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Chapter1. F e

This chapter

first.

atures of Moodl e
informs.l yoyotiebadr estotushbdodl Moodl e,

The Purpose of This Document

of Moodl e

théeept we explain aMootl eveSemewodbfthe features

1.1
Support
| n

of Sophia Un

iversity.

l nstructiamntopra rGh aEpvteéenh o Bygohh avreead t hi s ydaoac amgint ,

qu

Al

t o

1.2

estPilerase ask to following office.

Mat ebewaeél o
Basement 2

Medi a Cent
Fl oor 3 of

pment Room (extension number: 4615)
of the Building 2

er (extension number: 3101)
the Building 2

I we can do is to answer your question. We <can

¢ hsaetgtei n g

Featur

odl e have
Create a s
from their
Di stribute

of the Moodle by yourself.

es of Moodl e

foll owing features.
i mpl e websirtreaintgeef rpomuy ocakras®mand Your
home.

many documents i mmedi ately when you

By using Messagimag!| fuyowui canoofEer your studen

Gat her ass

Check pl ag

ignments from your students and marKk

iarism of assignments.



2022_Spring_Moodle Test

Home / My courses / Test 2022

Administration

1
~ Course administration B 7ozt
£+ Edit settings
> Users
 Filters Topic 1
> Reports
¥ Gradebook setup i Word
0 [l T Power Point
[£1 Backup .
’
X5 Excel
W eor
Audio files
7
0 mp3
) s
- Movie files
Navigation
~ Home S mp4
& Dashboard -
> Site pages
’ﬁ‘ avi

> My courses

Example of a class page.
You can upl oadPoaweWoProdi nfti Ifei,| e an Excel file, a

and drop. Your students can download it from youl

2022_Spring_Moodle Test

Home / My courses / Test 2022 / Topic 6 / Sample Video (YouTube]

Administration

Sample Video (YouTube)

> Page module administration

> Course administration

Navigation

v Home
@ Dashboar
> Site pages

> My courses

Last modified: Friday, 6 May 2022, 2:32 PM

You can also embed a YouTube video in your



Administration L
Participants

~ Course administration

£ Edit settings Enrol users
> Users

T Filters .

> Reports Match| Any & ‘ Select s 0

£ Gradebook setup

> Badges 4+ Add condition Clear filters
Backup
1 Restore 3 participants found
1 Import )
First name Ale c|D|E|[F|G|H J K LM|N OP QR[S T UV WXV Z
%] Copy course m " ’
> Question bank Surname m AB C D EF G H JIK/L/IM|N O P QR ST UV WX VY Z
1 Recycle bin
Surname - phonetic / First name - o] Last access to
phonetic / Surname * [/ First name number  Email address Roles Groups course Status
Navigation T
B4 o g No 49 days 4
0 RAMA oa o T+ mm s we Dsophiaacjp Student # g acin
v Home - - groups  hours & o
@ Dashboard & N 49 days 3 3]
¥ Sate, Tsudam e e . o ays [ Active |
> Site pages O C'03VH2 -m winsats @sophiaacjp  Student ¢ groups  haurs &0
> My courses -
I3 " el bl s ) ; Teacher, Course  No [ Active i
O = TVIEF s - Al hia.ac, 3
e o EEITHREED creator & groups sees & o
1 FETRD o Saim
Q  Search & .
unine
& Contacts -
12 Apri
» Starred (1)
» Group (0) 1237
T A EA
~ Private (9
FIJL 1 Chiery, 01 WW;‘ 20 April
FAEE
26/04/22 17:03
BIES R suzuki
WS RZLE FA b, ICT Office EG»W;Z 25 Apri
You: test
fill 2 wn uEmE 26'““’;2 1309
T T A hmessage
¥ B 26/04/22
ARTUR Fo 1T S .
messageitfE
A e o g 26»04f;2
'
wld 26 Apri
SRR B T 15/04/20
- —FEE > 1301
test
AT P M -‘-l--eﬂ'f’”; 7
CELLY |
Write a message... @
FECE W Cog Dec 6/01/17
e A > A

You can send a message toeyampyloaut waden tisnfatr mo nymeu.
about extra assignments.



