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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.

e« Material Development Room (extension number: 4615)
Basement 2 of the Building 2

e ICT Office (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:

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

e Distribute many documents immediately when you want to.

e Byusing Messaging function or E-mail, you can offer your students information.

e Gather assignments from your students and mark it.

e Check plagiarism of assignments



Test course : 2024
Home / My courses / Test course : 2024
Administration
+ Course administration v General
@ Seitings
> Users
T filters FIILAAZE
> Reports
2 Gradebook setup
> Badges )
1 Import ¥ TOD\C
M Backup
1R
E Wordksheet No.1~No.6
Hidden from studants
E Youtube link
Navigation
« Home
# Dashboard
» Site pages v Topic 2
oliyE
05
> test course0512 n Online Text
~ Test course : 2024
> [iie i Opened: Thursday. 14 March 2024, 12:00 AM
o Due: Thursday, 21 March 2024, 1200 AM
2 Grades
» General

[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.

Test course : 2024

Topic 1

Administration

Youtube link

~ Page module
administration

W __* . rhy’dobirds
<~ mMmigrate?

¥ Filters

BIBE NEWS | woro seavice s s

$ Rest
Last modified: Tuesday, 26 March 2024, 12:20 PM

> Course administration

- Wordk A N ! Jump t¢

You can also embed a YouTube video in your website.



[Message]
You can send a message to your students at once. For example, you can inform
your students about extra assignments.

Enrolled users

Match | Any ¢ || Select ° [x]
+  Add condition (TS IC O Apply filters

3 participants found

F-rs!name : A H p MN
Laslnamem. B

Last name - phonetic

/ First name - phonetic

/Last name

~ /First name 1D number Email address Roles Groups  Last access to course Status

@m@mo o 0
omo o o
omo o s

With selected users..

Enrol users

Search o &
& Contacts 08:10
TAR
+ Starred (1)
+ Group (0) - e - 09:11
FEE
= Private (10)
09:30
- - - _
TAE
.- - — 1058
sassss
.o -— -
from chienu05 1105
- es - .
11:08
from 2
- - -
1 January
e - —
1618
FA 011
26 March
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[Assighment function, plagiarism check function (Turnitin)]
You can set a deadline, gather assignments, download them at once and check
plagiarism of the assignments.

]
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.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

.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)

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



2.

Frequently Asked Questions

2.1 Create a Course

Q A Refer to
Where can I make my | You can make your course on a 4.2.1
course? category that is labelled your name | Adding from
Categories
I need to create a You can duplicate your previous 10.2 Course
course for next course for next semester. Backup and
semester. By following “chapter 10.2” you can | Restore
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.)me.
Can I confirm the You can check the attendance About
attendance of my class | automatically by using "Reaction Jugyo-
automatically? Paper” and "Jugyo-Shien-Box” ShienBox”
"Jugyou-Shien-Box” can import *another
"Reaction Paper” written by your document
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.
2.2 Enroll Your Students in Your Course
Q A Refer to
How can my students | By using “Search course” or “How to use
confirm they enrolled | finding your name from list of Moodle”
my course? initials, they can confirm it. *another
Please let them know they have to | document.
use Moodle on your class.
Some students cannot | There is a possibility that the 4.2.2
enroll my course. expiration date of the SettingCourse
enrollment is not set properly. Enrollment
Key

Please confirm the setting.

9




I want to publish my Set “enrollment key” and inform 4.2.2
course against specific | your students it in your class. SettingCourse
students. Enrollment
Key
Students in previous If you wanted to create new | 10.2 Course
semester remain in my | course for next semester. backup and
course. You would rather create another | Restore
course by using “Backup” and
“Restore” than use old one.
2.3 Gather Assignments
Q A Refer to
Can I download Yes, you can. 6.5 Grading
assignments of my Submitted
students at once? Assignments

2.4 Check Plagiarism (Turnitin)

Q A Refer to
How can I check | You can create aregular Moodle | 6.1
plagiarism? assignment and enable the Assignment s
Turnitin plugin setting to check (File Upload)
for plagiarism. 7.Using
Turnitin
(Plagiarism
check

What does this
software refer for
checking Plagiarism?

Please confirm website of
Turnitin.

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 ICT Office your
course name, assignment name
and the student name.

10




2.5 Others

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

Q A Refer to
How can I delete my | Basically you cannot delete your 4.8 Hide
course? course. Instead of it you can Your
hide your courses from students Courses or
and you can sort your courses. Sort it.

11




3. Login Moodle and About the Glossary

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

3.1 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 Sophia ICT account can’t use it.

When you use a public computer, disable “Remember username” option.

3.2 About Navigation block

The “Navigation” block is a shortcut to various menus.

Navigation

v Home
& Dashboard
> Site pages

> My courses

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

v Site pages
@ vy

NN @ - aTm
13

12



® 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.

oo @v

Profile

Grades
Calendar
Messages
Private files

Reports

Preferences

Log out

13



3.3 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.

2022_Spring_Moodle Test copy 1%
—ADHA
WA MEE (GBE) »

Teacher:

20228 MoodletIiLvET A K »

Teacher:

2023_Moodle Test GEB=) *

— A DA

Ex. Course List in a Category
3.4 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 results are shown as follows:

Search results: 92

INTRODUCTION T AL A} AL ANTHROPOLOGY #
Teacher:

Category:

Introduction t ita A t ( §

T

Professor:

Category:

14



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

4.1.1 Let students self-enroll

In Sophia University’s Moodle system, students usually ” enroll themselves ” in
the courses they have created, but since it is not linked to Loyola (the course
registration system), students do not automatically become students in Moodle.

- When creating a course, please include the name of the course in the course
title. This way, students can find the course they must join.
- It is strongly recommended that you re-create the course every year,
Including the year and the semester in the course name.
You can use the Restore & Backup function to make a copy of the previous
year’s course.
(e.g., English 2023 Spring, Introduction to Literature 2024 Full semester, etc.
- After creating the course, please instruct the students in class that they will
be using Moodle and that each student must register for the course. The
following three pieces of information are required.
® Teacher name
® Course name
@ Enrollment key(if necessary)

15



4.1.2 Teachers register students manually
You can add students to your own courses.
(1) Go to the course you wish to work on and open the Administration > "Course

administration” > "Users” > ” Enrolled users” screen.
(2) Select” Enrol a user” in the upper right corner.

Administration
Enrolled users .
~ Course administration

Enrolled users

Match | Any ¢ || Select . [x]
+  Add condition Clear filters Apply filters
2 participants found
First name m Al clDlE|Fl Gl H

(3) Enter student number, name, etc. to search, then click on a user from the
list of candidates.

Enrol users X

Enrolment options

Select users No selection
[ ab123456 v ]
Assign role m AT AP~ FTAMAL  Testl, Media Center
AB123456, ab123456@eagle sophia.acjp
Show more...

Cance' m

(4) Confirm that the selected user is highlighted in gray, then select "Student”
under "Enroll users” to register.

Enrol users X

Enrolment options

Select users x AFAFLEIH—FAPEB1 Testl, Media Center
AB123456, ab123456@eagle.sophia.acjp

| ab123456 v ‘

Assign role | Student s

Show more...

o [

16



4.2 Creating Courses

4.2.1 Adding from categories

(1) 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”

(2) Click the "More” button.

private

Home / Courses / B3RS Z5/:

(ICT Office) / private

Administration

| BESAFALZ (CTOffice) / private N

~ Category: private

# Manage this -
( Search courses More ~

1 Restore course
le bin

« Content bank

Test course : 2024 i =

(3) Click the "Add new course” button from the list displayed.

private

Home / Courses / {ERSATAZE (ICT Office) / private

Administration

| mEsAF L= (cToffice) /private |

~ Category: private

# Manage this -

| Search courses More +
categ
e

Test course : 2024 i » Manage courses

& Content bank

TRIFR7 = 22024 & =

(4) If you are in a hurry or not sure, specify only "Course fulll name” and "Course
short name”.

17



Add a new course

v General
Course fll name oo
Course short name. oo
Course category oo
Course ity °
Course st date °
Course end date °
Course 10 rumber °

~ Description

Coursa summary °

Course image °

Sesech v

e e

9 o|lap o we

sinbie] o v |[aon o |[205 ¢ |00 [0 |m

E e - 0L “H2

.y |

Maxim file size: 50 M8, masimam nuember of fles: 1

®

You can drag and drop fles here o add them.
Accepted fi types:
Image (GF) g4

Image (PEG) jog
Image (PNG) png

Edit course settings (1/2)

~ Course format

Fomat o [pmiomn s
Saumbar of sections 0

°
Course layout © | shaw al sections on cne page ¢

~ Appearance

o arguage
Mumberof ancuncements ®
Stowgradebock o students  ©
Show actiy reports .
Show actiy dates °

~ Files and uploads

Masimum uplosd size o

~ Completion tracking

Enatile complesion tracking °
~ Groups
Group made °
Force group mode °
Defout grouping

~ Role renaming @
[———

Vour word for Course creator
our werd for Teacher

Vour word for an-editing teacher
Vour ward for Student’

Your word for Guest

our werd for ‘Autherticated user

Your word for TS 27 AEEOES
&

Do nat force &

oM *

= -

Edit course settings (2/2)

18




The options are as follows: “General”

Settings: Contents of data entered
Course full name | Enter official course title
(required)

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.

“Description”

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.

“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

“Appearance”

Settings: Contents of data entered

Force language Set one specific language for the course
Number of Set number of news items to be displayed
announcements for latest news block of the course

19




Show gradebook to Set whether or not students may view the
students 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”.

20



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 “Administration”
move on to Course Administration>Users>Enrollment methods> Self enrollment

(Student) and set Enrollment 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.

Self enrolment
~ Course administration ; Y

tifica’ threshold @
Sta ate [2) Enable fas]
Site pages
End date o Enable =
Enrollment Key Setting

21



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”.

Sample course

Home / My courses / sample course : 2024

Administration
v General

v Course
administration

# Settings
> Users Announcements

Y Filters

> Reports

£ Gradebook setup .

> Badges v TOp|C 1
1 Import

[B) Backup

1 Restore v TOpiC 2
& Copy course

> Question bank

Setting block
v Course format
Format © Topics format +
[ Single activity format
Hidden sections @ Social format dletely invisible ~ #
Tiles format

Topics format
Weekly format

Course layout ©

Format options on edit course settings page

22



Sample course

Turn editing on

Administration

¥ General
~ Course
administration

o
o O

oy v 9 April - 15 Apri
» Badges
o

v 16 April - 22 April

1

¥ 23 April - 29 April

¥ 30 April - 6 May

Navigatior

Show courses in weekly format

Sample course

Turn editing on

v General

~ Course

administration

]

v
o

¥ Topic 1
» Badges

v Topic 2
1

¥ Topic 3
¥ Topic 4

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.

23



4.4 Moving Topics

Course sections can be reordered to appear in drag-and-drop order when
"Turn editing on” is activated.

Example: In the figure below, a link to a Word file is placed in Topic 1.
To move this entire Topic 1 to the Topic 2 position, follow the steps below.1.

(1) Click on "Turn Editing on” in the course.

Sample course

Home / My courses / sample course : 2024 Turn editing on

Administration
v General Collapse all

~ Course
administration

& Settings
> Users Announcements

Y Filters

> Reports

£ Gradebook

setup v TOp\.C 1
> Badges

1 Import

[ Backup Syllabus for this class

1 Restore

h Conu ronrea

(2) Click and drag (hold down the left mouse button) the section name "Topic 1

. P Topic 1.

. FILE
Na atios + o~ s

E3 +
» Site pages
2024 ~ Topic 2 »
L
- FILE
rd
» General
» Topic 1
> Tapic 2 .
» Topic 3
> Topic 4

24



(3) Once you slide without releasing the button to the location you want to move,
drop (release the mouse button)

N AR RN AN AN AN AR AN ENANANRNNANANANANGANARENANGEEAREEAREEEEEEEAREEEEEE

EEEEEsssssEEEEEEEEEEEEEEEE EEEEEssEEEEEEEEEEEEEEEEEsssEEEEEEEEnnne"

Navigation L -
v Home
@ Dashboard

> Site pages

v My ¢

B i 1S SEEEEEEEEEEEEEEEEEEEEEEEEE

~ sample course : .
2024

v Topic 2 » :

. FILE
. yllabus for this class &

> Participants

> General
> Topic 1
> ulEe + dd an activit our
> Topic 3
> Topic 4
Content of Topic 1 is moved to Topic 2
.i . - ~ Topic 1.
Navigation . ﬂ 4

> Site pages

>
>

~ sample course : .
o2e ~ Topic 2 »

FiLE
> General
> Topic 1
> Topic 2
> Topic 3
> Topic 4
> Topic 5

Topic 1 content moved to Topic 2

Thus, Topic Format and Weekly Format sections can be moved around by drag
and drop.
Each resource or activity within a section can also be moved within or across
sections.

25



4.5 Add Topic

You can add new sections to the course.

(1) Enter the course page and click the [Turn edting on] button.

Sample course

Home / My courses / sample course : 2024

Administration

Turn editing on

~ Course v General Collapse all
administration

# Settings

> Users Announcements

Y Filters

(2) Click on T+ Add Topicl in the lower right corner of the bottom section.

v Topic 1«

FILE
Syllabus for this class ¢

Add an activity or resource

Add topic

- A new topic will be added.

v Topic 1.

FILE
Syllabus for this class

Add an activity or resource

Add topic

v Topic 2 »

Add an activity or resource
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4.6 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.

v Topic 1«

£ Edit topic
n FILE O_Highlight
Syllabus for this class #
< Move
Add an activity or resource @ Delete topic ‘
Add topic
v Topic 2 »

4

When the topic is hidden, it is marked "Hidden from students”.

v TOp\CW 4 Hidden from students

FILE
Syllabus for this class &

Hidden from students

|

‘ Add an activity or resource

Add topic

v Topic 2 »

. FILE
Presentation slide : chapter 1 #

‘ Add an activity or resource
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4.7 Students’ View

4.7.1 Enroll yourself as a student in the course

You can see your own user when the list of participants is filtered by "Teacher
Role” and assign a "Student Role” to it.

(1) Go to the course and click "Administration” => "Course Administration” =>
"Users” => "Enrolled users”.

Sample course

Home / My courses / sample course : 2024

Administration
v General

~ Course administration
& Settings

~ Users
&Enrolled users S8 Announcements
> Enrolment methods

& Groups

> Permissions .
v Hidden from students
& Other users TOpK: w . -

(2) Select "Roles” from the "Select” list.

Enrol users

| Enrolled users s

Enrolled users

et [ any < [l seect L vadi)
‘ a| Select :
+ Add conditici Keyword : Clear filters
L]
1 participants found 'ﬁ
a Enrolment methods '
First A Inactive f th Y v
irs namem i.:afl.vsfr.n:iri.a.ﬂ..: K/LM NOPOQRSTUV WX Y Z
La5tnamenAECDEFGHIJKLMNODQRSTU\/\NX‘(Z
(3) Select "Teacher” from the list of roles and click "Apply Filter”.
Enrolled users
Match | Any # Type or select V: Q

+  Add condition
Manager

fee

1 participants found

First name n
Last name m A |

Last name - phonetic

Course creator

sEssssssnmEr
ﬁ |
®

Non-editing teacher
Student

Guest
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(4) Click the ” & ” button in the Roles column of the displayed faculty member.

1 participants found

first name [
Last name m

Last name - phonetic

/ First name - phonetic

/ Last name D Last access to

~ /First name number  Email address Roles Groups rse Status
4 HE NN EE NN EEEEEEEEE NN NS SN EEEE A EENEEEEEEEEEAEEEENEEESEEEEEEEEEEESEEEEEEEEEEEEEEEEEEEy
. 1l
o Teach irse No 0o s
"] ) 8 mins 13 secs =3 L
u catfr # groups 0 :
% -

(5) Select "Student” from the list of roles.

