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Introduction

The purpose of this manual is to provide step by step information on setting up a basic moodle.
The emphasis is on “basic”. Moodle can do a lot, much more than what is presented here.
However, in order to have a functional moodle for your students, you don’t need to use all the
features that exist in moodle. In fact, it is better to start simple and add complexity as time goes
on if you want to. Complexity isn’t necessary. You can always just keep it simple.

How can this be a basic manual when it is 48 pages long? There are a lot of screen shots. In
fact, almost the whole document is screen shots to make it as clear as possible. Likewise, you
can pick and choose what you want to do. If the only thing you want to do to get started is have
a place where you put links for your students, then just do that (visit the resource called URL in
this document) and ignore the rest of the resources and activities. Do you want to just post pdfs
for your students? Take a look at Uploading a single file in resources. The table of contents is
your friend.

As you experiment with moodle you will see a lot of links, choices etc. that are not addressed
here. That they are not addressed is by design. In order to set up a moodle you don’t have to
know very much at all so | avoid going into detail on everything Often people feel overwhelmed
by moodle because it can do so much, and people think they need to know everything in order
to get started. There is a lot of information on line about moodle so if you have questions that
are not addressed in this document (and you definitely will) take a few moments and explore
some of the links found in the appendix. You are likely to find an answer. Also, don’t forget to
click on the black question marks with the yellow background that you see throughout moodle.
The explanations usually are very clear and helpful.



Logging in to the district moodle for the first time

Log onto the Moodle (http://moodle.susd12.org) by clicking in log on link in upper
right corner. Log on using district credentials (what you use to log on to your laptop
or computer in your classroom)

€« C @ moodlesusd12.0rg

sunl‘YSide - Welcome, Login here!

Unified School District

welcome fo moodle

Infinite Campus | Sunnyside Unified School District | Beyond Textbooks

Setting up your profile
1. Atfirst log in student/teacher has the opportunity to fill in his/her profile. If you don’t see
your profile after logging in, go to step 2 below to find your profile. If you are not taken
directly to your profile, you have logged into the moodle before.
a. Absolutely necessary - Fields in red with red asterisk

Username”™
First name™

Last name®
City/town™®

Select a country

4

If you want you can ignore the rest

b. Maybe useful - upload a picture as your “avatar”

I—U!!'l piciure

Current picture ’

Dl

Hew picture & {::h.p-gga alle. | Manrmem size for new files: 100ME
No files attached

Picture
dascoplion

c. For most other fields the defaults are ok but can be changed according to your
preferences



d. Preferred Language - Students can select their preferred language. All of the
menu’s etc. in Moodle will be in the preferred language. Right now
English and Spanish are installed. Other languages are available but are
not installed at this time. If you have a need for another language,
contact the coaches at technologycoaches@susd12.org

Preferred | English - United States (en_us) ||
language | English (en
Preferred theme L= Iih - United Sates en us
Espafial - Internacional {es)

2. Preferences can be edited at anytime (once logged into the Moodle) by Clicking on
My profile — view profile and clicking on edit profile under Settings in
Nepialon " the left hand column.

b Ete pages
™ My proifin
View profise _
P Fofuim posts
¥ Bisgs

¥ Actrtly reports
¥ LWy Coufges

Salings

* My profils semngs

L=
¥ Hiogs

¥ St agminsiration

Samrh

Logging into your class for the first time
1. Initial class spaces need to be set up by a Moodle Admin. Once the space is set up
teachers have complete control of them. Send e-mail to
technologycoaches@susd12.org to request a class.

2. Entering class for the first time
a. Once logged into the moodle locate your class: School Level — School —

class, in most cases

Coulse cllngmias ¥

Courss CAiEQOfBes.

High Sehoake {0

Middie Schools [2)

Elementary Schools ¢0
Professional Development (18]

Curricsstam (1}



3. The first time you log into your class may be asked to enter a Teacher enroliment
key. This will be provided by the Moodle Administrator.

» Caurgas = Pral il Dsasi vl & L osnh @ K Briand = [ & in BHE &0 & Emplment oohiees
e———wa
Maigietion I TRACINY

Enrcdimeni Key Urmmask

M Taoe
Enipll i

b Sie pages
b My profise
F Wy courses

If you are an established moodle user (logged in before to participate in PD etc), then
you exist in the Mooodle database and the Administrator will set you up in the
class as teacher. When you click on your class you will go straight in, no
enrollment key necessary.

Basic Class settings

Your class is set up with some basic default settings that you can change. You can access
these settings by clicking on Edit Settings in the Settings block:

Settings =10
EENERT
¥ Course administration
£ Turn editing off
5] Edit settings e
5] Completion tracking
b Users

The required fields are in red and have red asterisks. This is consistent throughout moodle.
You can click on the black question marks to get more information about each field



rEeneral

Course full  Mark Bryant
name” (g
Course short Mark Bryant
name® @
Course ID
number (g

COUTSE | |Fant famiy |~ || Fontsse
summary (g

ERERE-

Fath-
HTML format [=]
Format @  |Topics format  [=]

Number of 1.;.3
weekstopics

date @

News items to g 3
show (B
Show gradebook | ygs E[
fo students (3
Show activity | na E[
reports @
Maximum upload | 100m8 [=]
size (@) .

Force theme | g not force E]

- | Format - Rl i
B Uk, *x EEF SLo@@ A2 |
B H ol o F -

You can enter a course summary here if
you wish. You can format your text to
include pictures etc

Course start |13 7] | May [=] 2e1[=]

Hidden sections | Hidden sections are shown in collapsed form [=

Category (@ | Professional Developrent | Coaching no need to change this unless your course is miscategorized

You can change the name of the courselif you wish but it needs to make sense

Displayed in various menus and “bread crumbs” along the top of the screen

This would be the course ID number from Infinite Campus. In the short term it is not
necessary as the two systems are not talking tg each other at this time.

=}

Here you can select the class format you want to use for your class. To learn the
differences, select one, save your settings and take a look at your course. You can
always go back and change it.

