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Editing a Course

To add content to your course you will first have to Turn Editing On. This will change the look of the page to allow

you to see various editing icons next to editable items in your course.

REGIONAL COLLEGE LEARMNING MANAGEMENT SYSTEM (LMS)

You are logged in as lan Schuyt (Logout)

@ Switchrole to... . Tumn editing on

= Turn editing on

Seftings

; J@ Assign roles 3

Tff.l-()@f“@ 101 %Grades 1

Groups

Backup

g Restore

aw (] % 'mport

+ Reset

|~ Reports

71 Questions
Files

4 Unenral me from Moodle
101

- What is Moodle?
oodle
out Moodle from their very own site

antation O

Free Moodle Book =
‘eat resources for instructors. For complete instructor documentation from moodle.org:
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Adding Content

Inserting Titles and Summaries

1 g
Under each Topic heading & Moodle Overview
you will see a small notepad P -

icon that allows you to add a

. . o =] How to Access Moodle <+ €& = £ X @&
title and brief description to

each topic in your course. (3 Add a resource..

Inserting Content

%) Moodle Overview - What is Moodle? < & = £ X &

| Moodle.org —= About Moodle from their very own site +* €& =

Eﬂmc Tnoodle

A course is created by adding Resources and Activities. Under each topic box you will find two drop-down

boxes. OnetoAdd a ResandanotteétoAdd an Acti vityé

jP Moodle Overview

=
[E] Moodle Overview - What is Moodle? & €& = 2 X

] How to Access Moodle + & = o X &
| Moodle arg —= About Moodle from their very pun.gitoesh de s o W

(3 Add aresource... v 13) Add an activity...

‘_2}. Official Documentation

Moodle.org has some great resources for instructors. For complete instructor documentation from moodle.org:
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Add a Resource

Resources are static content the instructor wants to add to a course. s
"

Resources can be prepared files uploaded into the course, pages edited
directly in Moodle, or web links to external sites.

@ Add a resource._. - @
Add a resource. ..

Insert a label

Compose a text page
Compose a web page
Link to a file or web site

. . . . . . Display a directory
Labels will allow you embed instructions or information on the main course Add an IMS Content Package

Insert a label

age.
p g » Labelzm Editing Label
=Adding a new Label to topic 1@
Label text™ (3

Trebuchet v 1(8pt) » lang v B F U 8§ | % x| W |« s
E=E==H|EEEETE — oo OO0SGER| O

Path:
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Compose a Text Page

To add a plain-text page: Insert a label M
Add a resource_ .
1. Form the "Add a resource" menu select "Compose a text page". Moodle will Insert a label
:
then display the compose text page. o o . Compose a web page
2. Enter a name for the text page (Note: this is what is displayed in the content Link to a file or web site
section on the course page, so be sure it is descriptive so students know what Display a directory
they are accessing) Add an IMS Content Package

3. Write a summary of the page in the Summary Field
4. Add your text in the Full Text

field ElAdding a new Resource to topic 1@
5. Scroll down to the bottom of
the page and click "Save General
ChangeS" Name™ You must supply a value here.
|
summary (3
. rebuche ~ 1(3pt) = ~ lang ~ B I U & | % | @ | ) cx
Hint: You can control whether e o 1 1 | 2 s | 2 e s oo e | LI )]
the new text page will be
opened in the same window,
or a new window by clicking
the "Show Advanced" path:
(7 e |
button.
Compose a text page
Full text™ (3
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Compose a Web Page

WebPages can be added instead of a text page to create more sophisticated designs.

Moodle provides the HTML editor, which works like a word processing application in

your browser. The HTML editor looks like this:

Normal v lang ~

B 7
M| iEi=EE T —Dbeooe QOOQGE| ©| @

US|% x| @

To compose a Webpage:

1. From the "Add aresource" General
menu select "Compose a web
page".
2. Enter a name and summary for
the webpage
3. Create your webpage using the
HTML editor
4. Scroll to the bottom of the page
and click the "Save Changes"
button.

Compose a web page

Grande Prairie Regional College — Building a Moodle Course Quick Guide
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Add a resource. .. .

