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Introduction to Moodle

Moodle is a learning management system that is designed to help instructors create an online
classroom setting with opportunities for rich interaction and collaboration. Moodle contains
various design aspects that allow instructors and students to interact, collaborate, and experience
online learning in multiple ways. Moodle can be used to supplement onground courses or can be
used to host completely online courses.

This Faculty Moodle Tutorial is designed to provide you with information on how to log in to
Moodle, the basic features of Moodle, how to design and facilitate your course, and how to
backup and restore your course.

A typical online course will require:

Reading assignments

Papers and projects

Discussion of course concepts
Tests

Additional learning opportunities

This guide will provide you with the basic tools that you will need to navigate, design and
facilitate a course in Moodle.
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Help and Resources

Before you start designing your course, here are some general tips that will help you get started:
Experiment!

Don’t be afraid to click around, try different options, and change things in your Moodle course.
Your Moodle course is meant to be edited, and there are a variety of options to change the look,
feel, and function of your Moodle course. If you run into snags as you experiment with your
course, contact the Help Desk or a Baker staff member for help.

Help Desk and Baker Staff Support

Keep in mind that you can always contact Baker staff members for help or support. You can
also ask the Help Desk for assistance or answers to your questions regarding your course.

Baker Moodle YouTube Channel
Baker has published several videos on YouTube.com that can assist you with designing your

course. To access the Baker Moodle YouTube channel, visit www.youtube.com, type “bspgs” in
the Search box, and scroll through the videos that are available.

Moodle Docs

Another good resource for help and support is to use Moodle Docs at http://docs.moodle.org/ for
ideas and answers. Moodle Docs is a free documentation site that anyone can have access to.
Moodle Docs contains thousands of articles about the many features of Moodle and is a great
resource to find answers to common questions Moodle users have. Every time you click on

the @ icon in your course, the information that is provided comes directly from Moodle Docs.
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1
Logging In
Visit the Baker University website at www.bakerU.edu, and click on School of Professional and

Graduate Studies or School of Education. Then scroll over Faculty and Staff, and click
eTools.

Note: This process will on take you to Moodle Live, which is where you teach your course.

Click on a link to Moodle.

BAKER

UN [\/EF\HIT Y
] n Confider {
Home = Scnool of Professmnal & Graduate S!udles Faculty & Staff > eTools = | & More
Faculty & Staff eTools
eTools / Moodle FACULTY PORTAL
Moodis Moodle 1S Baker's Internet-based learning management systems N
This system is used extensively for our online and distance courses . e ;
Moodle Request Form and also as a supplemental resource for many of our face-to-face L ormation
Moodle Tutorial courses. Moodle accounts are set up for faculty and students who + Your courses @
are enrolled in courses that include a Moodle component * Syllabi templates
Moodle Support . Hros o
If you have trouble logging into Moodle, forget your password or ClRces & siencance

* Reimbursement forms

PR ATEL have other technical questions, please submit an online Help Desk
Portal Help & Instructions request. We will typically reply to your request within one business * End-of-course surveys

’ day
E-Mail - Staff

Moodle Test and Moodle Live are two separate branches of Baker’s Moodle site.

Moodle Test is used strictly by faculty who are designing courses. Students do not have access
to Moodle Test. If you are designing a course or are planning to transfer the course content
you’ve created in Moodle Test to Moodle Live (this process is also known as the Backup and
Restore process), click here for to access Moodle Test.
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g

If this is your first time logging in to Moodle, click Yes, help me log in.

Returning to this web site?

Login here using your username and passward
(Cookies rust be enabled in your browser) (3

Usernarme

Password

Some courses may allow guest access

[ Login as a guest ]

Forgotten your usernarme or password'

[ ‘ez, helpmelogin ]

To retrieve your username and password, enter your entire Baker email address in the email field
and click OK. An email containing your username and password will be sent immediately to
your Baker email account. Retrieve your username and password from the email to log in to
Moodle.

Forgotten password

Usemame

Email address -

Faculty Moodle Tutorial
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Once you have logged in to Moodle, you will see your Home Page, or the page that lists all the
courses you are teaching or have taught. To access a particular course, click on the course name
under the My courses section in the center or the My courses block on the right.