o

Surname -
phonetic / First

name - phenetic Last
User /Sumame / First 1D Last modified Submission  modified
Select  piciure  name number  Email address Status Grade Edit  (submission) File submissions comments  (grade) Feedback comments
25 2 OFRME E sK@sophiaacp  No Edit ~ ’ _
o omicion RN e
submission y
710000
&R = 4 wre0 . @sophiaacjp  Submitted Grade ~  Thursday, 17 e oc '
= for grading Warch 2022 #)  Tumitin ID: 1786250824 VA
/100,00 o
17 March 2022, 617 PM
b mra LiiFdm:  eeasi_sssanBsophiascip  Submitted Edit ~  Thursday, 17 W A~ b.do b gocd.
for grading March 2022, Fl Tumitin 1D: 1788250862 Comments P
G185 B
255 3
7100.00 s
17 March 2022, 618 BM
Notify students | ves &
Save all quick grading changes
Nith selected.. | Lock supmissions ° ‘ﬂ
You can set a deadline, gather assignment s,

173 Content s
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Cour ses whi

you need
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Gar wloardbdcur
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system
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t he
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contents (movi e,
I restore
that

the contents
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a file that
f rtoanb | sema r t

when you treat
Moodl e
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and system

sgésabus,

ar e

on

purpose of
t h

theacbkbiengiperioadnwint hout

ng files wi ot her

can

enr ol

not

down

fRIredsaes tb &c ky
sound,
delei £df dPd regaesaed i regm Inyd

b €

necl

phone

i ndepe

| men

t eachcianngue &¢otuh enapo o d

teacher

i ce.



Chapter2. Frequently Asked Quest.
21 Create @ Cours

Q A Refer to
Where wmakellYou can make you4.2.1 Adding
cour se? category that is|Categories.
I need to c|You can duplicat|9.2 Course HE
course for course $demeseat. |[Restore
semester. By foll owing #fch

make backup of a

and restore it.

You need t o rew

name for next sei

(Pl ease include 0

and Awhi ch S eme g

name. )
Can | <confi|You can check ttAAbout -Shu-@wnc
attendance automatically by|Boxo
automatical |Paper " anShi*Blouxg'y (*anot her dogd

"Jug8birBox" can

"Reaction Paper"

students to Mood

as attendance poi

You <can <check at

even i f you have

I't i s possible t

handwriting repo

reply it to studé




22 Enrol | Your Students i n Your
Q A Refer to
How can my By using ASearch | AiHow to use
confirm thejyour name from li*another dogdg
my cour se? can confirm it.

Pl ease | et them |

uskBoodl e on your
Some stoaden|{There i s a possili4. . 2. Setti
enr ol | my c|lexpiration date (Enroll ment K

not set properly.

setting.
I want to p|Set enrol Il ment KW4.2 .e2d.tihg C
course agai|lyour students it |Enroll ment K
students.
Students injlf you wanted to]|9. Cour se H
semester re|for next semestenRestore
cour se. You would rather

course by wusing 1

AfRestoreo than us

23 Gat her Assignments
Q A Refer to
Can | downl|Yes, you can. 6.3 Grading

assignment s

students at

Assignment s

C



24 Check

Pl a(gTiuarrjiiistm n

Q A Refer to
How can | c¢|Create an AAssigne.1 Assi(Bnine
pl agiari sm?|set AEnable TurniUpl oad)
7 Turnitin A

What does t|Please confirm we
software re -
checking PI
AOriginally[Normally it wild.l
does not aplja day. If it did

2 or 3 days passeé¢

Pl ease tell Medid

course name and f

name.

25 Ot her

Q A Refer to
How can | d|Basically you can4.7 Conceal
cour se? cour se. I nstead (Courmee Sort

conceal ysfurromoatr

and you can s®rt

* We had per mitt g

del ete their court

had some techni ca

against a task of

we abort it.




Chapter3. Login Moodle and About

I n this chapter we explain about a basic screen | e
31 Login to Moodl e

Please refer to AHow tMobdbkEeMoWwHEeEmoyandl bggni b

the first time, display setting wil/l be requir
You need to login for using Moodle of Sophia L
have Media Center account cand6t wuse it.

When you use a piushdhbilce cioRepnuetnebrer dusernameodo opt

32 AboWNt@avigation bl ock

ThéNavi gatliocrk i s a shortcut to various menus.