Last name - phonetic
/ First name - phonetic

[ Last name o] Last access to
= /First name number Email address Roles Groups course Status
x
No (1]
FCEL & mins 13 secs =
groups oo
| v

Non-editing teacher

With selected users. =
Student

(6) With the "Student” role added, click ” & ”.

Last name - phonetic

/ First name - phonetic

/Last name D Confirm that the student o

+ /First name number Email address Rold has been added and press Status
0 - = s —| the “Save” button. =

.
xTead\evE x Student = No Phciive I
- M asnmnnnnd groups 8 mins 13 secs %

v

4.7.2 Switch to student role
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.

: ,_,I I Switch role to...

Profile

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

Grades

Please note that this view may not be perfect (5e
Calendar
Messages

Private files —’ Teacher

Reports Non-editing teacher

Student

Switch role to.. Guest

Log out

Click “Return to my normal role” in the user menu to go back to teacher role.
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4.8 Hide or Sort Your Courses
You can hide your courses that had been used for the previous semester.

This function is also useful against courses under construction.

4.8.1 Hide your courses from the course settings screen
(1) Move to the course you want to change the settings.
(2) Click “Settings” on the left side of the screen in the administration block.

&

> Badges

v General

1 v Topic 1
1

v Topic 2

v Topic 3

(3) Change “Course visibility” to Hide or Show in the course settings.

Edit course settings

~ General

Course full name 00 Sample Course

Course short name [ 7] Sample Course

Course category 0@ x private
v
Course visibility 7] Show #
Hide
Course start date (7] m;—’\ ril s 2024 = 00 = 00 = [

(4) Click “Save and display” to save the changes.

4.8.2 Hide or sort your courses from the course management screen.
(1) Scroll down the Front Page and find an alphabet list. Click and select
your name. Move to your course category.

Course categories
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(2) Click “Manage courses” on the to-right on the screen, or “Manage this
category” in the administration block.
private

Administration
1B AT E (ICT Office) / private

s M 3 th
. Search courses More ~

Add a new course

PR Sample course i ®

(3) 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.

private

Create new course Sort courses ~ Per page: 50 ~

Sample course m
Test course : 2024 & @ s $
TR 5 2024 & 2@ r
2024Test Course &S @ s P
EEREER2023-1 - R

* When you select "Course” from the display options in the upper left corner of
the screen, the error message will appear.

This error has been reported as a bug in Moodle ver. 4.1 and will be fixed in the
next version of Moodle.

Course categories and courses # ‘ Search courses I:l

Course categories and courses

m_egories and courses

Course categories private

+ A Foa o= Create new course  Sort courses ~ Per page: 50 ~
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4.9 Add Teaching Assistant to Your Course

You can add a TA to your course and let them edit and grade it or add another

faculty member for a joint course.

(1) Go to the course to which you want to add a TA and click "Enroll user” in the
"Administration” => "Course administration” => "Users” => "Enrolled Users”

screen.

Sample course

Administration
Enrolled users

~ Course

administration
°
v Users

Enrolled users

Match | Any ¢ || Select

(2) Enter a faculty/staff number, name to search, then click on a user from the

list of candidates.

Enrol users

Enrolment options

Select users No selection

Assign role

Show more...

Cancel Enrol users

(3) Confirm that the user has been
"Teacher” to register.

selected, and under "Assign Roles” select

Enrol users

Enrolment options

Select users

[o—--“ - — ]

| chieru

Assign role | Teacher

v

Show more...

Cancel | Enrol users
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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:
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.
Microsoft Office (Word, Excel, PowerPoint etc.)

HTML files

It may be composed of multiple files.

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.
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.
(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.

Test course : 2024
My cou . Turn editing off
LR PR EY X +
Administration 4 @ ~
Course adkrinleration General » « 0 (o) ® I5- > - WLWIANS-
o et
» Users o @ mars
i a .
» Report b mo-F #
o Gr
> budoss @ Fraivr  # o) mimmm
W et " &) mommm
Q@:i-vr  # &) mimen
» [-SR Thit
o Re ¥ Topic 1. ELUEER &) msmem
WA~ o) wodnm
W~ Yas
+ o
L LEE]

(3) When you see the message “Drop files here to add them at the bottom of
this section” (release mouse left button) the file there.

@®Drop files here to add them at the bottom of this

section

+ 3¢~

(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

v Topic1e

E1EHEZ ppix

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.

v Topic 1«

File uploading is completed

This is the easiest way to add files and folders. However, depending on your
server configuration and browser type, this operation may not be possible.

If drag-and-drop addition is not possible, use the "+Add Activity or Resource”
link (Activity Chooser) described next.

5.2 Uploading a file by Activity Chooser

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

Test course : 2024

Administration
v General

~ Course
administration

© Settings
|

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

Test course : 2024

ome / My courses / Test course : 2024 Tum editing off

Ad!THT stration
LA v General »

FORUM
TIOUAAU - #

~ Course
administration

“Turn editing on” is shown

(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
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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
does not 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 “Edit { ” button on the right of the
topic, then select "Edit topic”.

v Topic 1«
a FILE O Highlight
BOEE »

® Hide topic
+ Move

@ Delete topic

You can also show the section name you entered, instead of the date or topic
number.

In this case, on the summary edit screen, check the “Custom” and enter the
name of the section you want to display in the next line “Section name”
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Summary of Topic 1

~ General

Section name

» Restrict access

Save changes =]

Editing page for section name and description

(4) To upload a file, click on “Add an activity or resource” link (called Activity
Chooser in Moodle)

. FILE ;
o BIOHER #

N

Add an activity or resource J

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

All Activities Resources

g 08
AMS Player ~ Assignment  Attendance Book Chat Choice
i | w w0 w e w0 v @
Database  External tool  Feedback File Folder Forum
i | w0 w0 b ] b i } o @

B B - = g

IMS content  Interactive

Glossary H5P HotPot package Content Journal

i | w w0 w e w0 v @

= B
Questionnai SCORM

KMS Player Lesson Page re Quiz package

A w0 L ] b | b } b |

o0 B8

Text and
Survey media area URL Wiki Workshop
F i ] R } he N ] b ] Fe i ]
Activity chooser
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Add an activity or resource x

Search

All Activities Resources

A a
IMS content Text and
Book File Folder package Page media area
g i ] g } e ] e T 0 e
URL
e

Select the file

o Adding a new File to Topic Te

Expand all

v General

Name o ‘

Description B e v |B FIGIE
Path p A
{1 Display description on course page @

Select files Maximum size for new files: 20 MB
Do m= -
® fileg

®

You can drag and drop files here to add them,

> Appearance
> Common module settings

> Restrict access

) Send content change notification @

Save and return to course | Save and display =32

© Required
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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: 20 MB

D o E R
® Files

You can drag and drop files here to add them.

File picker x
*h Server files =m
Attachment -
#n Recent files
IT7AEER BRENTVETA
Save as
h Private files

h Content bank
Author

| FTIL 05 MoodleHSHERTZ M8 05, Chieru ‘

Choese licence g

‘ All rights reserved v ‘

Upload this file -

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

On the left you will see five menus, “Server files”, “Recent files”, “Upload a
file”, “Private files”, "Content bank”.

“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. You can also view/manage files uploaded in “Private files” from

Dashboard page shown when you click on “Dashboard” link in the Navigation
block.
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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.
Click the “Select” button to specify the file on your computer.

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

L 21 X
4 7 s PC > FF23Ak > moodle v U P moodenti®

B3 - LAY - E- m @

S &H E3HE
* G4y 7L

testPDFpdf 2022/03/11 15:06
@ OneDrive § FEARIA I 2020/12/25 14:15
W PC
P30 ATILIH
& 79u0-F
W FAsyT
[ FEadxr
= EoFy
B|uvra
b za-997
& Windows (C)

v <

F71 AN testPDFpdf v | FRTOTrN () v

E1<(0) Eaad

(5) 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 *
m Server files HOE @
o Recent files 7 LR | testPDF pdf

w Upload a file Save as

n Private files ‘ ‘

 Content bank
Author

| FTL 05 Moodle KR A A 05, Ciieru ‘

Choese licence @

‘ All rights reserved
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->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.

o Adding a new File to Topic e

v General

Nare o | 2ndClass

Description Paragragh v 2]

Please come with your own preparation,

Pahp

O Display description on course page ©

Select files Maximum size for new files: 20 MB

D O & mHE=E.

® Files

=

(6) 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.

v Topic 1«

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
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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.

Test course : 2024

Home / My courses / Test course : 2024

Administration

~ Course
administration

> Question bank

Navigation

~ Home
@ Dashboard
> Site pages
~ My

> test
course0512

~ Test course :
2024

v General Collapse all

¥ Topic 1

a FoHEz
B 2nd Class

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. You can also post other files than in PDF format.

(]

| % 3-2:20225=% MoodleAk x| [ Moodle Operation Guide for Bec x| 4 - o X
C © https//moodle.ccsophiaacjp/pluginfilephp/16933.. & ¥§  ¢= ®

1 /9 Q - 4+ |

Moodle Operation Guide
for Beginners @

= Assignments
* Turnitin Assignments

<

Adding a new assignment

>

File is opened

Here we have performed a single file upload, but you can also upload multiple
files at once or create folders to display them in a hierarchical structure.
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5.3 Edit titles of Resource names

v Topic 1« !

E FILE ;
2nd C -355

+ | 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.

v Topic 1« :

m Escape to cancel, Enter when finished "
2nd Class|

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.

v Topic 1«

2nd Class #
| & Editsettings

+ Move
+ Add an activity or resource i
dd an activity or resour 2 Move right

— it
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5.4 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.

v Topic 3 » !

Add an activity or resource

(2) Select “URL” from “Activity Chooser”.

8 B 0 8B 8B 8

Database External tool Feedback File Folder Forum
w0 w0 @ b i ] b | v @

BE @ -8 = B

IMS content  Interactive

Glossary H5P HotPot package Content Journal

p ] w e v e b i } e w @

E E
Questionnai SCORM

KMS Player Lesson Page re Quiz package

= ] w6 & 6 w @ A i | w @

Text and
Survey media area URL Wiki Workshop
= ] w0 =g | w @ A ]

Select the “URL”

- “Adding a new URL to Topic” screen will appear.
You can set Name, Description and Options on the screen.
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e Adding a new URL to Topic 3e

External URL o | huy ve hiaacjp/en Choose a link..

Display description on course page @

Send content change notification ©

soe i JRO
Adding a new URL

(3) Enter the name (Required)
(4) Enter the URL of the web site into external URL (Required)
(5) Enter the description (Required)

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

(6) Click [Save and return to course] and save settings. (Setting is done.)
->The URL will be shown as below on your course

¥ Topic 3 «

) URL '
Sophia ICT Office #
‘ Add an activity or resource

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

Office

fice Jo open the resource.

—FRE1 Jump to. s Forum 1=
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5.4.1 Adding YouTube videos (Page)

This section explains how to add YouTube videos to your course. There are
several methods 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.

v Topic 3 » :

Add an activity or resource

(2) Select “Page” from “Activity Chooser”. “Adding a new Page” screen will
appear when you click “Page” button.
Fill in Name, Description, and Display Options and so on.

Database  External tool  Feedback File Folder Forum

b : ] b A i ] b i ] b ] b ] w @

& . = @
IMS content  Interactive

Glossary H5P HotPot package Content Journal

LA ] b § A | R ] O ] LA |

E E
Questionnai SCORM

KMS Player Lesson Page re Quiz package

T e w8 it e w9 T e w0

1 =2}
Text and
Survey media area URL Wiki Workshop
pA ;i ] hEa i ] T 0 w0 b : ]

Select the “Page”
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(3) Input “Name”. (Required)

(4) Input “Description”.
* If you want to display the description on your course page, enable “Display

description” option.

® Adding a new Page to Topic 3e

Expand all
v General
Name [] ‘Voutuhelink
Description B | mngmsh ~ | B | iZ iS & &
Pathp
O Display description on course page @
v Content
Page content @ |E mmeh - B ] iEiE B o

Fill in the name of the video

Path p

> Appearance
> Common module settings

> Restrict access

O Send content change notification @

Save and return to course | Save and display LT

© Required

(5) Input the name of YouTube video to “Page content”.
Select all the information you have entered and click « “Insert/Edit link”.

v Content

Page content @ |E mewh ~|B|J E|iE|| L

Fill in the name of the video
Insert/edit link

Path p
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Insertieart nnk =

General “ Popup | Events || Advanced

-General properti

Lirtk URL [ | & |
Terget [ Open in this window/Trarme W |
Title | |
Class [ - Notssl - |

(=]

(6) Enter the URL of the YouTube address in the “Link URL” field and click the
[Insert] button.

(7) 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.

v Topic 3 »

@ PAGE
Youtube link &

Youtube link

__» rhy'dobirds
<~ mMmigrate?

BBEE NEWS | wonto seavic

Last modified: Tuesday, 26 March 2024, 12:20 PM
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5.5 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.

@Drop files here to add them at the bottom of this i
section + ]k?’ /
FE /

(3) The screen as below will appear. Select “Unzip files and create folder”, then
click “Upload”.

X

What do you want to do with the file
| TEH Zip?

= ® Unzip files and create folder
© Create file resource

) O Add a SCORM package

Upload | Cancel

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

v Topic 1+
FOLDER
Demo folder &
‘ Add an activity or resource
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You can also add a new folder from “Activity Chooser”.

(1) Select “Folder” from Activity Chooser

BE B 0 OQa a

AMS Player ~ Assignment  Attendance Book Chat Choice
it 0 w0 T e LI i R i } i ]
Database  Externaltool  Feedback File Folder Forum
w0 w0 L : ] W @ R } b ]

B @ -8 = E

IMS content  Interactive

Glossary H5P HotPot package Content Journal
it 0 w0 T e LI i R i } i ]
E E

Nuactinnnai SOCORKM

Select the “Folder”

(2) Enter Name and Description for “General” options.

o Adding a new Folder to Topic 1e

v General
Name o
Description magwn + B [ i = G
s
Display description on course page @
v Content
Files. Maximum size for new files: 20 MB

D.? m = -
®

You can drag and drop files here to add them.
Display folder contents @ On a separate page *
Show subfolders expanded @
8 Show download folder button @

8 Force download of files @

> Common module settings

> Restrict access

Send content change notification @

Save and return to course Save and display €N

51



©® woars X

Pan o 1 [~ R U0 B o) mumem

Display description on course page @ 4 Ms0-F  # ) mamew

B Fsur # o mamEes

v Content

R rse o maEem

Files Maximum size for new files: 20 MB | | o
Do e -

. | K2 » B memem

29Y-sywh

® | a e

WA -
Drop files here to upload

+ i

W1~6ML Y2k

Display folder © | Onaseparatepage ¢

Drag and drop files to upload on to “Files”

=l =) H = .-

® Files

a

i)

(oo | S [

SIENREE.  SR2ENEE.  EEHRE.  BAEHEE. SsEiEER.
_ay

EEeEEE . =
Uploading is completed

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

v Topic 1#

FOLDER
Wordksheet No.1~No.6 #

Folder is displayed in course selection

Woaordksheet No.1~No.6

Download folder

B 1EEE docx
FE2[EHE docx
E3EHEE doox
FAEHEE docx
FE5[EHEEE docx
®  ZeEEE doo

Click on folder name and contents are shown
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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.

v Topic 1«

FOLDER
Wordksheet No.1~No.6 #
4+ Move

= PAGE 9 Move right
Youtube link #

& Edit settings

Hide button
v Topic 1.
E FOLDER
Wordksheet No.1~No.6 #
Hidden from students
PAGE
Youtube link #
Folder is hidden

v Topic 1

Youtube link

Switched to student’s 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 Text and media area (Former function name "Label”)

Text and media area (hereinafter referred to as "the label”) are used to post
texts, images, videos and minor programs on Moodle course page. Procedures to
add labels including media files are as follows:

(1) 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.