Links to your
Moodle Courses
Main Menu =!I/ My courses My courses
& Site news L~ ¥ Moodle Faculty Tutorial
Introduction to Management Concepts Introduction to Management Concepts is designed to provide you with an overview All courses
Calendar =

of important concepts of self-ranagerent and effective methods for retuming to
R January 2009 > college-level study

Online Users
Sun Mon Tue Wed Thu Fri Sat (last 5 minutes)
1z gs Search courses All courses
4[58 [7 &8 [
R R D EA R

R E R ERE R

EREAERER AR

Blog Menu
Add a new entry
—— Wiew my entries
Activities = Blog preferences
K Forums

“Wiew site entries

Moodle Links

vy moodle.org

Messages

No messageswaiting
Mescages
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Moodle Icons

Moodle utilizes icons to distinguish certain functions. You will see the following icons within
your course. These icons indicate different activities and resources:

g
JL A forum. In the banner section of the course, this icon will also indicate the News Forum
that houses course announcements.

p LW E @

Text-only documents.

Microsoft Word documents.

Link to an external website or file.

Folders containing other files.

Assignments that students turn in.

g

A choice activity, which is a question with a specified number of possible responses.

il

A chat. These tools allow communication with the instructor or classmates in real time.

=]

A quiz, test, or exam in Moodle.

=

A glossary.
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Access to the grade book.

A list of participants in the class.

e

A lesson.
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Course Layout and Blocks

g

m Click here to watch a YouTube video on Moodle Course Layout and Blocks.

The image below is an example of a basic course layout in Moodle. Instructors may design their
course to suit their own teaching style and course content. The sample provided below shows a
basic course structure.

BAKER_TEST » Faculty Moodle Tutorial

Activities

[ Forums €= B

People

2 Participage— C

[ Forumns

Activities =

Search Forums

D

Advanced search (3

& Turn editing on
Settings

administration =

@ Assign rales

B Grades <« E
ifi Groups

i Backup
@ Restore

W Import
« Reset

|~ Reparts
7% Questions

1 Files

Weekly outline

[ Mews farurm

20 May - 26 May

27 May - 2 June

3 June - 9 June

10 June - 16 June

17 June - 23 June

“You are logged in as Amanda Kulp (Logout)

(3 Switch role to... V Turn editing on

CampusLink +

Messages =

No messages wai
Messages ..

Latest News =

Add a new topic...
(Mo news has been
yet) I

Upcoming Events =)

There are no upcoming
events

Goto calendar...
Meswe Evert...

Recent Activity =

Activity since Sunday, 17
Way 2009, 07:35 AM
Full report of recent activity

Mothing new since your last

login

A. This series of links is called a breadcrumb trail. Click on a link in the breadcrumb trail

to navigate through the course and to visit specific points in the course.

B. This is an Activities block within Moodle. There are sometimes multiple Activities
blocks available. Use this block as a shortcut to access different activity areas in the

course.

C. The People block allows you to access a list of all users for the course. This is a quick

method for checking attendance or for sending a message to a student.

D. Use the Search Forums block to search for specific forum posts or keywords.
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+

E. The Administration Block contains important tools to facilitate the course. Use the
Administration block to change course settings, access the grade book for the course, and
to backup and restore your course.

F. This banner area is common to every course in Moodle. Use this space to post important
documents and items, like your course syllabus, the News Forum, an Ask a Question
forum, a course banner image, and other course information.

G. A blank course is formatted by weeks. Each week receives a separate block, designated
by the dates for that week. This format and the number of weeks can be changed (see the
Course Settings section for more details).

H. The Messages block is where any unread messages from students will appear.
I. The Latest News block indicates any announcements made to the News Forum.

J. Upcoming Events indicates upcoming assignment due dates and any updates or changes
made to the course calendar.

K. Recent Activities allows you to know who has been in the site and when.

Faculty Moodle Tutorial
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1
Changing Your Profile

In Moodle you have the option of setting up and maintaining your faculty profile. Your profile
allows students to communicate with you and to get to know you within Moodle.

Once you access your course, click on the Participants link located in the People block.

BAKER_TEST » Faculty Moodle Tutorial

Activities - Weekly outline
B Forums

Activities
% Forums

Search Forums

Advanced search (@)

Administration S

Welcome!

