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Advanced Guide concerning

Moodle

An electronic classroom
Moodle is the name of a program that allows the classroom to extend onto the web. This program
allows a common place for students to go for many classroom resources. Using Moodle, you can
post news items, assign and collect assignments, post electronic journals and resources, and more.
This  manual seeks to introduce vyou to the features of this program.
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1. Logging On

Have your Moodle administrator set up a class for you. Then, go to your Moodle site
http://e3-cube.g6.cz/moodle/ ), and you will see the class screen:

T 2
f l 1 English (en) ~
Calendar =
Available Courses & April 2010 5
Course 02 Sun Mon Tue Wed Thu Fri Sat
2 3
4 5 6 7 8 9 10
Course 01 1 [z ][] ][ ][ ][ 47

18 |[19 |[20][21 ][22 |[23 ][ 24
25 | 26 |27 |28 20 30

You are not logged in. (Login)

There are several ways you can log in to your account. You could just type your Username and
Password in the “Login” block, and then press the Login button. This will take you directly to one
of your classes. Or, you could click on the login hyper-link in the upper-right corner. You could also
click on your class name. Either of these actions will bring you to this login screen:

Returning to this web site?

Login here using your username and password
(Cookies must be enabled in your browsen) (3)

Username |
Password l— Login

Some courses may allow guest access

Login as a guest ]

Forgotten your username or password?

Yes, help me log in I

Tnoodle



Education and Culture DG

=3CDSE >

Fill in your “Username” and “Password,” and click on “Login.” This will take you into your class.

2. Your Class Space
If this is the first time you are entering the class, it will be mostly blank:

You are logged in as Amministratore Utente (Logout)

f English (en) ¥

ﬂ\)\) :\ :

Site Administration = Turn editing on

» Notifications Available Courses

3 Users Calendar =

O3 Courses Course 02 « April 2010 >

O Grades =

B Location Sun Mon Tue Wed Thu Fri Sat
7 |2

O Language Course 01 ][5 ][e ][7 \?l 9 [0

B Modules i1 [z |13 |[1a ][ 18 |8 |77

O Security

& 18 |10 |[20 [ 21 |22 |[23 |[ 24

Appearance 25 (2 |27 28 |2 [ %

O Front Page

O Server

O Networking

O Reports

O Miscellaneous

Search
(@ Moodle Docs for this page

Please note that all of the individual sections (called “blocks”) can be shifted around to customize
the space to your liking. For the purposes of this manual, | will refer to the blocks where they are
by default (like on the screen above). | will go into how to move the blocks around later in the

manual.

3. Administering Your Class:

3.1 Blocks

A block displays information in a small area in one of the side columns. For example, a block can display a

Calendar, the latest news, or the names of students enrolled in a course. Think of a block as a small applet.
A block appears in the left or right column on the site's Front Page or a course's Home Page. A block does
not appear when a course's resource or activity is displayed. While configuring the site, you can choose to
display, hide, and position blocks on the site's Front Page. While configuring a course, you can also show,
hide, or position blocks on the course's Home Page. The procedure is the same whether working on the

site's Front Page or a course's Home Page.
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3.2 The Main Blocks
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These blocks are available to you in a standard Moodle installation. You can also install additional blocks,

available through http://moodle.org/.

- Activities

The Activities block lists all of the types of activities available in the

course.

Administration

The full content of the Administration block appears only when
someone with administration rights logs into the course. Usually,
that's the teacher. For students, only the Grades option appears in

the Administration block.

Turn Editing Off/On

Activities =l
& Assignments

Chats

2 Chaoices

g Forums

Glossaries

Journals

Lessons

QuUiZZzes

0¥

Resources
SCORMS/AICCS
Surveys

WYiKIS

YWorkshops

of LIRS

i

BT

Tnoodle

Administration =
e xri9

& Turn editing off

Settings

B® Assign roles

e Child courses
&§ Groups

& Backup

& Restore

% Import

« Reset

u Reports

78 Questians

3 Files

When editing is turned on, you can edit the course material: add, change, remove, or rearrange material.
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You know that course editing is turned on when you see editing icons next to items on the course page.
When editing is turned off, you can see but not change the course material. If you have the Teacher role in
a course, then you can grade assignments, read chat logs, view hidden topics, post to the site News forum,
and edit the course material. If you have the Non-editing teacher role, you can do all the above except
editing the course material. That is why this link appears only for Teacher and not Non-editing teacher.

Settings
Clicking this link takes you to the Course Settings page, which we covered in the section on The Course
Settings Page. Remember, if your course settings aren't working for you, you can go back and change them.

Assign roles S

A role is a collection of permissions. Each user is Assign rales = Oeriderroles
assigned one or more roles. For example, the role
called Student permits a user to enter a course,

participate in forums in that course, upload | Roles Description Users
aSSignmentS, take qUiZZes, and Other aCtiVitieS that Administrator  administrstors can usually do anything on the site, in sl 0
the course creator added to the course. The role i
H Course creator  Course crestors can creste nesw courses and teach in 0
Student does not permit a user to grade other ol
' . s .
StUdent s QUIZZGS, Create new aCtIVItleS n the Teacher Teachers can do anything within 3 course, including 0
course, or enroll and unenroll other students. pfiangino e e and orading stucents!
HOWeVer, the rOIe Teacher doeS permit the user to I'\J'O“I—editihlg teacher I“S\itola-eriﬁing:neacherso‘tca;iea;h;jcourses and orace 0
) . wdents, but may not ater activities.

do all those things in the course.

. . . Student  Students generally have less privieges within & 0
Enrolling a student in a course is almost always the Cunre,
same thlng as assigning that user the StUdent role in the GUest Guests have minimal privileges and usually can not 0
cours. erter text amywhere.

The Assign roles page looks the same whether you
are accessing it from the site's Front Page, or from
a course, or from a single activity inside a course:

In this section, we are discussing about assigning roles to users in a course. So, if you make someone a
Teacher in your course, that person has all the permissions of a Teacher, while on the course's Home Page,
and inside all the activities and resources that you add to other course.
We are going to look at roles in more detail, in a separate section. Later, we'll discuss:

e What each role allows a user to do

* How to override permissions in a role

e How and why to create a custom role

* The effect of assigning different roles for different activities in your course
For now, we will look at how to assign a role. Moodle's built-in roles are suitable as they are, for most
situations. But understanding and customizing roles does merit further discussion. It is one of the keys to
exactly creating the kind of learning experiences that you want.
To assign a role in your course:

1. Fro m the Administration block, select Assign roles.

2. On the Assign roles page, select the role that you want to assign the user(s).
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Assign roles @

Reles Description Users
Soministrator  adninstrators cen uguslly oo anything onthe ste inall 0
COWrSas.
Course creator Guurss Gesls e coale e Sourses ond besohin 0
Lieni.
Teacher Teschzrs cando arything within s couese, including 0
changngthz sctivities and grading studerts.
NCﬂ—ediIi g [eaChBr Maor-editing teachers canteact incoursez and grace O
students but nay not alter activities.
Studet Studsrts generally have lass peiviases wihin s 0
d\ T cowse.
GUest Guesls berez v priviegss god gsusl cann 0

Enter s anyatzre,

3. Inthe resulting window, double check a few settings before you assign the role. Look at the Current
context. Are you in the right course? Also check the Enrolment duration and Starting from
settings:

Assign roles @

Current context: Course: Email Subjects that Make Sense
Fole to assign | Student vI

Enrolment duration [ Unlimited =] Starting from [Taday ( 16 November 2007) =
G potential users

1 existing users
Student] Moodle, student] @williamicecom =] [ @ @

eacher] Moodle, taacher BMIMCE.COMM
Teacher Moodle, teacher2 @williamrice.com

< William Rice, moodle@williamrice.com
Administrator User, moodleadmin@info-ovetoad biz
| 2

= =
| Search

4. |If the user you want to assign is not listed on the right, use the Search function to find the user. You
should be able to search for and select all the users in the system.
5. Select the user (s) that you want to assign, and click the left-facing arrow to add them to the role.
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Grades

Grades display grades for the students enrolled. Every activity and assignment that has grades enabled
appears in the grading page. When viewing the site's Front Page, this link is not available. If you place a
graded activity on the Front Page, like a quiz, and want to see the grades for that activity, you will need to
select the activity, and then select another link to view grades for that activity.

Backup and Restore

Backup and Restore do exactly what their labels indicate—back up and restore the course. When you back
up a Moodle course, the system creates a .zip file containing the parts of the course that you specify. This
file is saved on the server, in the course's data directory. You can then download that ZIP file to your local
computer and archive it, or upload it to another Moodle site and recreate the course.