Add a resource._.
Insert a label
Compose a text page

Compose a web page

Link to a file or web site
Display a directory

Add an IMS Content Package

3

Name You must supply a value here.

Summary (3}
Trebuchet + 1(8pt) =~ > lang v B T U § | % « |E | 3 0
EEEEMNEEEE HE — oo DOoGR
Path:

Full text™ (B
Trebuchet + 1(8pt) =~ > lang » B 7 U & | % = | @ | o
EE=E=EMN|EEEE TR —Teodsw QOQH@ ©
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Link to a File or Website

You can provide links to either documents, file directories or else other websites.

To link to a file or directory:

1.

From the "Add a resource"” menu select "Link to a file Moodle 101 » Files

Iﬂsmc Thoodle

Link to a file or web site -

Add a resource...
Insert a label
Compose a text page
) Compose a web page

Link to a file or web site
Display a directory
Add an IMS Content Package

or Web Slte” Name Size Modified Action
Enter a name for the resource and erte a Summary ] ﬁ Moodle_Discussion_Instructions_05-06.pdf 254.2KB 19 Jan 2009, 10:50 f-\rvename
Click "Choose or upload a file". A new window will 1 B Moodle_Wiki_Instructions_pdf 211.5K8 19 Jan 2009, 10:50 AM Choose Rename
open with the files area directory structure (see image) With chosen fles...  ~

Find the file you wish to add in the file area, or upload a Make a folder Select all | Deselectall |
new file

On the right of the file selected, select
"Choose". The files window will close and the
location of the file will be entered automatically
into the page.

Scroll to the bottom of the page and choose
"Save Changes”

To link to another web page:

1.

2.

3.

From the "Add a resource" menu select "Link
to a file or web site"

Enter a name for the resource and write a
summary

Enter the address of the web page in the
location field. If you need to look for the
address, then click the "Search for web page"
button and another window will open
containing Google

General

Name™ ‘

~ lang v B I U §| % | @ | o

Th —dbe=ee QOQMB| O

il
+
il

Summary (3
Trebuchet ~ 1{8pt)
EEEE MM}
Fath:
Link to a file or web site
Location http-//

Choose or upload a file ..

Search for web page...

Window

Force download (@[]

Window  Same window -

Keep page navigation visible on the same page” @ [

4. Scroll to the bottom of the page and choose "Save Changes”
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Display a Directory
Another option is to display an entire directory of files for students to access.
To display a directory:

1. From the "Add aresource" menu select "Display a directory”

2. Select the folder you wish students to access from the "Display a directory”
drop-down. Note: if you leave the default - Main files directory - then student

will be able to browse the entire course files area!
3. Click the "Save Changes" button

linli?ﬂc Tnoodle

Link to a file or web site -

Add a resource. .

Insert a label

Compose a text page
Compose a web page
Link to a file or web site

Add an IMS Content Package

4. When a student clicks on the directory link, he will see a list of all the files in the folder. The student will also

be able to browse any subfolders that this folder contains

General

Name™

You must supply a value here

Summary (3

&=

Trebuchet * 1(8pt) =
== Mo S

ok
il

-~ lang ~ B I U & | % £ | ® | e 0

EFE gk —beee @Og@mP| ©

Display a directory

Display adirectory  pain files directary

Main files directory
Buttons
Common module settings Captivate_Slides
HTML_Editor_lcons
Visible |Student_Documentation
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Add an Activity

Activities allow you to add interactive content to your courses. There is a variety of activities available, but here we
will focus on a few critical functions for building your online course. | n t hi s s e c tAssognments @bl cov

Forums.

Assignments
Assignments are a simple method of collecting student work by allowing them to upload digital content for grading.

For example, essays, spreadsheets, presentations, webpages, photos, video clips.