# Turn editing on

Settings
99 Assign roles

B Grodes BU 110 Introduction to Business Education

ig Groups € News forum
w Backup

When the screen refreshes you will see a list of all the participants. Click on your name.

| % BAKER [4mpre E
W0 OrveRSTY
BAKER_TEST » BBA 342 001 » Participants
BBA 342 001 Introduction to Management Concepts
I Farticipants Blogs
My courses | BEIA 342 001 b Inactive for mare than | Select period ¥ User list |Less detailed +
Curtent role
All participants: 19
[Accounts unused for more than 120 days are automatically unenralled)
First name : ANABCDEFGHIJKLMNOPQRETUYWRYZ
. Surmame : ANABCDEFGHIJKLMNOPQRETUY WXY L
User picture *s, First name f Surname City /town Country Last access T
e,
.
:- “nve Student Overland Park United States now
E Emily Ford Kansas City United States 4 mins 12 secs
ry
— Clint McDuffie Owatland Park, KS United States 9 ins 10 secs
-
:_ Jennifer Neugebauer . United States 17 hours 11 ming
-
: Carol Fagan Kansas City Urnited States 10 days 17 hours
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Your Profile offers several options:

1. You can change your password. Note: Ensure that you keep your password in a
secure, accessible location for easy retrieval if necessary.

You can send messages to others within Moodle.

You can edit your profile.

You can access forum posts.

You can begin a blog.

okrwn

Click on Edit profile to update your profile within Moodle.

Jurmp to.

BAKER_TEST » BBA 342 001 » Participants » Dave Student

Dave Student

a,
.....
Dy

Profile E*proﬂle Forum posts Bloy

Cityftown: Overland Park
"‘ Courses: Moodle Faculty Tutorial, BBA 342_001 Introduction to Management Concepts, Faculty Moodle Qrientation, Gender Roles in Wampire
Literature , BBA 351 Management and Leadership_Neugebauer

Last access: Friday, 6 March 2009, 09:27 AM (40 secs)

VQ'-.. Roles: Student
Change password

“ou are logged in as Dave Student (Logaut)

BEA 342_001

Faculty Moodle Tutorial
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When the page refreshes you will be able to update and edit your profile.

“ou are logged in as Dave Student (Logouty
BAKER_TEST » BBA 342 001 » Participants » Dave Student » Edit profile
Dave Student
Prafile Edit profile Forum posts Elog
General
| Show Advanced
&rst nare™ |Da\re
Sumame”™  [Student
B Email address™  [amkulp@gmeail corm
CEma\I display | Hide my email address fram everyone v
DEmal\ activated | This email address is disabled
EC‘W"WWHK Overland Park
Select a country™ [United States b
FT\mezone Server's local time b
GF‘referred language | English (en) ¥
HDescrlptmn‘ @
Trebuchet w1 » v|langv| B I U & | = x| B | oo
ESEEEMN|IEEEEE hd —heesde QOGRS O
Path:
Picture of I
Current picture None
Delete []
Mew picture (Max size: 100ME) (3
Picture description
Interests J
List of interests (3)
QOptional
| Show Advanced
K Update profile
There are required fields in this form marked™
“You are logged in as Dave Student (Logout)
BEA 342_001

A. View your first and last name in these boxes.

B. Make sure you do not change your email. The email listed needs to be your Baker
email address. If you change this, Moodle will not recognize you as a participant in
Baker’s Moodle site, and will remove your ability to access Moodle. This needs to
remain as your Baker e-mail, not an outside e-mail account.

C. You have a choice to hide your e-mail or allow everyone in Moodle to see your e-mail

Faculty Moodle Tutorial
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D. allow only the users in your course to see your e-mail.

E. Set your e-mail as enabled.

F. Insert your city/town and country.

G. Leave the Timezone as the server’s local time.

H. Set preferred language to English.

I. In the description section you can offer a summary about yourself.

J. You can upload a picture of yourself in the Pictures area. This will replace the yellow
smiley face beside your name with a picture of your choice.

K. Briefly list any interests you would like to share.

L. Click on Update profile to save your information.

Faculty Moodle Tutorial
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Course Settings

Use the Course Settings area to change the duration, dates, availability and other features of your
course.

H Click here to watch a YouTube video on Course Settings.

To access the Course Settings area, click on Settings in the Administration block.

