answer

Overall feedback

Review options
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The attempt
Whether correct
Marks

Specific feedback
General feedback

Right answer

I I R 9

Overall feedback

]

Oo0O0OD0O®DO

Later, while the quiz is still open After the quiz is closed

The attempt
Whether correct
Marks

Specific feedback
General feedback
Right answer

Overall feedback



11. Select options for “Appearance” settings

Appearance
Show the user's picture No image ﬂ
Decimal places in grades Qﬂ

Decimal places in question grades Same as for overall grades:ﬂ

“Appearance” options
@® Show the user’s picture :
Set option to display the user’s profile picture for grades (grade sheet)
@ Decimal places in grades :

Sets the number of decimal points used in displaying the Quiz grades

12. Extra restrictions on attempts

@ Require Password :
Students must enter a password specified by the teacher before they are allowed to make
an attempt on the quiz. The password is notified verbally to prevent any cheating.

@® Unmask password :
Password is shown on the page. By default, password is shown at page top masked with
asterisks

@ 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 quiz, where you want to be sure that only students in a certain
computer lab room are able to access the quiz.

For example: you can specify 192.168., 231.54.211.0/20, 231.3.56.211, 231.3.56.10-20
There are four types of numbers you can use (you cannot use text based domain names like

example.com)

1) Full IP addresses, such as 192.168.10.1 which will match a single computer (or proxy)

2)) Partial addresses, such as 192.168 which will match anything starting with those numbers

3) CIDR notation, such as 231.54.211.0/20 which allows you to specify more detailed
subnets

4) IP address range, such as 231.3.56.10-20. The range applies to the last part of the IP
address. In this example, this means a range of 231.3.56.10 to 231.3.56.20.
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@ Enforced delay between 1st and 2nd attempts :
If enabled, students are allowed to make a 2nd attempt following their 1st only after the
specified time between the attempts.

@ Enforced delay between later attempts :
If enabled, students must wait for the specified time to make subsequent attempts after their
2nd attempt.

13. Overall feedback
Different feedback texts may be shown depending on the grade a student gets for the entire
quiz.
You can specify the score range in the Grade boundaries for each feedback text.

Feedback for each question may be made on editing question page.

14. Select options for “Common module settings”
@ Availability
@® Group mode
@ ID number

15. Select and set the required options and click “Save and display”
You will see the following page; click “Editing quiz”, and “Edit quiz” page will appear. On

this page, you can add questions to the quiz or set the page breaks.

Quiz 1

Grading method: Highest grade

No questions have been added yel

Edit quiz
Back to the course
Editing quiz: Quiz1e
Questions: 0 | This quiz is open Maximum grade 10.00 Save
epaginate Total of marks: 0.00

O shuffie @

* a new question l

Tatal of marke- 0 00

» from question bank

<4 from question bank

» a random question

< arandom question
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Click “a new question”, you can choose a question type to add as follows:

r -

Choose a question type to add ()

{ T A
QUESTIONS Select a question type to see its description

Multiple choice
D ee True/False

O = short answer
D & Numerical

D %% calculated

[j Essay
) 8% Matching

s Random short-answer
HH
HH

matching

Embedded answers
=** (Cloze)
O %2 calculated multichoice
O *& calculated simple

D« Drag and drop into text

. Drag and drop
4! »
markers

Drag and drop onto v
Imaoe

Add Cancel

Select “add random questions”, and questions will be added randomly out of question groups

stored in Question bank organized into Categories you have created.

73



8.2 Grading Quiz

Quizzes will be graded automatically from the correct answers entered when the questions were

made.
In this case, 2.00 is scored automatically for Q.1 of the student above.

First D Started Time a1 @z a3 a4 Qs
name  number Email address State  on  Completed taken Grade/10.00 /200 /200 /200 /200 /2.0
mas 9
March 9 March
L s B @sophiaacp Finished 2017 20171100 - 6.0 050 « 200 X 0.00 + 200
1100 AM
AM
— 9
March 9 March
O = &« e iE@sophiaac jp Finished 2017 2017 11:01 8.00 /200 /200 +/ 200 X 000 «/ 2,00
secs
101 AM
AM
|
Querak 725(2)  |2.00(2)|1.25(2)|2.002)|0.002)|200 @)
average -
Select all / Deselect al Regrade selected attempts Delete selected attempts

Overall number of students achieving grade ranges

=

2

5

£

2

W0 O ' D [ e S S | T (1| | et L]
S ESIS IS IIIFSISESISFSIS
§ & FEFT &S EEFTEEEEL LS ES S

Grade

Correct answers are shown with green check marks; incorrect answers with red crosses.

Q.1 Q.2 Q.3 Q.4 Q.5
12.00 /12.00 12.00 /12.00 12.00

o
o

/ 2.00 0.50 & 200 X 0.00 « 2
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8.3 Glossary

“Glossary” activity module allows you to create and maintain a dictionary on Moodle course page.
You can attach images to the entries for each Concept word or phrase and show them with the
descriptions. Entries may be browsed by alphabet, category, date, and author or searched by

keyword.

If Glossary auto-linking filter is enabled, it sets individual entries to be automatically linked when

the concept words or phrases appear in the course pages.

Students and teachers can leave comments on entries in Glossary. Glossary also can be rated by
teachers or students. Ratings can be aggregated to form a final grade which is recorded in a grade
book.

“Glossary” activity modules can be used to:

Create a database of key terms related to the course
Offer a space to post profiles of students to get to know each other
Create hints resource (TIPS) of best practice in a practical subject

Create database of videos, images and sound files

Create database for preparation of tests

Now this is how you can add a “Glossary”:

Click “Turn editing on” for the course you want to add a “Glossary”
Click Activity Chooser (“Add an activity or resource” link) for the section to set a “Glossary”

Click “Glossary” from activities list

P w0 Dd P

Check the description as required and click on “Add a glossary”
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Add an activity or resource

A
ACTIVITIES The glossary activity module enables
@) ;j Assignment participants to create and maintain a list of
o
definitions, like a dictionary, or to collect and
O & Attendance organise resources or information.
O @ Chat A teacher can allow files to be attached to
glossary entries. Attached images are
O P choice , ) )
® displayed in the entry. Entries can be
@) E Database searched or browsed alphabetically or by
7 category, date or author. Entries can be
O “ﬁ External tool approved by default or require approval by a
@) ‘\| Feedback teacher before they are viewable by
everyone.
O % Forum
I the glossary auto-linking filter is enabled,
BE Glossary entries will be automatically linked where the
e concept words and/or phrases appear within
) HotPot
O Q the course.
O ‘ _2]‘ Joumal A teacher can aliow comments on entries.
Entries can also be rated by teachers or
O SD Lesson y
students (peer evaluation). Ratings can be
v £
O M Quiz aggregated to form a final grade which is
. recorded in the gradebook.
O 8 scorm package v v
Glnssaries have many 11Ses_suirh 35
Add Cancel
“Add a new glossary to (section name)” screen will open
i Adding a new Glossary to Topic 1o
» Expand all
~ General
Name*
peseription MR EBER ERIEEE
Display description on course page [
@
Glossary type () Secondary glossary

