Introduction to Moodle
1. Your initial Moodle directory may look something like this with courses divided into
categories and the login prompt at top, right-hand corner of page.

ETC Moodle

Course categories 5

Welcome to ETC Moodle!

% AUSD

%] CESD

3 cusp Moodle is a learning management system (LMS) - a free, Open
% LMUSD Source software package designed using sound pedagogical
3 PRIUSD nciples, to help educators create effective online learning
% PvJuUsSD comwunities.

7 SLCUSD

;J zb’(jig’g What can a teacher do in Moodle?

¢ ?&g%[’ You can create assignments ; you can open a chat @; you
,j Hiiscellaneous can organize a choice £ for a selection or election; you can
] é'r APS post questions to a forum & ; you can create lessons =; you

can design and give a quiz ¥'; you can initiate a wiki %; you can
conduct a workshop !, and you can keep track of all these
activities, and many more, with a variety of admintrative tools.

<1 UCCP Previews
7 CTE Previews
All courses

What can a student do in Moodle?

You can see all your enrolled classes at a glance ¥ ; you can
work on assignments from any computer with an Internet
connection and a compatible browser; you can check your
grades ™ for assignments, quizzes and other tasks; you can
contribute to fora &, wikis &, and glossaries 44 that your
teacher establishes; and you can check your course's calendar
1 for important dates and upcoming course events

You are not loggedin. (Login
English (en) PP

ETC Moodle Updates

+ December 2009; Added
Groupings and Flash
Card Sets; click to view
asummary

D,
coLLEGE PREP

UCCP Courses
Now Available!

Preview course templates
Review terms of use

Use the Moodle Course Request
form in the ETC Portal to start
building a course using a UCCP
template.

2. Once logged in, you will see a list of courses that you are enrolled in as a student or
a teacher. You may search available courses or view all courses by clicking the All

courses button.
Jarvis Moodle

You ¢

Navigation =10

My courses
Home
s My home My Sample Moodle Class
v Site pages Teacher: Mr. Jarvis
= Blogs
a Tags
> My profile MOW%S:

P My courses

3. When clicking the course you are teaching for the first time, it will look something like

My sample moold class

@ All courﬁesl

the illustration below. Control blocks are on right and left, and topic boxes are

numbered down the middle.
My Sample Moodle Class €g———— Full Title

Home » My courses » Sample

Type of layout - Topic & Weekly

Navigation =10

Topic outline 4""

most common

Home

= My home

P Site pages

> My profile 1

¥ My courses

¥ Sample

» Participants
» Reports

B8 News forum

2

» General .
Nayigation Bar - Sampie is short name

\

Allows Teacher to Edit

You are logged in as Mr. Jarvis (Logout)

A)rums -1

Advanced search (3)
[m] Latest news =10

Add a new topic...
(No news has been posted
yet)
Upcoming events =10

There are no upcoming

. — 4 ~ O events
Settings T Topic Boxes - Goto calendar
i New event.
¥ Course administration 5 Contains Content e even
;:T :;:::1995 v Recent activity =10
Users 6 m} Activity since Thursday, 19 May
5:30 PM
P hilee Full report of recent activity.
!Grades 7 [m]
g'gackup Control Blocks - Adds New users:
, . »
¢ fiestee Expands for more Functionality o 1 janis
&'Impo options
9 O
» My profile settings 10 O

@ Moodie Docs for this page
You are logged in as Mr. Jarvis (Logout)



4. The Control Blocks on the right and left sides of your Moodle page may be
minimized or Docked. The narrow column icon undocks the controls and puts
them on the side of your page.

7% Class
Navigation =10 ! ¥ Course administration’
& Turn editing on 2
Edit setti
Home f B =" yndock
s My home  Fiters Topic o
b Site pages Minimi Igraies
=]
b My profie inimize Jesen
¥ My courses & Dock & Import =
Reset
D, -
Sampl? o » Question bank
P Participants 2
» Repons » Switch role to...
» General » My profile settings 3
> arv

5. The illustration below shows the Navigation block minimized and the Setting block
as undocked.

5 My Sample Moodle Class

Home » My courses » Sample

Navigation 00 Topic outline

€ News forum
Navigation Minimized Settings Docked
1

6. As the teacher of a course, you have a Turn editing on button in the top, right-hand
corner of your scree.

7. When pushed, you see additional editing icons and the drop-down menus that allow
you to add resources and activities to your course.