You &

BAKER_TEST » Faculty Moodle Tutorial (o) Switch role

Activities - Weekly outline
% Forums

People
43 Participants

Activities
% Forums
Search Forums

Advanced search (@)

Administration

Welcome!

s BU 110 Introduction to Business Education

“ Groups n News forum

& Backup

@ Restore =

f :;“E”SZT 20 May - 26 May

| Reports
278 Questions O

G Files 27 Maw - 2 Tune
—

Faculty Moodle Tutorial
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Do not change the Full name or Short Name of the course. Doing so will prevent students
from being enrolled in your course.

You can add a course description for your course in the Summary box.

You can also adjust the format, number of weeks/topics, and the start date of your course.

General

Category (3
Full name™ (3

Shart narme™ (3
Course ID number (3)
Summary (3

Trebuchet

Training / Miscellaneous f SPGS
Faculty Moodle Tutorial
Faculty Moodle Tutorial

X x| W) v o

v|lrglv] B Z U8 2

T — b DOQOGR ¥ ©

(v | [ 1{gpt) [w

Mo =

Summary

Format (3
Mumber of weeksftopics

Course start date (3

Weekly format

20 [v] | May v| 2009 [+

Hidden
Mews iterns to show (3
Show grades (3

Shovw activity reports (3
Maximurm upload size (3

Is this a meta course? (B

Lliclel e i
1

Ea-u-pe T n:nllapgad farm ||
5 ]

es v

Mo v

100ME |+

Click Save Changes at the bottom of the page to save your adjustments to the course settings.

Faculty Moodle Tutorial
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Note: It is important that you make your course available to students by 9:00 a.m. the date ﬁr
course is scheduled to begin. Click the drop down menu under the Availability section in the
course settings and choose This course is available to students.

Availability

Availability (33

Enrolment key
Guest access

i This course is available to students

This course is not availahle to students

This course is awvailable to students

Do not allow guests in hd

n Click here to watch a video on how to make your course available to students.

Editing Your Course

Before you can start designing your course, you have to Turn Editing On. To do this, click the

Turn editing on button at the top right, or the link in the Administration block.

BAKER_TEST » Faculty Moodle Tutorial

(@) Switch role to...

You are logged in as Amanda Kulp (Logout)

Y | Tum editing on |
o

Activities
% Forums

People
8 Participants

Activities
B Forums

Search Forums

Advanced search @)

& Tum editing on

8@ Assign roles
—

- Weekly outline

Welcome!

RIILAAN Intradiiatinn ta Riicinace Ediinating

CampusLink

Messages

No messages waiting
Wessages...

Latest News

Add a new topic..
(No news has been posted
yet)

Upcoming Events

There are no upcoming
events

Goto calendar...

New Evert

Recent Activity

Artivity since Tuesday 19

Once you turn editing on, you are presented with a series of icons and options throughout the
course. Notice that icons have appeared on the different blocks in the course.

Faculty Moodle Tutorial
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@ BAKER
UNIVERSITY

BAKER_TEST » Faculty Moodle Tutorial @ Swite

Activities - Weekly outline
% Forums

People
43 Paricipants

Welcome!

BU 110 Introduction to Business Education

& Turn editing off 1

[@) Settings

yl@Asslgn roles P News forum(S Ir £ X = & 2 e X

B Grades @ Add a resaurce... |v| @ | Add an activity... [v]
Groups

M soine

Each icon indicates a different editing function you can use to design your course:
- The arrow icon indicates that you can indent the item or move it horizontally on the page.

'lr The up and down arrows icon indicates that you can move the item up and down vertically
on the page.

‘d The hand with a pencil icon indicates that you can modify the item.

X

® The open eye icon indicates that you can choose to hide the item from student view. If you

The X icon indicates that you can delete the item.

click the eye, the item becomes hidden from students, and a closed eye ™ appears.

i The person icon indicates that you can choose to set up student groups to use the item. You
might use this option if you have a discussion forum or assignment that is limited to one or more
student groups.

Faculty Moodle Tutorial
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The last editing function you should be aware of before you design your course is that you can
choose to view the course from a student’s perspective. To see what the course would look like
to a student, choose the Student option from the Switch role to... drop down box.

+

Welcome!

