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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. 

 

 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 canôt undertake your task instead of you. You need 

to change setting of the Moodle by yourself. 

 

 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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can also embed a YouTube video in your website. 
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You can send a message to your students at once. For example, you can inform your students 

about extra assignments. 
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You can set a deadline, gather assignments, download them at once and check plagiarism of the 

assignments. 

 

 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. 

 

 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 canôt 

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

 

 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. 
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Chapter 2. Frequently Asked Questions 
 

 Create a Course 

Q A Refer to 

Where can I make my 

course? 

You can make your course on a 

category that is labelled your name. 

4.2.1 Adding from 

Categories. 

I need to create a 

course for next 

semester. 

You can duplicate your previous 

course for next semester. 

By following ñchapter 9.2ò you can 

make backup of a previous course 

and restore it. 

You need to rewrite the course 

name for next semester. 

(Please include ñnumber of the yearò 

and ñwhich semester isò in the 

name.) 

9.2 Course Backup and 

Restore 

Can I 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. 

ñAbout Jugyo-Shien-

Boxò 

*another document 
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 Enroll Your Students in Your Course 

Q A Refer to 

How can my students 

confirm they enrolled 

my course? 

By using ñSearch courseò or finding 

your name from list of initials, they 

can confirm it. 

Please let them know they have to 

use Moodle on your class. 

ñHow to use Moodleò 

*another document 

Some students cannot 

enroll my course. 

There is a possibility that the 

expiration date of the enrollment is 

not set properly. Please confirm the 

setting. 

4.2.2. Setting Course 

Enrollment Key. 

I want to publish my 

course against specific 

students. 

Set ñenrollment keyò and inform 

your students it in your class. 

4.2.2. Setting Course 

Enrollment Key. 

Students in previous 

semester remain in my 

course. 

If you wanted to create new course 

for next semester. 

You would rather create another 

course by using ñBackupò and 

ñRestoreò than use old one. 

9.2 Course Backup and 

Restore 

 

 Gather Assignments 

Q A Refer to 

Can I download 

assignments of my 

students at once? 

Yes, you can. 6.3 Grading Submitted 

Assignments 
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 Check Plagiarism (Turnitin) 

Q A Refer to 

How can I check 

plagiarism? 

Create an ñAssignmentò activity and 

set ñEnable Turnitinò option as yes. 

 

6.1 Assignments (File 

Upload) 

7 Turnitin Assignment 

What does this 

software refer for 

checking Plagiarism? 

Please confirm website of Turnitin. 

- 

ñOriginally Reportsò 

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 I 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 
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Chapter 3. Login Moodle and About the Glossary 
 

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

 

 Login to Moodle 

Please refer to ñHow to Use Moodleò 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 doesnôt 

have Media Center account canôt use it. 

When you use a public computer, disable ñRemember usernameò option. 

 

 About Navigation block 

The ñNavigationò block is a shortcut to various menus. 

 

 

 

 

 

 

 

Navigation block 

 

 ñNavigationò block has the following four 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  

ñMy Homeò 
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 Site pages 

You may view news list etc. To be accessed by logged-in users only. 

 

 

 

 

 

 

 

 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, ñMy Profileò button is deleted. To see each userôs profile or to send a message, 

please click  button then select Profile or óPreferencesô on upper right of the screen. 
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 Courses 

The Moodle can create a webpage for each class. The webpage is called ñcourseò. 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 

teacherôs name. We called it ñcategoryò. Teachers can create their course only in their own category. 

Ex. Course List in a Category 

 

 Search courses 

Students can search courses by course name or teacherôs name.  

Enter keyword in ñSearch coursesò at the bottom of Moodle Home page; click ñGoò.  

 

 

Search results are shown as follows:  
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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 ñCourseò on Moodle. 

 

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

and ñActivitiesò which are online activities such as quiz tests, assignments, and glossary and class votes. 

 

 Let students join your course 

In Sophiaôs Moodle students need to enroll themselves to the courses and it is called ñself-

enrollmentò. Since Sophia Moodle is not connected to Loyola, so it is NOT that the registered 

students will be automatically enrolled to Moodle.  

 

¶ When creating new course, please include the lecture title in the Bulletin to the 

Course Name so that students can find your course.  

¶ The academic year and semester name are also recommended to be in the 

Course Name.  