Topic outline

=

JE News forum b > X @

(@ Add a resource... (| Add an activity... [=]
Add a resource...
1 P File (|
& Folder Q
IMS content package b
Label
@2 |@/[Add an actviy.. =
2 (|
& & Q
&
@|Adoaresource...  [¥](@)|Add an activity... [+]



8. The add an activity drop-down is shown below:

Topic outline

=

g News forum - > sf X @ @3¢
{(3) Add a resource...

=

.I...a

(3| Add a resource...

BN

(3)|Add a resource..

$rw

(®/Add a resource...

Search forums

e g

=10

Advanded search (3)
Latest ne
1 e axqe
Add a hew topic

Control Blocks

s Deleted

1 Go to calendar.
New event...

10.Use the Add a block drop-down to add blocks such as the Calendar. The Add a
block feature is only available when editing is on.

[=]

Additional
"Blocks"
may be
added

=0

on Right May be

e

Add an activity...

Add an activity...

Assignments
Advanced uploading of files
Online text
Upload a single file
Offline activity

Chat

Choice

Database

Feedback

Forum

Glossary

Lesson

E2{)

@

@

SCORM package
Survey

Wiki

Workshop

[+] @[ Add an activity...

=

(| Activity since Thursday, 19 May

Q 2011, 05:55 PM

® Full report of recent activity...
New users:

1 Mr. Jarvis

# <> [

3 \dd a block

Add... -
Add...

1 Activities

v Blog menu

& Blog tags

Comments

Community finder
Course completion status
Courses

Course/Site description
HTML

Logged in user

Mentees

# <0 ]

# <0 [

The X icon, allows you to delete content and/or most of the Control Blocks.



11.Blocks may be moved by clicking the “double-arrow” icon.

Calendar =10
Beaxan
- Ma 1 >
Sun Mon Tue Thu Fri Sat
« 2 a8, 5 5 7
s 3 1«
Clickto |
move 7

2030 AN

12. After clicking icon, choose the location where you wish the block to appear.
Available spaces are shown below.

Turn editing off

Click on Desired SRk foriinia =
Location Feaxa

V% %)

~ 1@/ Add an activity... Advanced search (3)

Latest news -10
e g xo
Add a new topic...

(No news has been posted
yet)

> | @ Add an activity...

] 1]
% <> ] # <[]

—

13.The hand-and-pencil icon allows you to edit or update features, activities, resources,
etc. on your Moodle page.

(=]
! & <—— Edit/Update Tool e
k3

@ RIS~ | (3)| Add an activity.. [=]

14. After clicking edit/update icon, | can use this html editor to write on my summary
topic box. I may chose fonts, font size, color a font, add numbered or bulleted lists,



check spelling etc.

Use default section [¥]

name
Section name /
Summary @ Arial v | 6 (24pt) ~ [ Paragraph || %) 75,,1 =
F @ AT e e

# N QA - *—-—-
. Jarvis's Fake Moodle Class

i =
=]
4
X
xu
1
1]
il

b i ~
%

:m
i

Path: p » span » strong » span
HTML format [~

Save changes| |Cancel

15. Additional features are shown below. In html, each new paragraph has additional
space below it. New Line with No Gap forces a line break without the space. It may
also be added by holding the shift key while you press enter.

Arial ~ || 6 (24pt) ~ || Paragraph v || %) 44 2543
== 72 @A -2
& n & 2 j wimL 7~ |

Mr. Jar/v'p'&lke Mpodie Class

New Line with No Enlarge Editor
Gap Raw HTML

B 7 U X x

16. After adding content, click the Save changes button at the bottom. You’ll then see
your information in the Topic box.

|Save changes| [Cancel|

17.While editing a Topic Box, you may change the section name of that topic box. The
defaults are Summary (top box where title info goes); Topic 1, Topic 2, etc. There
are fifty-two available topic boxes. We'll go over adding, removing, and hiding them



later. In example below, | named Topic 1, Reading — Unit One.

Default Name is .
Topic One Summary of Topic 1

Use default S?gfﬁr——— / May be Changed

Section name  Reading - Unit One

Summary @ Font family |~ | Font size - || Format - 44 25| 3|
=|gehm@A-2- i

= E EHNQH T

B 7 U sx x| E=

111
s
11
U
I

18.1 prefer to use the default section names and write in my own content to be
displayed in the Topic Box.

Use default section [V]
name

Section name

Sy @ Arial ~ |5 (18pt) ~ || Paragraph |~ || ¥} =1l
B I Usx xX||=EE=|JQ0HEA - -
= '§§ * n @ «Q _ﬁ urmL 7 |

Writing - Unit Two

‘\ Write in

Description

19.1n the example below, | added my class title in a larger font, | renamed Topic Box 1
“‘Reading — Unit One,” and left the default section name in box 2 and added my own
content, calling it Writing — Unit Two.