InfoOverioad » Email Subjects » Files » backupdata

MName Size Maodified Action

#7 Parent folder

M &= backup-email_subjects-20071116-1453 7itid AKR 16 Nov 2007, 03:00 PM Unzip List Restore Rename
Cpen Link in Mew indow

| With chosen files.. ;I PRk bl Hew Top
Cpen Link in Duplicated Tab

hake a folder | Deselect all | Upload afile I
Bookrnark This Link. ..
Save Link in Folder. .. ! L4

Send Link. ..

Import and Reset

Import enables the course creator to import the course material from any course that the teacher can
access, on the same Moodle site. The teacher can select from the different types of materials: assighnments,
chats, forums, lessons, and so on. It does not import the enrolment or record of activity from the course.

If you need to copy a course from another Moodle site, use Backup and Restore. If you need to copy a
course from your own site, use Import.

Reset enables you to empty a course of user data. It sets the course back to its state at the beginning of the
class, before students were enrolled. Before you do this, consider using Backup to back up the course and
all its user data. You can archive the backup file (the zip file). That way, you get a fresh course, and you can
recover the user data if you need it. Reports displays a page that enables you to choose from course and
site logs, where you select the information you want to see. Your choices are the same no matter which
course you are in. You can display logs for the site, a selected course, a group, a student, a date, an activity,
or any combination of these.

Questions brings you to the Edit Questions page, where you can edit, categorize, import, and export quiz
questions. Note that this is the question bank for the entire site, not just the course that you are in. This
contains all the questions that other teachers have published. Note that unpublished questions are private,
and visible

only in the course in which they were created.
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You won't use this page to create Quizzes. We'll cover that in a later section devoted to quizzes. Instead,
you use this page to manage the questions in your site. If you haven't created any quizzes in Moodle, this
link might not make sense to you yet. Its relevance will be clear when you've read the section on quizzes
later.

Scales brings you to the scales page, where you edit and create rating scales. Note that these are scales for
the course, and for the entire site. Just as a question can be published to the site, so can a scale be
published. If you haven't used any custom rating scales in Moodle, this link might not make sense to you
yet. Its relevance will be clear when you've read the section on scales later.

Files enable teachers and course creators to upload files to the course area. These files can then be linked
to and used in the course. Course files can be seen by anyone enrolled in the course. While viewing the
site's Front Page, this link is labeled Site Administration | Front page | Site files. Site files can be seen by
any site user.

Grades brings you to the course's gradebook. A later section will cover grades in more detail.

Blog Menu
B y default, every Moodle user has a personal blog on the site. Selecting this block puts the blog menu into
the course's sidebar:

Blog Menu -

Add a new entry
View my entries
Blog preferences
View course entries
View site entries
Add/delete tags

We'll discuss blogs in more detail, in a later section. For now, this block provides a fast way for a student to
get to the student's and other students' blogs. This menu also appears in the user profile page.

Blog Tags

This block displays a list of the blog tags used site-wide. The tags are listed in
alphabetical order. The more the blog entries using a tag, the larger the tag:

Tags =

About Me #rica Ajax
B'king Blendad Lezrning BlOgS
Moancle Rrasil Camputers

Conference cooking

Development

Elearning Educacion
Education sgg Englisk
Cuinness Guitar hisu w Liveal

pesien Internet k12 Linux

Mtc Macs Math MOOdle
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Calendar

Workshops, assignments, quizzes, and events appear on the Calendar:

Calendar & X e

<< fhaye 2005

Sun Mon Tue Wed Thu Fri Sat

22

events
Win a Prize: Test Your
wilderness Knowledae

’ -

Friday, May 20

o

27 2324 25 36 % )28

27 30 31

E Global awents Course events

Group ewents User svents

10
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4. Creating Categories and Courses

The following sections will help you create and organize course categories. It will also tell you how to put a

course into several categories. Every Moodle course belongs to one course category. When a student
selects a course, they must first select a category. Categories are a site-wide way to organize your courses.
You can also create subcategories. The categories or subcategories become an online course catalog.
Organize them in the same intuitive way you would a printed course catalog.

4.1 Creating Course Categories

You create course categories under Site Administration | Courses | Add/edit courses. After logging in as

someone with the permission to create courses and categories, the fastest way to reach this screen is by
selecting All courses from the Courses block:

Course categories =

%® To-do Lists that Get Done
%® Managing Email
%@ Meetings that Work

Search courses ...

If you have sufficient privileges in the system, you can use either method to reach this page. In this page,
you create new categories and courses. You also arrange the order in which the categories are displayed:

Course categories

Add new category

Category name?* I

Description @

ITrebuchel ;‘Il(Spt) _v__” _v_”Lang_v_I B I U KN|*% Xi‘E;: | x> 4

E=S=E=|nn |EEEE Y| —hwéew | BOCSE| @

2ata:

(3 |
Submit |
I hee are required fields in this farm markec®
Course categories Courses Edit Move category to:
To-do Lists that Get Done C x=4 [Top B2
: 2 x=mt4 [Top =l
Meetings that vwWork C X=7T [ Top

Tnoodle 4
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Organizing Course Categories

To move a course category up or down in the list, click Tor { in the Edit column. To hide a course
category, while you're working on it, click (eye). The eye will then close, indicating the category is hidden
from users. To delete a category, select X.

You can use subcategories in Moodle. In the following page, you can see that I'm adding Inbox Zero as a
subcategory of Managing Email. After | do that, perhaps | will move the course Processing Your Inbox to
that sub-category, which | can do on this same page:

Course categories: [Menaging Email =]

Description
Feeling overwhelmed by a flood of email? These course help you to deal with the influs, Ve'll
also show you how to make your email stand out for others, and get the results you want from
the messages that you send

Add a sub-category

Category name* [inbox Zerd
Description @
| Trebuchet =ity =1 fteng =] B £ U § | X | R |0

EEEEnN|ICEFEE HFE | —Dhesae BCQM8EBR| O
This series of courses helps wou achieve the seemingly impossible: reduce your'—‘
inbox to zero at the end of every da\/.[

| Path:
Sulomit |
There are required fields in this form marked*
Courses Edit Select
Processing Your Inbox diex=ge 3 [
Email Subjects that Make Sense swx =9 @ T r

IMoua selsctad coursas to. ZI

Fe-son courses by name |

Add anewcourse l
IMan aging Email Rename I

Search courses | (in

Putting a Course into Several Categories

One of the Moodle's limitations is that you can put a course into only one category. In some situations, you
might want to put the same course into several categories. You have this options: You can forgo the use of
categories, and use direct links to the courses.

12
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4.2 Creating Courses
Don't worry if you mistakenly put a course into the wrong category. In the next section, the Course Settings
Page, the site administrator can change the category.

Courses Edit Select
1. Select Site Administration | Courses | Add/Edit Proceszing Your Inbox Llxxoe L W
courses. o )
2. Select the category that currently holds the course. Email Suajacts that Make Sense glex =G @1 I

3. Scroll to the bottom of the page, where the
courses are listed.
4. Click the checkbox next to the course whose category P

t to change hMave select=d courses ta..
you wan ge. ‘ Tn-dn | istz tast Get Dnne
5. From the drop-down list, select the new category for ing Email / Inkox 2e70
the course: Hoe

6. After you select the (sub) category from the drop-down list, the course is immediately moved.

The Course Settings Page

When you create a course, you must fill out fields on the Course Settings page. Many of these fields are
self-explanatory. Some of them, especially Format and Group mode, have a profound effect on the user
experience. You can always return to this page and change the course settings. The course, and its
structure, will be updated with the new settings as soon as you save them.

The page itself does a good job of explaining the purpose of each setting. However, the directions do not
tell you the implications of the choices you make on this page. I've added some commentary here to help
you determine how your choices will affect the operation of your site, and given information to help you
decide upon the right choices for your needs.

Category

If you have selected a course category and then created the course, you'll see the category displayed in this

field. You can use the drop-down list to change the category at any time. The list shows both visible and
hidden categories. As your site grows, and you add categories, you may want to reorganize your site.
However, if a student logs in while you are in the middle of creating categories and moving courses, he or
she might be confused. It would be best if you could make the reorganization as quickly as possible—
ideally, instantaneously.

You can speed the reorganization time by hiding your categories as you create them. This lets you take your
time while thinking about which categories to use. Then, move the courses into the categories. Each course
will disappear until you finally reveal the new categories.

Full Name and Short Name

The full name of the course appears at the top of the page while viewing the course, and also in course
listings. The short name appears in the breadcrumb, or trail, at the top of the page.

13
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Course ID Number
The ID number that you enter into this field must match the ID number of the course in the external
database. If you're not using an external database for enrolment information, you can leave this field blank.