BS1 BOCBEE
Al guest | g ,_T]
access (§

Password {3

If you want people to be able to see your class as guests you can enable guest access and enter an
enrollment key. Give the key to the guests and they will be able to log in. Guests can look around but
will not be able to participate in activities such as blogs, forums etc. If you allow guests with no
enroliment key, then anybody can enter the class.

ups
Group mode @ [ Separate groops =

Farce groug [Ha [=]
mode

Detsult grouping |plone [=]

If you want to use groups in your class, you can
enable it here. With groups enabled you can
assign students to groups for differentiation and
other activities. Probably best to become
familiar with the basics of Moodle prior to using
groups.

Avallability

Avallabilty @  This course is not available to students EI

Here you can hide your course from
students. Makes sense to hide course until
you have built the course and are ready for

students to enroll.



Student progress

Compielion E sia complation and actmity - .
..rzmﬁg Erabdod. cootrol i complition und actaity. sefings (] By enabling student progress, students can
Compietion keep track of their progress through activities by
tracking begns checking them off as they are completed
on ennoliment

~Rele renaming(f)

Your ward for
Manaper

Yoour ward bar
e ¢ ieMor If you don't like the standard role names of

“teacher”, “student” etc. you can rename them

Your ward ki f h
"Teachor Or your course nhere.

Your word kof
‘Hon-gdting
teac hes

Taur waord far
Student’

Click on and you will be taken back to your course.

Building Your Class

Make sure the Turn editing on button is clicked, otherwise you will not be able to do anything

Hi Mark!

Sunnyside
Unified School District

wieloome to moodl

Maagalion TOC ouline Woode Rosownas



Now you should see this but with a lot more numbered boxes.

Topic outline
L
g News forum b X w a0
|Add a resource._ | = | (@ | Add an activity. . =]
1 ]
+ A ¥
&
(3 | Add aresource |+ |(@ | Add an activity

However if you selected a weekly format it would look like this:

Weekly outline

=

% tews forum o =»g X ® &l

(3 Add aresource | »|(@ | Add an activity

May 13 - May 19

L

& []

(@ | Add a resource. [~ | (3 | Add an activity. [=]

Regardless, the way you build your class is the same

The Course Header
The top box is the “header” of your class. You might want to put the name of the class, insert
some images etc. To do this click on the

=



Summary of General

Use default section [¥] € Clickoff
name

Section name

summary @ Font family

P Enter name of class

- || Font size = | Format el | il ﬁ,r@|
BIEABEXI f'%EE'J‘&lEIE”ﬁ'E"' il ||!
iz = | E

Enter any information you want about the
class/course. You can use the formatting tools

to bold, center, italicize, change the color etc
using the toolbar.

You can insert an image by clicking on the
green tree

F"aﬂﬂ:_
|HTML format [+ ]

[Save changes| |Cancel

Inserting an image in your course header

After clicking on the green tree icon you will get the following window:

Gemeral || Appasrance | Advsnced

Groeral To upload an image off of your computer, click
2 Find or upload an imagiiy// here
Imasga URL |
Imbge duscription | «—'1  Oryoucanlink to an image on the internet by
sk i entering the URL here
[ ]




The File Picker

This is called the File Picker and is consistent whenever you are uploading files for different
resources or activities. It is always the same process.
Fila pickar »

e, «— Click on Upload a file

Then click on choose file

Atachment. | Chooss Fila | ko file chesen
Fave as
Avithar Mark Bryant

Choose license: Al Aghts resared --

Upead his Hie

Then you can navigate to the place where you have saved your images:

11



.-' Clpam . -
2.2 L o— o0 e ——
Grgrim = Alow ok dit-= TR -
[« F T S Elinrn ¥ Gough Srehiip di MeomibeIL
B Cesking B B, bk W i Wribipre L P iyib

I Doalnndy T Coempaten ] Tumer o e
W Mecanilin || R Binsgmen v o i wath
& Cropios 0 cioiee Fasacar i Lagiech Wbcam Sohwan o dmty b e
TR Cartther B et Famire L Thelimas
i b Wl Cratrab B Fimi HET by
(g e P D SR W Friin Vasken Tkt Ciowvestes || el
o Mhusis [BOn P Comserer B ThackTrrvs Plaps E config
] Pacterm P Ow Pl Pl et % cengami anl
B tcierm £ P00 Y B uhzimsr Acnasemen Manager Wl Crumes,
FRFLY Playes Bzt B k B
- ompute e [ EAART Matem et 10 B nevbranal
ek - e e i W
Fep e - |am -
Lk o] s |

This should be familiar, the standard window for opening files on a PC. Select the file and click

Open

|
| | b
E— et |Chanm | sy ||
1
Ll i
| K-
Chozan KCREEE  BA TP i §RENWR = |
T Forsie B =l

The name of the file you selected shows up here

Gansrsl | Bppesrance | Advenced |

'), Find or upload an image...
Irmage URL [ttpedfmaedis. susd12 org/ dealtfile, php/ 247 usar|
Image description I |
Prai i
P
o
unnysi

<4— (Click Insert

12



-accessible to some users with disabilities, or to those _

Click Okay

[Save changes +—_

Click Save Changes

Now there is a course title and an image in the course header:

Weekly outline

Moodle 303

1.' ‘-
[

joodle

B tews forum g Xe 8

@ |Add a resource. [=|(@) | Add an activity =]

So what about the H& News forum o

The news forum is a place where you can post information for your students BUT they cannot
post information to this forum. It is only a way for you to provide information for them. There
are other forums that you can set up which will allow students to dialogue with you and with
each other that we will look at later.

Editing icons

Duplicate
Edit T Hide

£ ? .
e b &2 X WP Rolts

Move

Move Right Delete

13



Move P_ You can move items (resources or activities) by dragging and dropping them with
this icon. When you click and hold down the crossed arrows the resource/activity
becomes outlined in grey. It can then be dragged up or down to be moved to a different
place.

) Tool Guide - == X 89

Update (Edit) L You can make changes to your resources or activities.

Duplicate: =2 duplicates an activity or resource. This is a quick way to create activities or
resources by duplicating an existing activity or resource and then tweaking it.