» Entries

» Appearance

» Grade

“Adding a new glossary” page
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5. Select options for “General” settings
@ Name (required)
Enter a name for “Glossary”
@ Description
Enter description. Provide instructions on how to use the “Glossary”, and to add new entries.
@ Display description on course page

If you check the box, the description will be shown on course page

@ Glossary type

Main glossary

Glossary type

Pull down menu for glossary types
For each Moodle course, you can have a main glossary. You can export entries from any

secondary glossary to the main one of the course.

6. Select options for “Entries” settings
@ Approved by default
Select options to make new entries added by students automatically available to everyone.

If “No”, the teacher will have to approve each entry.
@ Always allow editing

By default, you can re-edit within 30 minutes, but if you set to “Yes” you can edit without any
restrictions.

@ Duplicate entries allowed
Set to “Yes”, this allows the entry of more than one definition for a given word.

@ Allow comments on entries
Set to “Yes”, students can leave comments on glossary definitions. By default, only teachers
are allowed to leave comments.

@ Automatically link glossary entries
Set to “Yes”, individual entries in the glossary will be automatically linked whenever the
concept words and phrases appear throughout the same course. Note that setting this to

“Yes” does not turn on linking for each entry; linking needs to be set for each entry individually.
7. Select options for “Appearance” settings

@ Display format
Set the number of entries shown per page. Default is ten.
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Appearance

Continuous without author
Encyclopedia

Entry list

FAQ

Full with author

Full without author
Display format (%) imple, dictional

Pull down menu for Display format

Display format

Display contents

FAQ For each “Entry”, “Definition”, labels “Question”,
“Answer”
Entry list “Entry” will be shown in a list as link

Simple, Dictionary style (* default)

Author is not shown, attachments shown as link

Full with Author

Shown in Forum style with information on Author;

attachments shown as link

Full without Author

No information on Author, shown in Forum style;

attachments shown as link

Encyclopedia

Style is “Full with Author”; attached images (pictures)

are shown inline

Continuous without Author

Entry shown continuously without no information on
Author

@® Approval display format

~ Appearance

Display format

Approval display format (2)

@ | Simple, dictionary style 1]

Default to same as dispia
Continuous without author
Encyclopedia

Entries shown per page Entry list

Show alphabet links (2

FAQ

Full with author

Full without author
Simple, dictionary style

Entries that are approved may be shown in display format with different layout to that

specified by “Display format”.

made before his/her approval.

@ Entries shown per page

By using this teachers can easily see which entries were

Set the number of entries shown per page. Default is ten.
@ Show alphabet links

Select options to search glossary by alphabet.

@ Show ‘ALL’ link

If enabled, all links will be shown in one page.
@ Show ‘Special’ link
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Select options to allow @ or # etc.

@ Allow print view

If enabled, students are provided with a link to a printer-friendly version of the glossary. The

link is always available to teachers.

8. Specify other options
@ Grade category

If you wish to sort by categories on grade book, select categories.

set in advance.
@ Ratings

Categories should be

* Roles with permissions to rate: specify roles that can be rated.

- Aggregate type:

Select grading types from No ratings, Average of ratings, Count of ratings, Maximum rating,

Minimum rating, Sum of ratings.
~ Ratings
Roles with permission to rate (2
Aggregate type (%)

Scale (2

- Scale: select the method of rating

Capability check not available until activity is saved

aling
Average of ratings
Count of ratings
Maximum rating
Minimum rating
Sum of ratings

__boor (5 point) V]

* Restrict ratings to items with dates in this range: you can allow only posts within a certain

date range to be rated.
@® Common module settings
* Availability: set hide/show
* ID Number:

9.
created within the section.

You can set an ID number to identify the activity for grade calculation

Set options as required, click on “Save and return to course” button; new glossary link is

Topic 1

New glossary is added
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10. Click to show the new glossary link

New Glossary

£ Printer-friendly version
S ™ Search full text

Add a new entry

Browse by alphabet Browse by category

Browse the glossary using this index

Special [A|B|C|D|E|F[GIH[I[JIKILIM|N|O|P|Q|R|S|T|U|VIW|X]|Y|Z|ALL

No entries found in this section

New glossary is shown

11. Click “Add a new entry” and add an entry.

New Glossary
w Collapse all
~ General
Concept*
Definition* o— | 1= v
B||4v |B|I|[|E[E||L|2| M B O
Keyword(s) &
Attachment @ Maximum size for new files: 100MB, maximum attachments: 89
3 ml=E
» (G Files
You can drag and drop files here to add them.
~ Auto-linking
This entry should be automatically [
linked
®
This entry is case sensitive @) [
Match whole words only 3 [
Save changes Cancel
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12. When you repeat adding new entries, a new glossary is created. Glossary provides an
opportunity not only for the teacher but also for the students to post entries, elevate sense of

participation and check the course contents. We recommend all of you to use it in your course.

New Glossary

& Printer-friendly version

Search [ Search full text

Add a new entry

Browse by alphabet Browse by category

Browse the glossary using this index

Special [A|B|C|D|E|F|GIH[I]JIKILIM[N|O|P|Q|R|S|TIUJV|W]|X]|Y|Z]ALL

A

add a new entry

When you repeat adding new entries, a new glossary is created. Glossary provides an

opportunity not only for the teacher but also for the students to post entries, elevate sense of participation and check the
course contents. We recommend all of you to use it in your

course.

Glossary

“Glossary” activity module allows you to create and maintain a dictionary on Moodle course page. You can attach images to
the entries for each Concept word or phrase and show them with the descriptions. Entries may be browsed by alphabet,
category, date, and author or searched by keyword.

X &
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8.4 Choice

“Choice” activity module allows you to add a poll to the course page asking a single question,
using it as a real-time survey in class to see the level of understanding or to stimulate thinking
about a certain topic.

“Choice” is added on as follows:

1. Open the course you wish to add the choice to, click “Turn editing on”.
2. Click on Activity Chooser (add an activity or resource) of the section you wish to add the
“Choice” link to, and click “Choice”.