Topic outline c
3
Mr. Jarvis's Fake Moodie Class -
Room 24 - 805-596-4030

S
5 _.
€ News forum > X 49 1
(@ Add aresource...  [v](@ Add an activity... [+] S
1 ([ E

g Reading - Unit One v
& i

=
(@ |Add aresource..  [v](@) Add an activity... (=]

2 o= > . (| .S
& Writing - Unit Two o ol

= &
@|Add aresource..  [*](@|Add an activity... (=] L
3 ] 3

p A 0



20. Students and teacher may minimize topic boxes so that only the Summary Topic
(top topic box) and one numbered topic box appears at a time. Clicking the box
below will hide all but the Reading — Unit One topic box.

Topic outline

Mr. Jarvis’'s Fake Moodle Class
Room 24 - 805-596-4030
L

2K News forum . p g X @ &9
(@ Addaresource..  [v|(3) Addan activity... (]

1 ’
5 Reading - Unit One

Minimize Topic
=

# <> [

21.0nce minimized the Jump to menu appears. These show topics as numbered
unless | gave a topic box a custom name, as | did in the case of “Reading-Unit one.”
| can go to any of these topic boxes by clicking on one.

2 = ) - H
& Writing - Unit Two =
-9 *®
(@ Addaresource...  [v]|(@)|Add an activity... (=]
Jump to... Choose... v
/& Choose...
Custom T-T;_'
Name Topic 4
H Topic 5
D|splayed Topic 6
Topic 7
Topic 8
Topic 9
Topic 10

22.The box becomes a double box when showing only one box at a time. Click that

double box to show all.
—» H
9

Click to Show All



23.Entire topic boxes, along with all their content, may be moved by clicking on the four
arrows and dragging it to a new location. This only works if you're in edit mode.

(\'__l) MAUU a IeduudILe. .. X (::l) MAuu arnl dblIVILy.A.
2 - : O
3 riting - Unit Two o
= ==  Click & Drag to Move Box A
and its Contents
(3) Add a resource... ¥ (3 Add an activity... v
3 =

24.The eye icon hides resources, activities, control blocks or entire topic boxes from
students. This is a great feature if you don’t want students accessing materials while
you’re preparing them.

2, Writing - Unit Two %‘
F 4 Click Eye to Hide from =™
Students
(3 Add a resource... ¥ (3 Add an activity... v
2 [

25. After clicking eye, Topic box is grayed out and only the teacher may see or access it
or any resources or activities within it.
@ L Jia <

MUY @ 1ITOUUILG. .. uu an avuvily.

1. Writing - Unit Two %‘
& Students Won't See or Have e
Access
(@ Add a resource. .. ¥ (@ Add an activity... v

2

e Reading - Unit One

w0 []

-

26.The light bulb icon highlights a topic. One topic box may be highlighted at a time.

! Writing - Unit Two -
i : Lightbulb Highlights __y¥
& Topic
(@ Add a resource... ¥ (@ Add an activity... s

~ —

27.1n edit mode, you may use the Add a resource and the Add an activity drop-down
menus to start adding content to your course. I’'m adding a link to a Website (URL)
in the example below.

1 Writing - Unit Two %‘
-
. P .
(3 Add a resource.. ¥ (@ Add an activity... ¥,
Add a resource...
2 File 0l
**  Readi Folder v

IMS content package
£ |Label

Page

@ a resource. .. ¥ (3 Add an activity... v



28.1 give the link a name, add a brief description, add the URL (Web address), and
choose how | want the Website to appear. The description is only displayed if |
chose Embed or in frame as my method for displaying a Website.

Adding a new URL to Topic 1
General Name as it will appear to
5 =3 students
Name™  Dictionary
Description™ | | cont famiy |~ | Font size Format - &%l
B7ZUsmx x|EEE|SC@mmA-2-
e o 2 HNQ A |pm -

Onliine Dictionary

Description Displayed

Path 4
HTML format ~

Content

AL dictionary;com Choose a link...
Options
[ Hide advanced |

Display @ Automatic _~
Popup width (in |[Automatic

* |Embed -
poielale [t Multiple Ways to

Popup height (in - *
pixels) Open Display Website

Display URL |In pop-up
name

Display URL  [#]
description

29.In my case, | chose New Window. Students will open a new browser window above
my Moodle course when using this feature. The In-Frame option leaves my Moodle

Navigation bar at the top of the page. It also displays the description.
Common module settings

Visible Show ¥
ID number (&

\ { Save and return to course 1 [ Save and display ] [ Cancel ]

There are required fields in this fi

30.0nce resources is added, | can move up or down with the Topic Box or to a new
Topic Box all together. The right-arrow key indents the resource, the X removes it,
and, the eye enables me to hide the link from students.
-

@%%ﬂmxww

Move it, indent, edit, delete, hide, roles

&



31.Expand the Switch role to menu items from within the Administration Block and click

Student to view your course as a student.
P Question bank

*/*

¥ Switch role to”-
g@Non-editing teacher
g@ Student

g@Guest &

> My profile settings

~

32.Click Return to my normal role to view as a teacher again. You may new to turn
your editing back on.