Summary

The Summary is displayed when a reader clicks on the info icon, and when the course appears in a list. In
the following screenshot, the course is listed on the Front Page of the site. The visitor clicked on the info
icon, and a pop-up window displays the course summary.

If you allow visitors to see your Front Page without logging in, then they will probably read your course
summaries before enrolling. Consider the Summary to be a course's resume. Your course summaries need
to be informative and work as a sales tool. They should offer enough information to help your visitors
decide if they want to enroll, and should describe the courses in their best light.

Format
You can select three formats for a course:
* Topics
e Weekly (this is the default format for a new course)
e Social
The following subsections explain how each format affects the user experience:

Topics Format

The Topics format is the most intuitive format to use for a course. As it displays each part of the course as a
numbered topic, this format encourages most students to proceed through the course sequentially.
However, it does not enforce this sequence, so students are free to jump ahead and behind in the course.

Weekly Format

The Weekly format appears almost identical to the Topics format, except that it displays dates for each

topic. As of now, Moodle does not automatically enforce these dates. That is, Moodle does not turn weekly
sections on and off on the appropriate dates. The site administrator or teacher must do that. Alternatively,
you can just allow students to access the weeks in any order.

Social Format

The Social course format turns the entire course into one discussion forum. Discussion topics are displayed
on the course's Home Page, as you see in the following screenshot. Replies to a topic are added and read by
clicking on Discuss this topic.

One of the settings available for forums enables you to prevent students from creating new topics, so that
they can only post replies to existing topics (later, we will cover the settings that are available in a forum).
By default, only the administrator or teacher can create new topics, which appear on the course's Home
Page. Students then discuss these topics by adding replies to them. This enables you to control the
discussion better, by preventing the creation of many topics and checking the course's Home Page from
becoming too big. Later, when we discuss how to edit roles, you will see how you can edit the students
roles, so that students can also create new topics.

The Social format is very different from a traditional, sequential course. It lacks the organization and ability
to add activities and resources, which you will find in the Topic and Weekly formats. However, because the

14
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Social format turns the entire course into a discussion forum; it offers you the chance to put a discussion
forum right into the course listings.

Number of Weeks/Topics

You can change the number of weeks or topics in a course on-the-fly. If you increase the number, then
blank weeks/topics are added. If you decrease the number, then weeks/topics are deleted.

One of Mood le's quirks is that when you delete some sections in a course and the sections that are deleted
contain any material, they're not really deleted. They're just not displayed, even for the teacher. If you
increase the number of sections so that those sections are added back to the course, they reappear with
their content intact.

Notice that this is different from hiding weeks/topics from students. When you hide sections from students,
the teacher can still see those sections. When a section disappears because the number of weeks/topics in
the course was reduced, it is hidden from everyone, even the teacher. The only way to bring it back is to
increase the number of weeks/topics.

Course Start Date

For a Weekly course, this field sets the starting date shown. It has no effect on the display of Topic or Social
courses. Students can enter a course as soon as you display it; the course start date does not shut off or
hide a course until the start date. Logs for course activity also begin on this date.

Hidden Sections

The setting , Number of weeks/topics, determines how many weeks or topics your course has. Each week

or topic is a section. You can hide and reveal any section at will, except for Topic 0, which is always
displayed. To hide and reveal a section, turn course editing on and click on the open or closed eye icon next
to the section.

If you select Hidden sections as shown in collapsed form under Hidden Sections, then the titles or dates of
sections that you have hidden will appear grayed out. The user cannot enter that section of the course, but
does see that it is there. This is most useful, if you plan to make sections of a course available in sequence,
instead of making them available all at once. If you select Hidden sections to be completely invisible, then
the hidden sections are invisible to students. Course creators and teachers can still see those sections and
access the resources and activities in them.

If you choose to make hidden sections completely invisible to students, then there is no real disadvantage
to having more sections than you're using. You can keep a section that you're working on hidden, and then
reveal it when you're finished. If you want to modify an existing section, you can create a hidden duplicate
of the section, work on it, and with a few clicks in a few seconds, hide the old section and reveal the new
one.

You can move resources between sections in a course. This makes the hidden section a convenient place to
hold resources that you might want to use later, or the ones that you want to archive. For example, if you
find a site on the Web that you might want to use in your course later, but you're not sure, you can create a
link to the site in a hidden section. If you eventually decide you want to use the site, you can just move that
link from the hidden section to one of the sections in use.

News Items to Show

15
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For Weekly and Topics course formats, a News forum automatically appears on the course's Home Page.

As we are looking at the Front Page of the site, the new forum is labeled Site news. If we were looking at
one of the courses instead, it would be labeled Latest news. The News forum is like any other forum,
except that it appears in the Latest news block. Like other forums, the course creator and editor can enable
or disable the

ability of students to create new topics, and to reply to existing topics. The Latest news block automatically
disappears if you have News items to show set to zero, or if there are no news items (no topics in the
forum). Also, the Latest news block can be manually hidden, regardless of this setting, or the number of
news items posted. The maximum number of news item that the block will show is 10.

Show Grades and Show Activity Reports

These settings determine whether the grades and activities of each student can be seen by other students

in the course. If your Group mode is set to Separate groups, then the reports are segregated by group.
Regardless of this setting, teachers and administrators can always see the grade and activity reports.

For a course that allows guest access, setting this to Yes usually doesn't make much sense. Remember that
every anonymous, unregistered user enters the course under the name Guest. So having a report that
shows the grades and activities for Guest is usually not very useful. If you want to track how many people
tried a sample course, and what parts of the course they sampled, allow the users to create a free account
to use in the fully functioning sample course. Make this easier by not requesting for an email confi rmation
when the student registers, but by giving an instant approval instead. Now, you can track and study
individual usage in the sample course. To keep the anonymous users out of the courses requiring
registration or payment, use a Login Page for those courses.

Groups

Group mode applies to activities in this course. Each course can have one or several groups. When set to
No, all students in the course are considered to be in one big group. When set to Separate, all the students
in the same group can see each other's work. However, students in different groups, even if they are in the
same course, cannot see work from another group. That is, the work done by different groups is kept
separate. When set to Visible, students are divided into groups, but can still see work from other groups.
That is, the work done by one group's students is visible to the other group's students.

You can change this setting for individual activities. For example, suppose you want to run groups through a
course separately. However, you may have one project where you may want all students, in all groups, to
be able to see each other's work. You can choose Separate here, and in that project, override the setting
with Visible. Now, the groups can see each other's work.

Running Separate Groups Through a Course, Versus Having Separate

Courses

Using 'Separate groups' enables you to reuse a course for many groups, while giving the impression to each
group that the course is theirs alone. However, this doesn't work well for a Weekly format course, where
the weeks are dated. If you start each group on a different date, the weekly dates will become incorrect.

If you're running a Topics format course, you can easily reuse the course by separating your students into
groups and running each group individually. Later, you'll see how to assign teachers to a course. You can
also assign a teacher to a group, so that each teacher can see only his or her students.

If you run several groups through a course, and those groups are at different points in the course, note that
the teacher cannot regulate the flow of students through the course by turning topics off and on. That is,
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you cannot reveal Topic 1 until the group has finished it, and then reveal Topic 2 until the group has worked
through it,

and then Topic 3 and so on. If you try this while running several groups who were at different points in the
course, you'd be turning off topics that some groups need. If you really must enforce the order of topics by
revealing them one at a time, create a copy of the course for each group. Later, we'll cover duplicating
courses.

Force Group Mode

Normally, the course's Group mode can be overridden for each activity. When the course creator adds an
activity, the teacher can choose a different Group mode from the default set for the course. However,
when Force is set to Yes, all activities are forced to have the same Group mode as the course.

Availability

While you're working on a course, you may want to set this to This course is not available to students. This
will completely hide your course from the students' view. Teachers and administrators can still see the
course, so that you can collaborate on the course content with them.

Enrolment Key

If you use an Enrolment key, each student must enter the key the first time that student enters the course.
After that, the student can access the course without the key. If you change the key, students who have
already accessed the course under the old key can continue to do so. However, new students will need to
enter the new key the first time they enter the course. You usually supply the Enrolment key using
something other than Moodle. For example, if you're using Moodle to supplement a live classroom, you can
put the Enrolment key on the syllabus. If you're using Moodle within a corporation, you can put the
Enrolment key on your intranet where only employees can get it, or even have it physically delivered to
their mailboxes.