Add an activity or resource (X ]

A
ACTIVITIES The choice activity module enables a teacher to

i ask a single question and offer a selection of

possible responses
D iy Attendance
= Choice results may be published after students

D €8 chat have answered, after a certain date, or not at all
Results may be published with student names or
Choice
anonymously
e
& . Database A choice activity may be used
) oy External tool » As a quick poll to stimulate thinking about a
topic
‘ E Feedback = To quickly test students' understanding
= To facilitate student decision-making, for
=l Forum example allowing students to vote on a
= direction for the course
\ag Glossary h
@ HotPot
/" Joumnal
Lesson
D o) Quiz
2 IJ' SCORM package
D ikl Survey
@ Workshop
v
RESOURCES

Add Cancel

“Choice” is added by Activity Chooser
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Check the description and click “Add”
“Adding a new choice (to section name)” screen will open.
Select options for “General” settings
@® Choice name (*required)
Enter title of link to “Choice” on course page.
@ Description
Enter the description and instructions of the choice activity
@® Display description on course page
If you check the box, the above “Introduction text” will be displayed on course page.
@ Display mode for the options

Select “Display horizontally” or “Display vertically”.

Adding a new Choice to Topic 1

General

Choice name*

Description

Display description on course page [

Display mode for the options Display horizontally 1]
~ Options
Allow choice to be updated No :J

Allow more than one choice to be No ﬂ
selected

Limit the number of responses No ﬂ
allowed

“Adding a new choice (to section name)” page
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6.

9.

Select options for “Options” settings

Allow choice to be updated

Allow more than one choice to be selected

Limit the number of responses allowed

You can limit the number of students who can respond (No, by default)

Set to “Yes”, you can set the maximum number of choices for each option

Options 1t0 5

»  Option: enter options

»  Limit of the number of responses allowed: Set maximum number of choices allowed
for the option

Add 3 fields to form

Click on this and three options are added.

Select options for “Availability” settings

Allow responses from

If you check this box, you can set the start dates/times.

Allow responses until

Start date/time: set the end date/time for the choice

Show preview

Allow students to preview the available options before the choice is opened when you
set the start date/time.

Select setting options for “Results”

Publish results: select whether or not the results will be open to everyone.
* Do not publish results to students
» Show results to students after they answer
» Show results to students after they answer.
+ Always show results to students
Privacy of results
* Publish anonymous results, do not show student names
* Publish full results, showing names of students and their choices.
Show column for unanswered
Set to “Yes”, a column can be displayed in the results showing how many students have
not answered the choice activity yet. The default is “No”.
Include responses from inactive/suspended users

Setto “Yes”, users can vote several times. The default is “No”: users can vote only once.

Select options for “Common module settings”

Availability: you can choose to hide the choice activity.
ID number: you can choose to set an ID number to identify the activity for grade

calculation purposes.
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@® Group mode
* No groups: all students make their choice in one area.
- Separate groups: students make their choice within a separate group and view the
results.
- Visible groups: students make their choice within a group and can view the results, but
can also view results of other groups.
@® Grouping
« If a grouping is selected, students assigned to groups within the grouping will be able to

work together.

10. Click “Save changes and show”

11. The following screen will open. When students make their choice, you can view the results.

What do you think?(Choice)

Which came first ? The chicken or the egg ?
D chicken O egg

Save my choice

Example of Choice display
12. On the course page it will be shown as a link with “?” icon.

Topic 1 Edit

What do you think?{Choice)

Example of “Choice” display on course page

“Choice” activity module can be useful to get students participate when giving the
introduction of class contents for the day, stimulate their class participation and increase

interest in topics. Please use it effectively.
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8.5 Checking Choice responses

The results of choice activity can be checked from each choice response screen. Click “View

(number) responses” link at screen top right.

What do you think?(Choice)

Which came first 2 The chicken or the egg ?

O chicken O egg

Save my choice

Choice responses are shown as below. The “number of user” and “user chose this option” will
be shown.

What do you think?(Choice)

Responses
Choice options chicken egg
Number of responses 1 1
Users who chose this option O O

Select all / Deselect all

With selected

Choose an action .|V

Download in ODS format Download in Excel format Download in text format
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8.6 Workshop

By using workshop, you can collect students’ work and review it. You can also let your students

assess their works each other.

Setup phase

Instructions

1. Click on Activity Chooser (add an activity or resource) of the section you wish to add the

“Choice” link to, and click “Choice”.

Add an activity or resource

) Chat

Choice

; Database

U9 External tool

B % | Feedback

W=l Forum

\af Glossary

o (@) Horat

£ Journal

n B
® Lesson
S (=]

D V Quiz

3] \_II SCORM package

@ Survey

4] @ Turnitin Assignment 2

T

The workshop activity module enables the
collection, review and peer assessment of

students’ wark

Students can submit any digital content (files)
such as word-processed documents or
spreadsheets and can also type text directly

into a field using the text editor.

Submissions are assessed using a multi-
criteria assessment form defined by the
teacher. The process of peer assessment and
understanding the assessment form can be
practised in advance with example
submissions provided by the teacher, together
with a reference assessment. Students are
given the opportunity to assess one or more of
their peers’ submissions. Submissions and

reviewers may be anonymous if required

Students obtain two grades in a workshop
activity - a grade for their submission and a

grade for their assessment of their peers’

submissions. Both grades are recorded in the

@ § Workshop

gradebook
RESOURCES Wore help
® I:I Book
E File 1
Add Cancel

Click “Workshop”

2. Select options for “General” settings.
@® Workshop Name (*required)

Enter title of link to “Workshop” on the course page.

Description (* required)

Enter the description and instructions of the workshop activity

Display description on course page Help with Display description on course page

If enabled, the description above will be displayed on the course page just below the

link to the activity or resource.
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¥ Adding a new Workshop to Topic 1

General

Workshop name*

Description

Display description cn course
page

“Adding a new Workshop (to section name)” page — “General” option

Select options for “Grading” settings.

@ Grading strategy
The grading strategy determines the assessment form used and the method of grading
submissions. There are 4 options:
» Accumulative grading - Comments and a grade are given regarding specified
aspects
» Comments - Comments are given regarding specified aspects but no grade
can be given
» Number of errors - Comments and a yes/no assessment are given regarding
specified assertions

» Rubric - Alevel assessment is given regarding specified criteria
@ Grade for submission Help with Grade for submission

This setting specifies the maximum grade that may be obtained for submitted work.
@® Submission grade to pass
This setting determines the minimum grade required to pass.
@® Grade for assessment
This setting specifies the maximum grade that may be obtained for submission
assessment.
@® Assessment grade to pass
This setting determines the minimum grade required to pass.