Hide & By clicking on the eye you can hide resources or activities from your students. Useful
if you want to set your class up but only want students to see the activities and
resources for the current topic or week.

Assign roles 39 _ not to worry about

Delete X— completely deletes a resource or activity
Move Right =¥ _ indents a resource or activity

Resources vs. Activities
(3 | Add aresource_[=|(@ | Add an activity (=]

Resources are content that you provide your students like documents, web links or information.
Activities are just that, something that students do in the moodle such as chats, forums, quizzes
and assignments. We will look at these one at a time starting with Resources.

Resources

Add aresuurce".[:]

Book
File
Folder
Label
Page
URL

As this is a getting started guide, | am not going to step you through each resource. | will
explain what they are and step you through the essential ones.

Book

14



You can use the book to organize your content in a compact fashion where students
can navigate through the content with hyperlinks in a menu at the left of the page.
However, within a book you cannot add other moodle resources such as files. This can
only be done on the main moodle course page. For more information visit
http://docs.moodle.org/20/en/Book _module

File
You can upload a file to the Moodle that students can then access
Select File, the following screen will appear:
Adding a new File to June 10 - June 16
rGeneral
Name* Enter a name (required)
Description™ Font family | = || Font size = || Format = e '?...': Jil=|
B J Usx x|E=E=|J A -2-
iz =iE # Aol QA pme -
Enter a Description (required) You can also format your
description, add an image etc. as you did in the header if you
like
Path: o)
HTML format =]
~Content:
Select files | Add..| [_Create folder Maximum size for new files: 100MB
Click on Add No files attached

Which brings us to the file picker again:

15


http://docs.moodle.org/20/en/Book_module

Fila pickar »

Go through the same process as you did to locate an image to put in your course header (see
Inserting an Image in your course header above to follow the steps).

Content

Select files Path: Files
| Add..| [ Create folderd | Download al| Maximum size for new files: 100MB

B MoodleToolGuideforTeachers May2010_JS.pdf B File is now attached

~Options
*[Show advanced

Display @ Automatic [~] Display determines how the document will be presented to the students.
Automatic lets Moodle decide how to display it depending on what kind
of document it is. You can leave it on automatic, test it to see how it is
displayed. If you don't like how it is displayed, you can come back and
Display resource make changes here. Options are embed, New Window, Force
description download, Open, In pop-up. Play with them to see what they do

Display resource [Z|
name

-~Common module settings

Visible | Show E You can control whether students can see the file. You may want to hide files until
they are needed
ID number (3

16



~Restrict access

Allow access | 14 duly 2011~ | ] Enable  you can control whether students can see the file.
from (@ You may want to hide files until they are needed
Allow access | 14 July | [2011[+] @ Enable
untif
Grade condition | (none) |Z| must be at least % and less than %
@
[add 2 grade conditions to form|
ACtivity | (none) E| must be marked complete E|
completion
condition (@)

|Add 2 activity conditions to form|

Before activity | Show activity greyed-out, with restriction information E|
can be - '

accessed

You can restrict access by date, by grade condition and by activity complete condition. These
are probably most useful for classes that are 100% on line. You can leave this untouched
(recommended while just starting out with Moodle).

~Activity completion

] — This allows students to track their
Completion | Students can manually mark the activity as completed E completion of activities. They can check

tracking (3 a check box when they are through.
Require view Student must view this activity to complete it This can be disabled by selecting Don
Expect - | not indicate activity completion in the
p 14 July 2011 Enable dropdown box.
completed on
@

ick \Save and return to course|

Clic to go back to course.
Voila, a file has been added to the course:
June 10 - June 16 L1
J o
A
T Tool Guide - =g X =5 A
(3) | Add a resource _[=|(@ | Add an activity (=]

If | want to make any changes to how this file is set up, | can click on the = to go back and
make any changes necessary (ie. how the file is displayed).

Folder
If you have a folder of documents that you want to make available to your students, you can
use this option. The trick is that you have to compress the folder before you upload it
and then you have to decompress it once it's uploaded.
17



Label
A label is how you can information to a topic box ie. a topic title, some instructions for the
students.

Select Label from the dropdown box, the following screen comes up:

=Adding a new Label to June 10 - June 163

Label text™ | pont family | =||Font size = | Format b = =
B I Usmx, x| ESE||JS2imdmA-2-
= 1= EE - g ﬂ E@ <2 ;If" _HTmL'? -
Look familiar? You can add text and images (even video if you want, check
out the icon next to the green tree and see what happens, not sure what it
actually is.
Path: y
HTML format | = |

The other options on this page are identical to the options we saw for uploading a file Common

module setting, Restrict access, Activity Completion. Please refer to Adding a file option above
if you need clarification on these.

. Save and return to course
Click on [ ) .

Now the weekly topic looks like this:

18



June 10 - June 16

=

& []

) Tool Guide =g X @i
Lo e Wl

S5

Useful information about Moodle
for Teachers, maybe

@ |Add a resource.[~] (@ | Add an activity =]

The problem, though, is the Label is below the Tool Guide file and it should be above it. So,
using the icon that looks like a cross right next to the Tool Guide document, I’'m going to drag
and drop the Tool Guide below the label:

i June 10 - June 16 Iil
=
48
Useful information about Moodle
for Teachers, maybe
8 Tool Guide 3 = s X @ v
(@ |Add a resource.[=] @ | Add an activity. - =l

That’s better.

Page

When you add a Page, you are creating a link that links to another moodle page that you've put
content on. So it is really just a web page within moodle. You can add text, images, videos etc.
but you cannot add resources and activities. You have to be on the main moodle course page
to do that.

19



URL
This is a link to another web site somewhere on the world wide web.