(3) Select “Label” from Activity Chooser.

B B B 8B B &8

Questionnai SCORM
KMS Player Lesson Page re Quiz package
w @ w @ w 9 w 0 w9 w0
m
Text and
Survey media area URL Wiki Workshop
b i ] hraa i ] b i ] w9 b i ]

Select the “Text and media area”

(5) Adding a new label (to section name)” screen will open.
Enter text label to “Label text” editing area.

Adding a new Text and media area to Topic le

Expand al

v General

Text B megmh < BT IS S B &

Learning materials

Path p

> Common module settings

> Restrict access

O Send content change notification @

Save and return to course Cancel

(6) Label is added.

Learning materials
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5.6.1 Insert audio video files in labels

(1) To embed media file, click on icon (Insert Moodle Media) inside HTML editor.

Adding a new Text and media area to Topic le
Expand all

v General

Text W pngam v B ]| IS .-:

Learning materials

Path: p

(2) “Insert Moodle media” dialogue will open. Click “Find or upload a sound, video
or applet-”.

General

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

Insert Moodle media
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(4) Click “Upload a file” in the menu, the click “Browse” button to select a media
file.

File picker x

Th Server files

™ Recent files D7 )L7EER | Tokyo 202..nteers.mp3

44 Upload a file Save as

h Private files

[ Embedded files
Author

 Content bank ‘ FTIL 05 MoodleBE#ERTZ A 05, Chieru

Choose licence @

‘ All rights reserved

Upload this file -

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

Updating Text and media area in Topic Te
Expand all
v General
Text [H | pamgmeh v || B [ T iZ o | B ™

Learning materials
f‘l’okyo%ZOZOZO%ZO\/o\unteers.mp3
Path: p

> Common module settings

> Restrict access

O Send content change notification @

Save and return to course Cancel

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

v Topic1e

Learning materials

> W e 058 1X
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5.6.2 Inserting image files in labels

(1) To insert an image file, click on the ” (Insert/Edit Image)” icon in the
HTML editor.

Adding a new Text and media area to Topic e
Expand all

v General

i

Text B Pagach v | B ] | iZ

Learning materials

Path: p |

(2) TThe "Insert/edit image” screen will appear.

Click "Find or upload an image..”.
Insertledit image .5

Genzral ” Appearance || Advanced |

rGeneral
[2, Find or upload an image...
Image URL 1 |

Image description | |

rPreview

Insert/edit image
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(3) On the "File Picker” screen, select "Upload a file” from the menu on the
left and click the "Browse (7 71I/L%Z#3%)” button under "Attachment” to
specify a media file.

File picker *
 Server files |-
 Recent files D7 A ILEEIR | X7 U —.. 114348 png
#s Upload a file | Save as
n Private files ‘ |
Embedded files
G Em Author
Content bank
m Content ban | FIIL 05 Moodle MRHERT R A 05, Chiery |
Choose licence @
‘ All rights reserved v |

Upload this file

(4) The inserted image will appear in the preview box. To adjust the size of the
image before insertion, go to "Appearance” > "Dimensions” and adjust the
image size, then click "Insert” when finished.

Genzrz Appearance Advanced

rGeneral

[©, Find or upload an image...
Image URL [htips://moodle.ce.sophiz.ac.jp/drafrfile.php/30556¢

Image description | |

r Preview

BFHRATLE
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(5) return to the course page and you will see that the image you just pasted

appears on the course page.

v Topic 1»

v LAY mgozxFax

RIS R X DMoodie L2 1T (2042729 ~ 311

IR VPN~ T WIS T RO BISS S

=
=1 N
» — ,I
o 20242238 WEITAA7FA=V20T 7T RXRWEINT

[ womxov77icT a0 N DETSELT
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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:

(1) Log in to Moodle, open the course to add assignment.

(2) Click “Turn editing on” at top right of screen.

(3) Click “Add an activity or resource” within the section to create an
assignment. Select “Assignment” from Activity Chooser dialogue.

Add an activity or resource x
| Search
All Activities Resources
AMS Player Assignment Attendance Book Chat Choice
A ] w8 RA: ] w6 w 0 w0
Database External tool Feedback File Folder Forum
w0 w0 R ] w6 w 0 w 0
m ®
IMS content Interactive
Glossary H5P HotPot package Content Journal
= e w0 RAa i ] w8 w0 T @
E E
KMS Player Lesson Page Questionnaire Quiz SCORM package
w e w0 e w e w0 w0
m
Text and media
Survey area URL Wiki Waorkshop
w0 w @ RA: ] w6 w 0

Select the “Asssignment”
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(4) Screen for “Adding a new Assignment” will appear.

» Adding a new Assignment to Topic Te

Activity instructions 1]

(5) Just take care about only “Assignment name”, “Allow submissions from” and
“Due date” if you are in hurry or not sure.

(6) Enter/set following options for “General” setting.
® 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

(7) 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

(8) Select options for “Submission types”
@® Submission types
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There are two options: “File submissions” or “Online text” is 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.
@® 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.

(9) Select options for “Feedback types”.

® Feedback types

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

» Annotate PDF
The teacher will be able to create annotated PDF files when marking
assignment submissions. This allows the teacher to add comments,
drawing and stamps directly on top of the student’s work.

> Feedback files
The teacher will be able to upload files with feedback when marking the
assignments. These files may be, but are not limited to, marked-up
student submissions, documents with comments or spoken audio
feedback.

> 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, making it easier to comment inline or to edit the original
text.

(10) Select options for “Submittion settings”
® Reaquire students click submit button
Students are required to make final confirmation of submission of
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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.

Additional attempts

This setting determines whether a student can make additional attempts
at the assignments. For each attempt, the grade and feedback are saved,
and can be viewed by the teacher and the student. The available options

are “Never”, “Manually”, “Automatically until pass”.

(11) Group submission and Notification settings, if needed

Notify graders about submissions

Teachers belonging to the course will receive notification whenever a
student submits an assignment.

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.

Default setting for "Notify students”.

Set the default value for the "Notify students” checkbox on the grading
form.

(12) 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.

(13) Select options for “Grade” setting.
® Grades : choose from 1 to 100, or no grade
® Grading method
® Grade category

(14) If necessary, “Common module” 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.

Online Text Assignment

Opened: Friday, 22 March 2024, 12:00 AM
Due: Friday, 29 March 2024, 12:00 AM

v Add submission
MDADNERTEHD EINBDIZEOERE, COFBIMESOFEREDERTY, o

This assignment is my own work, except where | have acknowledged the use of the works of other
people.

Online text Paragraph v : 0}

Path: p

EEICYELC  Cancel
© Required

Student’ s view of the Online Text.

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

® Online Text : change to “YES”
® File Submissions: change to “NO”
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6.2.1 View submitted online texts in full and review them one by one

(1) Select options for “Availability settings”.
(2) Click on "Grades” in the student row to open the Grades screen for that

student.
Jast
name Last
User / First ID modified Online
picture  name number Email address Status Grade Edit (submission)  text
c Submitted Edit v Friday, 22 Q
for March 2024,
grading 12:34 PM
/100.00

my own.

(3) Click "+” to display the full text.

Submission

Submitted for grading

Not graded

Assignment was submitted 6 days 11 hours early
Student can edit this submission

(4) Click "™” in the upper right corner of the screen or "Save and show next” at
the bottom of the screen to open the next student grading.

6.2.2 Download all student submissions and combine them into
one PDF file

(1) Click on the "View all submissions” button for the assignment

(2) Select “Download all submissions” from "Grading action” in the upper left
corner of the screen to download and save all submissions to a zip file.

Online Text Assignment

Back Download all submissions

Submissions

@

Grading action = Choose.
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(3) Unzip or extract the zip file.
(4) Combine multiple files into one by using a combining application.

<User warning>

DFile merging applications such as CubePDF Page, Adobe pro, Just PDF, etc. are
required.

@It is not opened on Moodle, so it takes a bit of time and effort to assign a grade.
®Need to have students fill in their names and student numbers in the text.
@Errors may occur during the process of combining files depending on the file
format and PC performance.

*If errors occur, it is recommended to combine 50 to 100 pieces at a time.

6.2.2 Download the content of the assignments in an offline grading

wordsheet

(1) Enable the offline grading worksheet.
Open assignment settings, select the Feedback types > Offline grading
worksheet checkbox and press "Save & display”.

(2) Download the Offline Grading Worksheet.

(3) Click the "View all submissions” button on the assignment.

(4) Select "Download grading worksheet” from the Grading action pull-down
menu, name and save the csv file.

Submissions

Grading action | Choose... $
|_Choose

Visible groups: Sownlond arading wo =

Upload grading worksheet
View gradebook

(5) Open the above csv file and you will see the students’ submitted contents
in the "Online text” row.

Grade can be La difiec
Identifier Full name ID number Email address Status Grade Online text
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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
assighment 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.

Online File Submission
Ean . rext submissions  commants Feedback comments

The submission screen will appear. Enter text or upload files, then
click “Save changes”.
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Online Text Assignment

Opened: Friday, 22 March 2024, 12:00 AM
Dua: Friday, 29 March 2024, 1200 AM

v Add submission

File submessions
(=10 3
-

7w

Online text Paagarn -

o=

Maximum file size: 20 MB, maxmum number of files:

Submission is complete. Teachers

online text by the same way.

can re-upload files or

edit

User

picture

1M

name
[ First

name

D

number Email address

\@sophiaacjp

Status Grade
Submitted
for
grading

/100,00

Edit

Edit ~

modified
(submission)

Friday, 22
March 2024,
233FPM

Online

text File submissions

Q W Word_report.docx
(27 words)
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6.4 Check if the assignment has been submitted

6.4.1 Check on the Moodle screen

(1) Click on the "View all submissions” button for the assignment.

(2) Click on "Status” and sort and review students in order of "no submission”
or "submitted for grade.

/ Last
name

Last
User [/ First ID

Status modified
picture name number Email address - Grade Edit

(submission)

FC @sophia.acjp No Edit +
submission

/100.00

6.4.2 Check using the offline grading worksheet

(1) Enable the offline grading worksheet.

Open assignment settings, select the Feedback types > Offline grading
worksheet checkbox and press "Save & display”.

v Feedback types

Feedback types Feedback comments@ [J Annotate PDF@ () Feedback files@®
I Offline grading worksheet@

Comment inline @ No %

(2) Download the offline grading worksheet.
Click on the "View all submissions” button for the assignment.

Select "Download grading worksheet” from the Grading action pull-down menu,
then click Name and save the csv file.

Submissions

Grading action | Choose...

O

N | Choosa
Visible groups: ‘

Download grading worksheet
Upload gradmng worksneet
View gradebook
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(3) Open the above csv file and check the status row.

100 Ye: Friday, 22 Mar

100 Yo

Submitted: Submitted for grading
Not submitted: No submission
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6.5 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.

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

name

User [ First D Status modified

Last

picture name number  Email address - Grade Edit (submission)  File submissions
e hiaaci somited [ e o 2 E
for h 202 2 March
grading 319 PM
/100.00
o ouphascy Submited [ D
for Parch

grading

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

Assignment]

Back Download all submissions

Submissions
Grading action  Choose

Visible groups: Al participants

First name m
Last name u
Last
Stat .
Email address v Grade Edit on)  File submissions

Submitted m w
for Mai
grading

/100,00

To grade each submissions, click
“Edit ¥ ” in each row, then select “Update grade”.
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Status Grade Edit

Submitted

Prevent submission changes

Edit submission

i Remove submission

o~

Grant extension

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

Submission

Submitted for grading
Net graded

Assignment was submitted 6 days 8 hours early
Student can edit this submission

W Word_report.docx 22 March 2024, 3:18 PM

Grade
Grade out of 100

Current grade in gradebook

Not graded

Feedback comments ®

i pegeen v B IS IS B

Path.p

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

User / First number

picture name - Email address Status Grade

KM Submitted Grade
for
e 80.00
Graded /100.00

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

v Options
Assignments per page | 10 *
Filter | No filter s

Quick grading @
Show only active enrolments @

Download submissions in folders @

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

After entering grades, click “Save all quick grading changes” and grades will be
saved.

/ . tan Mieswbmmwoms  commen " Feedback comments

70800
70800
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6.6 Feedback on submitted assignments

6.6.1 Feedback individual
(1) To return feedback as a file, open the Edit Settings screen for the
assignment, check the "Feedback Files” box for the Feedback type, and
save the changes.
(2) Click on the assignment name and click on the "View all submissions” button.

(3) Click on the orange "Grade” button that appears in the student row.

(4) On the grading screen that appears, you can assign a grade to the students’
submissions and return feedback comments and feedback files to them.

6.6.2 Feedback all together
(1) Enable the offline grading worksheet on the edit settings for the assignment.

(2) View all submissions > Grading action > Option "Download submissions in
folder”. Check the box. After that, download all submissions at once.

(3) Open the downloaded zip file, copy the contents folder, and save it in a new
folder A.

(4) Correct and overwrite each student’s submission file saved in A, or put in
the file you want to give feedback on.

(5) Compress A to zip.

(6) Select "Upload grading worksheet” from the grading action, and upload the
zip file compressed in step 5.
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6.7 Due and cut-off date for Assignment submission

When setting a cutoff date and time, please give at least one day’s leeway
between the end date and the cutoff date and time, if possible. It is not
recommended to set the same values for the cutoff date and time as for the
end date and time.

The end date/time is the so-called deadline and if this date/time is exceeded,
the student will be marked as a "Late Submission”. The cutoff date/time is set
to close the assignment submission and stop accepting any submissions.

If there is an immediate concentration of submissions to Moodle, delays of a
few seconds to a few minutes or less may occur. In order to be able to accept
assignments in such cases, there must be enough time between the end
date/time and the cutoff date/time.
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7. Using Turnitin (Plagiarism check)

7.1 What is Turnitin?

(1) Checking plagiarism and feedback tool
@® Turnitin can highlight plagiarism and display similarity as %.

This tool is also useful as feedback tool for students.

(2) Repository
® Several online journals and Wiki are already registered.
® 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)
® You can insert feedback comments by drag & drop to the
assignment of your students.
® 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

® Check copy & paste parts from references which are not

registered in the repository.
Detect picture & graph copy

®
® Scanned article & documents
® PDF without text data

[ ]

“Similarity 0%” does not necessarily guarantee that the report is original.
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(5) Use turnitin for--
To guide how to cite in the correct way.
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
® Repository: above mentioned.
® Originality Report: see below.
® GradeMark: see below.
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Originality Report View
(It" s up to the settings if students can see this view.)

.

i) feedback studio

—

Input the score here.

#obsUBTERbOIL, TA=Yry Fu AH Y7y
OnoORER. BRI, S Y IRAEES, FRs Y S
LEZBRTVD, FRTREAEE L LT, &4 v Foikaking
AEhB, LRO IOV ik, [y ¥ —a% | GEEImm | F
NTOBIEN [y =7 o % il hi
ez v FEREICHT 2 ROBEICOVTE) oh T, Shb ol
Twd, b FYECHRS AL OBRETHY v, FAEREOMEH>
VT2 & D LA Z LS hin,

(7377 ZFEEHEFS [v ¥ —Ad ) OlicBrhEERIZ 0T
by AY FREATMLAOBTHELRIFLTV2LEAOASL, ELRIFLTY
5 Lk HTHS, UL, BRL LTOMRERBRIZEA>TL LTH Fx
OREMRE MIET 2 ORIERICRBETH ST L|L, ANRIZBVTRS 2 L5EY
TROED, ZOMBIZRITHA LR, .