Guest Access

Un der Site Administration | Users | Authentication | Guest Login button, you chose whether to allow
guests into your site. If you chose to allow guests, the Front Page shows a Login as a guest button:

Login here using wour username and password:

(Cookies must be enabled in your browser) (3)

Username; guest

| Login

Password;

Some courses may allow guest access:

[ Login as a guest ‘

If you allow guests on your site, you can use the Guest access setting to allow guests into a course. This is
useful for free courses, or when you want to allow people to look around a course before enrolling. Guests
cannot post or submit content to a course. They can only read the course content.
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Force Language

Se lecting Do not force enables a student to select any language on the pull-down list of languages.
Remember that the languages on the pull-down list are limited by the setting you choose under Site
Administration | Language | Language Settings | Languages on the menu. And you must have the
Language pack installed for any language that you want to use.

Also remember that only Moodle's standard menus and messages are automatically translated when a
student selects a different language. Course material is not translated unless the course creator entered
material in another language and used the Multi-language Content filter.

5. Adding Static Course Material

Static course materials are resources that students read but don't interact with, such as web pages,
graphics, and Adobe Acrobat documents. This chapter teaches you how to add those resources to a course,
and how to make best use of them.

5.1 What Kinds of Static Course Material Can Be Added?

Static course material consists of resources that the student reads, but doesn't interact with. It is added
from the Add a resource... drop-down menu. Using this menu, you can create:

e Text pages

e Web pages

e Links to anything on the Web

e Aview into one of the course's directories

e Alabel that displays any text or image

e Multimedia files

5.2 Files

Moodle enables anyone with course creator privileges to upload files to the site, or to an individual course.
This is done with the Files link in the Administration block. The Files link appears only for users with course
creator privileges, such as course creators and teachers. The ability to add files is hidden from Non-Editing
teachers. And of course, students will never see the Administration block.

Note that uploading a file is different from uploading an assignment. When a course creator uploads a file,
it is with the intention that the file will be used in the course. When a student uploads an assignment, it is
with the intention that it will be graded by the teacher.

Why Upload Files?

When a file is added from a course's Home Page, links to the file can be easily created within that course.
When a file is added from the site's Front Page, a course creator can easily create links to that file from
anywhere on the Front Page. (Remember that the site's Front Page is really just another course.) This ease
of creating links is one of the advantages to uploading files to Moodle, instead of linking to them on the
Web. Another advantage to using uploaded files is that Moodle enables you to easily rename and move the
files. Notice the Rename links in the screenshot overleaf. Also, | can select any of these files, and from the
With chosen files drop-down list, move them to any other course in Moodle.
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File Types

You can upload any kind of file into Moodle. Remember that the file will be accessed by the user's web
browser, so consider whether the user's web browser can open the file. Images, MP3 files, Flash files,
Adobe Acrobat documents, and other file types commonly found on the Web are a safe bet for uploaded
files.

You may want to upload a file that cannot be opened by a web browser. In that case, the file must be
opened by an application on the user's computer. For example, if you're teaching a course on architecture,
you might add AutoCAD drawings to your course. The students' browsers cannot open AutoCAD files.
Instead, when the student clicks on the file, their computer will attempt to download and open the file with
the correct application.

Linking to Uploaded Files
Linking to an uploaded file is easy. From anywhere in the course, select the Add a resource... drop-down
menu, and then select Link to a file or web site.
The following is what you need to do:
1. Enter a Name for the link. This is the text that will be displayed for the user.
2. The Summary will be displayed when this link appears in a list of resources.
3. If you were linking to a file on the Web, you would enter the URL (web address) into the Location
field. To link to an uploaded file, select the Choose or upload a file... button.
4. The Files window appears. Next to the file you want to link to, select Choose.
Click the Save changes button.
6. The file is displayed in its own window, as the students will see it. You are now seeing what
students will see when they click on the link to the file.

ol

When to Use Uploaded Files

Upload files into Moodle when:

1. You want a file to be used at several places in the course. Creating links to an uploaded file is
easy, and if you change the file, it will be updated in all places in the course.

2. You need to ensure that you have control over the file. Linking to a file on another web page
outside of Moodle puts the author of that web page in control of the content. Bringing the file
into Moodle ensures that the file will always be available to you.

3. You're confident that your server can handle the load of serving the file to your users.

4. You might want to use the fi le in another course. Moodle's file window enables you to copy
and move files between courses.

5. You are certain that you have the legal and moral right to use the file in your course.

5.3 Link

On the Moodle site, you can show other content from anywhere on the Web by using a link. You can also
link to files that you've uploaded into your course. By default, this content appears in a frame within your
course. You can also choose to display it in a new window.

19

Thoodle



— — = | ™= ‘w
EEUEE Education and Culture DG

When using content from outside sites, you need to consider the legality and reliability of using the link. Is
it legal to display the material within a window on your Moodle site? Will the material still be there when
your course is running?

5.4 Label

Topic and weekly courses are organized into sections. Labels can help you organize material within a
section, giving you another level of organization. A label can have any amount of text, images, or other
content that you can put on a web page. It is essentially an HTML document. However, just because a label
can handle any HTML content, you don't want to go overboard and create entire web pages in a label. A
label's main purpose is to add organization to a course's Home Page.

5.5 Adding Multimedia (Audio and Video)

You can add audio and video to your course in two ways. One is to embed the multimedia in a web page.
That is, you create a web page as normal; and just as you would place a graphic on that page, you place an
audio or video file instead. Embedding a file means placing it inline, much like how an image is placed on a
page. Just as you can introduce a graphic with some text on the page, you can introduce the multimedia file
with some text on the page where the file is embedded. The embedded file can be the one that you have
uploaded to Moodle. That is, it can be a site file or course file. Or, the embedded file can be on another
website. For example, it could be a video from YouTube. Either way, the file plays on the page in which it is
embedded.

The other way is to link to the multimedia file. Instead of putting the file on a web page, you are linking to it
directly. Your web browser will decide what kind of player to use to play the file. The file can be on your
Moodle site, or another website. Either way, the file exists elsewhere and you are giving the user a link to
it. than the user clicks that link, the user's browser launches the correct plug-in for playing that kind of fiI(?.

Embedding Multimedia

To embed multimedia in a web page, you must edit the page's HTML code. To access the HTML code for a
web page, click the View HTML button < >:

After you are in the HTML view mode, switch over to the site containing the multimedia. Copy the embed
code from the video site. In the following example, clicking an icon in the lower-right corner brings up a
pop-up widow containing the code to embed. | am copying the code from that window:
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Copy & Paste Into Your Website

COFY & PASTE THIS CODE TO EMEED THIS PLAYER 1IN YOUR WEESITE

VISIT BLIF.Y

EIHIL UK "HEED THIS Yuey,

m q}r?D /) euer

.) MM oooz

Then, paste the embed code into the web page:

General
Narrie® [Ato 2 Bushcraft B for Bowdnil
Summary @
[Fectiet =lem =] Sfom =] BZ U $|% B0

EEES 10 EEFF RE —deos BOOSR <@

How to start a fire using friction. Learn how to use a bowdrill, the ultimate
bushcraft skill. Running time 8:33.

[Pally:
(TEEE)

Compose a web page

Full text* @

[ S VT i | s | LA AR EFI |
EENE il EEESR BS BEEss HONE o @

Yuu are &1 TEXT MODE, Use Uhe [<22] butlon tu go back Lo WYSIWYG MOOE.

<objecct width-"100" hcdght="255" typc~"application/x shockvave-flaoh"”
data="http://blip.tv/scripts/£lash/showplayer.svf?enableis=crucsfecdur i=het
allowfullscreen="true” ide="showplayer”><param namwe="movie”
value="http://blip.tv/scripts/ flash/showplayer.swi?enablejs~trueéfeedurl=ht
/o<param name="quality® value="best” /&

(/objcct>|

The result is the page shown at the beginning of this section.
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6. Adding Interactive Course Material

Interactive course activities enable students to interact with the instructor, the learning system, or each
other. Note that Moodle doesn't categorize activities into 'Interactive' and 'Static’, as we do in this book. In
Moodle, all activities are added from the Add an activity... menu after turning the editing on. We use the
terms 'Interactive’ and 'Static' as a convenient way to categorize the activities that Moodle offers.

6.1 Assighment

An assignment is an activity completed offline, outside of Moodle. When the student completes the
assignment, he or she either uploads a file for the instructor's review, or reports to the instructor in some
other way. Regardless of whether the assignment requires uploading a file, the student receives a grade for
the assignment. After logging in as a teacher, and turning on editing, you can add an assignment from the
Add an activity... menu.

6.2 Choice

A choice is essentially a single, multiple-choice question that the instructor asks the class. The result can
either be displayed to the class, or kept between the individual student and the instructor. Choices are a
good way to get feedback from the students about the class. You can plant these choices in your course
ahead of time, and keep them hidden until you need the students' feedback. You can also add them as
needed.

6.3 Lesson

A lesson is the most complex, and most powerful, type of activity. Essentially, a lesson is a series of web
pages that presents information and questions. A Moodle lesson can be a powerful combination of
instruction and assessment. Lessons offer the flexibility of a web page, the interactivity of a quiz, and
branching capabilities.