@® Decimal places in grades
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Grading settings
Grading strategy Accumulative grading E‘
Grade for submission 80 E‘ Uncategorised E‘
Submission grade to pass
Grade for assessment 20 E‘ Uncategorised E‘
Assessment grade to pass

Decimal places in grades 0 E‘

“Adding a new Workshop (to section name)” page — “Grading Settings” option

Select options for “Submission” settings.

Instructions for submission
Maximum number of submission attachments
Submission attachment allowed file types

Maximum submission attachment size

Late submissions Help with Late submissions
If enabled, an author may submit their work after the submissions deadline or during the
assessment phase. Late submissions cannot be edited though.

Submission settings

Instructions for submission

Maximum number of submission 1 E‘
attachments

Submission attachment allowed
file types
Maximum submission attachment  Site upload limit (100MB) E|

size

Late submissions [T Allow submissions after the deadline

“Adding a new Workshop (to section name)” page — “Submission Settings” option
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5. Select options for “Assesment” settings

@® Instructions for assessment
@® Use self-assessment Help with Use self-assessment
If enabled, a user may be allocated their own submission to assess and will receive a

grade for assessment in addition to a grade for their submission.

Assessment settings

Instructions for assessment

Use self-assessment Students may assess their own work

“Adding a new Workshop (to section name)” page — “Assessment Settings” option

6. Select options for “Example submissions” settings.

@® Use examples Help with Use examples
If enabled, users can try assessing one or more example submissions and compare

their assessment with a reference assessment. The grade is not counted in the grade
for assessment.

@® Mode of examples assessment

Example submissions

Use examples Example submissions are provided for practice in assessing

Mode of examples assessment Assessment of example submission is voluntary

“Adding a new Workshop (to section name)” page — “Example submissions” option

7. Select options for “Availability” settings.

@® Open for submissions from

Submissions deadline
@ Switch to the next phase after the submissions deadline

If the submissions deadline is specified and this box is checked, the workshop will
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automatically switch to the assessment phase after the submissions deadline.
@® Open for assessment from

@ Deadline for assessment

Availability
Open for submissions from 22 March 2017 15 05 Enable
Submissions deadline 22 March 2017 15 05 Enable

Switch to the next phase after the
submissions deadline

Open for assessment from | 22 March 2017 15 05 Enable

Deadline for assessment 22 March 2017 15 05 Enable

“‘Adding a new Workshop (fo section name)” page — “Availability” option

Select options for “Turnitin plagiarism plugin settings” settings.
If [Enable Turnitin] option is set as “Yes”, originality report will be generated. Please refer
chapter? for checking result window and confirming meaning of terms. You can also use

“Turnitin Assignment” mentioned in Chapter 7.

Click “Save and display”, then setup phase of workshop will appear. Click “Edit assessment

form” to create assessment form.

Workshop No.1
Setup phase

Setup phase
Set the workshop
description

. Provide instructions for
submission

Edit assessment form
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Accumulative grading

~ Aspect 1

Description

Best possible grade / Scale to use  Type Point B

Scale| ExcellentVery poor (5 point)

Maximum grade 10

Weight 1 B

» Aspect 2

» Aspect 3

Blanks for 2 more aspects

Save and continue editing Save and preview

Save and close

Cancel

» Expand all

“Accumulative grading” page

10. Click submission phase and enable submission.

Workshop No.1@
Setup phase

Setup phase Submission phas
/ Sstthe workshop

Assessment phase ©

Grading evaluation phase ©

description
X Provide instructions for
submission

= Edit assessment form

Closed ®
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Submission phase
Instructions for students
1. Submit work.

Workshop No.1o

Submission phase

Setup phase Submission phase Assessment phase Grading evaluation phase Closed

Submit your waork

Your submission v
03 submisstion by #7 7 2.2 — F2FH1 MEDIA, CENTER TEST1
submitted on Wednesday, 22 March 2017, 3:28 PM

Edit submission

Instructions for teachers

1. After the submission, click “Allocate submissions” and decide who evaluate whom work.

Workshop No.1®
Submission phase

Setup phase @ Submission phase Assessment phase @ Grading evaluation phase @ Closed @

=~ Provide instructions for =

assessment

= Allocate submissions

submitted: 0

to allocate: 0
@ There is at least one author
who has not yet submitted =

their work

Your submission ~
You have not submitted your work yet

Start preparing your submission

Workshop submissions report
Submitted (0) / not submitted (1)

First name . | Surname . Submission“ . | Last modified*

AFTEYE- 7 A1 MEDIA, CENTER TESTI it e L Sy

Showing 10 items per page

Change E|
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Allocation page

Workshop No.1

Manual allocation Random allocation Scheduled allocation

Participant is reviewed by Participant

Add reviewer AT AT A= TAET
Choose user...
03 submisstion
Mo grade yet
Add reviewer AF AT LA — FALE,
Choose user._.
04
Mo grade yet

Showing 10 items per page

Change ... E|

Participant is reviewer of

Self-assessment disabled

Add reviewee

Choose user...

Self-assessment disabled

Add reviewee

Choose user .

2. Click “Assessment phase” and enable assessment.

(You can skip this sequence by setting.)

Workshop No.1®

Submission phase

Setup phase @

Submission phase

Assessment phag

Grading evaluation phase @ Closed @
<< Provide instructions for = C
o
= Allpcate submissions.
expected: 2
submittad: 3
10 allocata: 1
Assessment phase
Instructions for students.
1. Assess work which is allocated.
Workshop No.1®
Assessment phase
Setup phase Submission phase Assessment phase Grading evaluation phase Closed

-5 Assess peers
total: 1

pending: 1

Your submission »

Assigned submissions to assess

03 submisstion by ¥T (7 24— T} 71 MEDIA, CENTER TEST1
submitted on Wednesday, 22 March 2017, 3:28 PM

No grade yet

Assess
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Assessment screen

Workshop No.1

Assessed submission

03 submisstion

by #F (Ftzs2— T A1 MEDIA, CENTER TEST1

submitted on Wednesday, 22 March 2017, 3:28 PM

03 submisstion

Your assessment

by #5475 — F2F, MEDIA, CENTER TEST

Not assessed yet
Assessment form =

Aspect 1

Aspect 1

Grade for Aspect 1

Comment for Aspect 1

Choose..

The assessment screen will be shown for teachers as below.