() PEEA~OHEH}

Ay L PEEROSRRY TS 2 KERIZL TRAVRENLOTH S,
PEXAE L ORAIO B IIERLR Bt &8> THD ZLIETERVLOD, Yo i

« [ S.15. Tagebuch
1 Deussen, Paul: Sechzig Upanishad's des Veda. aus dem Sanskrit ubersetzt und
it Binlei B versehen. Leipzi 1 1905

mit
2 Deussen, Paul: Vier phi Texte des parvan,
ngm.igm., Moksadhrma, Anugita| Leipzig (Brockhaus) 1906

12 Bk umann, Karl Eugen: Die Reden €otamo Buddhos aus/dem Pali-Kanon. Minchen.
ldenberg, Hermann: Buddha! Sein Leben, seine Lehre; seine Gemeindel
euman

n, Karl Eugen: - snche und Nonnen Gotama Enddhnl Minchen

www.gutenberg.org
EVERED VR

-

wwiw.iging.com
EVERED RV

www.gss.ucsb.edu
Am= Fok =2

www.ngat de
A=k U= R

www.zum.de
A= Fob V=R

space.geocities jp
Am=dok U=

wwnw.ibiblio.org
B Fok /=7

malam2star.exblog.jp
Am=dok s- A

wwwlib.ntnu.edu.tw
P

O 0 N o g b~ W N

8%

3% >

1% >

1% >

<1% >

<1% >

<1% >

<1% >

<1% >

<1% >

The highlighted part is suggested to similar to some sentences in
the repository. The number on the sentence shows the source
and percentage in the right box. It's not the question when

Md. even highlighted.

&) feedback studio

[ A e

-- /100 < 15~

s —nes ) EwES SRR LERe vosgss amon QuickMark

L, 2OETId—F 1 v S L ORKERALEROBLERS
EHELLALOERLACTHREE LIV, B, LR MFMOEL Y ToT—
r# L2l LRELESE, [FoiRky o) ool kMg, —
FEROULEH, (=74 Y RRAREROERSTTHAK, ¥y S —nF i
Lixbira Tovizdnafzdt, BG A RE THAAEDLZOE T
ok, w) k, TLESRLIE) Lo ¥ —AFER 21 wOMERT,

5. (v ¥ =¥ DMmE

W—MIs< ERBTF—~RELWY FIFD I LICE>T, ~vL20HmMR
ERRBTEI TV (o Ay | ORERERA LM LEVEE S~ T
P H—AeH | ZHNT, STMV MDD E LEBEERE, BUTOZo0WAN 6%
BTAZLNTES, —, MMIZBESNLERPD, =, 4 > FREROERDS

L, BEE, WL YICBTARERDG, ThD,
3

(7) WMz hESRAELLE

ot s | 3

You can

ingle drag&drop from right box.

write feedback comments with

16

A=i7116/62 26050

Commonly Used

Tumnitin 501 RS Q—e—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.

In order to use Turnitin, the student’s submission must contain text data of at
least 20 characters in Japanese and 100 characters in English. If the content
is less than this number of characters, an error will be displayed. In addition,
text contained in scanned images will not be included in the analysis. Please do
not use the Turnitin when submitting primarily images or short reaction papers.

(1) Log in to Moodle, open the course to add assignment.

(2) Click “Turn editing on” at top right of screen.

(3) Click “Add an activity or resource” within the section to create an
assignment. Select “Assignments” from Activity Chooser dialogue.

¥ Topic 3 » :

Add an activity or resource ‘

All Activities Resources

AMS Player [ Assignment] Attendance Book Chat Choice
w0 i i) w @ w0 w @ w0
Database  External tool Feedback File Folder Forum
w0 b A i } w @ w0 w @ w0

IMS content  Interactive

Glossary H5P HotPot package Content Journal
w0 T 0 w e w9 w e v O

Click “Assignment”

(4) Set options for the assignment. Please refer to Chapter 6 for details of
settings.

79



(5) Set “Turnitin plagiarism plugin settings”

Items Explanations Samples

Enable Turnitin Choose Yes if you check plagiarism. | Yes

*This must be set when the

assignment is created. If set to Yes

after the submission has been

made, the submitted assignment

must be resubmitted before it

can be sent to Turnitin.
Display Originality Keep No. If you choose YES, then No
Reports to Students students can check the originality

report’.
When should the file be | Normally, keep “Submit file when keep
submitted to Turnitin? | first upload”.
Allow submission of any | Keep No?. No
file type?
Store Student Papers Choose “Standard Repository” Standard

if papers should be stored3. Repository
Check against stored Keep it as it is. Yes
student papers
Check against internet Keep it as it is. Yes
Check against journals, Keep it as it is. Yes
periodicals and
publications
Report Generation Keep it as it is. Generate
Speed report
immediately

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

TIf you set “Display Originality Reports to Students” as Yes, students can re-
upload their assignments after checking the score.
2 If students’ assignment includes 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 testuploading.

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
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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®.

(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 affects similarity score. The stealing of the idea
plot may deceive copy-detection process.

® It is evenly matched with one or two sources from the introduction to the
conclusion.
® Search the web for “source (citation)” or keywords in the report.

(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 originality report, open the originality
report, click the icon on the right side of the screen, then click “Current
View”.
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score will be automatically calculated and feed back will be sent to students.
Please ask members, for this is an advanced settings.
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) Reauired 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 are not applied. Therefore, the
assignment will be checked normally by Turnitin.

% 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.
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7.4 If Turnitin’s similarity does not appear

Even though the analysis is completed on the Turnitin side, the results may not
be reflected due to a problem with the linkage with Moodle.

If a Turnitin ID has been assigned to a student’s submission, but the similarity
does not appear after a certain amount of time, click on one of the GradeMark
icons (the pencil that appears below the Turnitin ID) to bring up the Feedback
Studio screen. This triggers the linkage, and in many cases the similarity of all
submissions is displayed on Moodle in around 10 to 20 minutes.

Submitted m Edit ¥  Thursday, 17 W MoodlelL-7R— h~.docx
forgrading March 2022, 7] Turnitin ID: 1786250869

| | 6:18 PM -
/100.00

17 March 2021
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8. Other Activities
8.1 Quiz

On Moodle, you can create quizzes consisting of questions in a variety of
formats.

8.1.1 Creating questions in the question bank

You can create questions in the question bank to be included in the quiz.
Questions can also be created when creating a quiz, in which case, please
follow the instructions from 8.1.2 Adding a quiz.

(1) Log in to Moodle and open the course you want to add the quiz to.

(2) Click “Administration Block” -> “Problem Bank”

(3) On the “Question Bank” screen, click “Create New Question”.

(4) Click “Add” when prompted to select the question type to be added.
Please check “8.1.3 Adding Quiz Questions” for details on how to set up
questions.

8.1.2 Add Quiz

The process flow for creating quizzes is as follows:

(1) Log in to Moodle, open the course to add the quiz

(2) Click “Turn editing on”

(3) Click on Activity Chooser (Add an activity or resource) within the section to
create a quiz link. Select “Quiz” in Activity Chooser.

E @ -0 = @O

IMS content Interactive
Glossary H5P HotPot package Content Journal

v 0 FAGIN ] % O w0 w0 w0
E E
KMS Player Lesson Page Questionnaire Quiz SCORM package
w 0 w e w 0 w w0 w 0
m
Text and media
Survey area URL Wiki Workshop
T 0 w0 * O w0 w0

84



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

& Adding a new Quiz to TOPIC3e
v General

Name ]

Description Paragach + B | % = Fl

Path. p
Display description on course page @

> Timing
* Grade
* Layout
> Question behaviour
> Review options @

“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.

v Timing
Openthequiz @ (JEnable 22 % Marct & 2024 & 16 ¢ 18 ¢
Close the quiz (D Enable 22 = March $ 2024 ¢ (3 18 ¢ M
Time limit (2] 0 ninutes ¢ | O Enable

When time (2] Open attempts are submitted automatically s
Ba  Open attempts are submitted automatically

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

Attempts must be submitted before time expires, or they are not counted
> (Grads
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® Open the Quiz:
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.
® 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 guestions can be answered
- Attempts must be submitted before time expires, or they are not
counted (default)

(7) 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.

® 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.

® Attempts allowed:
Specify number of attempts you allow from 1 to 10 or no limits.

® Grading method :
Choose one out of four options: Highest grade, Average, First attempt, or
Last attempt .

(8) 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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(9) Select options for “Question behavior” settings

v Question behaviour

Shuffle within (2] Yes &
questions

How questions @ Deferred feedback
behave

O

Adaptive mode
Adaptive mode (no penalties)
Deferred feedback

| Deferred feedback with CBM

| Immediate feedback
Immediate feedback with CBM
Interactive with multiple tries

Each attempt (2]
builds on the last

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
-Adaptive mode (no penalties)
-Immediate feedback
-Immediate feedback with 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 with 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)
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v Review options @

During the attempt
The attempt @
Whether correct @
Marks @

Specific feedback @
General feedback @
Right answer @
Overall feedback @

Later, while the quiz is still open
The attempt
(J Whether correct
Marks
O Specific feedback
(J General feedback
(J Right answer
(J Overall feedback

Immediately after the attempt
The attempt
Whether correct
Marks
O Specific feedback
UJ General feedback
O Right answer
0 Overall feedback

After the quiz is closed
The attempt

Whether correct
Marks

Specific feedback
General feedback
Right answer

Overall feedback

(11) Select options for “Appearance options” settings

® 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

® Decimal places in question grades:

Specify how many decimal places should be displayed when showing

grades for individual questions.

v Appearance

Show the user's @
picture

Decimal places in @
grades

Decimal places in @
marks for
questions

No image

2 =

-
e

Same as for overall grades %

“Appearance” options
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(12) [Extra restrictions on attemptts

@® 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.

@® 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.

® 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.

@® Browser security:
Only browsers where students have JavaScript enabled can initiate the
quiz attempt. This ensures that, where possible, functions such as copy
and paste are not available to students.
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(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 : Set hide / show.

® Group mode :
Set an identifier for this activity in case you want to refer to it in the
grading calculation.

® ID number:

Three options: “no groups”, “separate groups” that can only be viewed within

a group, or “visible groups” that can also be viewed by other groups.

(15) Select and set the required options and click “Save and display”.
-You will see the following page: click “Add question”.

Quiz #1

Add question

Grading method: Highest grade

No questions have been added yet

Back to the course

- Add question page will appear.
On this page, you can add questions to the quiz or set the page breaks.
*a hew question
-from question bank
-a random question
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Questions

Questions: 0 | This quiz is open

Repaginate

Select multiple items

Maximum grade | 10.00 Save

Total of marks: 0.00

[ Shuffle @

4+ anew question
+ from question bank

+ arandom question

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

Choose a question type to add X

QUESTIONS

Select a question type to see its
Multiple choice description.
True/False

Short answer

Numerical

Calculated

Essay

Matching

Random short-
answer matching

Embedded answers
(Cloze)

Cancel

Dialogue shown by “add a question”

By selecting “From Question Bank,” you can also select questions
created in the Question Bank or in a previous quiz and add them to the

quiz.

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

in Question bank organized

Categories you have created.
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8.1.3 Adding quiz questions

EMultiple Choice

This is a multiple-choice question type in which the answer is selected from a
list of multiple choices. You can create guestions with single or multiple answer
choices.

Read the news in Unit4 and answer the following questions.

How much is the Rembrandt painting worth?

O a. 1400 million dollars
O b. 14 million dollars
O c. 140 million dollars

O d. 40 million dollars

Multiple Choice question sample

(1) Enter a problem name.

Adding a Multiple choice questione

Expand all

v General
Category Default for Quiz #1 s
Question hame @ Multiple choice question
Question text 1] Paragraph ¥
Read the news in Unit4 and answer the following questions.
How much is the Rembrandt painting worth?
Path: p
Question status Reacly =

Default mark (] 1

(2) Enter the question text in the “Question Text” field.
(3) Enter a score in the “Default mark” field.
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(4) Specify single or multiple answers.

ID number (2} ‘

“»

One or multiple One answer only
answers?

Multiple answers allowed

One answer only

Shuffle the choices? @

“»

Number the choices? as b.,.C, ..

Show standard @ No #
instructions

(5) Specify numbering for the choices.

One or multiple One answer only s
answers?

Shuffle the choices? @

Number the choices?

a
Show standard @ ‘ A,
instructions 1

(1 1|
No numbering

> Answers

(6) “Show standard instructions” specifies whether "Select One” or "Select One
or More” instructions should be shown for the question.

(7) Enter a choice for each “Choice X” in the “Answer” column.

v Answers
Choice 1 “5 Paragaph v B[ =iz u B
14 million dollars =
Path: p i
Grade None s
Feedback B8 Paagmph + B [ i i= ad PR [
Path: p o4
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(8) The "Grade” allows you to specify the score according to the choices you
have made. The "default mark” specifies the percentage of the score that
will be given. For incorrect answers, specify "None”.

*If the default grade is "10”, 100% = 10 points, 50% = 5 points.

v Answers
Choice 1 Percgraph = .
14 million dollars :
Path: p
Grade None -
" None )
Feedback 100% L .
90%
83.33333% .
| 80%
| 75%
| 70%
Choice 2 66.66667%

| 60% _ Bl
50%

(9) Save change.
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HMTrue/False

You can create questions that require the user to choose between
"0 (correct)” and "X (incorrect)” for the correctness of the question text.

To make "l am happy." past tense, | rewrote it as follows

— | was happy.

O True
O False

True/False question sample
(1) Enter a question name.
Adding a True/False questione

Collapse all

v General
Category Default for Quiz #1 (1) $

Question name @ True/False question

Question text (1] Paragraph ¥
To make "l am happy." past tense, | rewrote it as follows

— |was happy.

Path: p

Question status Ready *
Default mark (1] 1
(2) Enter the question text in the "Question Text” field.

(3) Enter a score in the "default mark” field.
(4) In "Correct answer” select the correct answer of 0 or X.

ID number (2]

Correct answer False

Show standard @ True
instructions \

(5)Save changes.
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EMShort answer
You can create questions that require the learner to type and answer.

Fill in the blanks in the following sentence.

During the election champaign, one of the main was education.

Short answer question sample

(1) Enter a question name.
Adding a short answer questione

v General

Category Default for Quiz #1 ( *

Question name @ short answer question

Question text [1] Paragraph = -
Fill in the blanks in the following sentence.
During the election champaign, one of the main was education.
Path: p

Question status Ready &

(2) Enter the question text in the "Question Text” field.
(3) Enter a score in the "Default mark” field.
(4) Specify case sensitivity.

ID number (7]

Case sensitivity No, case is unimportant %

No, case is unimportant

Yes, case must match :
Correct answers T e— SEAR possible answ

used. "' can be used as a wildcard to match
(5) Enter the correct answer in each "Answer” field. You can specify more than
one correct answer.
*The "*” can be used as a wildcard to match any character.
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v Answers

Answer 1 issue Grade None +

Feedback Paragraph +

Path: p

(6) The "Grade” allows you to specify the score according to the choices you
have made. The "default mark” specifies the percentage of the score that
will be given. For incorrect answers, specify "None”.

*If the default grade is "10”, 100% = 10 points, 50% = 5 points.

v Answers
Answer 1 issue Grade | 100% :
" None
Feedback Paragraph ¥ 8l 100%

90%
83.33333%
80%
75%
70%

Path: p 66.66667%

(7) Save changes.
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ENumerical
This is a question type where answers are entered numerically. It is possible to

set the acceptable error range of correct answers, units, etc., and the answers
can be set.

Answer the numerical value of the population of Tokyo. (Unit : million)

Answer:

Numerical question sample
(1) Enter a question name.