Select URL, the following page comes up:

Adding a new URL to June 10 - June 16

~General
Name™
Descriplion”  eontfamly - Fontsze - Format - et =Tl
B 7 Umx x|=E==|y20@mamA -2
Si=EE 2 Ao 2 & |wm F -|

Once again, Fill in a name and description

Path:
HTML formiat E

Here’s where you want to copy and paste your URL:

rContent
External URL | http-/docs moodle.org/20/en/Moodle_in_education Choose a link...
~Options

Hide advanced

Drplay @ Au_tumatic B We've seen this before when we added a file to our course. Display
Popup width (in |620 determines how the linked web page will be presented to the students.
pixels)* Automatic lets Moodle decide how to display it depending on what kind

) : of document itis. The pop-up option is a good one for links
Popup height {in (450

pixels)’
Display URL [

name
Display URL ¥

description

—Parameters
This is an advanced feature that can be ignored. “Show advanced

Again, the other options on this page are identical to the options we saw for uploading a file
Common module setting, Restrict access, Activity Completion. Please refer to Adding a file
option above if you need clarification on these.

. Save and return to course
Click on [ ) .

20



June 10 - June 16

& [

=
&
Useful information about Moodle
for Teachers, maybe
T Tool Guide -3 X @ v
@1 Moodie in Education «.=»g X &5 4
(@ |Add a resource... [=] (@ | Add an activity. .. [+]

Now there is a document and a link available to the students.
To see what the topic/week looks like without the content creating and editing tools, turn off
editing, click the button at the top right of your course that says turn off editing.

June 10 - June 16 (I |

Useful information about Moodle for Teachers, maybe

T Tool Guide
@1 Moodle in Education

Activities

Make sure you turn editing back on.

21



Add an activity...

=]

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

Chat

Choice

Database

Forum

Glossary

Hot Question

Journal

Lesson

Quiz

Wiki

Assignments

Assignments are graded (generally) activities within the moodle. This next section will step

through the creation of an assignment, the submission of an assignment and the grading of an

assignment.

Advanced uploading of files

This means that students can upload more than one file for an assignment. There is another
assignment type, Upload a single file for assignments that require only one file.

Select Advanced uploading of files. You should get the following screen:

#Adding a new Assignment to June 10 - June 163

rGeneral

Assignment |
name*

Description™

Path:
HTML format E[

Prevent late o E[
submissions

Font family = | Font size ~| Format = A f‘;' =
B2 U=x x| E==JCEMmA-Z
= = “|[E FNe s @ | mw |

Fill in the assignment name and a description

Y.

Available from [14]7] [July [=] [2011]=] [12[=] [10[=] @ Enabie You can control when students

Due date |21[+] [July [=] [2011[=] [14[=] 10[=] ¥ Enable

enable boxes. You ¢an also

prevent late submissions if you
wish

can access the assignment and
when it is due. If you want it to be
available all the timef uncheck the

22



Grade

Grade [1gp E You can select how many whether
this assignment is graded or not
Grade category | Uncategorised |z| and how many points it is worth.

Maximum size

Allow deleting

Maximum
number of
uploaded files

@

Allow notes (3

Hide description
before available

-Advanced uploading of files

1MB [~]

Yes |z| So here is where the advanced part comes in.

3 E| You can control the maximum size of the uploaded files (default is probably fine.

\ Allow students to delete files prior to submitting them to be graded

Control maximum # of files students can upload for the assignment

NDE\

No E Allow students to include notes to the teacher at submission

T

If you want to control what students can see regarding the assignment prior to it

ID number (3

date @ becoming available for them to do
Email alerts to | g |z|
teachers @ A Have an email sent to you when a student submits an assignment (sounds like
Enable "Send |vyas E| spam)
for marking” ‘\A button students can click on when all their files are uploaded and ready to be
button (3 graded.
~Common module settings
"1Show advanced
; Here if you have groups set up, you can assign the activity to different
Group mode [
P @ No groups E groups. This is a way of differentiation. Groups are a more advanced

feature of moodle and will be addressed separately.

An ID number is useful for grading purposes. If it is not a graded
assionment it is not necessarv ta niit an IN nimber in

Again, the other options on this page are identical to the options we saw for uploading a file,
Restrict access, Activity Completion. Please refer to Adding a file option above if you need
clarification on these.

Click on

\Save and return to course|

Now there’s an assignment available to the students:

23



June 10 - June 16

=

& []

S 2 e

Useful information about Moodle
for Teachers, maybe

T Tool Guide - 2 X 8¢ v

@ Moodle in Education «- =g X & e

& Unit outline - =» s X @ &9 v
)] Add a res::rurce._.'_ l}j@ Add an aclfi'v'l"v_u,{._.. '_ E:[

When | click on that Unit outline link, | get the following:

Mo attempts have been made on this assignment

In this assignment you will need to upload two documents. The first one is a short outling of
an online unit you will create using moodie.

The second document will be a description of what moodie resources and activities you will
use in order to deliver your unit content and the activities your students will complete for

each day of the unit.

These must be two different documents

This is the description of the assignment. Remember, you are seeing this as a teacher so you
cannot see any way to submit an assignment. What you do have, though, is a link to be able to
grade assignments, circled in red.

Student view and submission of an assignment
Now let’s take a look at what the assignment looks like to students. On the left side of the
screen in the settings block click on the arrow next to Switch role to...

24



Settings =

¥ Course administration
& Turn editing on
[£) Edit settings
[Z] Completion tracking
b Users
& Filters
B Grades
£3 Cutcomes
w Backup = i
& Restore Switch role to...

@::1?'Th HaTeacher
(@ Publis
s Reset g@Mon-editing teacher
» Question bank
== e Student

HdaGuest

b Switch role to... —

P My profile settings

And select Student.

Go back and click on the assignment that you just set up. Now you should see the following:

In this assignment you will need o upload two documents. The first one is a short outline of
an online unit you will create using moodle.

The second document will be a description of what moodle resources and activities you will
use in order to deliver your unit content and the activities your students will complete for
each day of the unit.

These must be two different documents

Submission draft

No files submitted yet

Upload files

Now there is a way for students to upload files (remember we are seeing this assignment as if
we were a student). Note there is no longer a link at the top for grading assignments.

Click on Upload files:

Upload a file |Add. | [ Create folded Maximum size for new files: 1MB
Mo files attached

[Save changes| [Cancel
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Students can now upload files in the same way that you can upload files to create content (click
on add and use the file picker to upload a file from the computer.