What Is a Lesson?

A lesson consists o f a series of web pages. Usually, a lesson page contains some instructional material, and
a jump question about the material the student just viewed. The jump question is used to test a student's
understanding of the material. Get it right, and you proceed to the next item. Get it wrong, and you're
either taken back to the instructional page, or you jump to a remedial page. But the jump question could
also easily ask a student what he is interested in learning next, or who her favorite candidate is. Or it could
also be labeled Continue to take the student to the next page.

The following is a screenshot of a lesson page. Its purpose is instructional. It appears like any other normal
web page. Indeed, you can put anything on a lesson page that you can put on any other Moodle web page.
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hip Between Distance ani

In somz photograpas, space can appear compressed, so that objects appear zlosertogetaer than
they really arc. In another photograph of the sarre scene, space can appear cxpanded so that
objects appear farther apart than they are.

Distance from Camera Determines Perspective

Distortions ir perspective are sctually caused by the distance of the subject fram the camera. Tae
farther a scene is fom the camera, the closer the objects in that scene appear. The closer a sczne
is to the carrera, the farther agart objects n that scen2 appear. Distance compresses the space in a
picture, and closeress expands the space.

In the photo below, look at the distance between the columns. The columns closer to the zamera
appeartn he further apar, whila thnse farther frnm the ramera appear clnser tngeather

—~ . e = ” L.

Photo by Srriles for the world 7 Alex Lapuerta

'Focal Length Does Not Determine Perspective

Many people think these distortions in perspectize are caused the focal ength of the lens being
used. For example, they think that a long lens--a telephoto lens--compresses space, and a shont
lens--a wide angle lens--expands space. Tais isn't true.

Atelephoto |2ns enables you to shoot a scene taat is farther from the camera. Becsuse the scene is
far from the camera, it perspective is compressed. But it is the distance from the camera, not the
telephcto lens, tha: is causing the compression.

A wide angle lens enables you to shaot a scene that 1s closer to the camera. Jecalse the scere s
close ta the camera, it parspective is opened. But it is the closeness to the camera not the wide
angle lens, that is causing the opening of the space.

Click the Coatinue huttan helow ta go ta the next page in this lesson.

Continue |

At the bottom of the lesson page is the Continue button. In this lesson, when the student clicks this button,
he or she is taken to the following question page:

You hewe earnzc C pointlsl out of J poirt(s) thus far

YL sre chooting a sorees scare and weant tc mzske the peaple in the scene aipear close tagatier, Lo
you;

£ Wave zloser to the people you are photograping.
© Jacs gway Turn the people you are pholographing
7 from inwiath your telepactc lens.

Ploase caccl onc answer I

Tnoodle
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Each answer displays different feedback, just like a quiz:

Your answer

Moave closzr to the people you are photographing.

That's right. Reducing the actual distance between the
scene and the camera-getting closer--will compress the
distance between subjects in the scene.

Continue |

Your answer

Zoom in with your telephoto lens.

Sorry, buf this isn't correct. Zooming in or out won't
change the perspectiv2 in the scene.

You must get physically closer to the scene to reduce
the apparznt distance between sukjects in the scene.
Zooming in makes the scene appear closer, bu: it
doesn't change the perspective. Only reducing the
actual distance betwezn the scene and the
camera--getting closer-will compress the distance
between subjects in the scene.

Your answer

Back away from the people you are photographing.

Sorry, but this isn't correct Backing away from the
scene will make the apparent distance between
subjects in the scene increase.

You must get physically closer to the scene to reduce
tte apparent cistance between subjects in the scene.
Only reduring the artnal distance hetwaen the srere
and the camera--getting closer--will compress the
distance betwzen subjects in the scene.

Education and Culture DG

If the student answers
correctly, he or she is taken
to the next instructional
page. An incorrect answer
takes the student to a
remedial page. The following
is an example of a remedial
page:

Photo by Celeste Hutchins.

Laok at the two men closest to you. You can see that the space between them is over four
feet. If one of them reached out his arm, he could not touch the other:
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This is the simplest sequence for a lesson in Moodle. You can also add a few more advanced features. We'll
discuss these later, after looking at the basic features.

Lesson Settings

When you first create a lesson, you are presented with a window where you choose the settings for the

entire lesson. Before you can add even a single page to a lesson, you must select the lesson settings. If
you're not sure about any of these settings, just take your best guess. You can always return to this page
and change the settings. Remember, one of the advantages of Moodle is the ease with which you can
experiment with, and change your course material. Get accustomed to taking a bolder, more experimental
approach to using Moodle and you will enjoy it a lot more.

This window is broken into six areas:

e General

e Grade options

e Flow control

e Lesson formatting

e Access control

e Other
In this section, I'll go through the Editing Lesson page from top to bottom. I'll discuss most of the settings,
and focus on the ones that are most useful for creating the effect of a deck of fl ash cards. By the end of
this section, you will understand how most of the settings on the Editing Lesson page affect the student's
experience.

General Settings
The following are the settings:

Name
This is the name of the lesson, which students will see on the course's Home Page.

Time Limit

This is the time limit for the entire lesson, and not for each individual page. Enabling this displays a timer,

with a countdown. The timer uses JavaScript; so to use this feature, your students must have JavaScript
installed and enabled in their browsers. When the time limit is reached, the student is not ejected from the
lesson. The student remains in the lesson. However, any question that the student answers after the time

limit is reached does not count towards the student's grade.

Maximum Number of Answers/Branches

At the bottom of each question page in a lesson, you can place a quiz question. Maximum number of
answers/branches determines the maximum number of answers that each question can have. If each
answer sends the student to a different page, then the number of answers is also the number of branches
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possible. For true/false questions, set this to 2. After creating question pages, you can increase or decrease
this setting without affecting the questions that you have already created.

Grade Options

If a lesson is being use d only for practice, most of the grade options are irrelevant.

Grade options

Practice lesson: |Yes '] @
Custom scoring: IYes 'I @
Maximum grade: |0 vl ®
Student can re-take: |Yes 'l @

Handling of re-takes: IUse mean L] )

Display ongoing score: IYes '] @

Practice Lesson
If you set Practice lesson to Yes, this lesson will not show up in the Gradebook.

Custom Scoring

Normally, a correct answer in a question is worth the entire point value for the question, and each wrong
answer is worth zero. Enabling custom scoring allows you to set a point value for each individual answer in
a question. Use this if some answers are 'more right' or 'more wrong' than others. You can also use this to
set the point value for a question. If a question is more important, use custom scoring to give it more
points.

Maximum Grade
If you set Maximum grade to 0, the lesson does not appear in any of the Grades pages. The student's score
in this lesson will not affect the student's final grade for the course.

Student Can Re-take

This setting determines if the student can repeat the lesson.
Handling of Re-takes
This setting is relevant only if the student is allowed to repeat the lesson (the setting above is set to Yes).

When the students are allowed to re-take the lesson, the grades shown in the Grades page are either the
average of the re-takes or the student's best grade.

Display Ongoing Score
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When this is set to Yes, each page of the lesson displays the student's score and the number of possible
points so far. Note that this displays the number of points that the student could have earned for the pages
that he or she has viewed so far. If a lesson is not linear (that is, if it branches), then the path that each

student takes through the lesson can change. This means that each student can have the chance to earn a
different number of points. So in a branching lesson, the 'total number of points possible for the entire
lesson' is not meaningful because the lesson can be different for different students. For example, you might
create a lesson with many branches and pages. Then, require the student to earn at least 200 points on
that lesson. This would encourage the student to explore the lesson, and try different branches until he or
she has earned the required points.

Flow Control

Some of the options under Flow control make the lesson behave more like a fl ash card deck. Other
settings on this page become irrelevant when a lesson is used for flash cards.

Allow student review enables a student to go backwards in a lesson, and retry questions that he or she got
wrong. This differs from just using the Back button on the browser, in that the setting enables the student
to retry questions while using the Back button does not.

Look at the setting for Action after correct answer. Note that in this case, it is set to Show an unanswered
Page. This means that after a student answers a question correctly, Moodle will display a page that the
student either hasn't seen or has answered incorrectly. The Show an unanswered Page setting is usually
used during a fl ash card lesson to give the student second chances at answering questions correctly. During
a practice lesson, you will usually use Allow student review to enable students to go back to questions they
got wrong.

Display review button displays a button after the student answers a question incorrectly. The button
allows the student to re-attempt the question. If your questions have only two answers (true/false, yes/no),
then allowing the student to retry a question immediately after getting it wrong doesn't make much sense.
It would be more productive to jump to a page explaining why the answer is wrong, and use the Show an
unanswered Page setting to give the student another chance at the question at a later time.