Addir ] a Numer 1! ]\,»4{.’;4 nNe

Answer the numerical value of the population of Tokyo. (Unit : million:

Path: p

Question statu:

(2) TEnter the question text in the “Question Text” field.
(3) Enter a score in the “Default mark” field.
(4) Enter the correct numerical value for the answer in the “Answers” column.

v Answers
Answer 1 14 Error | 1
Grade | None $
Feedback Paragraph ¥
Path: p
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xIf there is an error in the correct answer, you can also specify an acceptable
range value in the “Error” field.

Error: Enter the acceptable range as the correct answer.

If [Difference between the examinee’s answer and the correct answer] <
[Error rangel], the answer is considered correct.

If you do not set an acceptable range, enter O.

(5) The “Grade” allows you to specify the score according to the choices you

have made. The "default mark” specifies the percentage of the score that
will be given. For incorrect answers, specify "None”.

*If the default grade is "10”, T00% = 10 points, 50% = 5 points

v Answers
Answer 1 14 Error 1
Grade None B
Feedback

| 100%
90%
83.33333%
80%
75%
70%
66.66667%

Path: p
(6) Save changes.
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HMEssay
The essay question is a descriptive question type that allows the user to enter

a more open-ended response than a written question. They can be answered
by file upload or online text. Essay questions require manual grading.

What would you do if you got this painting?

Paragraph ~ + EIE

Path: p

Essay question sample

(1) Enter a question name.

Adding an Essay questione

v General
Category Default for Quiz #1 (4) N
Question name @ Essay question
Question text 1] Paragraph v O]
What would you do if you got this painting?
Path: p
Question status Ready &

(2) TEnter the question text in the "Question Text” field.
(3) Enter a score in the "Default mark” field.
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(4) Specify the Response options.

v Response options

Response format HTML editor :

Require text | HTML editor with file picker L s

| Plain text
| Plain text, monospaced font

Input box size ‘ No online text

Minimum word @ O Enable
limit

Maximum word @  Enable
limit

Allow attachments No s

(5) If you want to allow file attachments,
attachments.

specify the number in

Allow attachments

No
o KEEEEM.... :
2

3
Unlimited

©  Accepted file types

Require
attachments

Accepted file
types

Maximum file size Course upload limit (20 MB) &

Choose No selection

(6) Save changes.
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EMatching
Combination questions can be created where the correct answer is selected
from multiple choices to be the correct combination.

Match the countries with their capital cities.

O

Australia | Choose...

France Choose...

L1

Germany  Choose... %

Matching question sample

(1) Enter a question name.

Adding a Matching questione
Expand al
v General

Category Default for Quiz #1 (5) s
Question name @ Matching question

Question text [!] Paragraph =

Match the countries with their capital cities.

Path: p

Question status Ready %

(2) Enter the question text in the “Question Text” field.
(3) Enter a score in the “default mark” field.
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(4) Enter the correct combination of questions and answers in the “Answers”
column.

v~ Answers

Avallable choices You must provide at least two questions and three answers. You can provide extra wiong answers by giving
an answer with a blank question. Entries where both the question and the answer are blank will be ignored.

Question 1 —
France
Patt o

Answer Paris

Question 2 S
Germany
Pt

Answer Berlin

(5) Save changes.
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MDrag and drop onto image
Drag-and-drop image questions allow users to create questions that are

answered by dragging and placing the image that will be the answer to the
question in the drop zone of the background image.

Drag and drop the words in the correct columns.

~— Nouns —~ ~— Verbs —
skyscraper supplier
endorse curtail

Drag and drop onto image question sample

(1) Enter a question name.

Adding drag and drop onto imagee

v General

Category Default for
Question name @ drag and drop ont

Question text 0 Parsgraph

Drag and drop the words in the correct columns

Path: p

Question status Ready &
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(2) Enter the question text in the "Question Text” field.
(3) Enter a score in the "Default mark” field.

(4) Under "Background Image” in the "Preview” column, specify a background
image to drag and drop the image onto. Click "Choose a file”.

v Preview

dragged

Refresh preview
Choose afile.. Mfimum size for new files: 20 MB

You can drag and drop files here to add them.

Background image

Accepted file types:

Image (GIF) gif
Image (JPEG)
Image (PNG) .png
Image (SVG+XML) svg svaz

Select a background image, specify draggable items and define drop zones on the background image into which they must be

(5) On the "File Picker” screen, select the image to be used

as the background

image and click "Upload this file”. The background image will be loaded.

File picker

h

h

P ITAILEER | RENTLERA

#h Content bank Save as

Attachmen

Author

FIIL 05 MoodleBEIERT Z A 05, Chieru
Choose licence @

All rights reserved

]

— Nouns — — Verbs —
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(6) Specify each image to be dragged and dropped in the “Draggable items” field.

~ Draggable items

Draggable tem 1 ype

(7) Specify each of the “Draggable items” in the “Drop zone” column. Then the
specified image will appear on the background image in the “Preview” column.

Drop zone 1 Left Top Draggable item s | Text

Drop zone 2 Left Top Draggable item

Drop zone 3 Left Top Draggable item | 4 (vert

Drop zone 4 Left Top Draggable item ¢ | Text
Drop zone 5 Left Top Draggable item ¢ | Text
Drop zone 6 Left Top Draggable item s | Text

Blanks for 3 more drop zones

skyscraper |loulns Verbs
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(8) Drag the displayed image to the position where you want to drag and drop it.

skyscraper  JOUNSs Verbs

supplier curtail

(9) Save changes.
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EMDrag and drop into text
Drag-and-drop into text questions allow you to create guestions in which you
drag and sort text choices such that they are sorted in the correct word order.

Rearrange the words to complete the sentence.

‘ was H one hundred H about H taken H ago ‘

‘ years H This picture ‘

Drag-and-drop into text questions sample

(1)Enter a question name.

(2) Enter the question text in the "Question Text” field. Fill in the blanks for the
choices with numbered double square brackets [[n]].

(3) Enter a score in the "default mark” field.

(4) In the "Choices” column, enter the text corresponding to the blank number
in double square brackets [[n]] in the "Answer” column for choice [[n]].

v Choices

(5) Save changes.
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8.1.4 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.

/last
name
JFirst 1D Started Time Q1 a2z a3 Q4 Qs
C name wmber  Email address State on  Completed taken Grade/10.00 /2.00 /200 /200 /200 [2.00
=
March 28 March 1 min
0 *c 2 Finished 2024 2024508 2 800 R 000 ¥ 200 ¥ 200 ¥ 200 ¥
507 BM secs
M
28
March 28 March
0 #m laacp Finished 2024 2024514 600 W 200 X 000 ¥ 200 ¥ 200 X O
513 M
PM
‘ Overall ‘ ‘ ‘ | 7.00 (2) 100(2) |1.00 (2) | 200 2) {200 23 [ 1.00 2)
average
Regrade selected attempts  Delete selected attem)

Overall number of students achieving grade ranges

W Faticpants
0
04
| | |
0
oF W & n 87 AT AT oF oF oF F &

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

Q1 Q2 Q3 Q4 Q5
Grade/10.00 /2.00 /2.00 /2.00 /2.00 /2.00

8.00 X 000 ¢ 200 200 « 200 « 200

6.00 v 200 X 000 « 200 + 200 X 000
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8.1.5 Best practices for using quizzes with relatively heavy scoring

(1) Set the number of student quiz attempts at least two and with limited
accessibility time to the test.
(e.g., set the start and end of the quiz period to no more than one hour and
the exam time to 60 minutes, with 30-45 minutes required for the questions.)
The environment of the test administrator is different when using a web
browser, and the expectation that the test will be completed successfully is
not very high.
This is also to eliminate the time it takes to hand a guestion to someone else
to solve.(which goes against server load reduction.)

(2) For multiple choice and fill-in-the-blank quizzes, the review option is set to
not show the correct answers and grades after the exam. (See the figure
below).

(3) Students may take the test several times, and the highest score will be taken.

(4) Instruct students to save their answers to a notepad on their computers at
the same time.

(5) If there are multiple questions, the page is divided into multiple pages so that
written content is not lost. At the time of a page transition, the answers at
that point are temporarily stored on the Moodle server.

(6) If you require students to write longer texts, avoid using quizzes and use
normal assignment submission + plagiarism check (file submission).
Even for normal assignment submissions, shortening the time between the
presentation of the assignment and the due date helps the student
concentrate on solving it and reduces the chance of receiving advice from
others.
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~ Timing
Open the quiz 2] Enable 29
Close the quiz Enable ' 29
Time limit Q 60
When time expires @
v Grade

Gradle category 7]

Gradle to pass 2] 100

o

Attempts allowed 1

% March * 2024 % | 13+ 00 ¢ B

b March * 2024 = | 4= 00 = E

minutes + | B Enable

Open attempts are submitted automatically

Uncategorised #

“»

sample setting(1/2)
v Question behaviour
Shuffle within (7] Yes ¥
questions
How questions (] Deferred feedback s
behave

Show more
v Review options @

During the attempt
The attempt @
Whether correct @
Marks @

Specific feedback @
General feedback @
Right answer @
Overall feedback @

Later, while the quiz is still open
The attempt
(J Whether correct
Marks
O Specific feedback
() General feedback
(J Right answer
[C] Overall feedback

Immediately after the attempt
The attempt
Whether correct
Marks
] Specific feedback
] General feedback
J Right answer
[ Overall feedback

After the quiz is closed
O The attempt
Whether correct
] Marks
Specific feedback
General feedback
Right answer
) Overall feedback

sample setting(2/2)
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8.2 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”

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

set a “Glossary”.

(3) Click “Glossary” from activities list.

Database

w0

Glossary

v 0

KMS Player
v 0

External tool

w e

H5P
v 0

Lesson
v 0

Feedback File

w O w @
®
IMS content
HotPot package
% 0 w0
Page Questionnaire
% 0 w0

Click “Glossary”

112

Folder
w o

Interactive
Content

w0

Quiz
w0

SCORM package
v 0



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

D Adding a new Glossary to TOPIC2e

“Adding a new glossary” page

(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 : For each Moodle course, you can have a main glossary.
You can export entries from any secondary glossary to the main one of the
courses.

Glossary type Q Secondary glossary ¥

Main glossary

,
> Entries
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(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 Formats: The glossary has seven display formats

v Appearance

Display format (2] Simple, dictionary style s
Continuous without author
Approval display @ Encyclopedia at &
format Entry list
FAQ
Full with author
Entries shown per page Full without author
Simple, dictionary style

Show alphabet links @ Yes %

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 | Author is not shown, attachments

style (x default) 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
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Encyclopedia Style is “Full with Author”; attached
images (pictures) are shown inline

Continuous Entry shown continuously without no
without Author information on Author

® Approval display format

v Appearance

Display format (7] Simple, dictionary style $
Approval display @ Default to same as display format &
format Default to same as display format
Continuous without author
Entries shown per page Encyclopedia
Entry list
FAQ
Show alphabet links @ Full with author
Full without author
= Simple, dictionary style
Show 'ALL' link (2] Tes ;': iy

Entries that are approved may be shown in display format with different
layout to that specified by “Display format”. By using this teachers can
easily see which entries were made before his/her approval.

@® Entries shown per page
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
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
® Ratings
-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

® Common module settings
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-Availability: Set hide/show
-ID Number: You can set an ID number to identify the activity for
grade calculation.

(9) Set options as required, click on “Save and return to course” button; new
glossary link is created within the section.

v TOPICZ #
GLOSSARY
NEW Glossary &
4 | Add an activity or resource

(10) Click to show the new glossary link.
NEW Glossary

Add entry Import entries v

Browse by alphabet # Search Q, | @ search full text

Browse the glossary using this index

Special |[A|B|C|D|E|F|G|H[I|J|K|LIM|N]O|P|Q|R|S|T|U|V|W]|X]|Y]|Z]|ALL

No entries found in this section
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(11) Click “Add entry” and add an entry.

NEW Glossary
Add entry
v General
Concept (1] ‘
Definition o Paragraph v |3
Path: p
Keyword(s) 2]
Attachment (2]
O
8 Files
v Auto-linking

Collapse all

S0 )

Maximum file size: 20 MB, maximum number of files: 99
\ HE®

®

You can drag and drop files here to add them.

() This entry should be automatically linked @
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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

Add entry Import entries v

Browse by alphabet # Search Q | @ search full text

Browse the glossary using this index

al |[A|BICIDIEIFIGIH[IJIKILIMINIOIP[QIRISITIUIVIW[X]Y]Z|ALL
F
file
Files can be placed on the course screen by dragging and dropping.
% O %
T
Turnitin
Turnitin can highlight plagiarism and display similarity as %. This tool is also useful as feedback tool for students.
% o @
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8.3 Questionnaire

The ” Questionnaire” activity module allows you to add various forms of
questionnaires to your course page and administer them in real time during the
class. The results of the survey can also be easily viewed in aggregate, as the
number of votes and averages are listed

8.3.1 Adding a Questionnaire

Now this is how you can add a “Questionnaire”

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

E @ -0 = @
H5P

IMS content Interactive

Glossary HotPot package Content Journal
w 0 P ] w0 w0 w0 w0
E E
KMS Player Lesson Page Questionnaire Quiz SCORM package
v 0 0 b i ] w0 w0 v 0
m
Text and media
Survey area URL Wiki Workshop
w0 w0 w 0 w @ w o

“Crick “Questionaire”

119



(3) “Adding a new Questionnaire to (section name)” screen will open.
£ Adding a new Questionnaire to TOPICZe

v General

Name o

Description Paragraph  ~

Path: p

Display description on course page @

> Availability

*» Response options

> Content options @

> Common module settings

» Restrict access

Send content change notification @

.

@ Required

(4) 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.

(5) Select options for “Availably” settings.
® Allow response from:
To specify the date and time to start accepting survey responses, check the
"Enable” checkbox and specify the date and time.
® Allow response until:
If you wish to specify the date and time when the survey will stop accepting
responses, check the "Enable” checkbox and specify the date and time.

(6) Select options for "Response” settings.
® Type: you can choose the number of times a student can respond.
You can choose to answer as many times as you want (unlimited), once only,
daily, weekly, or monthly.
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® Respondent Type: If "anonymous” is selected, the respondent can be hidden
from the results. The default is "full name”.

® Students can view ALL responses: You can control when students can view the
results of submitted surveys. You can set this to "Not Allowed” to hide the
results from students. The default is "after the questionnaire has been
completed”.

® Save/Resume responses: If set to "Yes”, students can temporarily save their
responses before submitting the questionnaire results.

® Allow branching questions: If set to "Yes”, respondents can be diverted to

different pages depending on their choice of answer to the "Yes/No”, "drop-
down box”, or "radio button” question.

(7) Select options for the "Common module settings” settings.

® Availably: Allows you to hide voting.

® ID number: Allows you to set an identification to refer to in the grading table
formulas.

® 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.

After completing the settings, click "Save and display”. A page similar to the one
below will appear.

New Questionnaire

This questionnaire does not contain any questions.

Add questions

Click "Add Question” to go to the Edit Questionnaire page. You can add
questions, specify page break positions, etc.
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New Questionnaire

Advanced settings Questions Feedback Non-respondents

Collapse all

v Add questions @

(@i T F: IR Add selected question type

v Manage questions @

8.3.2 Adding questions to Questionnaire

(1) Select a question type from the pull-down menu on the Edit Questionnaire page
and click "Add selected question type”.

New Questionnaire

Advanced settings Questions Feedback Non-respondents

Collapse all

v Add questions @

(@14 Q: N  Add selected question type

Check Boxes

Date
v Manage ques! bropdown Box
Essay Box
Label
Numeric N .
= NEW Glossary Radio Buttons = Quiz #1 =
Rate (scale 1..5)
Slider
Text Box
Yes/No

(2) You will be redirected to the Edit Question page.
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(The edit screen varies depending on the question type.)

v Adding Yes/No question @

Question Name @ |

Response is @ OYes @No
required
Question Text (1] B Parageph v B ] = = EH O

Path: p

(3) When you are finished editing, click "Save Changes” to go to the Edit
Questionnaire page.