Upload a file Path: Files
| Add._| | Create folder | Download all Maximum size for new files: 1MB

B a Complete Guide to One to One Computing k-12 pdf B
o Thinking maps.pdf El

[Save changes| [Cancel

Two files have been uploaded, click Save changes:

Thursday, 14 July 2011, 03:13 pm

In this assignment you will need to upload two documents. The first one is a short outline of
an online unit you will create using moodle.

The second document will be a description of what moodle resources and activities you will
use in order to deliver your unit content and the activities your students will complete for
each day of the unit.

These must be two different documents

Submission draft

A

A Complete Guide to One to One Computing k-12.pdf
.- Thinking maps.pdf

Edit these files

Final submission for assignment marking

Send for markinél'

This is the assignment. The student has the option of making changes (submitting edited
documents etc.), or send for marking. Click Send for marking
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Final submission for assignment marking

Once the assignment is sent for marking, you will no
longer be able to delete or attach file(s). Do you want to
continue?

[Continue] [Cancel

The student has the opportunity to consider if the assignment is really ready for grading. Click
Continue.

In this assignment you will need to upload two documents. The first one is a short outline of
an online unit you will create using moodle.

The second document will be a description of what moodie resources and activities you will
use in order to deliver your unit content and the activities your students will complete for
each day of the unit.

These must be two different documents

Submission

B

A Complete Guide to One to One Computing k-12_pdf
“$ Thinking maps.pdf

Assignment was already submitted for marking and can not be updated
Assignment is now submitted.

Go back to the settings block and return to your normal role (teacher):

¥ Switch role to...
g@Return to my normal role <

Grading an Assignment

Viewing the assignment as a teacher, the link at the top indicates that there are submitted
assignments:
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View 1 submitted assignments

In this assignment you will need to upload two documents. The first one is a short outline of
an online unit you will create using moodle.

The second document will be a description of what moodle resources and activities you will
use in order to deliver your unit content and the activities your students will complete for
each day of the unit.

These must be two different documents

Click on the link:

[=]  First name / Surname ¥ [=| Grade =] Comment=] Last modified (Submission) =]

Mario Castro

L8

Test Student

B

: A Complete Guide to One to One Computing k-12 pdf
@ Thinking maps. pdf
Thursday, 14 July 2011, 03:17 pm

Lauffer Teacher

Now you have a list of your students. You can see That Lauffer teacher has submitted an
assignment (because he switched his role to a student for the purposes of this document).

Pay attention to the scroll bar on the bottom of the window. In order to grade this assignment
you have to scroll to the right:

Grade -] Comment (=] Last modified (Submission) [=| Last modified (Grade) =] Status [-]
Grade
Grade
A Complete Guide to One to One Computing k-12.pdf > Grade

'E Thinking maps. pdf
Thursday, 14 July 2011, 03:17 pm

Now there is the link that will allow you to grade the assignment. Click on Grade:
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Feedback: Lauffer Teacher

Lauffer Teacher
Thursday, 14 July 2011, 03:17 pm

rSubmission
Click on Revert to Draft if the student needs to
Revert to drafl|(3) redo/edit the assignment
] A Complete Guide to One to One Computing k-12 pdf
.80 Thinking maps pdf
Click on the documents to download and read them
rGrades:
Grade: | o grade [~ ] Assign a grade
Current grade in -
gradebook:
rFeedback
Feedback: Faont family = || Font size = | Format ={ | h:‘r =
B FUsx ¥|=E==|e @A -2 0

E Ead ﬂﬁ@ L) ﬁ'.HTmI?vl

rEm
e
=

ik

You can enter Feedback for the student here

Path: A
HTML format | ~ |
Response files: [Add..| [ Create folded Maximum size for new files: 1MB
No files attached

Send notification 7] If you want you can send files back. An
emans@ : \ example would be the students work returned
with comments directly on the document
A )

Enable notification e-mails to send the .
student an email when the assignment [Save changes| [Save and show next] Ne@ [Cancel
has been graded.

So, that’s a brief explanation of the whole process of setting up an assignment, students
submitting an assignment and grading an assignment.

Now we’ll take a look at some of the other assignment types.

Online Text
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This is an assignment that is completed within the moodle. There are no files to upload or files
for teachers to download and read.

Select Online Text:

#Adding a new Assignment to 10 June - 16 June®

rGeneral

Assignment
name*
Descrption™ | zontfamiy |+ Fontsize - Format B & th| =]
B I Usx x| E=E= | F2 @DEA-Y-
e & o 2 |om 7 -

Give the assignment a name. In description
write the actual prompt for the assignment.

Path:
HTML format

Available from | 14[=] |July [=] [2011[+] [16[=] [00[=] I Enable
Due date [21[=] July [=] [2011[=] [16[=] [00[+] ¥ Enable

Prevent late | pg E
submissions

The rest of the sections on this page are the same as what we saw with the Adding a file
option. Make you selections

. Save and return to course
Click on [ ) .

Student View of online text assignment:
What 3 tools in moodle do you see as useful for your teaching?

Available from: Monday, July 18, 2011, 08:35 AM

Due date: Monday, July 23, 2011, 08:35 AM

You have not submitted anything yet

Student clicks on
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What 3 tools in moodle do you see as useful for your teaching?

Available from: Monday, July 18, 2011, 08:35 AM

Due date: Monday, July 25, 2011, 08:35 AM

Submission™ Font family = || Font size = | Format r k=] ﬁ,’: =
B Z U=x x||E==|sC@@A-2-0 0
SEEs =% R o B 2 |jom F |

Students enter their response

Path:
HTML format E‘

Save changes, [Cancel

Click save changes

What 3 tools in moodle do you see as useful for your teaching?

Available from: Monday. July 18, 2011, 08:35 AM
Due date: Monday, July 25, 2011, 08:35 AM

Last edited: Monday, July 18, 2011, 08:58 AM (3 words)

Your changes have been saved

chat
assignments

guizzes

[Edit my submission

Students can edit their submissions

Uploading a single file
This assignment type is essentially the same as the Advanced Uploading of Files only that

students can only upload one file. The process of setting it up is nearly identical to Advanced

Uploading of files above.
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Offline Activity

This activity is completed off line but you want to be able to enter feedback and the grade within
moodle. An example would be an in class debate or a oral presentation.