There are four types of assignments: [ Advanced uploading of fles <

. . Add an activity...
Single File Assignments
Offline Activity
Online Text onine text
. . . ) Upload a single file
Advanced Uploading i use when multiple files are required. Offline activity
Chat
Choice
Database
Forum
Glossary
Journal
Lesson
Quiz
SCORM/AICC
Survey
Wiki

rwnE

(=]
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To create an assignment:

1. Select an Assignment Type from the "Add
an Activity" drop-down menu

2. Give the assignment a descriptive name

3. Provide a description of the assignment. Try
to be very detailed here or copy information
from your course syllabus

4. Choose the grade scale you wish to use

5. Select the "Available From" date and "Due
date" or disable them

6. Choose whether or not to "Prevent late
submissions”

7. Choose the options for the assignment you
have chosen. These vary depending on the
assignment type, and are described below

Grande Prairie Regional College — Building a Moodle Course Quick Guide
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Assignmentname™ |y, myet supply a value here.

Description™ (3

Trebuchet ~ 1(8pt) =« * lang » B T U & | % «° | @ | 3 0o
E=EE=E=SMN|iZ=sEE Tl —heases | OOQGHE| ©
Path:

Grade (3

Available from * Jisable

Due date isable

Prevent late submissions

25

Maximum size

Grade @ 100 -
Availablefrom 2 February ~ 2009 ~ 15 ~ 05 = []Disable
Duedate g + February =~ 2009 ~ 15 + 05 = [|Disable

Prevent late submissions g«

Last Modified: 6/18/2009 10:50 AM Page 11




Iﬂsmc Thoodle

Assignment Types:

Upload a Single File

T Choose whether students can resubmit
assignments after they have been
graded (for re-grading)

1 Choose whether instructors should
receive an email when an student adds Email alerts to teachers (3} Mo -
or updates an assignment

1 Choose the maximum file size for
upload. (Note the top of this scale is a
limitation set by the system administrator and also in the course settings)

Upload a single file

Allow resubmitting (2 Mg -

Maximum size 1B -

Offline Activity

1 There are no options for offline activities. They are simply a description of an activity that is taking place
outside of the online course environment

Online Text

1 Choose whether students can resubmit assignments

after they have been graded (for re-grading) Onfine text
1 Choose whether instructors should receive an email -
: Allow resubmitting @ pNg -
when an student adds or updates an assignment
1 Choose whether student's text will be copied into the Email alerts toteachers (3} g -
feedback comment field for inline commenting by the Commentinine B o <
instructor
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Advanced Uploading of Files

1 Set the maximum upload size. (Note the top of this
scale is a limitation a set by the system administrator Advanced uploading of files
and also in the course settings) Maximum size | {MB

1 Choose whether students can delete uploaded files
before they have been graded

1 Set the maximum number of files a student can

Allow deleting (3} veos -

Maximum number of uploaded files @ 3 -

upload (students can't see this number so ensure to Alownotes @ No  ~
specify it in the assignment description) Hide description before available date (3} g~

f Choose whether students can enter notes. This can Email aleris to teachers (B  Np  ~
be used to communicate with the grading person, for Enable Sendformarking @ | No ~
instance.

1 Choose whether the assignment description should
be hidden before the assignment date
1 Choose whether instructors should receive an email when an student adds or updates an assignment

Common Settings

The last few options are common in all activities. These options will be available for all activities that you

create.

Group Mode i Groups for each activity can be one

Common module settings

of three levels.

Groupmade (@ No groups -
.. Visible qroup
No Groups i There are no sub-groups. Separate groups
ID number (3} |Visible groups

Separate Groups i Each group can only see Grade categorly  Uncategorised ~

their own group.

Visible Groups 1 Each group works within their own group, but can see all groups.
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Visible 1 If set to Show then students can see the assignment. If
Group mode (B No groups -

Visible  ghow n
ID number (3 UL

Grade category  |Uncategorised

set to Hide then the assignment is hidden from students. This is

useful for preparing assignments in advance.

8. Click on "Save Changes and return to course" when you are finished configuring the assignment.

Common module settings

Groupmode @ No groups -
Visible  Show -
ID number ()

Grade category  ncategorised -

Save and return to course ]I Save and display “ Cancel ]
There

i Course Resources

Resources are used to add labels, text pages, web pages,
each resource is below:

#

Labels - &= = = X &

| Text Page b &= = 5 X &

| Webpage & = = X ®

=] Link (to file or website) & = = & X #
F‘liclr'\l':.'.'*:\ Diracton: it e w2 W

d Assignment 1 b X & &

(3) Adda
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Forums

Forums are spaces where discussions can take place. They can have a variety of
structures and also allow for peer rating and include attachments. The forum is a great Add an acthity. .

method of asynchronous communication and a core part of a socially designed course. Advanced uploading of files

Students can post messages and discuss topics, while keeping track of individual

contributions.