BU 110 Introduction to Business Education

| Course creator

(@) : Switch role to... {3 Tumn editing ofi |
| Switch role to...
| Administrator k

ags waiting

Latest News =
e xeu

Add a new topic...
(Mo news has been posted
yet)

Upcoming Events
e xere
There are no upcoming
events

Goto calendar...
Mewv Event...

Recent Activity &l

To view the course from a Teacher’s view, click Return to my normal role.

Welcome!

BU 110 Introduction to Business Education

S —
" 4 Return to my narmal role [Durn editing on |/
TEEEEEe——

]
Messages

No messages waiting
Wessages..

Latest News =

(No news has been posted
yet)

Upcoming Events =l

There are no upcoming
events

Goto calendar...
New Evert...

Recent Activity =

Activity since Tuesday, 19
May 2003, 08:43 AM
Full report of recent activity...

Nothing new since your last

Innin
—

Adding Resources

There are two basic categories for items that you can use to design your Moodle course:

resources and activities.

Faculty Moodle Tutorial
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Resources are non-interactive items that you can use to distribute information to your students.
Commonly used resources include labels, web pages, and links to files or websites.

Insert a Label

Labels are text or images are embedded in your main course page. Use labels to direct students
to information and to organize the layout of your course.

ﬁ Click here to watch a video on how to Insert a Label.

To insert a label, Turn Editing On by clicking the Turn Editing On button.

odle Tutorial @ Switch role to. ‘( Tum editing on )

Cai

weekly outline pdsLink

AMessages
No messages waiting
isags
Latest News

Add a new topic...
(No news has been posted
yet)

Upcoming Events

There are no upcaming
events

Go'to calendar.
New Event.

Welcome!

Recent Activity

BU 110 Introduction to Business Education Aty shce ainosari2)

Full report of recent actiity

Scroll to where you want to insert a label and select Insert a Label from the Add a resource...
drop down box.

Faculty Moodle Tutorial
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g

Welcome!

BU 110 Introduction to Business Education

B e 0 S I X @

Compose a web page

Link to a file or web site
Display a directory

A an IM Content Package

20 May - 26 May
&
@

If you would like to insert a text label, type the text for the label in the Label text box and click
Save and return to course.

Label text™ (3

Trebuchet [w] 1igpty [w] [v||Lang [»| B T O ‘S'| * leﬂjl ) |
M EIEEE Ty —bedee QOQGE ¢ 0 B

Yisible | Show M

[Save and return to c:nurse]D?ancel]
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If you would like to insert an image label, select the image icon in the toolbar.

Trebuchet

An Insert Image popup box will appear. Click the Browse button at the bottom of the box and
locate the image you would like to upload to your label. The image must be saved on your
computer hard drive. Once you’ve selected the file, click Upload.

@
l: |_] http: fibaker-test. campusnet. netjlibjeditar/htmlareajpopups/insert_image. php?id=356
Insert Image
Alkernate text:
—Layouk Spacing Size
Alignment: Mot Set hd Horizonkal: ‘idkh:
Border thickness: Vertical: Height:
File Erowser revien: ! |
[0 E1 Archway Banner.ipg 19 May 2009, 07:57 AM
[ [E1 eanner Columns.ing 19 May 2009, 07:56 AM
—Properties
Selection: [ Delete ] [ Move ] [ Rename ]
Size: Type:
Create Folder
({_Browse. [} Upload |
Browse... Upload
—
Done ﬂ i

Faculty Moodle Tutorial
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Click the link to the image you’ve uploaded, and the image will appear in the panel on the Iﬁlt

side.
Enter an Alternate text in the text field, and click OK. The alternate text is required, in case the
image becomes unavailable or the link becomes broken.

@
l: IJ http: f{baker-test, campusnet.net/libfeditor fhtmlareapopupsfinsert_image. phprid=356

Insert Image

Im. 9 i baker-test, campusnet.net ffile, phpf356School _Color,jpg
fAlternate text: Baker Shisld ﬁ-
—Lavouk Spacing Size
Aligrrmerk: Mot Set w Horizontal: wWidth: 102
Wertical: Height: 153

Border thickness:

Previen:

Filz Browser
File: uploaded successfully
I E1 school Calar.jpg 20 May 2009, 02:44 PM

1858

(Properties

Selection: [ Delete ][ Move ][ Zip ][ Rename

Click Save and return to course.