Grading is the same process that we went through for the Advanced Uploading of Files
assignment type above.

Select Offline Activity:

#Adding a new Assignment to 10 June - 16 June@

rGeneral
Assignment
name®
Description™ Font family  ~ || Font size - | Format ' &6“,-‘ =
B 7 Usx x|ESES20H0A-2-
SiEasE |2 Ao @ oS-
Enter the assignment and a
description
Path: A
HWLfnrmaIE
Available from [15]-] [July 2011 09 35 -| [ Enable
Due date |25 July 2011 09 35~ | [ Enable
Prevent late | g |Z|
submissions.

The following sections are ones that we've seen before in other assignment types.

Student view of Offline Activity

Each student will create a moodle dance based on one of the resources or activities
available in the moodle.

Chat

You can set up a chat session where students can chat with each other in real time.
Select Chat in the Activities drop down:
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rGeneral

2Adding a new Chat to 17 June - 23 June®

Mame of this
chat room™*

Introduction text

Next chat time

Repeat sessions

sessions
Everyone can

view past
sessions (3

Save past |

Font family |~ | Font size - || Format e ki A: |||
B I U & X x =| # 2 n | A -2 | |
& AVGH Q Fm e |

I
|
i
(]

Name the chat room and provide
some inductor text.

Path:
HTML format E|
18[=] [July [=] [2011][=] [10[=] [05[z]  Control the availability of the chat

room by setting a time and
Den't publish any chat times [=] whether it repeats or not

Never delete messages E

P

Determine if you want messages
N deleted and how often
o [7]

The following sections ought to be familiar by now, if not check out

. [Save and

return to course]

Click

Student View of a chat activity:

Student clicks

on Moodle chat:

Moodle Chat

This chatroom is where we can hold discussions about our progress, questions etc. with

moodle.

Use more accessible interface Student can enter the chat by

clicking on Use more accessible
View past chat sessions interface

Or view past chat sessions

After clicking on Use more accessible interface, student is in the chat:
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Participants

Lauffer Teacher Idle 4 mins 17 secs

Send message

Submit] [Refresh|”| Show only new

Messages
No messages were found
Choice

Choice is a way to quickly poll your students. This can be used in any number of ways including
formative assessment on a unit, to conduct votes in class etc.

Select Choice from the activities drop down:

rGeneral

Choice name™

Introduction text

Font family |~ || Font size = || Format . 3 'ffﬁ =
B 7 Usx (|ESE|JLEEG0NA-2-

2 Aol 2 H S -

1
&

11
nwr
1

Enter the name of the choice
activity

The introduction would be the
actual prompt

Path: Z
HTML format [ ]
Limit:
Limit the number | Disable [ You can limit the number of responses allowed,
of responses don’t know why you would want to do this, so
allowed (3 disable is fine
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~Option 1
Option @ Here is where you enter the options students have to
Limit |0 choose from. The limit is grayed out because we disabled
~Option 2
Option @ Limits in the previous section. Obviously you would want
Limit [0 to have at least two options, but can add as many as you
want
~Option 3
Option (3
Limit |0
~Option 4
Option (3
Limit |0
~Option &
Option (3
Limit |0

rRestrict answering to this time period
Restrict [
answzimg ;Z::;; You can restrict the time that the
question is available for students
Open |13 July 2011 10 30 to respond to
until | 15 July 2011 10 30

~Miscellaneous settings

Display mode | Display horizontally |Z|

Publish results | Show results to students after they answer |Z| You can control whether
Privacy of | Publish anonymous results, do not show student names [~ | students can see the results
results when they see the results and
Allow choice to [No [+] whether it is anonymous or
be updated not.
Show column for | g E
unanswered

The next sections, Common module settings, Restrict access, Activity completion have been
gone over in the Adding a file option above.

. Save and return to course
Click on [ ] )

Student View of a Choice Activity:



In the world of moodle, a forum is:

© A place to communicate in real time
= A place to hold discussions over time
A place where people gather to shop and socialize in ancient Roman cities

\Save my choice|

After the student makes his/her choice, if in settings it was set to show students results, he/she

will see the results:

Your choice has been saved

In the world of moodle, a forum is:

Your selection: A place to hold discussions over time

Responses
A place to communicate in A place to hold A place where people
real time discussions over time gather to shop and
(0) (1) socialize in ancient
0.0% 100.0% Roman cities

(0)
0.0%

In this case, there has only been one response.

The teacher, by clicking on the link View responses can see what the individual student’s
response was:
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» View 1 responses

In the world of moodle, a forum is:

Your selection: A place to hold discussions over time

Responses

A place to Aplace to hold A place where
communicate in discussions over people gather
real time time to shop and
(0) (1) socialize in
0.0% 100.0% ancient Roman
cities
(0)
0.0%

The below screen appears:

Responses

A place to A place to hold A place
communicate in discussions over where
real time time people

(0) (1) gather to

shop and

socialize in
ancient
Roman cities

(0)

Student’s names appear
under the choice that they
made

A

Lauifer Teacher

Select all / Deselect all With selected

Choose an action .. E|

|Download in ODS format| Download in Excel format] < Results can be downloaded

[Download in text format]



Forum

A forum is where you and your students can hold discussions asynchronously (meaning not in
real time). A forum can be a place where discussions can be held over a period of a few days,
weeks or a semester. Unlike chat, the participants do not have to be on line at the same time.

rGeneral

#Adding a new Forum to 10 June - 16 June@

Forum name™
Forum type (&

Forum
introduction™

Subscription
mode 3

Read tracking
for this forum?