You are logged in as Mr. Jarvis: Student (Return to my normal role) |

My Sample Moodle Class /

Home® My courses» Sample

33.The Edit settings button provides the teacher with myriad option for setting up their
Moodle course.

¢z
Settings -10

¥ Course administration
& Turn editing on

[£) Edit settings 3
> Users

9 Filters \ 4
g Grades

s Backup

@ Restore 5
g"lmpon

« Reset 6

» Question bank

34.Teachers may change their course name and/or the short course name that appears
on the Navigation bar and “home” button at bottom of Moodle page. The Course
summary is normally only accessed with students are looking for your course in the
directory. Information in the summary comes up when students and/or teachers

10



search for courses.

Edit course settings

General
Category @  Teach ~

Course full name My Sample Moodle Class

Course short  Sample <——— Appears on Navigation Bar
name*
Course ID number 25
Course SHImary. Font family ~ | Font size ~ || Paragraph ~|| %) # A.T =]
B 7 Usx X|ESE|JL@mEA -2
e % AN Q|-
My sample moolde class
Students see this in course
directory. Add search
terms.
Path: p 4

HTMI farmat v

35.The format | recommend starting out with is the Topics format. Weekly lists “topic
boxes” by date. Course start date should be current date or earlier, and the
“‘Number of weeks/topics” may be adjusted here. Content is not lost within topics
boxes not displayed.

Path: p
HTML format ~ Weekly &
Format @  Topics format ""— Topics Most
Numberof 10 « Common
weeks/topics 1 B
Jourse start date |2 " May v 2011 ~
Hidden sections g ctions are completely invisible v
. 6 :
News items to |5 Number of Topic
show @ g | | Boxes Shown
Show gradebook |9 |_
tn ctuidante ("_ﬂ 1n =‘

36.The News forum is a place where the teacher can post announcements to their
class. News items to show refers to how many announcements are shown on the
News Forum page when students visit it. The News forum will continually reappear
if you don’t set News items to show to zero.

11



Mr. Jarvis's Class

T stur
3‘: News forum /

e s

Course start date 12 v May v 2011 ~

Hidden sections  Hidden sections are completely invisible v

News itemsto 5 «

show @& ‘

Show gradebook 4 Set to zero

1

to students @ |2
Show activity 3
reports (& g

37.Topic boxes where the teacher has closed the eye will be shown as inaccessible
resources if Hidden sections are set to be shown in collapsed form. Activities earn
student grades, so only show the gradebook if you are actually using it as your
official gradebook. The theme refers to the color scheme and layout of your Moodle
page and may be changed. I'm using Standard in these tutorials.

Course start date (& 22 v May v 2011 ~
Hidden sections &)  Hidden sections are completely invisible *——____—

News items to show @ 5 «

No v Set to NO unless you are really

Show gradebook to students :
using gradebook

Show activity reports @ Yes ~

Maximum upload size (& 10MB  ~

S e Changes look of your course

Do not force

base
Guest access anomaly
canvas

Allow guest access @

38.Guests are essential the general public. They don’t have Moodle accounts, and they
also are not enrolled in your course. Allowing guest access without a password
makes all your resources open to the public. They won’t, however, be able to take or
see quizzes, but they will be able to view (but not participate in) your forum
discussions. A password may be established to protect your Moodle page if you
wish to make it public.

Guest access . L. .
Guest may view most content but can't participate in

Al - e fviti 't view "qui iz
ow guest access @ No activities. Can't view "quizzes.
Password (@ ~|] Unmask

May access with password
Groups

39.You may divide your course participants into groups and have them participate in
activities separately, including quiz results. Many secondary teachers divide their
participants by period. Setting Separate groups here will make every activity default

12



to the separate group mode. This may be changed when adding the activity.

Groups

Group mode @  Separate groups ~ ‘__

Force groupmode @ No ~ Activities and results will be default be
divided into groups (e.g., class period,
etc.). See Group Setup.