< icon in the tool bar.

If you would like to embed a video select the

Label text™ (3

Trebuchet v 1igpt) v v|[lang | B 7 O & | % x| #]| « o
E=E=E= M| EiZEE T —Dhedge OOQSER &
Path:
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When the screen refreshes your toolbar will be grayed out except for the icon.

Trebuchet 1(3 pt) Lang B I 0K | =< ol e

M siseEE Tndy — s DOQNB | 2 o

You are in TEXT MODE, Use the [<=] button ko go back to WhSTW'iG MODE,

<hr /3

Next you will need to retrieve the embed code of the video you are using.

Note: The example used here is from YouTube. Regardless of the internet site you are using you

will need the embed code.

Copy or cut the embed code of the video you will be using by double clicking on the embed code

with your mouse. The code should highlight in blue.

Ml © Download This Video ™

Embedding Video in Moodle

BSPGS = .
Subscribe

Septernber 01, 2009

(more info)

Embedding videa in Moodle. hitp:iscreanr. cormikims
JunatehPr=157 s
vacers <pararfY

Embed |

After making your selection, copy

and paste the embed code ahove.

The code changes based on your

selection.

Include related videos f——
[ show Border

] Enable privacy-snhanced mode [2]
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Next, right click with your mouse and choose Copy.

BophoS
September 01, 2009
[mare info)

subscribe

Embedding video in Moodle. hitp:fscreenr.comfkmi

URL | http v, youtub e comAnateh =157 nuds

Embed |30 00

fter making yaur
an 4
The code chal
zelection.

Include relat

L] show Bordel  select al
[ Enable priva add a geywaord For this Search...
Properties

Page info k

H N ... »
i

l:'ii' Generake custom search, ..

'ﬂ Reload v, youtube, com via EZProxy

Maoke this (Gaogle Makeboak)

[clozse)

Go back to your Moodle course.

Place your cursor behind <br /> and right click your mouse.
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Click on Paste.

T
Label text™ (3

B I U|S |[= x| &) e

Trebuchet 1 {8 pt) Lang
SE=E=E= MM SiEEE EdE —h=es DOQNEB | £ o

‘fou are in TEXT MODE, Use the [ <] button to go back bo WSIWYG MODE,

<br /> |

Eﬂié;--

Select all

Properties

w Check Spelling
Languages

Send ko
Page info

ﬁ Reload baker-test, campusnet. net via EZProxy :j
el

Moke this {Google Motebook) There are requirE

The entire code will appear.

Lang B 7|1 S |[% x @] |0

Trebuchet 1 (8 pt}
= (= = = | M| 1Y | 5= = €= i= | TY O | = kb = 60 e |l [ () B E] | B | <> | [

You are in TEXT MODE, Use the [==] button to go back to WSTW''G MODE,
<hr /r<ohject width="4Z5" height="344"><param name="movie™

value="http://www. youtube. com/v/ 1537rvd4SrkMughl=en US&fs=1&"></param>
<param name="sallowFullScreen” value="true":></param><param

src="http://www. youtube.com/v/ 137rwdirkNuihl=en UZefs=1&"

type="application/x-shockwave-flash™ allowscriptaccess="always"
Madrh =244~ farwbad s el ot b

21lamfullomrracn=MF+rnafl A+t =FA42CFF
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Next click Save and return to course located toward the bottom of the screen.

Eadding a new Label to week 53

Label text™ (3

| Trebuchet |1(8pt) ! |Lang B I U 8| %= |1 oo

M EEEE BE = EOC SR B o

¥ou are in TEXT MODE. Use the [« =] button to go back to WYSTWYG MODE,

<br /r<object width="425" height="344"><param name="movie"
wvalue="http://wyy. youtube. cow/ v/ 157rwasrklughl=en US&f5=1&"></ param>
<param name=rallowFullScreen” walue="true's</params<param
name="allowscriptaccess" value="always"></param><embed
sre="http://www. youtube. cond v/ 157rwdSrkMwehl=en_USEfs=1&"

type="application/x-shockwave—flash” allowscriptaccess="aluays"
i AER=TA2C" o ahE =440 S avidmad s S A s e )

~

=l lawfnl lemraan= e

Common module settings

Yigible | Show v

e [ Save and retum to course ] [ Cancel |
There are reguired field

I@ Mood|e Docs for this page

The video can now be viewed and played directly from Moodle.