To create a forum:

1. Click Forum from the "Add an Activity" drop-down menu

2. Give the forum a descriptive name
3. Select the forum type to use:
1. A single, simple discussion: you can create
only one discussion in this forum
2. Each person posts one discussion: Each
person in the class can only start one
discussion. Each discussion can then have
multiple replies. This is useful when each
students needs to post an assignment or a
guestion.
3. Q & A forum: This requires students to post their
perspective before viewing other student’
posting.

Grande Prairie Regional College — Building a Moodle Course Quick Guide

General

Forum name

Forum type (Z)
Forum introduction® (3

Trebuchet

msm Thoodle

Add an activity... -

Assignments

Online text
Upload a single file
Offline activity
Chat
Choice
Database
Glossary
Journal
Lesson
5 Quiz
SCORM/AICC
Survey
Wiki

Discussion 1

Standard forum for general use t‘
A single simple discussion

Each person posts one discussion

Q and A forum

Bl Standard forum for general use B 7 US§|=x < |® |
MW=t T —h e QOB ©

Discuss the readings from week 1.

Path: body

Force everyone to be subscribed? @
Read tracking for this forum? (3

Maximum attachment size (3

Last Modified: 6/18/2009 10:50 AM

Subscriptions not allowed -
Optional ~
500KB -
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4. Write a forum introduction

5. Select the general options:

1. Force everyone to be subscribed? Everyone in
your course will automatically receive emails of new
posts.

2. Read tracking for this forum? Highlights unread
forum posts.

3. Maximum attachment size - Limit the size of
attachments that students can add to their posts.

Select grading options in the aggregate type and grade

drop-down boxes

7. Choose the blocking options - If desired, students can be

prevented from posting a certain number of times in a given

period.
8. Click the "Save Changes" button. The forum

will now be a link in the course

Grande Prairie Regional College — Building a Moodle Course Quick Guide

Grade

mam Thoodle

General

Forum name”™

Discussion 1
Forumtype @ Standard forum for general use -
Forum introduction™® ()
Trebuchet * 3(12pt) + Normal * lang + B _

E= | iE=EE | Tgds| — e

Discuss the readings from week 1.

Path: body

Force everyone to be subscribed? (3 Subscriptions not allowed -
Read tracking for this forum? (2 Optional -

Maximum attachment size (3} 500KB

Aagregate tpe @ [ ETRPRIIENT ~

Grade (@ Scale: Separate and Connected ways of knowing ~

Restrict ratings to posts with dates in this range: Bl

From |2 February 2009 ~|[15 ~|[45

To |2 February 2009 15 45

Post threshold for blocking

Time period for blacking (3 Don't block
Past threshold for blocking (2)

Past threshold for warning (3


http://moodle.gprc.ab.ca/help.php?module=forum&file=assessaggregate.html&forcelang=
http://moodle.gprc.ab.ca/course/scales.php?id=48&list=true
http://moodle.gprc.ab.ca/course/scales.php?id=48&list=true
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Editing Content

There are several methods for editing your course. Using the controls in editing mode you can move, indent, hide,

highlight and delete certain elements of the course. The diagram below shows these controls on a course page.

Topic outline

LA
_— . ‘E.’
BB Mews forum & = g X = & &
(@ Add aresource... v (3 Add an activity... -
1 Ll
Move Topic . - Q@
F%Test.ﬁ.ssmnment G g M oE G s
(@ Add aresource... v (3 Add an activity..,
1
& ’
(@ Add aresource... v (3 Add an activity... v
+ Move
= Indent 3 A 1
4 Edit & — ’
X Delete Add a resource. ¥ (3 Add an activity. .. v A
# Hide/Unhide
i Groups

1 Show only this topic
? Highlight as current topic
4 Hide this topic from students
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