Maximum number of attempts determines how many times a student can attempt any question. It applies
to all questions in the lesson.

Minimum number of questions sets the lower limit for the number of questions used to calculate a
student's grade on the lesson. It is relevant only when the lesson is going to be graded.

Number of pages (cards) to show determines how many pages are shown. If the lesson contains more than
this number, the lesson ends after reaching the number set here. If the lesson contains fewer than this
number, the lesson ends after every card has been shown. If you set this to 0, the lesson ends when all
cards have been shown.

Lesson Formatting

The settings under Lesson formatting are used to turn the lesson into a slide show, which appears in a pop-
up window. The Slide Show setting creates the slide show window. Slide show width, height, and
background color set the format of the slide show. The background color setting uses the Web's 6-letter
code for colors. This code is officially called the 'Hex RGB'. For a chart of these color codes, try a web search
on the terms 'hex rgb chart', or see a partial chart at http://www.w3.0rg/TR/2001/WDcss3- color-
20010305#x11-color.

Display left menu displays a navigation bar on the left side of the slide show window. The navigation bar
enables the student to navigate to any slide. Without that navigation bar, the student must proceed
through the slide show in the order that Moodle displays the lesson pages, and must complete the lesson
to exit (or the student can force the window to close). Sometimes, you want a student to complete the
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entire lesson in order, before allowing him or her to move freely around the lesson. The setting only
display if Student has grade greater than accomplishes this. Only if the student achieved the specified
grade will he or she see the navigation menu. You can use this setting to ensure that the student goes
completely through the lesson the first time, before allowing the student to freely move around the lesson.
The Progress Bar setting displays a progress bar at the bottom of the lesson.

Access Control

However, recall that in the beginning of the chapter, we learned that lessons are the only activity that can
be made dependent on completing another activity. That is, you can require that the student completes a
specific lesson in your course before allowing him or her access to the current lesson. Now, look at the
Dependent on setting in the following screenshot:

Access control

Password protected lesson: INo vl @

Password: I (Leave blank to keep current password) @)
Dependent on: |Parts of Speech | @

Condition(s) For the Time Spent (minutes) Completed Grade better than (%)

dependency: |0 72 IO
Available from: |16Ll |Apri| ;] |2007_'__| -|‘14LI IOOLI
Deadline: |16 =] [May =] | 2008 =] -[10 =] |00 =]

Adding the First Question Page

Immediately after you save your lesson settings, Moodle presents you with the following page:

[ Preview | Edit Reports Y Grade Ess ays |

Collapsed Expanded

=-h

irst?
Import questions
Import PowerPoint
Add a Branch Table

Add a Question Page
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At this point, it is time to create the first question page or import question pages from another system.
Let's take a look at each of your options.

Importing Questions

If you choose to Import questions, you can import questions created by Moodle and other online learning
systems. Some of the formats that you can import are:

GIFT and Moodle XML These are Moodle's proprietary formats. GIFT is text only, and
XML can include graphics and special characters.

Aiken This format is for multiple choice questions.
Missing Word This format is for missing word multiple choice questions.
Blackboard If you're converting from Blackboard to Moodle, you can export

questions from Blackboard and import them into Moodle.

WebCT This format supports multiple choice questions, and short answers
questions from WebCT.

Course Test Manager If you're converting from Course Test Manager to Moodle, you can
export questions from Course Test Manager, and import them

into Moodle.

Embedded Answers This format is a multiple question, multiple-choice question with
(Cloze) embedded answers.

Each question that you import will create a lesson page.

Importing PowerPoint

If you've created a complex PowerPoint presentation—with animations, special text effects, branching, and
other advanced features—don't expect to import those advanced features into a Moodle lesson. Basic text
and graphics will import from PowerPoint into Moodle, but advanced features are lost.

Also, before you import your PowerPoint slideshow, you must export it as a series of web pages. This ability
is built into PowerPoint. So it is not difficult, and does not require additional software. But you should be
aware that Moodle does not read PowerPoint files directly. Instead, it reads the web pages that PowerPoint
exports.

Add a Question Page

This option enables you to add a question page to your lesson, using Moodle's built in editor. The process
for creating a question page is covered in the next section, Creating the Question Pages.

Creating the Question Pages

After you fill out and save the Settings page, it is time to create the first question page. Even though it's
called a 'question page', the page can contain more than just one question. It's a web page, so you can add
any content to it. Usually, it contains information and a question to test the student's understanding. You
can choose different types of questions:
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e Multiple choice

e True/false

e Short answer

* Numeric

e Matching

e Essay
You can also create feedback for each answer to the question, similar to creating feedback for the answers
in a quiz question. And, you can make the lesson jump to a new page, based upon the answer the student
selects. In the following example, you can see the question page contains some text, a graphic, and three
answers to the question. Note that for each answer, there is a Response that the student sees immediately
after submitting the answer. And, there is also a Jump for each answer. For the two incorrect answers, the
jump displays the same page. That allows the student to try again. For the correct answer, the Jump
displays the next page in the lesson.

FREE COURSE: Basic Botany for Foragers

You are logged In as WWillam Rice (Logoutm
WIGS KIS » WU FIANTS 1 » LESSONS » VWNAT KING OF Plantis It?

Question type: @

Maltiple Chice | TrueFelve Y Shot Answer | Numerical | Matching | Essay |
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Muttianswer: [~ @

Page title:

|Calivo Caius

Page contents:
| Teehuchet i || T | =l M7 OR s RY@R| o
[EEEEwu | EEFF MAl—de=de @RGSR (@ |

The Calico Cactus can be a source of water in the deserl.

Path budy = o

Answer 1: [Use editor 7 @]

I!iernscea us

Recponee 1: [Uco oditor: I @]

qu, herbaceous plants kavs tender lecovesz. Plcase try again.

Jump 1: |Thi5 poge ;l @
Answer 2: [Llse editor 7 @]

ISuceulcnt

Respanse 2: [Lize editor 7 @]

ITl-m ‘woright! A1) Gecnl sre sacculenos.
Jump 2: [Next page @
Answer 3: [Use edilor T @)

I'loo dy

Response 3: [Use editor 7 @]

IM:, this plant does oot have soody stems or 8 Lroank. Please Ly sgairn.

Jump 3: | This paye @

Redsplaypege | Savepags | Cancel |
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Random Question within a Branch

For a Jump, if you select Random question within a branch, the student will be taken to a random question
page in the same branch as the current page.

In the Lesson Settings page, if Maximum number of attempts is set to something greater than 1, the
student might see a page that he or she has seen before. But a page will be repeated only if Maximum
number of attempts is greater than 1. If it's set to 1, a random question page that the student has not seen
before will be displayed, which has the same effect as choosing Unseen question within a branch.

To restate this, when the lesson setting Maximum number of attempts is set to 1, then Random question
within a branch acts exactly like an Unseen question within a branch. When Maximum number of
attempts is set to greater than 1, then Random question within a branch displays a truly random question
page. One strategy for using this setting is to forgo the use of Unseen question within a branch. Whenever
you want to use Unseen question within a branch, instead use Random question within a branch and set
the Maximum number of attempts to 1. Then you have the option of converting all of your lessons to
random jumps just be setting Maximum number of attempts to 2 or greater.

Collapsed and Expanded

The Edit tab is where you edit the contents of your lesson. From here, you can add, delete, rearrange, or
edit individual lesson pages. Under the Edit tab, when you select Collapsed, you see a list of the pages in
your lesson like the one shown in the following screenshot:

What kind of plant is it?@

Previews | Edit Reports Grade Essays

Collapsed Expanded

Page title Page type Jumps Actions
S Branch Table Calico Cactus It £ & x [Add apage.. 7]
C Field Garlic
e Smooth Sumac
What kind of Branch Table 4 £ a X |.xm:1d apage.. LJ
plant is this?
Calico Cactus  Multiple Choice This page I & X |Addapage.. =)

Next page
This page
Field Garlic Multiple Choice Next page I £ € X|Addapage.
This page
This page

L

Ssmooth Sumac  Multiple Choice This page P £a X |Ad|:i apage...
This page
Next page

L

The pages display in their logical order, which would be the shortest path through the lesson if a student
got all of the questions correct. Note that the contents of the pages do not display. The purpose of this
screen is not to edit individual questions, but to help you see the flow of the lesson.
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6.4 Quizzes

Moodle offers a flexible quiz builder. Each question is a full-featured web page that can include any valid
HTML code. This means a question can include text, images, sound files, movie files, and anything else you
can put on a web page.