Mavigation

v Home
& Dashboard
» Site pages
> My courses

Nagation bl ock

ANavigationo bl ot&bhaksthe foll owing
Ho me
You canhurn to Front Page from any pages in Moo

Dashboard
Moves to a portal page Wiutsh oMtidrcalbdhes bwasacal be

i Mo me



Site pages
You may view Toelwe hteséessbd. huyselrsg pend vy.

~ Site pages
B Site badges

&Y Calendar

K Moodle Mews & Motices (

MyCour ses

This shows the |ist of registered courses. Tea
and students the courses they are enrolled in.
* On Moodl e3. 1, AMy Profiled buttotnsémdeslsatged .

please dlitdlon thEPnoteld ecPr e foauwr pmere stbihghtscaofeen.

g

A @ —-DSkm R mETIIS O Tha. ‘-’
@ Dashboard

Profile

Grades

Messages

o |0 |8

Preferences

= Log out

=]

Switch role to...




3.3 Co wes

The Moodl e can cr eatcd aas swe blphaeg ew efbopra geea & bsu csahl ol uel dd
your course name same as arhdd fdebjeendt, mamaent s tw
During you have your class, please create a new
Normally the Moodle arrange folders on top page
teacher 6s name. We called it fAcategoryo.calteeagdrey.s

Course categories: | Men= AT N THed s |
Search courses| ] Go @
¥ ENG2031 Academic Communication 1 (Elementary) %
Tl AT URI i ]
V' LENG4051 Academic Communication 1 (INT2) &5
SR A B T e 3G
© LENG5011 Academic Communication 1 (ADV1) %

Toadua 8IFTATT VS "2 ds Sl T
Zamons

Ex. Course List in a Category

34 Search cour ses

Studenseacah cour ses olry tcecawrhseer 6nsa nmea me .

Enter keyword in ASearch courseso at the bottom

Search results are shown as foll ows:

Search courses|gngu5h—| Go
Search results: 342
2 3 4 5
Show all 342
> [2021ZF] HISTORY OF ENGLISH LITERATURE & CULTURE 1 ¥
Teacher, 4 =1 Z=iTzmsw Category: &+ 11T I
»

Academic English

Category: [ I= “iaals WF =

¥ 2011 Advanced English Il Monday

Category: ®oiERa. S0 -l e B e-LE="-C _CHFI -

¥ 2011 Advanced English Il Tuesday

10



Chapter4. Opening and setting cou

Using Moodle, teachers and enrol | edt ,sdw demdgr amasy al
pages may be created for access allowed to regist
course are called ACourseodo on Moodl e.

On Courses you may post AResourceso which are stat]
ad AActivitiesd which are onli ne ancd igvliatsideass lysaulscsh vaos

41 Let students jJjoin your <course

I n Sophiads Moodl ensbbdmeebveeetiotbhe coselsfes a

e n rnoelmt Since Sophia Moodle is not connected to
students will be automatically enrolled to Moodl
f When creating new course, iphetalke Bulcl atdien

Course Name so that students can find you

f The academic year and semester name are a
Cour se Name.

Ex.) AEBAXSpirsing200, Al nt 2@ ptroiFnai t er at ur e 20

Pl ease give students the instruction in the ¢l a
Foll owing three information are necessary.

1. Teacher s Name

2. Course Title

3. Enrol ment Key (eventually i f you set)

42 Creating Courses

421 Adding from categories

Logwi bhh faculty user account

2. Scroll down tama Fr owrdt amCtped plhabre tt he sitni ti al of
theel ect your name. Whenonhh®mpe 3&r ¢ smanyg ptl agelde
find your name, click AView Morebo.

11



3.

Clcikk on

Administration

ClLOLE & 1o R YA P
TR
& Manage this category

1 Restore course

Navigation

v Home
@ Dashboard
> Site pages
> My courses

> Courses

Mdd a
di spl ay
Just de

For fur

Add a new course

AAdd a new

cour seo

Course categories: ‘ IOCIESL wakS, W A

Search courses co

Teacher; I== == =2, apas-

¥ English 2014 Spring 2 E— 1
Teacher: Tik T8%- Tk oo

“ 2021&MoodlehHE A1

Teacher =L =: = ook zaa.