Ex.) ñEnglish 2022 Springò, ñIntro to Literature 2022 Sprint - Fallò 

 

Please give students the instruction in the class to use Moodle and to enroll by themselves. 

Following three information are necessary.  

1. Teacherôs Name 

2. Course Title 

3. Enrolment Key (eventually if you set) 

 

 Creating Courses 

4.2.1 Adding from categories 

1. Log in with faculty user account 

2. 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 ñView Moreò. 
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3. Click on ñAdd a new courseò  

 

 

 

 

 

 

  

 

 

 

Course Categories Page 

 

4. ñAdd a new courseò will appear. Enter data for each setting options, click ñSave changes and 

displayò. 

Just determine Course Title and go on, if you are in hurry or something is not clear. 

5. For further editing, see ñAdd a new courseò of this chapter. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Edit course settings 1/2  
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Edit course settings 2/2 

 

The options are as follows: 
 

ñGeneralò 

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. 
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ñDescriptionò 

Settings:  Contents of data entered 

Course summary Enter texts in description column of course list. 

Course image Course summary files are displayed in the courses list.  

 

ñCourse Formatò 

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 

 

ñAppearanceò 

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 ñyesò, each student will be able to view activity 

report from his/her own profile page 

 

ñFiles and uploadsò 

Settings:  Contents of data entered 

Maximum upload size Determines the largest size of file that can be uploaded 

to the course 

 

ñCompletion trackingò 

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

studentsô progress. 
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ñGroupsò 

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 

 

ñRole renamingò 

You can change the role names of ñadministrator, teacher, non-editing teacher, studentò  

 

 

4.2.2 Setting Course Enrollment 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 ñAdministrationò move on to Course 

Administration>Users>Enrollment methods> Self enrollment (Student) and set Enrollment 

key and ñsave changesò. 

 

Please donôt set ñEnrolment durationò, ñStart dateò and ñEnd dateò. 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.  
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Enrollment Key Settings 
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 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 ñEdit course settingsò page in ñSettings > course 

administration > edit settingsò. 

 

 

 

 

 

 

 

 

 

 

 

           Settings block 

 

 

 

 

 

 

 

 

 

Format options on edit course settings page 
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Show courses in weekly format 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Show courses in topic format 

 

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.  
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 Moving Topics 

In the course sections, ñTurn editing onò and drag & drop to change display order. 

 

For example, in the figure below, a link to ñTest fileò 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 ò Topic 1ò and slide without releasing the button to 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Location of topic before moving 
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Drag Topic 1 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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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 Visible & Invisible of the Materials 

When you already started ñTurn editing onò, you can select the ñEditò menu. Teachers can 

control showing or hiding the course for students by selecting ñShow topic / Hide topicò on this 

menu.  

 

 

When the topic is hidden from students 

 

 Studentsô View 

4.6.1 Enroll yourself as a student in the course 

You can see your own user when the list of participants is filtered by "Teacher Roleò and assign 

a "Student Role" to it. 
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4.6.2 Switch to student role 

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

the screen (user menu) and select ñSwitch role toò then click ñStudentò on the next page.  

You can also try to submit assignments as one student.  

 

 

 

 

 

 

 

 

 

Click ñReturn to my normal roleò in the user menu to go back to teacher role. 

 

 

 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 ñManage coursesò on the to-right on the screen, or 

ñManage this categoryò in the administration block. 

 

 

 

 

 

 

 

 

User  menu  

Make sure the student has been added 

and click the Save button. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

* When you would like to hide ñCourse categoriesò in the left area, select ñCourseò on ñViewingò 

option on upper right of the screen. 

 

 

 Add Teaching Assistant to Your Course 

You can add a TA to your own course to edit and grade submissions or add another teacher for 

a joint course. 

 

1. Choose course category that you want to add teaching assistants. 

2. Click ñCourse administrationò in Administration. 
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3. Click ñUsersò > ñEnrolled usersò 

4. Click ñEnroll usersò button at top right.  

 

 

 

 

 

 

 

 

 

 

On the next screen, select a user and enroll him/her as ñteacherò. You can choose a role from 

ñAssign rolesò drop-down list. You can search users by ID number. (Student ID or Faculty ID) 

 

Enter a faculty number, name, etc. to search, then click on a user from the list of candidates. 

 

Make sure the selected user is highlighted in blue, then select "Teacher" in "Enroll users Roles" to 

register. 

  














































































































































































