T T

b @ 0:00/0:00 «f |0 £9

Click here to watch a YouTube video on how to Embed a video.
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Compose a Web Page

m Click here to watch a YouTube video on how to Compose a Web Page.

g

Web pages are pages that can be created and linked from your main course page. Use web pages
to provide detailed information to students. Using web pages prevents your course from being

wordy or over-textual in appearance.

To compose a web page, Turn Editing On by clicking the Turn Editing On button.

Scroll to where you want to add a web page and select Compose a web page from the Add a

resource... drop down box.

Welcome!

BU 110 Introduction to Business Education

=

] > & X

Add a resource. .
Insert a label

20 May - 26 May

Compose a web page
& Display a directory
Add an IMS Content Package

T TTOTE T 1

(@ :Add a resource. iv| @ | add an activity. .

7 (@ Add an activity...
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*

Type in the name of your web page, write a short summary of what the page will entail, and
compose the web page.

General

e MaME ™| Sample Web Page
Summary (3

Trebuchet sl Ligpt) [w vl Lang[v] B £ U 8§ | % x| W] | v Co

= M [ iSisiEE T — e OOQGR| S A

———» | Summary of a Web Page.

Path: body

Compose a web page

Full text™ (3

Trebuchet (%) |3 {12 pt) [+  Mormal vl Lang(w] B £ U § | % x| @] | 3 o«

M iEiEEE Ty —hese OOQGR O

.| yaby pages are pages that can be created and linked form your main course
page.

Use Web Pages to provide detailed information to students.

Using Web Pages prevents your course from being wordy or over-textual in
appearance.
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If you would like your web page to appear in the same window as the course, click Same
Window. If you would like your web page to appear in a popup window, click New Window.

Then click Save and return to course.

Window

Window

Sarme window
Common module settings e wind oy

Yisible | Show V
ID nurmber (33

< Save and return to cnurse_u}ave and display] [Cancel]
e ——
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Linking to a File or Website

ﬁ Click here to watch a YouTube video on how to Link to a File or Website.

g

You can link to external files like Microsoft Word™, Excel™, or PowerPoint™ documents or

other websites in your Moodle course. Use external files and websites to direct students to

external course content or to supplement your course with outside material.

To link to a file or website, Turn Editing On by clicking the Turn Editing On button.

Turn editing on

Scroll to where you want the link to the website or file to appear and select Link to a file or

website from the Add a resource... drop down box.

Welcome!

BU 110 Introduction to Business Education

1
% 2P LX< @ ; .
@ :Adda resource. . §v| (@ Add an activity... \:l
' Add a resource....
Insert a label
20 May - 26 May Compose a text page
& l[.)llr; ' aﬁl_a or site
@ [Add an M3 Content Package | &) [Add an activity.. [v]
Faculty Moodle Tutorial
© 2010 Baker University School of Professional & Graduate Studies 32
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*

If you would like to link to a website, type the name of the link, write a short summary of where
the link will take students, and type the name of the web address in the Location box.

General

/ Mame™ |Baker Website
Summary (3

Trebuchet %) [ 1(8pt) |w 2

[ I =

lang (v B I U § | = = | W) | e o

Use this link to access the Baker website.

/

Path:  body

Link to a file or web site

/ Location |hity: e bakeru. edu
Search for web page...

Choaose or upload a file ...

Faculty Moodle Tutorial
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If you would like to link to a file, type in the name of the link, write a short summary of what the
file is, and click Chose or upload a file to browse and upload the file in the Location box.

General

Mame™ | Baker Catalog
Surmary (&

Trebuchet (v [1(apt) [w] (w|[lang [w| B £ O & | % x* | #] | 3 0«

= | Tgdy —heoe QOQGER O

/ Use this link to access the Baker Catalog.

Path: body

Mot | =

Link to a file or web site

Location |Baker Catalog.doc Choose or upload a file ...
Search for web page. .

If you would like the website/file to appear in the same window as the course, click Same
Window. If you would like the website/file to appear in a popup window, click New Window.

Then click Save and return to course.