In most instructor-led courses, a quiz or test is a major event. Handing out the quizzes, stopping class to
take them, and grading them can take a lot of the teacher's time. In Moodle, creating, taking, and grading
quizzes is much faster. This means that you can use quizzes liberally throughout your courses. For example,
you can:

e Use a short quiz after each reading assignment to ensure the students completed the reading.
Shuffle the questions and answers to prevent sharing among the students, and make the quiz
available only for the week or month in which the students are supposed to complete the reading.

e Use a quiz as a practice test. Allow several attempts, and/or use the adaptive mode to allow
students to attempt a question until they get it right. Then the quiz becomes both practice and
learning material.

e Use a quiz as a survey. Ask the students to rate their understanding, satisfaction with the course or
instructor, the pace of the course, and so on.

e The score at the end of the quiz is not their grade, but the grade they give to the course.

Quiz Settings

When you first create a quiz, you see the Settings page. This page is divided into nine areas. Let's look at
the settings under each area, top to bottom.

General
The General page looks like the following:

General

.....

Name* [Leaf Types and Shapes

Introduction @

buchet =t = =g 5] B £ U § | = xt |7 |y
| [T EE | b QOQSHR| O

ITr

@

Leavss are cne of the primary ways that fizld guides identify plants, so
unde-standing the termitolcgy used to describe them is important. Check your

unde-standing with this short quiz.

| path:
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The Name of the quiz is displayed on the course's Home Page. The Introduction is displayed when a

student selects the quiz, as shown in the following screenshot:

The Introduction should explain why the student is taking the quiz. It should also tell the student about any
unusual features of the quiz, for example, whether it uses an animation that requires the Flash plug-in, or it
uses a pop-up window. Remember that once the student clicks the Attempt quiz now button, he or she is
into the quiz.

So, give the student everything he or she needs to understand why and how to take the quiz before clicking
that button.

Timing
Timing
Openthequiz @ |8 =l July =] | 2005 =) |16 =] |15 =] [T Disable
Closethe quiz @ |8 =l | July =] | 2008 =] |16 =] |15 &] T Disable
Time limit @ [0 ™ Enable

Time delay between first and I None v[

second attempt @
Time delay between later attempts |None i

@

A ¥ M WA e W R R e W B e S et (B2 ntt Tt R TLRR "~

terminology used to descrlbe them is important. Check vour understanding with this chort quiZ.

Grading method: Highest grade
Quiz opens: Friday, 8 July 2005, 05:15 PM

Quiz closes: Tuesday, 8 July 2008, 05:15 PM

Aitempt qJiz now L\\_l

The Open and Close dates determine when the quiz is available. Selecting the Disable check box for Open
the quiz means that the quiz will be permanently open, instead of becoming available on a given date.
Selecting the Disable check box for Close the quiz means that once the quiz is open, it will stay open
permanently, instead of becoming unavailable on a given date.

Note that even if the quiz is closed, it is still shown on the course's Home Page and students might still try
to select it. When they do select a closed quiz, the students see a message saying it is closed. If you want to
hide a quiz, you will see the setting Visible further down on this page; change this setting to Hide.

By default, a quiz does not have a Time limit. If you want to set a time limit, use this setting. When time
runs out, the quiz is automatically submitted with the answers that have been filled out. A time limit can
help to prevent the use of reference materials while taking the quiz. For example, if you want students to
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answer the questions from memory, but all the answers are in the course textbook, setting a timer might
discourage students from taking the time to look up the answer to each question.

Further down the page, you can choose settings that enable the student to attempt the quiz multiple times.
If, and only if, you enable multiple attempts, the Time delay settings here will take effect.

Display

Display

(Juestions per page @ |Un|imited vi
shuffle questions @ IND v!
Shuffle within questions @ I‘Yes vl

By default, all questions in a quiz display on the same page. Questions per page breaks the quiz up into
smaller pages. Moodle inserts the page breaks for you. On the Editing Quiz page, you can move these page
breaks. If you want to break up your quiz into pages that each hold the same number of questions, then
this setting will work for you. If you want to break up your quiz into pages that hold different numbers of
guestions, then use this setting anyway, and edit the page breaks that Moodle creates for you.

Shuffle questions and Shuffle answers change the order of the questions and answers, each time the quiz
is displayed. This discourages the sharing of quiz answers among students.

Attempts

The following is what an Attempts page looks like:

Attempts

Attempts allowed @ | Unlimited attempts (=]
Each attempt builds on the last |No =

@
Adaptive mode @ [No [=]

Attempts allowed allows the student to keep trying the quiz. Each attempt builds on the last retains the
answers from one attempt to another. Taken together, these two settings can be used to create a quiz that
the student can keep trying until he or she gets it right. This transforms the quiz from a test into a learning
tool.

The Adaptive mode allows multiple attempts for each question. This is different from Attempts allowed,
which allows multiple attempts at the whole quiz. When you make a quiz adaptive, each question offers
you the option to:

* Display a message if the student answered incorrectly, and redisplay the question.

* Display a message if the student answered incorrectly, and then display a different question.

Grades
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The following is the Grades page:

Grades

Grading method @) IHighestgrade 3
Apply penalties @ |No v|

Decimal digits in grades @ |2 =

If you allow several attempts, the Grading method determines which grade is recorded in the course's
gradebook: the Highest, Average, First, or Last grade.

Apply penalties only applies when a quiz is adaptive. For each question the student answers wrongly,
points are subtracted from the student's score. You can choose the penalty for each question when you

create that question.

Decimal digits in grades applies to the student's grade.

Students May Review
The following is what this page looks like:

Students may review @

Immediately after the attempt ¥ RBesponses M Scores M Fezdhack M Answers M Genzral
faechack

Later, while the quizis still open [T Fesponses M Scores T Feadbacl: T Answers T Gensral
fzecback

After the quizis closed [T Responses T Scores [T Feadback I Anawers [ Genzral
faechack

Students may review controls if and when a student reviews his/her attempts at the quiz. If you allow the
student to review the quiz Immediately after submitting his/her answers, but not Later or After the quiz is
closed, then the student can review the quiz only once, immediately after submission. When the student
navigates away from that review page, he or she will no longer be able to review the quiz.

In this matrix, Responses means the student's answers to the questions. Scores is the point value for each
question. Feedback is the individual feedback for each question. Answers is the correct answer(s) for each
guestion. General feedback is the feedback for the entire quiz.

Security
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Security
Show quiz in a "secure” window IMG -]

—

@
Zequire password @ |

Require network address @ |

Show quiz in a "secure" window launches the quiz in a new browser window.
It uses JavaScript to disable copying, saving, and printing. This security is not foolproof.
If you enter anything into Require password, the student must enter that password to access the quiz.

Techniques for Greater Security
You should understand that the only way to make a test secure, is to give the test on page, separate the
students far enough apart so that they can't see each other's papers, place a proctor in the room to
observe the students, and use different questions for each group that takes the test. There is no way to
make a web-based test completely cheat proof. If you must give a web-based test that is absolutely
resistant to cheating, consider these strategies:
e Create a very large number of questions, but have the quiz show only a small set of them. This
makes sharing of questions less useful.
e Shuffle the questions and answers. This also makes sharing of questions more difficult.
e Apply a time limit. This makes using reference material more difficult.
e Open the quiz for only a few hours. Have your students schedule the time to take the quiz. Make
yourself available during this time to help with technical issues.
e Place one question on each page of the quiz. This discourages students from taking screenshots of
the entire quiz.

Common Module Settings

Commeon module settings

Gr oup mode @ II\J 0 groups L.l

Visible |Show =

Group mode works the same as it does for any other resource. However, as each student takes the quiz
himself or herself, the only real use for the group setting in a quiz is to display the high score for a group in
the Quiz Results block.

Visible shows and hides the quiz from students, but as always, a teacher or the course creator can still see
the quiz.

Overall Feedback

Moodle enables you to create several different kinds of feedback for a quiz. You can create feedback for:
* T he entire quiz, which changes with the student's score. This is called Overall Feedback, and uses a
feature called Grade Boundary.
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A question, no matter what the student's score is on that question. All students receive the same
feedback. This is called General Feedback. Each individual question can have its own General
Feedback. The exact type of feedback that you can create for a question varies with the type of
question.

The following screenshot shows Overall Feedback with Grade Boundaries. Students who score 90—100%
on the quiz receive the fi rst Feedback—You're a geography wizard!... Students who score 80—89.99%
receive the second Feedback—Very good!... Students who score 70—79.99% receive the third Feedback—
Not bad....

Overall feedback @

Grade boundary: 100%

Feedback: I‘v'ou‘re a geography wizard! Try the Advanced Geography Trvia quiz

Grade boundary: |g9

Feedback: I‘Jerygood! I7y the Irtermediate Geography 1rvia quiz

Grade boundary: |gg

Feedback: |Not bad. Try another Geography Trivia q.iz and see how you do

Grade boundary: |70

Feedback: |You're not ready to move up to the next level. Keep trying!