(4) Under "Manage Questions,” you will see the questions you have added to your
questionnaire.

Advanced settings Questions Feedback Preview Non-respondents

Collapse all

v Add questions @

‘ Radio Buttons Ll Add selected question type

v Manage questions @

position 1 %% X ® [Yes/No] (agree/disagree)

1 Do you agree with this opinion?
(Yes=agree, No=disagree)

i po;itio.n.z zux fSIid.er.] (Lé.ve\.ofunaerstaumdi;g) h

2 How well did you understand today's lesson?

i po;itio.n.s % #X. [C.héck.éoxés.] (T(;plc .Sélec'aon). i
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(5) You can preview your questionnaire from the "Preview” tab at the top of the
screen or from the Manage Questionnaire menu on the left side of the screen.

Administration

New Questionnaire

v Questionnaire administration
) Advanced settings ~ Questions  Feedback | Preview | Non-respondents
2 ettings

Previewing Questionnaire
New Questionnaire 8 Print Blank

1 Do you agree with this opinion?

@ Non (Yes=agree, No=disagree)

& Lo

> O Yes O No ® No answer
@ Permi

H Il di ‘s lesson?
¥ Fhiae 2 ow well did you understand today's lesson
s Logs
1 Restore 1 1o
5
> Course administration
3 Choses a topic of your interest.

O Nature & Science
Navigation

O Human & Culture

® Yes/No:Answer with Yes or No.

Do you agree with this opinion?
(Yes=agree, No=disagree)

O Yes O No @ No answer

@ Slider: Drag the slide from the specified numerical value range to answer the
numerical value.

How well did you understand today's lesson?

® Checkboxes: Answer with checkbox choices that allow multiple responses.

Choses a topic of your interest.

L) Nature / Science

(J Human / Culture

O Politics / Economics

O International / Domestic Affairs
O Industry / Technology

O Health / Medicine

(J Sports / Entertainment
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@® Textbox: Thisis a text input response format. You can set the width of the input
box and the maximum number of characters to be entered in the text.

Choses a topic of your interest.

® Drop-down box: This is a question method in which you select a choice from a
drop-down list.

Write a topic of your interest.

Choose... $
[ Choose.. |

Nature / Science

Human / Culture

Politics / Economics
International / Domestic Affairs
Industry / Technology

Health / Medicine

Sports / Entertainment

® Radio button: select one of the radio button choices.
HEDHD FEW IR —DRIRLTLES,

OB#A-#2 O AM-xb OKE-#F O @EE- BNz O EE - &
OfgE-BER O R—v. = @ kEE

@ Label : Descriptions, images, etc. can be added as labels. (Not in a format that
allows responses)

6 Choose a topic of your interest.

O Nature / Science O Human / Culture O Politics / Economics
O International / Domestic Affairs O Industry / Technology O Health / Medicine

© Sports / Entertainment @ No answer

Read the questions carefully and answer them.

Subsequent questions are optional answers.

7 Enter a number.

Da not use thousands separators.
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® Numeric: You can add a question with a numerical answer format. You can also
set the number of digits for the numerical value.

Enter a number.

Do not use thousands separators.

® Date: This is a format question that asks the user to enter "year/month/day”.
Select your preferred date for the presentation.

Enter the date using the date picker below.

EH=ee no

20208(SHEF) 38 A,

B B ® x X®x & L
25 26 27 28 29 1 2
3 4 5 6 7 8 9

10 11 12 13 14 15 16

17 18 19 20 21 22 23

24 25 26 27 ZEESO

® Rate: You can specify the format in which a number is assigned to the
measurement object.

Choose frequency of Electronic Device Usage from 1 to 4.

(1:almost never use/not in possession ~ 4:Use very often)

1 2 3 4
Laptops ® O @) O e}
Desktops ® O O & O
Smartphone ® O O O O
Tablets @® O ®) (@ O

® Essay box: descriptive (multiple line) question.

Write your impressions of today's class.

Paragraph ~ B = i= P

Path: p
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8.3.3 Confirmation of questionnaire results

(1) Clicking on "View all responses” will take you to the "Summary” page of the
questionnaire results.

nced settings  Questions dback  Preview  Viewyour response(s) | View all responses | Non-respondents
Summary List of responses
View Default order  Ascen Descending order  Delete ALL Responses  Download

Visible groups: All participants |l & View all responses. All participants. View Default order@ Responses: 2

New Questionnaire

1 Do you agree with this opinion?
(Yes-agree, No=disagres)
Response Average Total
Yes — 50% 1
No — 50% 1
Total responses 1o question — 100% 202

2 How well did you understand today's lesson?
Respondent Response
1 3
1 7
Total of numbers entered 10
Average 5
Total responses to question 22

3 Choses a tapic of your interest.
Response Average Total
Nature / Science —— 1 00% 2
Human / Culture o— 50% 1
Politics / Economics — 0% 1
Health / Medicine — 50% 1
Total responses to question — 100% 22

Click on ” List of responses” and then click on the student’s name to see individual

responses.
anced setting: Question: Eeedbay vie ur re: = View all responses Non-re !
Summary L Delete this Response
1/2| Next > | Last Respondent >>
<<< List of responses | & Print this Response
S Respon ¥ 1A SRR AT W S people not in a group) Submitted on: Friday, 29 March 2024, 4:15 PM
New Questionnaire
1 Do you agree with this opinion?
(Yes=agree, No=disagree)
Yes Nc
2 How well did you understand today's lesson?
1 10
5
3 Choses a topic of your interest.
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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.

8.4.1 Add the choice
“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”.

| Search |
All Activities Resources
B B
AMS Player  Assignment  Attendance Book Chat Choice
b ] r @ it @ T e w0 e i |
Database  External tool ~ Feedback File Folder Forum
w o i ] b ] p i | w9 w0

B QB = @

IMS content  Interactive

Glossary H5P HotPot package Content Journal

LA ] A ] b | e | w8 T8

a8 B
Questionnai SCORM

KMS Player Lessan Page re Quiz package

i 0 0 v 9 e | w0 T 0

B

Text and
Survey media area URL Wiki Workshop
P w0 ) e e

Crick “Choice”
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(2) “Adding a new choice (to section name)” screen will open.

+ Adding a new Choice to Topic Te

Expand all

v General

Choice name L]

Description Pargrach v

ifi
F
&

Path p

O Display description on course page @

Display mode for the options Display horizontally #

> Options

> Availability

> Results

> Common module settings

> Restrict access

Send content change notification @

Y o

0 Required

(3) Select options for “General” settings.
@ Choice name (xrequired)
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”

(4) Select options for “Options” settings
® Allow choice to be updated (Default : No)
® Allow more than one choice to be selected (Default : No)
@ Limit the number of responses allowed (Default : No)
You can limit the number of students who can respond (No, by default)
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Set to “Yes”, you can set the maximum number of choices for each option.

® Options1to 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.

(5) Select options for “Availability” setting

® 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.

(6) Select setting options for “Results”’setting
@® 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

® 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
Set to “Yes”, users can vote several times. The default is “No”: users can vote

only once.

(7) 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.

® 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
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- If a grouping is selected, students assigned to groups within the grouping
will be able to work together.

(8) Click “Save and display”.
(9) The following screen will open.
When students make their choice, you can view the results.

Choice 1

Have you ever used Moodle to support your classes?

The results of this activity will not be published after you answer.

OYes ©No © Noopinion

Example of Choice display
“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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8.4.2 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.

Choice 1

Have you ever used Moodle to support your classes?

The results of this activity will not be published after you answer. X

OYes ©No O No opinion

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

Choice 1
Responses

Yes No No opinion
Choice options o ] [m]

Number of responses 1 1 0

Users who chose this option

Select all With selected

Download in ODS format Download in Excel format Download in text format
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8.5 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
(Instruction)

(1) Click on Activity Chooser (add an activity or resource) of the section you
wish to add the “Workshop” link to and click “Workshop”.

Glossary H5P HotPot package Content Journal

b ] w0 b ] w0 w0 woa

[ B
Questionnai SCORM

KMS Player Lesson Page e Quiz package

b ] w0 b ] w0 w0 w e

0

Text and
Survey media area URL Wiki Workshop
w0 w @ w 9 w e w0

Click “Workshop”

(2) Select options for “General” settings.

& Adding a new Workshop to Topic Te
Expand all

v General

Workshop name @ ‘

Description B omsgs - O] GZZ EIR

Patip

O Display description on course page ©

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

® 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
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page
If enabled, the description above will be displayed on the course page just
below the link to the activity or resource.

(3) Select options for “Grading” settings

v Grading settings

Grading strategy @ Accumulative grading ¢
Grade for submission @ 80 ¢ Uncategorised ¢

Submission grade to @
pass

Grade for assessment @ 20 ¢ Uncategorised ¢

Assessment grade to @
pass

Decimal places in grades 0=

“Grading Settings” option

® 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 - A level 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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(4) Select options for “Submission settings”.

v Subrnission settings

Instructions for
submission

Pah

Online text O Required

Submission types
File attachment O Required

Maximum number of 14
submission attachments

Submission ° Choose  No selection

attachment allowed
file types

Maximum submission 20 MB
attachment size

@® 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.

(5) Select options for “Assessment settings”.

v Assessment settings

Instructions for S
assessment

Path p

Use self-assessment O Students may assess their own work @

“Assessment Settings” option

® 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.
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(6) Select options for “Feedback” settings

v Feedback

Overall feedback 2} Enabled and optional *
mode

Maximum number of 0+
aoverall feedback
attachments

Conclusion o pamgrzzh v 0]

Path:p

“Example Feedback option

® Overall feedback mode
A text field appears at the bottom of the evaluation form. The evaluator can
enter there the overall rating of the submission or an additional description
of the evaluation.

® Maximum number of overall feedback attachments

@® Conclusion
Displayed to the students at the end of the activity.

(7) Select options for “Example submissions” settings.

v Example submissions

Use examples U Example submissions are provided for practice in assessing @

“

xample submissions” option

@® 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.

(8) Select options for “Availability” settings

v Availability
Open for submissions O Enable + s s s s | e
from
Submissions deadline O Enable e ® $ ¢ N
Open for assessment O Enable s : & + U]
from
Deadline for assessment O Enable N s s s s |

@® Open for submissions from
@® Submissions deadline
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® Switch to the next phase after the submissions deadline
If the submissions deadline is specified and this box is checked, the

workshop will automatically switch to the assessment phase after the
submissions deadline.

@® Open for assessment from
® Deadline for assessment

(9) Select options for “Turnitin plagiarism plugin settings” settings.
If [Enable Turnitin] option is set as “Yes”, originality report will be generated.

Please refer “7. Using Turnitin(Plagiarism check) “ for checking result window
and confirming meaning of terms.

(10) Click “Save and display”, then setup phase of workshop will appear.
Click “Edit assessment form” to create assessment form.

Workshop Te
Setup phase

Setup phase ! = ¢
) Switch to the submission phase  Switch to the assessment phase  Switch to the evaluation phase

o o}

Close workshop O

X set the workshop B
description

X provide instructions for
submission

=+ Edit assessment form -

+ Switch to the next
phase
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“Accumulative grading” page

Workshop 1
Accumulative grading

Expand all

v Aspect ]

Description G mamga w3 T

Path: p

Best possible grade /

Scale to use
Type Point

Maximum grade

[ |
Weight E'

> Aspect 2

> Aspect 3

Blanks for 2 more aspects

(11) Click submission phase and enable submission.

Workshop Te
Setup phase

Setup phase Submission phase ssessment phase Grading evaluation phase  Closed
Switch to the submission phase witch to the assessment phase  Switch to the evaluation phase Close wulkshupo
Current phase @ o o o
* setthe workshop + Provide instructions for + Calculate submissicn
description assessment grades
X provide instructions for ~ ~ Allocate submissions o
. R calculsted: 0
submission expacad: 2 o
2 submitted: 0 + Calculate assessment
+/ Edit assessment form -
to allocate: grades
+ Switch to the next expactad: 2
phase

caloulated: 0

+ Provide a conclusion of
the activity
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Submission phase
Instructions for students

(1) Submit works.

Workshop Te

Submission phase

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

=~ Submit your work

Your submission ~

You have not submitted your work yet

Instructions for teachers after students’ submission
(1) After the submission, click “Allocate submissions” and decide who evaluate
whom work

Workshop Te

Submission phase

Setup phase Submission phase Assessment phase Grading evaluation phase  Closed
Switch to the setup phase(Q Current phase @ Switch to the assessment phase  Switch to the evaluation phase  Close workshop Q)
X set the workshop ~ Provide instructions for R late submission

tion assessment

S

ide instructions for + Allocate submissions

submission EmEIEi S
~ ) submitted: 2 « ate assessment
~ Edit assessment form T
= Switch to the next
phase

Workshop submissions report ~
Submitted (2) / not submitted (0)

Fir5tnamemAECDEFGHIJKLFv’I\OPQRS’JVWXv’Z

LaStnamEmF\BCDEFGF\.KLMNOPQRSTUVW}(YZ
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[Allocation page]

Workshop 1

| Manual allocation ®

Manual allocation

Participant is reviewed by Participant Participant is reviewer of

Add reviewer -e Self-assessment disabled

. Add reviewee
Choose user... *
| Choose user... ®
. . Self-assessment disabled
Add reviewer ‘ Choose user... *

Add reviewee | Choose user...

Showing 10 items per page | Change .. #

(2) Click “Assessment phase” and enable assessment.
(You can skip this sequence by setting.)

Workshop 1e
Submission phase

Setup phase Submi:
Switch to the setup phaseQ

phase it phase Grading evaluation phase  Closed

Switch to the assessment phase  Switch to the evaluation phase Close worksho,
Current phase @ o P °O

X Set the workshop ' Provide instructions for
description assessment

* Calculate submission

X Provide instructions for ¥ Allocate submissions
submission EEETE L
submitted: 2
to allocate:0
= Switch to the next
phase

~

Workshop submissions report ~
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Assessment phase
Instruction for students

(1) Assess work which is allocated.

Workshop 1e
Assessment phase

Setup phase Submission phase Assessment phase Grading evaluation phase  Closed

Current phase @

~ Submit your work ¥ Assess peers
tomal: 1
pending: 1

Your submission »

Assigned submissions to assess ~
My opinion

submitted on Friday, 22 March 2024, 10:50 AM
No grade yet

Assess

Workshop 1
Assessed submission

My opinion
submitted on Friday, 22 March 2024, 10:50 AM

| am against the existing system. Because ~~

-
(L]

Assessment form ~
Overall feedback

Feedback for the author B e <[ BT

Peth p

Save and continue editing Cancel

Assessment screen
Workshop grades report ~
Firstname* + /Surname~  Submission® « /Llastmodified* « Grades received Grades given
5 Work1 e WM 1 Bkica -G GEE T T
N - oy modified on Friday, 20 May 2022, 12:39 M
cEE Em s Work2 e W Owm EsEi - IS Do &o
= g modified on Friday, 20 May 2022, 12:40 PM
Showing 10 items per page | Change .. &

The assessment screen will be shown for teachers as below.
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For teachers
*Teachers can assess those submissions by clicking the link.

Grading evaluation page
Instructions for teachers.

(1) Click “Grading evaluation phase” and exit “Assessment phase”.
(You can skip this sequence by setting.)