Workshop grades report

Submission* ./ Last
First name* _ | Surname.,.
modified*

03 submisstion

modified on Wednesday, 22
March 2017, 3:28 PM

AFAT R A- 7 2RA

MEDIA, CENTER TEST!

modified on Wednesday, 22
March 2017, 3:29 PM

AFAFEUA- FAMA,

MEDL&, CENTER TEST

Grades received Grades given

72 ()= AF«F£L32— 2+, MEDIA, CENTERTEST 56 ()= AF«F £28- 7 2, MEDIA, CENTER TEST

56 (-)< AFATE£L3- FAFE1 MEDIA, CENTER TESTY 72 (-)= AFAT£L43— FAFM1 MEDIA, CENTER TESTY

Showing 10 items per page

Change .. E\

For teachers

*Teachers can assess those submissions by clicking the link.
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Grading evaluati

on page

Instructions for teachers.

1. Click “Grading evaluation phase” and exit “Assessment phase”.

(You can skip this sequence by setting.)

2. Click “Re-calculate grades” and calculate grades.

Workshop No.1o

Grading evaluation phase

phase Submission phase ©

b

Grading evaluation method

@ Comparison with the best assessment E|

~ Grading evaluation settin

gs

Comparison of assessments @ Tair E|

Workshop grades report

. - Submission® _
First name*

Re-calculate grades

I'Last modified Grades received

I Surname .

03 submisstion T2 (-}«

modified on

- - Wednesday, 22
TR 73 March 2017, 3:28

AFAT

1 WEDIA,
CENTER TEST1
w08 56 ()<
modified on
. _ Wednesday, 22
TR F AN March 2017, 3:29
B, MEDIA, A
CENTER TEST

Workshop No.1o

HFAF - F A, MEDIA, CENTER TEST

AFAFER— 7 AFFA1 MEDIA, CENTER TEST1

Showing 10 items per page

Change E|

Click “Closed” and exit workshop.

Grading evaluation phase

Setup phase O

x

Submission phase m

96

Assessment phase ©

Grade for
submission
(of 80)* &

Assessment phase m

96 ()

72 ()

Grading evaluation
phase Closed (ﬂ

= Calculate submission grades
expectzd: 2
calculated: 0

= Calculate assessment grades
expactad: 2
caloulated: 0

X Provide a conclusion of the
activity

Grades given

Grading evaluation

=< Calculate submission grades
sxpected: 2
calculated:

= Calculate assessment grades
sxpected: 2
calculated: O

X provide a conclusion of the
activity

AFAFELE2- 7 A, MEDIA, CENTER TEST

AFAFEE— 7 AFAT MEDIA, CENTER TEST1

Grade for
assessment

(of 20)* o



After closing, grade will be shown on the student.

Workshop No.1®
Closed

~ Submit your work o Ass

peers
pending: 0

Your grades «

Grade for submission Grade for assessment

72.00/80.00 20.00/20.00

Your submission «
03 submisstion by #7 47 tL-5— FAFAT MEDIA, CENTER TEST1
submitted on Wednesday, 22 March 2017, 3:28 PM

Assigned submissions to assess ¥
04 by #7478 — FALE. MEDIA, CENTER TEST

submitted on Wednesdsy, 22 March 2017, 3:29 FM

Setup phase Submission phase Assessment phase Grading evaluation phase

Closed
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8.7 Feedack

“Feedback” activity module allows you to make various type of questionnaire questions. By
creating and implementing questionnaires, you can grasp the situation of the students and use

them for the management of classes.

“Feedback” is added on as follows:

1. Open the course you wish to add the choice to, click “Turn editing on”.
2. Click on Activity Chooser (add an activity or resource) of the section you wish to add the
“Feedback” link to, and click “Feedback”.

Add an activity or resource | X |

o~

/]
ACTIVITIES The feedback activity module enables a teacher

| Assignment to create a custom survey for collecting
feedback from participants using avariety of

= -!_ Aftendance question types including multiple choice
Tt yesino or text input.
4 E
Feedback responses may be anonymous if
Choice

desired, and results may be shown to all

= Database participants or restricted to teachers only. Any

feedback activities on the site front page may

mn

0 Exte o
i Bxtemal tool also be completed by non-logged-in users.

o ‘E | Feedback Feedback activities may be used
W= Forum = For course evaluations, helping improve
the content for later participants
A .“i Glossary » To enable participants to sign up for
course modules, events etc
) @\ HotPot » For guest surveys of course choices,

school policies etc
#| Journal « For anti-bullying surveys in which students

can report incidents anonymaously
) &0 Lesson
B8

) v Quiz

) |_|I SCORM package

5 Survey

£ @ Turnitin Assignment 2
(5] @ Wworkshop

Add Cancel

Click “Feedback”

Check the description and click “Add”
“Adding a new Feedback (to section name)” screen is open.
Select options for “General” settings
@® Name (*required)
Enter title of link to “Feedback” on the course page.
@ Description (* required)
Enter the description and instructions of the feedback activity
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8.

Display description on the course page

If you check the box, the “Description” above will be displayed on course page.

Select options for “Availability” settings

Allow answers from

When you set date and time and switch on the “Enable” checkbox, users will be able to
answer from the specified date/time.

Allow answers to

When you set date and time and switch on the “Enable” checkbox, users will be able to
answer until the specified date/time.

Select options for “Question and submission” settings

Record user names

When you select “Anonymous”, user’s name will not be added to the answer data.
When you select “User’s name will be logged and shown with answers”, user’s name
will be added to the answer data.

Allow multiple submissions

When “Record user names” is set to “User’s name will be logged ...” and this option is
set to ‘Yes’, users can answer many times. If this option set to ‘No’, users can answer
only once.

When ‘Record user names’ is set to “Anonymous”, all users can answer many times.
Enable notification of submissions

Notification mail is sent to the teacher when an answer is posted.

Auto number questions

When you select “Yes”, number is automatically added to each question.

Select options for “After submission” settings

Show analysis page

When you select “Yes”, the result of analysis will be shown to the participants.
Completion message

Set a message which will be displayed after users send answer.