@
Maximum
attachment size
@
Maximum
number of
attachments (@

Standard i for general use [-]  To see a discussion of the differe
Font family = || Font size ~1{| Format 2 # A:\ = |

L U 0| EEE|J O 0EEGA -2
= = =4 el N B e

Name the forum and give it a brief introduction

Path: 2

ces, visit http://docs.moodle.org/20/en/Forum

HTML formatE|

Optional subscription You can set up an e-mails subscription for members
of the forum. Kind of results in spam...

Opierl (5] You can enable the ability for tracking whether posts have
been read or not. .

SURE [] People can attach documents to their posts. This
controls the maximum size. Default is fine.

9 [+] Limit the number of attachments per a post.

Time period for
blocking (3

Post threshold
for blocking (3

Post threshold
for warning (2

rPost threshold for blocking

Don't block [+ You can block students from posting too often to a forum.

0

0

rGrade

Grade category

Uncategorised |Z|

rRatings

Roles with

permission to
rate @
Aggregate type
@

Scale

Restrict ratings
to items with
dates in this

range:

From

To

Capability check not available until activity is saved

= You can set up ratings so students can rate each

Mo ratings s )
g other’s posts in the forum

Scale: Separate and Connected ways of knowing

18 July 2011 12 30

18 July 2011 12 30
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The next sections, Common module settings, Restrict access, Activity completion have been
gone over in the Adding a file option above.

After creating a forum, you will want to enter a first topic or prompt that the students need to
respond to. Click on the forum you just created in your class and you should see a screen
similar to this:

A place to discuss questions, uses etc. of the moodle activities.

IAdd a new discussion topic|

{There are no discussion topics yet in this forum)

Click on the Add a new discussion topic button

A place to discuss questions, uses eic. of the moodle activities.

~Your new discussion topic

Subject®

Message™ | |rontfamily |- | Fontsize - | Format - 48 45=
B 7 Usx, x| EEE S @A -2-
== == ol % FNa ™ QG

Enter a subject and a message.

Path:

N o E Decide if you want to receive e-mails when students

Subscription| Send me email copies of posts to this foum  [+]  post to the forum or not

@

Attachment | Add. | Maximum size for new files: 500KB

Mail now [

After a topic has been posted when you click on the forum you created it looks like this:

&) Mo files attached Attach a file if you wish, it can be an image.
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A place to discuss guestions, uses etc. of the moodie activities.

\Add a new discussion topic)

Discussion Started by Replies Last post

Hot guestion Lauffer Teacher
Laufier Teacher 0

vs. Choice ' Mon, 18 Jul 2011, 01:27 pm

Click on the Discussion topic:

Control how the replies are shown —* Display replies in nested form |Z|

As the teacher you can move discussions to different forums
if a discussion seems to be in the wrong place

Hot question vs. Choice
by Lauffer Teacher - Monday, 18 July 2011, 01:27 pm

—> Mwe_ t_his d_is_a__:_ussiqn to . E Mowve
Could somebody explain when | would use a hot question activity vs a

choice activity?

| can edit or delete this post because | made it and | am the teacher.
Students do not have this ability

»Edit | Delete | Reply

What Students see when they click on a forum topic:

Display replies in nested form El
Hot question vs. Choice
by Lauffer Teacher - Monday, July 18, 2011, 01:27 PM

Could somebody explain when | would use a hot question activity vs a choice activity?

Students can only reply to a post that is not their own. They can delete ——————— Repy
their own posts '

Glossary
You can have a class glossary where your students enter words and definitions to create a
glossary of terms that are available to the whole class.



mAdding a new Glossary to 10 June - 16 June@

rGeneral

Name™*

Description™

Font family

Font size ~ || Format E4 i =

s mwmA-2-
2 foe® Q|-

Enter a name and a description

Path: 4
HTML format [ |
Entries shown |10 B t ter h tri
per page* e sure to enter how many entries per a page
Glossary type | Secondary glossary |Z|
@
Duplicate entries | g E‘
allowed (3 . . . .
- These are pretty clear. Click the yellow circle with the question
Allow comments [ g E . . .
; mark if you need more information.
on entries (3)
Allow print view  [yes E
@
Automatically |[ves E
link glossary
entries (&
Approved by | Yes [+]
default 3
Display format | Simple, dictionary style  [~]
@
Show 'Special' |yag E
link (3
Show alphabet |yag E
@
Show 'ALL' link [ yes []
@
Edit always @  |[Mo E
rGrade
Grade category | Uncategorised [~
~Ratings
Roles with Capability check not available until activity is saved
permission to
rate (3 You can set it up so students can rate each other’s
Aggregate type | o ratings |Z| glossary entries.
@
Scale | Scale: Separate and Connected ways of knowing
Restrict ratings
to items with
dates in this
range:
From |13 201 14 05
To |13 201 14 05
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After the glossary is set up, click on the glossary you created:
A glossary of moodle terms &

Search [V search full text

Edd a new ent@j <4— Click to add a new entry
Brewse by alphabet  Browse by category Browse by date Browse by Author

Browse the glossary using this index
Special |A|B|C|D|E|F|G|H|I|J|K|L|M|N|O|P|Q|R|S|T|U|V|W|X|Y|Z|ALL

No entries found in this section

MoodleTerms
rGeneral
Concept™®
Definition™ | ggnt famlly | = Fontsize = || Format = A 'é_;i. ;h

3

B I U

¥

X, X

=|sommA -2
= 5B ﬁﬁs‘zﬁ'mml?q

=
e
=t

e
i

Enter a concept or word and its definition

.F'Elﬂ"ti
HTML format [~ |
Keyword(s) (@) |

Add key words that are related to the concept or word (optional) .

Attachment (3 Maximum size for new files: 100MB A file can be attached to illustrate the concept or word
Mo files attached
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rAuto-linking

This entry [
should be If you select auto-linking, any time the word appears in the course it will
automatically automatically be linked to the glossary definition.
linked (@
This entry is
case sensitive
@
Match whole
words only (3}

|Save changes [Cancel

An example of a glossary with an entry:

A glossary of moodle terms

[Search| | ¥ Search full text

Edd a new en@

Browse by alphabet Browse by category Browse by date Browse by Author

Browse the glossary using this index

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

Block

A block is usually a square or rectangle on a moodle that has a particular function. For example, there is the
navigation and setting block on the left side of a moodle site, Within the Navigation block, all the links are
related to navigating the moodie.