“2022FMoodle#)HEH A

Teacher: === = .. = =g - A

Cour se

ter mi ne

ther editing,

o [oe]le e][ze][x][>:]s

o [ut]lm <Jfouc][u:][w:]s o

o[

@ -
Fame

o
o
-

Edit

12

[~]

new wbulsappear

J—RDERHA

Add a new course

Categories

Course Ti

see

t

cour sk/ Zett

them.

Enter

data f
l e and
AAdd a new
ngs

Page

-

-

-

-

or earcd

gocobmari f vy

cour sebo

set

ou

of



Edi cour s/ Zettings
The options are as foll ows:
AfGeneral O
Settings: Cont ent se motfe rdeadt a
Course full nal|BEnter official course titl
Course short n|Enter abbreviated name to
Course Categor|Select categories of cours
Course visibil|Select whether the Iciosutr soef
for students.
Course start d Set cour se start dat e; t
shown in each section whenr
Course I D numb|{I' D numbers may be set f

numbers will ad d wws & oi 158 pleld
cour ses, and user registr
user s.

13



fDescrdpti on

Settings: Contents of data entered
Course summary|/Enter texts in description
Courisneage Course summary files are ¢

fiCour se For mat o

Settings: Contents of data entered

For mat Sel ect course | ayout to be
areopic format and Weekly

Number of sect

Hi dden sectioflChoose either one of the
hidden sections are show
hidden sections are show

Course |l ayout [Choose either one of the

show all sections on one
show only one section pe

AAppearanceo

Settings: Contents of data entered
Force |l anguage|Set one specific |l anguage
Number of anno|/Set number of news items t

bl ock of the course

Show gradebook|Set whenhbérsobudents may Vi
is shown, enroll ed studen
grade scores of assignme
attendance etc.

Show activity I f set to Ayeso, each stu
repomt hfsbher own profile

iFiles anda upl oads

Settings: Contents of data entered

Maxi mum upl oad/ Determines the | argest si
to the course

ACompl etion trackingbo
I f enabled, compfeacbhnvicoydandbemnsett emrsder s can

studentsd progress.

14



4.2.2

AiGroupso

Settings: Contents of data entered

Group mode Choose one from the three
groups, Vvisible groups

Force group mo|/Overwrite group settings

Default groupi|Specify a default group sg¢
defined

fRol e rednaming
You can change the role namesdiofi igdmeacbeér atg

Setting Course Enroll ment Key

Right ea a cour sestiudecnrtesatceadn emryo |l | in it.
So seot IEmepntokeyotdr course sot udernte ool yeonweodt dti d
i n your Iciogukrusre, cocutt femdnArddnti ni Dt rnmatvieonon t o C
Admini stration>User sSEhHTf diednnme h(t S amed entotdsemn o |

kegnibave changes
Pl easesda®mmdl dwenmatiboant dated and AEnd dateod.

tdandl eyyoaroe inffot used Bbudsatt memehltloedbsee mer en
the cbwyrmsiest ake

15



Administration

~ Course administration

+a-

Self enrclment

= Self enrclment

£ Edit settings
wl== Custom mstance name
& Enrolled users
N Al exdsting enrclments a
& Grougs PET—
* Permissiors fE Enrsme @
& Other users
T Firers Enraiment key @
* Reports
© Gradebook setup
» Badges Use group enmiment keys a
[ Backugp
1 Restore Diefauilt assigned role Student =
I Import
13] Copy course Erralmers duration [7] EI O Enable
3 Questian bank
o s e .
Maotification threshold [7]
Mavigation + 0 -
Start date @ [z s | [z e ][22 ][ 562 | & ot
~ Home
& Cashboard -
3 Site pages Erd diate -] |1?=||w-, =||z:az=|| 22 || 56#% |2 OEnable
> My courses
Unenml inactive after [7]
Add 3 block Max enrolled users @
A = Send course wekome message a
Custom wekome message a
#
Enroll ment Key Settings

16




43 Course For mat

Mooddlel ows you to switch between various cour s

Topic and Weekly formats. I f you are starting

You can sel ect Cour se for mat s on AEdI t cour s

adtinistration > edit settingso.