Grade boundary: |

Feedback: l

Grade boundary: 0%

Save changes l Cance!l

Below that, you can see the feedback for students who scored between 0 and 69.99%.

Editing a Quiz

Immediately after saving the Settings page, you are taken to the Editing Quiz page. This page is divided into
fi ve tabs. Each tab enables you to edit a different aspect of the quiz.

Quiz enables you to:

Add questions to the quiz.

Remove questions from the quiz.

Arrange the questions in order.

Create page breaks between questions.
Assign a point value to each question.
Assign a maximum point value to the quiz.
Click into the editing page for each question.

Questions enables you to:

Create a new question. Note that you must then add the new question to the quiz under the Quiz
tab (see above). Also note that every question must belong to a category.
Delete a question, not just from the quiz but from your site's question bank.
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e Move a question from one category to another category.
e Click into the editing page for each question.
e Click into the editing page for each category.
Categories enables you to:
1. Arrange the list of categories in order.
2. Nest a category under another category (they become parent and subcategories).
3. Publish a category, so that questions in that category can be used by other courses on the site.
4. Delete a category (you must choose a new category to move the questions in the deleted
category).
Import enables you to:
e Import questions from other learning systems.
e Import questions that were exported from Moodle.

Export questions from Moodle, and save them in a variety of formats that Moodle and other learning
systems can understand.

Create and Edit Question Categories

Every question belongs to a category. You manage question categories under the Categories tab. There will
always be a Default category. But before you create new questions, you might want to check to ensure that
you have an appropriate category in which to put them.

Infa _ Fesults Preview Edit

iz Questions Categories Irnport Export

Add category@

Parent Category Category info Publish Action
oo H | | [No =1 o
Parent

Edit categories @

Category Category info Questions Publish Delete Order
& Default  The default category for questions. 0 et 4
& Leaves CQUIZ questions about leaves. 3 & x 1T Top =

The categories which you can manage are listed on this page.

To Add a New Category
1. To add a new category, first select its Parent. If you select Top, the
category will be a top-level category. Or, you can select any other category
to which you have access, and then the new category will be a child of the
selected category.
2. Inthe Category fi eld, enter the name for the new category.
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3. Inthe Category Info fi eld, enter a description of the new category.
4. The Publish fi eld determines whether other courses can use the questions in this category.
5. Click the Add button.

Create and Manage Questions

You create and manage questions under the Questions tab. The collection of questions in your site is called
the Question bank. As a teacher or the course creator, you have access to some or all the questions in the
guestion bank.

When you create questions, you add them to your site's question bank. When you create a quiz, you
choose questions from the question bank for the quiz. Both these functions can be done on the same
Editing Quiz page. Pay attention to which part of the page you are using—the one for creating new
qguestions or the one for drawing question from the question bank.

Qe Qoestions Calegories Irnpon Expurt
Question bank

Category: | Leawves 'rI Edit categories

¥ Display questions from sub-categones too
¥ Also show old guestions

¥ Show guestion text in the question list

Quiz guaslions aboul leaves

Create new question:| Chouse.. =@
BAction Question name [ Sl boy bypes, prarme j TYFIE
aex I Leat Arrangement =

Wihat term describas the arrangement of these leavas?
a&£x O |Leaf Shape =
Select the term that describes the shape of these leaves.
& x O Simple or Compound i
I5 this fermn leal a simple of compound leal?

Select all M Desslect all With selected:

|lelrir | ke in 22 ”I RAWAS 'Fl

Display Questions from the Bank

You can display questions from one category at a time. To select that category, use the Category drop-
down list. If a question is deleted when it is still being used by a quiz, then it is not removed from the
guestion bank. Instead, the question is hidden. The setting Also show old questions enables you to see
guestions that were deleted from the category. These deleted, or hidden, or old questions appear in the list
with a blue box next to them.
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To keep your question bank clean, and to prevent teachers from using deleted questions, you can move all
the deleted questions into a category called Deleted questions. Create the category Deleted questions and
then use Also show old questions to show the deleted questions. Select them, and move them into
Deleted questions.

Create new question: | Choose... @
Action Question name | Sort by type. name ¥} Type

a® X [T [eaf Arrangement

VWhat term describes the arrangement of these leaves?
a%X T Leaf Shape

Select the term that describes the shape of these leaves.
a4 X [T Simple or Compound

s this fern leaf a simple of compound leaf?

a4 X [\ Bilobal: How many lobes?
How many lobes in a bilobal leaf?
Select all f Deselect all With selected:

Delete I Move to >> ||Leaves YI

Create a Question
To create a new question, from the Create new question drop-down list, select the type for the next

question:

Action Question na
| Calculated
agX M Leaf Arange pescription
Essay
YWhat terrn describes the Matching
'Embedded Answers (Cloze)

Multiple Choice
; v
a#x V¥ | eaf Shape Short Answer

‘Numerical

‘ True/False

Select the term that dest Random Short-Answer Matching

This brings you to the editing page for the question:

Tnoodle
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wildcourses » Wild Plants 1 » Editing quiz » Editing a Numerical question

Editing a Numerical question@

General

Category |Leaves 'I

Question name*  [Bilobal: How many lobes?
Question text 3@

| Trebuchet =l [ 1Epn =1 Flflana =] B £ O 8 | % = | @ |« o
(M| i=i=EEE | HTdh — D= BB | @

Hows many lobes in a bilobal leaf?

After you save the question, it is added to the list of questions in that category.

Adding Feedback to Questions and Quizzes
Moodle enables you to create several different kinds of feedback for a quiz. You can create feedback for:
* The entire quiz, which changes with the student's score. This is called Overall Feedback, and uses a
feature called Grade boundary.
* A question, no matter what the student's score is on that question. All students receive the same
feedback. This is called General Feedback. Every question can have General Feedback.
The exact type of feedback that you can create for a question varies with the type of question.

Assemble the Quiz
After you have created categories and questions, you can go to the Quiz tab and begin adding questions to
the quiz.
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Info Results Y Preview Edit

Quiz Questions  Categories  Import  Export
Questions in this quiz Question bank

Order # Question name Type Grade Action = Category: |Leaves vl Edit categories |

|1D 1 Leaf Arrangement 4= |1 5 W Display questions from sub-categories too
|20 — Page break — I Also show old guestions

I Showy question text in the question list

Total 1
Ve murn grade: IT @ Quiz guestions about leaves.
Save changes |
S honcade braake Create new [ Choose.. =@
Repaginate with { Unlimited i =] questions per page quesflon. ! -
¥ Show the recrdering tool @ Action Question name |Sortby type, name ;]Tyef
_G_o__l Kagx T Leaf Arrangement f
Ka=mx T Leaf Shape =
K e x T Simple or Compound =
«a”x I Bilobal How many lobes? =
Select all f Deselect all With selected:

< Add to quiz l Delete I Mave to >> HLeaveb. 'I
Add|1 v| random questions = Add |®

Most of the functions on this page are self-explanatory. However, here are some tips for using them.

Maximum Grade

The quiz's Maximum grade is the quiz's point contribution towards the course. In this example, the quiz is
worth 10 points toward the student's total for the course.

The grade for each question will be scaled to the quiz's Maximum grade. For example, if this quiz had fi ve
guestions worth 1 point each, but the Maximum grade is 10, then each question will contribute 2 points to
the student's total grade for the course.

Page Breaks
If you put all the questions of the quiz in one page, and if the student's browser refreshes or freezes before
the quiz is submitted, he or she will lose the selected answers. To avoid this, use page breaks to put a few

guestions on each page, so your student can't lose more than a page of work.

6.5 SCORM/AICC

SCORM stands for Sharable Content Object Reference Model. AICC stands for Aviation Industry CBT
(Computer-Based Training) Committee. They are standards, not products or features. It is a collection of
specifications that enable learning management systems to use content developed for each other. AlImost

all learning
management systems support SCORM, so developing content that is SCORM compliant enables that
content to be ported onto many systems.
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The SCORM module allows you to upload any standard SCORM or AICC package to include in your course.
The Summary is displayed when the student selects this activity from the course's Home Page.

To select the SCORM package that you want to import, use Course package and the Choose button.

If the package you imported is graded, select one of the Grading methods.

If Auto-continue is set to Yes, when the student finishes with one Sharable Content Object, the next one in
the course displays automatically. Otherwise, the student must click a Continue button to proceed.

Enable preview mode enables the student to browse the content without taking the associated test. The
content is marked as browsed.

As Sharable Content Objects display in the same window or a separate window, the Width and Height
settings determine the size of the display area for the object, not the size of the window.
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