Workshop Te
Assessment phase

Setup phase Submission phase

Assessment phase Grading evaluation phase | Closed
Switch to the setup phaseQ Switch to the submission phase

Curreat phase @ Switch to the evaluation phase | Close workshapQ

X p

instructions for + Switch to the next + Calcul
ssment phase

submission

bmissions

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

v Grading evaluation settings

Comparison of assessments 2] | fair ¢
lculate grades

Workshop grades report ~

FirStnamemAE(DEFGHIJKLNROPQRS’UVWX(

Last name m A B

Firstname* . /last Submission® . /lLast -
o Grades received
name + modified *

la}
=]
m
[}
.

KL M N O P QR ST UV W XY Z

Grade for submission (of

B e Grades given

2T EEE sato, Teipic 1 48 () @ 5< 2V HEE {EE Tateoka, Yuto 50 () @ 5> $BV $8E {HED Tateoka, Vi
modified on Friday, 22 March -

Tsubasa 2024, 10:53 AM

v $EE/EE Teteoks, My OPINion 59 () @ 5< f5T f# B Sato, Tsubasa 48(-) @ 5> T fEBRE  Sato, Toubas:
modified on Friday, 22 March -

Yuto 2024, 10:50 AM

(3) Click “Closed” and exit workshop.

Waorkshop Te

Grading evaluation phase

Setup phase Submission phase Assessment phase Grading evaluation | €=
Switch to the sstup phaseQ Switch to the submission phassQ)  Switch to the assessment phaseQ) Close workshopO
phase

()

+ Calculate submission grades
expacted: 2
calculatec: 0

+ Calculate assessment grades
expecied: 2

calculatad: 0

X provide a conclusion of the
activity
¥ Switch to the next phase
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After closing, grade will be shown on the student screen.

Workshop 1e
Closed

Setup phase Submission phase Assessment phase Grading evaluation phase | C|gsed
Current phase @

Submit your work
Your grades ~
Grade for submission Grade for assessment
58.67 / 80.00 20.00 / 20.00

143




8.6 Feedback

“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.

8.6.1 Add a feedback
“Feedback” is added 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”.

| Search ‘

Al

Activities Resources

a
o]

0 0 8 A

AMS Player  Assignment  Attendance Book Chat Choice
b g i ] v e R ] e i } w9 pea i |
Database  External tool | Feedback File Folder Forum
b g i ] v e R ] e i } w9 pea i |

B E - B8 = @

IMS content  Interactive
Glossary H5P HotPot package Content Journal
T @ v e T 0 pe i } R T 0

Click “Feedback”
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(3) “Adding a new Feedback (to section name)” screen is open.

» Adding a new Feedback to Topic Te
Expand all

v General

Name 0 ‘

Description 5 || Paragrph v || B | ] = | B

Pathip

[ Display description on course page @

> Availability

> Question and submission settings
> After submission

> Common module settings

> Restrict access

Send content change notification @

o

© Required

(4) Select options for “General” settings
® Name (xrequired) : Enter title of link to “Feedback” on the course page.
® Description : Enter the description and instructions of the feedback activity.
® Display description on the course page.

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

(5) 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.
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(6) 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 setto ‘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.

(7) 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 answe

v Question and submission settings

Record user names Anonymous ¢
Allow multiple submissions 2} No #
Enable notification of submissions @ No #
Auto number questions 2} No #

v After submission

Shaow analysis page No #

Completion message Pagrah

Path p

Link to next activity 7]
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After completing the settings, click "Save and display”.

You will then see the following page, and click "Edit Question” to go to the "Edit
Question” page. This page allows you to add survey questions, specify page
break positions, etc.

Feedback 1

Edit questions Preview questions

Overview

Submitted answers: 0
Questions: 0

(8) Question types are as follows :

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

Back ‘ Add question ¢ ‘ ‘ Choose... M | Export questions

Captcha@ Edit ~

Save as new template

® Label:Show caption or text

v Label
Contents B pgaph ~ B | [ || ]i2 ~iic]
Please answer the following questions.
Path: p
Position ‘ 1¢ |

® Multiple choice:Users select an answer from multiple choices

v Multiple choice

O Required
Question ‘ Which topics interested you the most?
Label ‘ |
Multiple choice type ‘ Multiple choice - single answer N
Adjustment ‘ Vertical ¢
Hide the "Not selected” ‘ No #
option —
Omit empty submits in ‘ No &
analysis
Multiple choice values No.1
No.2
No.3
No4
%
Use one line for each answer!
Position ‘ 2 ¢ |



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

v Multiple choice (rated)
O Required
Question ‘ How satisfied are you with this class?
Label ‘ ‘
Multiple choice type ‘ Multiple choice - single answer s
Adjustment ‘ Vertical ¢
Hide the "Not selected” ‘ No ¢
option }
Omit empty submits in ‘ No ¢
analysis B
Multiple choice values 1/Very satisfied =
2/Satisfied
3/Neither
4/Somewhat dissatisfied
5/Dissatisfied e
Z
Use one line for each answer!
Position ‘ 3

® Information:Get the system information automatically such as the course
name and the response date/time at the time of answer.

v Information

Question |

Label | |
Information type | Course # |
Position | 4 =

® Add a page break:Page break is added.
O No.3

O No.4

4

Edit ~
4

How satisfied are you with this class? Edit ~
@® Not selected
O (1)Very satisfied
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® Numeric answer:Users answer numbers. You can set the range of numbers.

~ Numeric answer

O Required
Question ‘ How many hours a day do you study English?
Label ‘ ‘
Range from ‘ 0 ‘
Range to ‘ 24 ‘
Position ‘Z

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

v Short text answer

U Required
Question | What is your favorite season?
Label | |
Textfield width | 30 ¢
Maximum characters | 255 |
accepted -
Position | :

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

v Longer text answer

O Required
Question ‘ Please feel free to enter your thoughts about this class.
Label ‘
Width ‘E
Number of lines ‘ 5 ®
Position ‘L

When

Save changes

Cancel

you finish to add questions, click “Back”.
Back ‘ Add question * ‘ ‘ Choose... *
Edit ~

Please answer the following questions.
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8.6.2 Answer to Feedback and check results

(1) Click on "Analysis” under Administration > Feedback Administration to see
the results of all responses in aggregate.

~ Feedback
administration
& Settings
& Locally assigned
roles
[# Permissions
& Check permissions

| Templates

B Analysis

B Responses

Analysis

Export to Excel

Submitted answers: 1
Questions: 5

Which topics interested you the most?

T Filters B Responses
Itw Logs

1 Restore

> Questions

(2) Click on "Responses” to see the contents of each response.

Administration + & «
Feedback 1
~ Feedback
administration Show res ponses
# Settings .
. Anonymous entries (1)
& Locally assigned
roles Download table data as ‘ Comma separated values (csv) ¢ | Download
[# Permissions
& Check permissions Response How many What is your
Y Filters number Which topics How satisfied hoursadaydo  favorite Pleas
| Logs - interested you... are you with ... you... season? ente
[® Backup - - - - - -
1 Restore
. Response No.1 Satisfied 2 summer I wou
> Questions
number: 1 slowe
8 Templates
8 Analysis
— Forum 1 Jump to... hd
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8.7 Forum

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

Forum 1
Activitly No.1

‘ Display replies in nested form

‘ Move this discussionto ... # | Move Settings ~
Activitiy No.1

by FLJL 05 MoodleE#EREFT Z A 05, Chieru - Thursday, 21 March 2024, 3:16 PM
Please discribe your epinion!!

Permalink ~ Edit  Delete  Reply

Re: Activitiy No.1
by FTIL 0 5 MoodleHIEHIET A A 05, Chieru - Thursday, 21 March 2024, 3:20 PM

| agree with this topic, because ~~~~~~~~~ .

Permalink  Show parent  Edit  Split  Delete  Reply

Re: Activitiy No.1
by £E[ /620 Tateoka, Yuto - Thursday, 21 March 2024, 3:24 PM

| disagree with that idea. Because ~~

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”.

Search ‘
All Activities Resources
B B8
AMS Player  Assignment  Attendance Book Chat Choice
w0 w @ R g i ] w 0 w 0 w0
Database  External tool  Feedback File Folder Forum
w0 vt @ R i ] o @ w 0 Fe i ]

B B - 8B = @

IMS content  Interactive
Glossary H5P HotPot package Content Journal
b ] i @ R : ] pA i ] W b ]

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

e Adding a new Forum to Topic Te
Expand all

v General

Forum name o ‘

Description s =@ e

Pabip

O Display description on course page @

Forum type ° ‘Standa\dfc\umfc\ general use

v

Availability

v

Attachments and word count

v

Subscription and tracking

v

Discussion locking

v

Post threshold for blocking

v

Whole forum grading

v

Ratings

v

Common module settings

v

Restrict access

v

Turnitin plagiarism plugin settings

O Send content change notification @

.

© Required

(4) 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.
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-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.

- Standard forum for general use
Participants can post many topics. Titles of each topic are displayed in the
topic list.

(5) Select options for “Availability”

@® Due date: Set the due date date. Posting will still be allowed after this date,
so if you want to prevent posting after a specific date, set the forum cut-
off date.

@® Cut-off date : If you set it, after this date the forum will not accept
submissions.

(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) TSelect 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.
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Click “Save and display”. The following screen will open.
By clicking “Edit questions”, participants can create topic.

Forum 1

o ‘ Search forums Q ‘ Add discussion topic Subscribe to forum

There are no discussion topics yet in this forum

~ DAL ER— [ mpto..

*

Forum 1

e ‘ Search forums Q ‘ Add discussion topic Subscribe to forum

Subject o ‘ActivhinoJ

Message 0 |B meoem v| B|J|iZE CRp )=

Please discribe your opinion!!

Path p

[LAGREUT N Cancel  Advanced

© Required

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

(8) To add a new topic, click “Add a discussion topic”, write a topic then click
“Post to forum”

list. You

Your post was successfully added. X

You have 5 mins to edit it if you want to make any changes.

Forum 1

° ‘ Search forums | Q ‘ Add discussion topic Subscribe to forum

Discussion Started by Last post | Replies

Activitiy No.1

(9) To reply to a topic, click the topic which you want to reply.

Discussion Started by Last post | Replies
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(10) Click “Reply”, then post your opinion.

Forum 1
Activitiy No.1

‘ Display replies in nested form s | | Move this discussion to ... ¢ | Move

Activitiy No.1
by FTIL 0 5 MoodleHE#IE5 2 A 05, Chieru - Thursday, 21 March 2024, 3:16 PM

Please discribe your opinion!!

Permalink  Edit  Delete | Repl

*Replies may be made to parent articles and to articles submitted by other
participants.
Forum 1
Activitiy No.1

‘ Display replies in nested form

‘ Move this discussionto ... Move
Activitiy No.1

by FTIL 0 5 Moodle#SH#ET A A 05, Chieru - Thursday, 21 March 2024, 3:16 PM

Please discribe your opinion!!

Permalink  Edit  Delete

Re: Activitiy No.1
by F¥ILJL 0 5 Moodle¥IEHIRT A A 05, Chieru - Thursday, 21 March 2024, 3:20 PM

| agree with this topic, because ~~~=~~~~~~ .

Permalink ~ Show parent  Edit  Split  Delete JRepl
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8.8 KMS

KMS is a system for uploading videos to Moodle for viewing by students. You
can upload videos larger than the Moodle file size limit (20 MB).

Students can view the videos on demand and keep a record of their viewing.
For more information about KMS, please check the 7 .KMS ZFL1V—EUksHEEE-H
Sig{FRw.odf ” available on the Moodle top page. (Only Japanese)

8.8.1 Best Practices for KMS to set a grade for video viewing

Recommended setting: "Graded total playback ratio ” and set the viewing

percentage to about 80-90%

The above settings will enable students to browse repeatedly.

-In the case of "Graded by total playback ratio” when students finish watching
0-50 minutes the first time and 60-100 the second time out of a 100-minute
video, they have viewed 90% of the video in total.

However, as a precaution, if this setting is used, when students repeat a viewing
multiple times, there is a timing when it appears to students that their past
viewing history has been "lost”. Although the viewing history is not actually
disappearing, we are discussing this with our developer because this behavior
seems unsettling to students.

-If you choose "Graded with best grade in all attempts” for "Final grading,”
please keep the "Playback range(%)” as low as possible. For example, if the
percentage of the playback range is set at 80%, the student must watch 80%
at a time to receive a grade.

This can be quite overwhelming depending on the length of the video. Once the
program is finished due to poor networking conditions or the need for
interruption, it will be reviewed from the beginning.

When this setting is selected, it does not appear to students that their past

viewing history has been "lost”.
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9. Grading

9.1 Moodle’s grading function

The grades assigned to student submissions in the assignment function are
reflected in the "Gradebook” in Moodle, and the grades can be viewed in the
student list for each assignment. You can also enter and correct grades on the
gradebook. (Note that the grades entered from the gradebook are not reflected
in the assignment.)

Moodle’s grading functions may not all work well together and reflect the
results. Therefore, it is not always efficient to grade assignments using only the
Moodle functions.

It may be possible to produce the data as desired by only grading the
assignments on Moodle and downloading the grades using the following method
and processing them in an Excel spreadsheet.

9.2 Checking the grading results

9.2.1 How to check all grades at once

(1) From the "Navigation” menu on the left side of the screen, click on the name
of the course for which you want to download grades > "Grades”.

(2) The "Grader report” will appear, which you can check here.
*The vertical line is the student and the horizontal line is the content of the
evaluation.

9.2.2 How to check the grade for each student

(1) From the "Navigation” menu on the left side of the screen, click on the name
of the course for which you want to download grades > "Grades”.

(2) Open the pull-down and select "Overview report”.

(3) Open the pull-down to the right of "Select a user” and choose the name of
the student you want to check.

(4) You can check the current grade assigned to the student.

9.2.3 How to check the grade for each assignment

(1) From the "Navigation” menu on the left side of the screen, click on the name
of the course for which you want to download grades > "Grades”.
(2) You can check the submission status and grade of the assignment.
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9.3 Download the grader’s report

9.3.1 Download the grader’s report

If you have graded assignments, you can download a list of grades for each
assignment and student in the course.

(1) Click on Navigation > My Courses "Grades”.

Navigation

~ Home
@ Dashboard
> Site pages
~ My courses
> 2023:F8B=
> test course0512
~ Test course : 2024

» Participants

0 Badges

» (Reneral

(2) The "Grader report” appears listing the student’s grade for each assignment.

[}
-
E
B
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(3) Click "Export” from the pull-down menu in the upper left corner of the screen.

rader report

View

Grade history

Overview report
Single view

Grade summary

User report

Setup 20247 : SRERIEA -
Gradebook setup / -y DES1s ¢ QA
Course grade settings m # 01037948 tsubasa_sato@sophia.acjp

Preferences: Grader report

% # 01043905 yuto_tateoka@sophia.acjp
More Overall average
Scales

Grade letters

Import

I Export I

(4) Select "Excel Spreadsheet” from the pull-down menu, then select the
grades you wish to download under "Grades to include in export” and click
the "Download” button.

-The list of grades can be viewed in an Excel spreadsheet and edited
accordingly in Excel.

Export to Excel spreadsheet

v Grade items to be included
Bl

ASATEA
DAL EA—F
Course total

Select all/none

> Export format options
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9.3.2 Using the offline grading sheet

For each assignment, you can check whether the students have submitted it or
not, and download the contents of the Online Text.

BMCheck if the assignments have been submitted
(1) Enable the offline grading worksheet.

v Feedback types

Feedback types Feedback comments@ O Annotate PDF@ O Feedback files@ O Offline grading worksheet®

Comment inline [~} ‘ No # |

Open assignment settings, select the Feedback types > Offline grading
worksheet checkbox and press "Save & display”.

(2) Download the offline grading worksheet.
Click on the "View all submissions” button for the assignment.
Select "Download grading worksheet” from the Grading action pull-down
menu, name and save the csv file.
Online Text

Back

Submissions

Grading action | Choose...