Link to next activity

When you set URL, page will be moved to the URL after users send answer.
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¢IAdding a new Feedback to Topic 7@

~ General
Name*

Description i
=]

v BT |EE|| L 2| W BED

Display description on course
page
@

~ Availability
Allow answers from | 15 E| March E\ 2017 E\ 11 E| 35 E‘@ Enable
Allow answersto | 15 E| March E\ 2017 E\ 11 E| 35 E‘ﬁ Enable
~ Question and submission settings
Record user names | Anonymous B
Allow multiple submissions () | No B

Enable notification of submissions No B

Auto number questions (2 No B
~ After submission

Show analysis page | No B

Completion message e

Link to next activity ()
~ Common module settings
Visible Show B
ID number (2
Group mode (2 | No groups E|
Grouping () | None El
~ Competencies

Course competencies (2)  No selection

Search v

Upon activity completion: Do nothing El

Save and return to course Save and display Cancel

w Collapse all

“Adding a new feedback (to section name)” page
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Click “Save changes and display”. The following screen will open.

By clicking “Edit questions”, you can add questions and specify the page break position.

First Questionnairea

Overview | Editquestions | Templates  Analysis  Show responses

First Questionnaire

Overview

Submitted answers: 0
Questions: 0
Answer the questions

9. Question types are as follows:

@® Add a page break : Page break is added.

First Questionnaire
overview Edit questions Templates  Analysis Show responses

Add question

Choose E|
++ Captcha* x
4 x

@ Captcha : Show a question to make sure the respondent is not a computer,

First Questionnaire

Qv

Editquestions =~ Templates  Analysis  Show responses

Add guestion

Choose E|

Captcha*

@ Information : Get the system information automatically such as the course name and the

response date/time at the time of answer.

First Questionnaire
Overview Edit questions Templates Analysis Show responses
* Information

Question
Label
Information type Course E|

Position | 3 E\

Save question Cancel
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Label : Show caption or text.

First Questionnaire

Overview  Editquestions | Templates  Analysis  Show responses

Contents E l_ I)) !

|

i
El
&
[

Position | 3 E|
Save question Cancel

Longer text answer : Free description type questionnaire (multiple-line text)

First Questionnaire
Overview Edit questions Templates Analysis Show responses
~ Longer text answer

Required [

Questicn

Label
Width | 30 E‘
Number of lines | 5 E‘

Position | 3 E|

Save question Cancel
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Multiple choice : Users select an answer from multiple choices.

First Questionnaire

Overview ~ Editquestions = Templates  Analysis  Show responses

~ Multiple choice

Required [
Question
Label
Multiple choice type Multiple choice - single answer E|

Adjustment | vertical E|
Hide the "Not selected” option Mo E|
Do not analyse empty submits  No E|

Multiple choice values

Use one line for each answer!

Position | 3 E\
Save question Cancel

Multiple choice (rated) : Users select an answer from multiple choices. You can set a

score for each choice.

First Questionnaire
Qverview Edit questions Templates Analysis Show responses
~ Multiple choice (rated)

Required [J

Question
Label
Multiple choice type Multiple choice - single answer E|
Adjustment | vertical E|
Hide the "Not selected” option | o E\
Do not analyse empty submits | No E‘

Multiple choice values | 0/

Use one line for each answer!

Position | 3 E|

Save question Cancel
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@® Numeric answer : Users answer numbers. You can set the range of numbers.

First Questionnaire
Overview Edit questions  Templates  Analysis Show responses
Numeric answer

Required [

Question
Label
Range from
Range to

Position 3 E‘
Save question cancel

@ Short text answer : Free description type questionnaire (single-line text)

First Questionnaire

Edit questions =~ Templates  Analysis Show responses

Short text answer

Required [

Question
Label
Textfield width | 30 E‘
Maximum characters accepted | 255

Position | 3 E\

Save question Cancel

When you finish to add questions, click “Save and display”.
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8.8 Answer to Feedback and check results

Click “Answer the questions” to make and send your answer.

First Questionnaire«

Overview | Editquestions  Templates  Analysis  Show responses
First Questionnaire

Overview

Submitted answers: 0
Questions: 0
Answer the guestions

The results of feedback activity are shown on “Analysis” tab.

First Questionnaire

Overview  Editquestions  Templates | Analysis | Show responses

Submitted answers: 3
Questions: 6

SHOXRIE?
-BE#L: e 5 (100.00 %)

=0 0

-E: 1 0

-FI 1 0

s EEFL TLIES N,

-(1)20° 0

- (2)40: E—— 1(33.33 %)
- (3)60° 0

- (4)80: 1 2 (B6.67 %)
- (8) 100° 0

Average: 3.33

I-AHIRTY .

- Test Course_201704_1
- Test Course_201704_1
- Test Course_201704_1

SFRERA TN,
- 30

-30

-35

Average: 31.67

Each answer is displayed on “Show responses” tab.

First Questionnaire

Qverview Edit questions Templates Analysis Show responses

Anonymous entries (3)

Download table data as ~ Comma separated values (.csv) B Download

Response SHODX EFTEL FRERATIL ~ERETAKS  FRALF—MEE
number = KRl TS, 2 2EHRTT . S, (15-40) Ly, (285XFLRIA)  FHLTLIESL,
2 = = = = 2 =]

Response BT 80 Test 35 EETEFEEA. HEABEBHEC
number: 1 Course_201704_1

Response B 40 Test 30 FALFALFAE SREEIEZ SRIEIE
number: 2 Course_201704_1 B2 RERES
Response L=t 80 Test 30 EELET, HZ EEe
number: 3 Course_201704_1
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8.9 Forum

“Forum” activity module allows you to make BBS or online discussion.

First Forum

Discussion1
= Subscribed
Display replies in nested form E| Move this discussion to E| Move Pin
Discussion1
by 1 - Wednesday, 15 March 2017, 5:53 PM

Please write your opinion.

Permalink | Edit | Delete | Reply

Re: Discussion1
by E" ! - Wednesday, 15 March 2017, 5:56 PM

| think oo about it.

Permalink | Show parent | Delete | Reply

Re: Discussion1
by - Wednesday, 15 March 2017, 6:09 PM

Mo, | don't think so.

Permalink | Show parent | Edit | Split | Delete | Reply

“Forum” is added on as follows:
1. Open the course you wish to add the choice to, click “Turn editing on”.