Administration Lok * I

~ Course administration
> Users
Y Filters
> Reports
¥ Gradebook setup
> Badges
[@ Backup
1 Restore
1 Import
£ Copy course
> Question bank
i Recycle bin

Settings bl ock

¥ Course format

Format 2] Topics format =

Single activity format
Social format

Hidden sections 2] Tiles format m in collapsed form =
Topics format )
Weekly format |

Course layout (7] | E': e e LT [N

Format options on edit course setting

17



Moodle_Test course

Tusm eiting an

» Reports Hl 7 ACI
-
> Bac 8 A 14 Af
S April - 27 Apri
’ 22 April - 28 April
P 25 April - 5 May
- & May - 12 May
’ 3 May - 19 Ma
Show courses in weekly for mat
Moodle_Test course
My courses Turn ecditing an
e Topic
-]
> Barig Tonic 2

Show courses in topic format

Topic format is used to

show all materials and
uni t

Weekly format is used to show course sections

weeks (square contents displ aayd droe g)osftr am | tah e «

and activities per week.

18



44 Moving Topics

I n the course sections, ATurn editing ono and
For example, in the figure below, a |link to AT

To moveToplilc olf t o (Tpmpe s 2dowm algeft bu+ston of mo
( movi ng)b hiecwlfre fstecti on name o0 Topic 10 and slid
the moving | ocation and drop (release the mous

+ Topic 1e#

+ Nord & Edit ~

+ Topic2 ¢

+ Topic 3 «

+ Topic4d ¢

Location ofetmpvicnpef

19



+ A esource
+ Topic 2 » Edit -
+ B voutube # -
+ A esource
+ Jopic 1 #
+ &
4+ Topic 3 # Edit-
+ A esource
+ Topic4 # Edit ~
+ Ac esource
Drag Topic 1
+ FFELER & '5“
+ Ac esource
+ Topicle Edit ~
+ foutube # -
+ A esource
+ Topicd & Edit -
+ ord & -
+ A esource
+ Topic 3 ¢ Edit
+ A esource
+ Topic4 ¢ Edit ~
+ A esource
Content of Topic 1 is moved to Topic

Sections of Topic format and Weekly format may

Resources and activities withbsecaioacbbiromccamnss

20



45 Vi si blmwei i bl e of t he Materi al s

When you already st ar tceadn fisTeureicdi® d imeTheuagc hhenrds o a
cont roilnog hitnkgh e cour se for stShodewnt ® phyx de |Heldites n

me nu.
4 Topic1e
+ ™ o # & Edit topic
Q Highlight
W Delete topic
4 Topic 2 # Edit =
+ B voutuce & Edit ~
When the topic is hidden from students
4 Topic 1# Edit =
+ v word s Edit ~
+ Add an activity or resource
4 Topic 2 # Eait ~
+ B voutube # Edit ~
+ Add an activity or resource

46 Studentsod View

461 Enroll yourself as a student in the cour
You can seeasgwhuern otwne | i st of partici planansdsi gnf il
a "Student Role" to it

Navigation P
Participants
~ Home
@ Dashboard Enrol users
> Site pages
~ My courses —
 Test 2022 Mat(h‘ Any = || Roles 2 || fype or select... v (x]
I> Participants I - |
. Nao roles
Badges 4+ Add condition Clear filters
&8 Grades Manager
> General 3 participants found Course creator
’ TOPiH First name m A B C DIEF G|HII I Teacher Is TIU VW X Y |z
> TOPfCZ Non-editing teacher
b TOP!C3 Surname m AlB C|/D EF G H I Student S T UV /W[x ¥ z
> Topic 4
> Topic 5 Surname - phonetic / First name - D Guest Last access
> Topic 6 phonetic / Surname “ /Firstname numbq Authenticated user Roles Groups  to course Status
> Tobic T [ - - - - -

21



First name number Email address Roles .
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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 detalls and alternatives).
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Click eye i coinbialnidt ys.w #tncehb avsiesd hege i s invisible
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3. Click BfUERrelol ed userso
4. Click AEnrol | userso button at top right
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Show more...
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Select users x ll AF4A PR —FAPAL  Testl, Media Center AB123456,

ab123456@eagle sophia.acjp
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Show more...
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