Default grouping  None

Availability

—

40.Availability allows a teacher to hide their course from students. Students will not be
able to gain access or even see your course unless you make it available to them
here with the course settings. Click Save changes when done setting up your
course.

Selecting NOT

o will make your
Availability @  This course is available to students v course

<4— unavailable to

Language students.

Force language Do not force v

@—___ Controls may

be switched to

Availability

Role renaming & different
language if
Your word for ‘Manager' enabled
Your word for Teacher
Your word for 'Non-editinq ‘czgrl:grgi:ze
teacher
Your word for "Student’ way Moodle

refers to roles.

[ Save changes ][ Cancel ]

41.To allow students to participate in your activities, they must be officially enrolled in
your Moodle course. How students enroll in your course is set up under the
Enrolment methods section within the Users menu.

l\cuuuly ~

Settings -1C

¥ Course administration
& Turn editing on

[£) Edit settings
¥ Users
§E
» Enrolment methods
g§ Groups 5
» Permissions
g@Other Users
& Filters

ER (Cradac

13



42.The method | prefer is allowing students to enroll themselves. Expand Enrolment

,_@Enrolled users
¥ Enrolment m

o Self enrolment 5
(Student)

#§ Groups

R

43.An enrollment key is a passphrase that the student will have to use when they enroll.
Once enrolled, they won’t need to use it again. It may be left blank, but it is

necessary if you're interested in having students self-enroll into groups (covered
later).

Self enrolment

Custom instance name | me key to

“enroll” inclass
Allow self enrolments (3) IYes vl

Enrolment key (3 [eeeese I Unmask

Use group enrolment lYes vl

keys (@

Assign role |Student ;I

44.Secondary teachers will most likely want to “Group” their students. Grouping
students as they first enroll in your course is the most efficient method. Start by

IR LALIIIIY - wEIIn e

Settings =10

¥ Course administration
& Turn editing on 3

[£) Edit settings
¥ Users

E_ngnroIIed users
» Enrolmen S

ﬁ Groups 5

» Permissions

y@ Other users
& Filters

45.Click Create group.

Edit group eettmgsl

Delete eele‘-teilg‘r‘m’zl/
Create group|

Auto-create groupsl

Import groupsl

14



46.Most name groups by class period. Give each group its own enrollment key. When
students use the group enrollment key, they’ll be automatically placed within that

group.
Group names|Period One
Group description | [ . family || Fontsize ~|| Format ) 4 45| 3)|
B I U#sx x| EEZE|J2@mEGA -0
= % AN QH|mT -
Path: Z
HTML format 'I
Enrolmentkey @ [cevesee Unmask mh::key
Hide picture |Ng
New picture (3}  Choose a file...
No files attached
Save changes] Cancel]

47.1f a student is already enrolled in your class prior to being assigned a group, click

Add/remove users.

Groups:

Period One (0

Period Two (0)

Edit group settingsl

Delete selected group|

]

Members of: Period One (0)

Add/remove usersl

48. Select students you wish to add to that specific group. Repeat for each group.

Group members

No roles (1)
Cozy Janis

Add/remove users: Period One

Potential members Selected user's membership

Teacher (1)
Mr. Jarvis (0)

No roles E1E

v Selectenrolled users

then add to group

15



49.Select Enrolled users to change students’ groups or remove them for your course
completely.

Settings =10

¥ Course administration @
& Turn editing on
Edit settings
v Users

ﬂEnrolled users
» Enrolment methods

i Groups
S 3

Darmicninne

50. lllustration shows how to adjust student’s group or remove from course.

Enrolment methods 2\ I~ |
| First name / Surname ¥ Enrolment

i Enml addiess Last access Roles Groups methods
Andrew Jarvis 5 hours 15 mins Student X ______—-—! PeroaTwo X [ | [ser
Remove from or add to group Sremegent
from

andrewjarvis@charter.net Saturday,
— 21 May

Removes student from course i X

51. The illustration came from my quiz results page. Having groups allows me to view
their quiz results separately.

Separate groups|Fouth 7|

Preferences ji

Include [ Participants' in group ‘Fourth’ who h:

52. At the end of a school year, the teacher may Reset their class, removing all students
and their activities.

Settings =10

¥ Course administration

# Turn editing on 3

[ Edit settings
Users

« Filters
Grades

& Backup 5
Restore

& Import

& Reset

» Question bank

7

53.These and more options are availableto the teacher.

General

Course start date (3) 7 1[~] EJEnable
Delete events []
Delete logs [
Delete all notes [
Delete all comments [
@

Delete course
completion data
Delete blog
associations (@)

]

Roles

Unenrol users [Non-editing teacher |
Student ’
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