X =

Hot Question

A hot question is an activity where students can ask questions. All students can see the

questions that have been asked and then can give “heat” (by voting) to the questions that have

already been asked by other students but are questions that they have as well. In this way,
guestions that many students have rise to the top and teachers can be sure to address those
questions.

43



¢ Adding a new Hot Question to June 10 - June 163

rGeneral

Activity Name™®

Topic*® Font family |~ || Font size = || Format b s Rall=
BZUsx x|EEE|JQ @EA-2-0 0]
EEEE = 2 Ao ® Q F|wm T -|

Enter an activity name and a topic

Path: A
HTML format_E
Allow past | yeg E] You can set it so students can post anonymously. It set to
guestion as yes, students will have the option to post anonymously, if no
anonymous

then it is impossible for students to post anonymously

rCommen module settings
Visible [ghow [=]
1D number (3

Restrict Access and Activity completion are addressed in the uploading a file resource.

. Save and return to course
Click [ ] to go back to course.

Click on the hot question you just created:

Please post your questions here and give "heat" to questions already asked that you want
the answer to.

Submit your
guestion here:

[ Display as anonymous

Oéen a new round

Here’s where a question can be posted. The open a new
round button clears out the questions that have been asked.
Teachers can only open a new round. The rounds are saved
and teachers can go back to see what kinds of questions
students asked.

No guestion now.
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Below is what the hot question looks like when a question has been asked:

Please post your guestions here and give "heat" to questions already asked that you want
the answer to.

Submit your
guestion here:

[Post| [[1 Display as anonymous

Questions Student can click on the Heat
thumb to indicate that they
Does the Moodle grade book connect with infinite campus have that question too. The 0

Posted by Anonymous at Monday, July 18, 2011, 04:42 PM (39 secs early) ~ question with the most votes is
ends up at the top of the list.

Journal

A journal is an assignment that is similar to the online text assignment. In earlier versions of

moodle the online text assignment did not exist so people used the journal to have students
complete an assignment within the moodle.

Adding a new Journal to June 10 - June 16

~General

Journal name™ You must supply a value here

Journal guestion

&

Fant family = || Font size = || Paragraph = 3 A: =
B I U E.;.Z:@;ﬂ&-g-wm
2 A Q Fmy

4

x, x

A,
il

z
3

Enter a journal name and a
journal question

Path: p
HTML format E‘

Days available |7 days E|

b

rGrade

Grade | 100 |T|
Grade category Uncategorised-El
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Common module settings, Restrict Access and Activity completion are addressed in the
uploading a file resource

Moodle Journal

Separate groups: Section 1

Flease note your experiences with teaching with a moodle. How have studenis responded?
How has it worked? Have some activities worked better than others? Why?

Students can make a journal
entre by clicking here - |Start or edit my journal entry]

You have not started this journal yet

Journal entries can be graded just like other assignments See Grading an Assignment

Lesson

The lesson activity is designed for a course that is 100% on line. Conditional activities can be
set up so depending on answers to some questions the student receives other questions or
activities. Lessons can be very time consuming to set up.

To learn more about lessons visit http://docs.moodle.org/20/en/Lesson _module

Quiz
Quizzes can be quite complex and deserve a manual all their own.

To learn more about quizzes visit http://docs.moodle.org/20/en/Quiz_module

Wiki
A wiki is a place where classes can work collaboratively on a document or several documents

Students can add web pages, edit existing web pages etc. A wiki can be set up so it is a single

class wiki or they can be set up so each student has his or her own. Wikis fall beyond the
scope of this document. To learn more go to
http://docs.moodle.org/20/en/Adding/editing_a_wiki
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Setting your moodle up so students can enroll

Now that you have your class set up, you need to set up enroliment so your students can enroll.
Otherwise you’'ve done work for naught.
Under Settings, click on Edit Settings:

Settings =10
39 &

¥ Course administration
& Turn editing off
5] Edit settings —
5] Completion tracking
b Users

Make sure that on the setting pages that your course is available to students

Availability

Availability (3 | This course is available to students [ =]

Click on Save changes if you needed to make a change here, if not click on Cancel
Next in Settings click onthe little triangle next to Users and then the triangle next to Enroliment
methods. Click on Self enroliment student:

Settings =10

¥ Course administration
# Turn editing on
[£| Edit settings
¥ Users
E@Enrolied users
¥ Enrollment methods
Self enroliment g
(Student)
Manual enrolliments
Teacher Enrollment
ifi Groups
» Permissions
@@ Other users
¥ Filters

47



Self enrollment

rSelf enroliment

Custom instance
name

Allow self | yas B
enroliments (3
Enroliment key [T Unmask

® 1\ Enter an enrollment key (password). You can leave everything else

lon
Use group [No E alone
enroliment keys
@
Assign role | Student E
Enroliment [ days [] Enable
period

Start date | 1y July 2011 [~ | O Enable
End date [1g July 2011 |~ | O] Enable

Unenroll inactive 120 days [+]
after (3
Max enrolled 0
users (3
Send course [
welcome
message (3)
Custom welcome
message

Save changes| [Cance]
Click on “Save changes”. Distribute the enroliment key to your students. Direct them to the
SUSD moodle (http://moodle.susd12.org). Have them log on to the moodle using their SUSD
credentials. All middle schoolers, high schoolers and 5" graders have credentials they use to
log on to their laptops or computer lab computers. These are the same ones used for logging on
the the Moodle. Once logged in, students need to locate your class and click on it. They will be
asked for the enrollment key. They enter it, click on the “enroll me button” and they are in.
Students only need to enroll in your class once.
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Appendix

Useful sites for learning moodle

moodle.org docs (Wiki)

Moodle News

Thinktutorial Website - specific how tos

Moodle Toolguide for teachers

Moodle Training Videos

Moodle News (external site)

Two Minute Moodles

Issuu.com - Moodle 2.0 Manuals
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http://moodlecommons.org/course/view.php?id=7
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