2. Click on Activity Chooser (add an activity or resource) of the section you wish to add the

“Forum” link to, and click “Forum”.
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Add an activity or resource L% |

- -

/|
ACTIVITIES The forum activity module enables

CEETTOTET participants to have asynchronous
discussions i.e. discussions that take place

/ !&g Attendance over an extended period of time.
g Chat There are several forum types to choose
from, such as a standard forum where
Choice ) )
anyone can start a new discussion at any
= . q . =
) &3 Database time; a forum where each student can post H

exactly one discussion; or 3 question and

m

= o ot
i EiErElinn answer forum where students mustfirst

® i H Feedback post before being able to view other
students’ posts. Ateacher can allow files to
@ W= Forum be attached to forum posts. Atached

] images are displayed in the forum post
\al Glossary

& Hotrot

£ Journal teacher can setthe subscription mode to

Participants can subscribe to a forum to

receive notifications of new forum posts. A

optional, forced or aute, or prevent

58 Lesson subscription completely. If required

V/ Quiz students can be blocked from posting more
than a given number of posts in a given time
D E SCORM package period; this can prevent individuals from

dominating discussions.
| Survey
i Forum posts can be rated by teachers or
@ e students (peer evaluation). Ratings can be
g workshop aggregated to form a final grade which is
recorded in the gradebook

Add Cancel

“Forum” is added by Activity Chooser

Check the description and click “Add”

“Adding a new Forum (to section name)” screen is open.

Select options for “General” settings

Forum Name (*required)
Enter title of link to “Forum” on course page.
Description
Enter the description and instructions of the feedback activity
Display description on course page
If you check the box, the above “Description” will be displayed on course page.
Forum Type: Select from the 5 options:
- A'single simple discussion
The forum has only one topic. All participants answer to the topic.
- Each person posts one discussion
Each participant can create only one topic one by one and reply to each other.
- Q and A forum
Participants are required to post their opinions before reading other opinions.
- Standard forum displayed in a blog-like format
Participants can post many topics. Titles and texts of each topic are displayed
in the topic list.
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- Standard forum for general use
Participants can post many topics. Titles of each topic are displayed in the topic
list.

6. Select options for “Attachments and word count”

Maximum attachment size

The largest size of file that can be attached to a forum post.
Maximum number of attachments

The maximum number of files that can be attached to a forum post.
Display word count

When you select “Yes”, the word count of each post is displayed.

7. Select options for “Subscription and tracking” settings

Subscription mode

Set participants receive / don'’t receive post notifications.

Unless you have any special reason, please set “Subscription disabled” (participants
will not receive notifications). Especially when the forum has many participants, large
number of notification mail may be sent. In that case, please make sure to set to
“Subscription disabled”.

Read tracking

When you select “Off”, read tracking is disabled.

When you select “Optional”’, participants can enable/disable their read tracking by

themselves.

Click “Save changes and display”. The following screen will open.

By clicking “Edit questions”, participants can create topic.

First Forum

First Forum

Add a new discussion topic

(There are no discussion topics yet in this forum)
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8. To add a new topic, click “Add a new discussion topic”, write a topic then click “Post to forum”

First Forum

First Forum

~ Your new discussion topic

Subject*
Message* — A ) —
B uv | B| [ = |2 ]| & o™
Discussion subscription (2)
Attachment (%) Maximum size for new files: Unlimited, maximum attachments: &
o oo | = | =
+ oo | = | =

» (G Files

. 4

“You can drag and drop files here to add them

Pinned () [

Send forum post notifications with [
no editing-time delay

Cancel

A message as below will appear and you can see your topic is in the list.
You can re-edit your topic within 30 minutes of your posting.

Your post was successfully added
You have 30 mins to edit it if you want to make any changes

1 will be notified of new posts in 'Discussion1' of 'First Forum'

First Forum

First Forum

Add a new discussion fopic

Discussion Started by Replies Last post
Discussion1 0 =

Wed, 15 Mar 2017, 5:49 PM
9. To reply to a topic, click the topic which you want to reply.

First Forum

First Forum
Add a new discussion topic

Started by Replies Last post

0 [EH]
Wed, 15 Mar 2017, 5:49 PM

Qi ion
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10. Click “Reply”, then post your opinion.

First Forum

Discussion1

& Subscribed

Display replies in nested form E' Move this discussion to .. E| Move Pin

Discussion1
by - Wednesday, 15 March 2017, 5:53 PM

Please write your opinion.

You can reply to the parent topic, or other participant’s post.

Your post was successfully added.

‘You have 30 mins to edit it if you want to make any changes.

First Forum

Discussion1
= Subscribed
Display replies in nested form El Move this discussion to . El Move Pin
Discussion1
by 1 - Wednesday, 15 March 2017, 5:53 PM

Please write your opinion.

Permalink | Edit | Deletd| Reply

Re: Discussioni
by - Wednesday, 15 March 2017, 5:56 PM

| think xooo about it

Permalink | Show parent | Edif| Reply
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Chapter 9. Useful ways for courses

You can search courses by course name, category name or teacher’s name.

Enter search keyword in the “Search courses” box at the bottom of Moodle Home screen.

+English Department
. Creative Writing 101

. English Literature

Searchcourses:| [&d

9.1 Sending emails to all participants collectively

Procedures of sending emails to all course participants at once are as follows:
1. Log in with faculty user account or administrator user account.

2. Choose the course, then Click “Participants” in Navigation block

NAVIGATION

0]
=1

P2 g
&
L

Home o &E; T A
s Dashboard
b Site pages
 Current course
v _TJest Course 201704
P Participants 2 TOpiC 1
Badges
General 3 = F1OOEE

Topic 1 + & smeEnes
Topic 2

Topic 3 o
Topic 4 =N
+

{

'Q F107D — 59w

® %“r L:"

F1OHRE

f Quiz 1

Topic 5
Topic 6
Topic 7
Topic 8
Topic 9

b Topic 10
b My courses

W W WV VWV WV VYV VvV VvV VvV Vv YT

4+ Topic 2

1M1



3. On the screen, click “Select all”; from pull-

Participants
My courses User list
Test Course_201704 Brief V|

Current role
All panicipantsE‘
All participants: 3 =

Firstname: ABLABCDEFGHIJKLMNOPQRSTUVWXYZ
Sumame: AHABCDEFGHIJKLMNOPQRSTUVWXYZ

o U S e s el otz oy oy S

%) L W - Wi . Ssaws@sophia.ac_jp 1 sec

™ L E ] a | = e s@sophia.acjp FER Japan 1 hour 39 mins

%) ol Sy cpm mgwy =weul= ===y 2@sophia.ac jp 3 hours 11 mins
4 Select all JL Deselect all . ®

With selected users.

Chanca

[ Senaamessage |

4. “Send message to X person” (X : the number of selected students) screen will open. Enter

your message and click “Send message to X person”.

Send message to 1 person [x]

Send message to 1 person Cancel
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9.2 Course Backup and Restore

Course Backup function enables you to reuse your course again as a new one by deleting

students’ information from your current course.

Bl Course Backup
1. Settings >Course administration >click on “Backup”.