Download grading worksheet
Upload gradmg worksneet K| L
View gradebook

Lastﬁamema B/C|D|E|F|G|H

(3) Open the above csv file and check the status row.
[ Submitted: Submitted for grading Not submitted: No submission ]

First name
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HWDownload the content of the Online Text
(1) Enable the offline grading worksheet.

Open assignment settings, select the Feedback types > Offline grading
worksheet checkbox and press "Save & display”

(2) Download the Offline grading worksheet.

Click the "View all submissions” button on the assignment.
Select "Download grading worksheet” from the Grading action pull-down

menu, name and save the csv file.

Online Text

Back

Submissions

Choose...

Grading action

Download grading worksheet

First name UPTOad grading WOTESTIECT

View gradebook
B D E|F

-
=

Last name A G|H|I

(3) Open the above csv file and you will see the students’ submitted contents

in the "Online text” row.

© D E F G H | J K
ID numbe Email add Status ~ Grade Maximu Grade canLast mojii Online text | ast modi
T Al gyausai o No submission 100 Yes -
<p>The Assignment Online Text
bles students to write thei
L7948 fzubaw sSubmitted for grading 100 Yes Tuesday, enables students fowrite therr Tuesday, !

text direct on the browser; they

do not need to create document
<div class="informationDetail">

<div class="post">

<p>3/8 10:00 Moodle test.
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9.4 Settings for showing/not showing gradebooks and
grades to students
9.4.1 When showing the gradebook and grades to students

By default, when a quiz or assignment is graded, the score is displayed to the
student.

(1) Administration > Settings > Appearance > Set "Show gradebook to students”
to Yes.
- Students can see their "Grades” from the course
(2) From the “Course administration” > "Gradebook setup” screen > "Edit” for
the assignment > "View”.
- Students can view their grades and feedback from the submission check
screen for each assignment.
(3) Assignment administration > Edit settings > Notifications > Check “default
setting of "Notify Students”.
- Go to Assignment administration > Edit Settings > Notifications > Check
Default setting for "Notify Students”.

The box is checked by default.
Once the grade is made and saved, the student will be notified by email. (Not
immediate).

9.4.2 When you do not want students to see the gradebook and grade

By default, when you grade a quiz or assignment, the scores are displayed to
the student. If you do not want students to see the grade results, you can hide
them from students.

However, feedback files and feedback comments will also be hidden, so you will
not be able to provide feedback.

(1) Administration > Course administration > Settings > Appearance >
Set "Show gradebook to students” to No.
- Students cannot see their "Grades” from the course.

v Appearance

Force language Do net force #
Number of announcements @ 5 %
Show gradebock to 2] No #

students

Show activity reports 7] No #

Show activity dates 7] Yes ¢



*Even with this setting, students can still see their grades from the
assignment submission check screen. To hide this, please follow the settings
described in section 2 below.

(2) From the “Course administration” > "Gradebook setup” screen > "Edit” for
the assignment > "Hide”.

- Students cannot view their grades and feedback from the submission check
screen for each assignment.

Gradebook setup - Add grade item Add category
~ Grade administration
- .
- Gradebook setup
-
G Name Weightsg Max grade Actions
I Use t
~ Setup W 2024 : EEEGTH

% Gradebook setup
de

A 47610 100.00 Edit

gs
I @ Online Text o 47613 10000

® Hide

I

> Import

*View/Hide can also be set for each assignment.

*Quiz grades cannot be hidden from the Gradebook setup. Please set up
separately from the quiz’s "Edit settings” > "Review options”.

*Grades for each forum post cannot be hidden. The students themselves
can see how many points were added to any given post.

(3) Assignment administration > Edit settings > Notifications > Set “default
setting for Notify Students” to No.

v Notifications

Notify graders about %) No #
submissions

Notify graders about late @ No #
submissions

i

Default for ‘Notify student’ @ No
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- On the screen where the teacher gives feedback on the assignment, the
"Notify students” checkbox is unchecked by default. If this is checked, the
students will receive an email notification when a grade is made and saved.

S T T ‘

v‘»

30137

Submission

Submitted for grading

Graded

Student can edit this submission

W BB A— ~docx 17 March 2022, 5:17 PM

Grade

Grade out of 100

rade in gradebook

aaaaaaa w vl B|7]|=]is iG]

e O
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10. Useful ways for courses

10.1 Sending message 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.

¥v

@ Dashboard

> Site pages
~ My courses
SEHEFm.A
> 20235FE= ® QuiZz .
> test course0512 TJAILERD—F &
. ;2024

> Participants

U Badges Add an activity or resource

MR (Grado

(3) Select all students by using the check boxes at the top of the list of
participants, then select "Send a message” from the pull-down menu at the
bottom of the page.

7 ast name o Last access 1o
~ /First name number  Email address Roles Groups  course
= -~ = - - -
F¢ FI)L 05 MoodleRSFIERTZ ME . 3 e Teacher, Course creator No :
/] chieru05  chieru05@sophia.acjp 1 min 5 secs
05, Chieru s groups
{kii% 3 Sato, Tsub: S No
= N 01037948 tsubasa_sato@sophia.acjp Student # Never
groups
ZRE {6 Tateoka, Yuto . No
=Y 01043905 yuto_tateoka@sophia.acjp Student # 6 days 22 hours

groups

With selected users...

Chanca

Send a message

Download table data as

Comma separated values (.csv)

(4) The "Send a message” screen appears with the number of people selected.
Enter your message and click "Send message to X person”.

Send message to 3 people Cancel
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10.2 Use the course the following year (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.

B Course backup
(1) Settings>Course administration>click on “Backup”.

Administration E -

~ Course administration
# Settings
> Users
T Filters
> Reports
# Gradebook setup
> Badges

& Copy course
> Question bank
@ Recycle bin
(2) When the following screen is displayed, click on “Jump to final step”.

1. Initial settings = oITRE LethIgL - ¥ ~——r

Backup settings

Jude enrolied uwers

Ancryrmize wset information
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(3) Backup will start.
* Backup may take long, so wait for a while

(4) 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. =

(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 areae
Filename Time Size Download Restore

backup.mbz Tuesday, 5 April 2022, 8:26 AM 27.5KB

Manage backup files

User private backup areae

: Filename Time

backup-moodle2-course-25249-test_2022-20220520-1806-nu.mbz Friday, 20 May 2022, 6:06 PM

backup-moodle2-course-25249-test_2022-20220408-1037-nu.mbz Friday, 8 April 2022, 10:37 AM

: backup-moodle2-course-26322-2021Fm3]]-20220324-1527- Thursday, 24 March 2022, 3:27 PM

MRestore of Backup course
(1) Click on “Restore” of Backup file.

Course backup areae

Filename Time Size Download Restore
backup.mbz Tuesday, 5 April 2022, 8:26 AM 27.5KB Download Restore
Manage backup files

User private backup areae

Filename Time Size Download  Restore
M " "R R W N E o oEoE R E NN oM E N E AN E R NN E AN EE AN EE N EoEAEEoEw .
.
» backup-moodle2-course-25249-test_2022-20220520-1806-nu.mbz Friday, 20 May 2022, 6:06 PM 10.5MB
@ m momom o= oEoEoEoEoE oA oA R R R RN A AR R R A A E AR E R EEEEEEEEEoEE
backup-moodie2-course-25249-test_2022-20220408-1037-numbz Friday, 8 April 2022, 10:37 AM 10.5MB
backup-moodle2-course-26322-2021Fm3]-20220324-1527- Thursday, 24 March 2022, 3:27 PM 82.1MB
nu.mbz
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(2) Next, the screen to confirm “Backup details”, “Backup settings” and
“Course Details” is displayed. Scroll down and click on “Continue” at
the bottom of the screen.

(3) On the next screen, select a category in “Restore as a hew course”,
and click on “Continue”.

Restore as a new course

| Restore as & new course [C]
Select a category o
Name Description
(] = "H ".E gm -
| Search categories Search

(4) Restore settings” screen is displayed, then click on “Next”.

(5) Course settings screen is displayed, then click on “Next”.

(6) 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.

4

(7) While restoring, the following message is displayed, and click on “Continue”.
*Restoring may take long, so wail for a while.

1. Confirm = Z, Destination = 3. Setfings = 4. Schema = 5. Heview = b. Process = 7. Complete

The role in the backup file cannot be mapped te any of the roles that you are allowed to assign.  x

Restare role mappings

student

Ca nce'

(8) When restore is completed, the following message is displayed,
and click on “Continue”.

| None 2 |

1. Confirm = 2. Destination = 3. Settings = 4. Schema = 5. Raview = &. Process = 7. Complete

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

-]

—A restored course is displayed.

course you restored.
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BChange the name and course start date of the restored course

(1) Course administration>click on “Edit Settings”.

(2) 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 2022 Spring”, “Intro to Literature 2022 Sprint - Fall”

Edit course settings

m
ot
o

* General

0 @ | 2022 _Spring_Moodle Test copy 1

Course short [ N 7] | Test 20221 |

name
Course category [7] | == T S e =

Course visibility (7] | |

Course start date | @ | i & || Apri L || 2022 2 || [l || 00 & |:‘
Course end date (7] L L & s % | B

O Enable

(3) Enter course starting date.
(4) Click “Save and display”.

M 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”.

(1) Course administration > Users >click on "Enrolled users”.

Administration o8

‘ Enrolled users

~ Course administration - m

© Settings

Enrolled users

Match‘ Any ¢ || select s ‘

4  Add condition
& Other users

T Bulk enrolment
L 3 participants found

T Filters
> Reports F\rslﬂaWENH B CDEF GH JK/ LM N O PQRSTUVWX|Y Z
# Gradebook setup
, Badges lasfﬂamfmfsiaf:sf JK/L|M/N/O P QR S T/UV WX Y Z
1 Import
DE Last name - phonetic

/ First name - phonetic

! e /Last name o
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(2) Click on “Enroll users” button at top.

(3) 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.

HHide the previous year’s course

Backing up and leaving old courses that are no longer needed can cause
problems, such as students enrolling in the wrong course or students removing
themselves from last year’s courses, which can erase their past records.

(1) Navigate to the course category, click the "More” button, and then click
"Manage Courses.

‘ 1B AT LZE (ICT Office) / private + ‘ Search courses Q More ~

Add a new course

2024% : ﬁﬁlﬁﬁﬁfhﬂ% Ll Manage courses

&S 522024 5 =
NN E A A4 »

2023 &M (fmB) i

(2) Close the eye icon of the course you want to hide from students to hide the
course.

private
Create new course  Sort courses v Per page: 50 ~
0
20247 : EEMIESER 6 He ¥
&R = 22024 8 e®r b
EFERR2023-1 R
20238EA (") I
EFRERR2023-2 I
EFRERR2023-3 N
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BSave the backed-up course to local file

Sophia Moodle periodically deletes courses of teachers who have not logged in
for a long period of time (about 3 years). Therefore, we recommend that part-
time teachers and others download the course to their own local files.

(1) From Administration > Course administration block, click on "Backup”.

Enrol users

Administration L3

| Enrolled users s

~ Course administration
& Settings
Enrolled users

~ Users
& Enrolled users

> Enrolment methods
& Groups

*

‘ Select

Malch| Any #

> Permissions
+  Add condition

& Other users

T .
Bulk enrolments 3 participants found

Y Filters

> Reports Firstnamem»: B/C DEF G H 1 J KLMNGOGEPOQRSTU
& Gradebook setup

> Badges LaStnamem.;SZDE G H|I KILM/ N O|P|Q R|S|T U Y

1 Import
[ Backup Last name - phonetic
/ First name - phonetic
(o
D

[ Last name

(2) Click "Jump to final step” when the following screen appears. (Default
setting)

1. Initlal settings = 2. Schema settings = 3. Confirmation and review = 4. Perform backup = 5. Complete

Backup settings
IMS Common Ear\lidge‘\ 1
x &

Include envolled users
Ancnymize user information LI ]

Include user role assignments
Include activities and resources
Include blocks
Include files
include filters

Include comments

Include badges
Include calendar events

Include user completion details

Include course logs

Include grade history
B include question bank
B include groups and groupings
8 include custom fields
8 include content bank content

8 Include legacy course files

Jump 1o final step | [#20] m
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(3) Backup will start.
*Backup may take some time, but please wait a moment.

(4) The message appears when the backup is complete. Click on “Continue”.
1. Initial settings = 2. Schema settings = 3. Confirmation and review = 4. Perform backup = 5. Complete
The backup file was successfully created. X

(5) The following screen will appear. Backup files are displayed in the "User
private backup area”.
(6) Click "Download” on the backup file you want to download.

Manage backup files

User private backup areae

Filename Time Size Restore
: b Restore
.

backup-moodle2-course-27399-F§#7 A 120224 = —-20240122-1458-numbz  Monday, 22 January 2024, 2:58 PM 275KB  Download  Restore

backup-moodle2-course-35769-2023F B (fTI8) -20240122-1447-nu.mbz Monday, 22 January 2024, 2:47 PM 6.5 KB Download  Restore

backup-moodle2-course-16650-2020Fk e £87R-20240122-1441-nu.mbz Monday, 22 January 2024, 2:41 PM 39MB  Download  Restore

backup-moodle2-course-35769-2023% B (fTI8) -20240122-1436-nu.mbz Monday, 22 January 2024, 2:36 PM 54 KB Download  Restore

backup-moodle2-course-35769-20235R B (T738) -20240111-1730-nu.mbz Thursday, 11 January 2024, 5:30 PM 49K8 Download ~ Restore

- The backed-up course file will be saved on your computer.

M Restore the course saved in local file
(1) From Administration > Course administration block, click on "Restore”.

Administration o v

~ Course administration
& Settings
» Users
Y Filters
> Reports
@ Gradebook setup
> Badges

+ Import

» Question bank

o R bin
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(2) Import the backup file to be restored from your own computer.
Browse to the file from "Choose a file” or drag and drop the file and click
"Restore”.

Import a backup file

Files o Choose a file.. Maximum size for new files: 20 MB

®

You can drag and drop files here to add them.

© Required

” »

(3) Next, a screen will appear to check "Backup details”, "Backup settings”, and
"Course details”. Scroll down and click "Continue” in the bottom of the screen.

wivaure e UsEnImY
ff Text and media area TFALBLIUAT + 7505 x
Section: 3 Included in backup (no user information)
Section: 4 Included in backup (no user information)
Section: 5 Included in backup (no user information)
Section: 6 Included in backup (no user information)
Section: 7 Included in backup (no user information)
Section: 8 Included in backup (no user information)
Section: 9 Included in backup (no user information)
Section: 10 Included in backup (no user information)

(4) On the next screen, select a category from "Restore as a new course” and
click “Continue”.

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

Restore as a new course

Restore as a new course ® I

Select a category I

Name Description

o private

| Search categol Q|
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(5) When “Restore settings” screen appears, click "Next”

(6) When “Course settings” screen appears, click “Next”.

('7) Check the next screen to see the contents to be restored. Scroll down and
click on "Perform restore” at the bottom of the screen.

- Restore will start.

(8) During the restore, click “Continue” when the following message is displayed.
1. Confirm = 2, Destination = 3, Setings = 4, Schema = 5, Review = 6. Process = 7. Complete
The role in the backup file cannot be mapped to any of the roles that you are allowed to assign. =%

Restore role mappings

Stucent

*[t may take some time to restore, but please wait a moment.

‘ None #

(9) When completed, the following message will appear and click "Continue”.

1. Confirm = 2, Destination = 3, Settings = 4, Schema = 5. Review = &, Process = 7. Complete

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

course you restored.

-The restored course will be displayed.

*When restoring from a backup file, please follow the same procedure for
“@Change the name and course start date of the restored course” and “BAdd
yourself to your course”.
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