-|[<

ADMINISTRATION

*

-+

 Course administration
2 Tum editing off
£ Edit settings

b Users

Y Filters

» Reports

Ef Grades

£+ Gradebook setup
) _Badges
o, Backup

b Switch role to...
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2.

3.

4.

When the following screen is displayed, click on “Jump to final step”.

1. Initial settings » 2. Schema settings P 3. Confirmation and review P 4. Perform backup » 5. Complete
Backup settings

IMS Common Cartridge 1.1 [J

Include enrolled users X
Anonymize user information X i

Include user role assignments
Include activities and resources
Include blocks

Include filters

Include comments

Include badges

Include calendar events
Include user completion details
Include course logs

Include grade history

Include question bank

Include groups and groupings

i & 0 00 R OO @ @ @ O

Include competencies

Cancel Jump to final step -

Backup will start.

* Backup may take long, so wait for a while.

When Backup is completed, a message is displayed. Click on “Continue”.

1. Initial settings » 2. Schema settings » 3. Confirmation and review » 4. Perform backup » 5. Complete

The backup file was successfully created.

Continue
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5. The following screen is displayed. Backup files will be displayed in “User private backup
area’.

*For downloading Backup files, click on "Download”.

Course backup area®

Filename Time Size Download Restore

Manage backup files

User private backup areao

Filename Time Size Download Restore

backup-moodle2-course-7616-moodle_20163%-20170207-1425- Tuesday, 7 February 2017, 2:25 139.8MB Download Restore

nu.mbz PM
backup-moodie2-course-7616-moodle_2016#%-20170207-1424- Tuesday, 7 February 2017, 225 139.8MB Download  Restore
nu.mbz PM

backup-moodie2-course-7263-81 1—2-20160418-1159-nu.mbz Monday, 18 April 2016, 11:59 AM  53.1KB Download  Restore

backup-moodle2-course-6606-1est20165-20160407-1557-numbz ~ Thursday, 7 April 2016, 3:58 PM 203MB  Download  Restore

©0000000000000000000000000000000000000000000000000000000000000000000000000

R xxxrxxxxxes
®000000000000000000000000000

eeccccccccce®

Manage backup files

Bl Restore of Backup course
6. Click on "Restore” of Backup file.

Course backup area®

Filename Time Size Download Restore

Manage backup files

User private backup areace

Filename Time Size Download Restore
00 00000000000000000000000000000000000000000000000000000000000000000000000000000000000000s0
; backup-moodie2-course-7616-moodle_2016%k-20170207-1425- Tuesday, 7 February 2017, 2:25 139.8MB Download
N nu.mbz PM
©0000000000000000000000000000000000000000000000000000000000000000000000000000000000000000
backup-moodle2-course-7616-moodle_20168%-20170207-1424- Tuesday, 7 February 2017, 2:25 139.8MB Download Resfore
nu.mbz PM

XX

backup-moodie2-course-7263-§7 1—2-20160418-1159-nu.mbz Monday, 18 April 2016, 11:59 AM  53.1KB Download  Restore

backup-moodie2-course-6808-test20165-20160407-1557-numbz ~ Thursday, 7 April 2016, 3:58 PM 20.3MB Download  Restore

Manage backup files

7. Next, the screen to confirm “Backup details”, “Backup settings” and “Course Details” is

displayed. Scroll down and click on “Continue” at the bottom-right of the screen.
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8. On the next screen, select a category in “Restore as a new course”, and click on “Continue”.

1. Confirm » 2. Destination » Sett > 4.8 > > 2 >

Restore as a new course

§) I Restore as a new course @ |

2 I Select a category I Name Description
® HaFaTE -
(Media Center)

20095 E&1[0 FDU -4 2009FEHE1E FOO -5
3w Vol 2 vay7ERANTIY

) AF4TEA-FAE

) ATFATEA-FAA
(a—2ERE)

D Turnitin Test

D MoodlesHBA= (Moodle
Instruction)

SHAATFERT A

Search

3 Continue

9. “Restore settings” screen is displayed, then click on “Next”.
10. Course settings screen is displayed, then click on “Next”.

11. On the next screen, Restore contents can be confirmed. Scroll as it is and click on “Perform
restore” at the bottom right on the screen.
—Restore will start.

12. While restoring, the following message is displayed, and click on “Continue”.

1. Confirm » 2. Destination » > Ld » 6. Process »

The role in the backup file cannot be mapped to any of the roles that you are allowed to assigr

Restore role mappings

Continue Cancel

X Restoring may take long, so wail for a while.

None|v

13. When Restore is completed, the following message is displayed, and click on “Continue”.

1. Confirm » 2. Destination » 3. Settings » 4. Schema » 5. Review » 6. Process b 7. Complete

The course was restored successfully, clicking the continue button below will take you to view the

course you restored
Continue

—Arestored course is displayed.
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B Change the name and course start date of the restored course.

14. Course administration > click on “Edit Settings”.
15. Rename “Course full name” and “Course short name”.
The academic year and semester name are also recommended to be in the Course Name.
Ex.) “English 2014 Spring”, “Intro to Literature 2015 Sprint - Fall”

Edit course settings

General

Course full name* |(Z Test Course_201704 copy 1
9 Test Course_201704_1

Course category @) 47125 —(Media Center) ﬂ
Visible Show[v]
Course start date |(Z 12ﬂ April ﬂ 2017ﬂ B

16. Enter course starting date.

17. Click “Save and display”.

B Add Yourself to Your Course.

When you restore a course, no user is enrolled in the course. You need to add yourself to the
course.
*If you don’t follow this step, your name will not be displayed on a course list, and the course will

not be displayed in your “My course”.

18. Course administration >Users > click on “Enrolled users’
19. Click “Enroll users” button at top right.
2017 Spring_Test Course: 4 enrolled users

Users

Enrolled users

Course administration

2 Enrol users
_ search Enrolment methods Al V| Role A V|| Group Aipariciv| Status A v|
_7 _—

Reset

e -ph “ Lastaccess Roles Groups Enrolment methods
r1Ema to co
5 20 secs Teacher X Course creator 2 Manual enrolments enrolied
eports
PN chieru0s Monday. 6 March 2017, 9:29 AM
chieru05@sophia.ac jp
ays 2 ;.
udent
Baages -
¥ Bours 6 March 2017, 12

Student 4 Manual enrolments from Monday
6 March 2017, 12:00 AM

Student X 2 Manual enrolments from Monday

On the next screen, select yourself by searching by your faculty ID number, and enroll you

as “teacher”. You can choose a role from “Assign roles” drop-down list.
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