Window

Wind o '

Same window
Common module settings e wind oy

Yisible | Show V
ID nurmber (33

< Save and return to cnurse_u}ave and display] [Cancel]
e ———
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Adding Activities

Activities are the second basic category that you can use to add elements to your Moodle course.

Activities are interactive or graded items. Commonly used activities include assignments and
forums.

Creating Assignments
There are a variety of assignment types that you can use in your course:
e Advanced Uploading of Files: Allows students to upload more than one file. Once
students have submitted these assignments, they drop directly into your grade book for

grading.

e Online text: Allows students to type in a text box and submit it. Once students have
submitted these assignments, they drop directly into your grade book for grading.

e Upload a Single File: Allows students to upload a single file. Once students have
submitted these assignments, they drop directly into your grade book for grading.

e Offline Activity: These are ungraded assignments. These assignments do not drop
directly into your grade book for grading.

EH Click here to watch a YouTube video on how to Upload a Single File.

The most common form of assignment type is Upload a Single File. To create this type of
assignment, Turn Editing On by clicking the Turn Editing On button.
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*

Scroll to where you want the link to the assignment to appear and select Upload a single file

from the Add an activity... drop down box.

Welcome!

oS X e @ ) i
@ Add a resource... ~®

Add an activity...
Assignmenis

Database
Forum
Glossary
Lesson
[[modulename]]

BU 110 Introduction to Business Educaticauestiomaie

Quiz
SCORM/AICC
Survey

Wiki

Advanced uploading offiles

Add an activity. ..

iv]
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Type the name of the assignment.

Write a short description of the assignment.
C.
D. Choose if you will allow resubmissions.

Then click Save and return to course.

g

Designate how many points the assignment is worth and when it is due.

Assignment name™ |Final Paper
/ Description™
Trebuchet (v 1(Ept) v
EE=SS |1 EE

H

L )

w||Llang [+ B I U § L

EiE Tk — beee DOOGE % ©

Write a Final Paper on the
last week of class.

B/

Path: body

Grade (3)
/A\faﬂable fram

Due date

100
20 |w || May
27 | v | May
Mo

Prevent late submissions ~

Upload a single file

Allow resubmitting (3)
Emmail alents to teachers (3

Mo
Mo | %)

Maximumm size | 100MBE

Commeon module settings
Group mode (3)
Wisible
ID number (3
Grade category

Mo groups

Show |+

topics discussed in the forums. Your paper is due the

b
(v 2009 [+ | 15 % |30 [+ Ol Disable
v| 2009 [v| 15 [«| 30|+ | CJDisable

W

Uncategarised | v |
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Creating Forums
EH Click here to watch a YouTube video on how to Create a Forum.

Discussion boards in Moodle are called forums. You can use forums to discuss topics related to
the course content.

This icon represents a forum: _:f'&
In every Moodle course, there is a specialized forum called the News Forum. The News Forum

essentially acts as an Announcements area, where you can make class announcements. The
News forum will always appear in the top section of your course.

_1f[:_ Mews farum

When a new post is made to the News forum an update appears in the Latest News block.

Latest Mews =

Add a new topic...
3 Apr, 11:07

Announcements mare. ..

19 Feb, 15:03

Hellol maore. .

Posting to Forums

To post to a forum, access the forum you would like to post to.

B Ask a Questinn‘:‘
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Click the Add a new discussion topic button to add your post.

. S (2 Jurmp to... v [I]
NIVER. een e XPH N
BAKER_TEST » BBA 342 001 » Forums » Ask a Question 0

This forum allows everyone to choose whether to subscribe or not
Everyone can now choose to be subscribed
Subscribe to this forum

ammsmn ..-.-}F’ust your guestions far the instructor to this forur. Please note that all participants in the course will be able to view your post. If you have comments
that you do not wish to share with everyone, please email the instructor.

== o PpAdd a new discussion topic

(There are no discussion topics yet in this forum)

ann®®

ou are logged in as Dave Student (Logauty

BBA 342 001
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A. Enter the subject of your post.

B. Compose your message.

+

C. Set this option to | do not want email copies of posts to this forum. Otherwise your
Baker email account will be flooded with a new email every time anyone posts to this

forum.
D. The attachment box allows you to upload necessary documents.

E. Click on Post to forum to post your message.

# . TV A 'r.-fﬁ'r-{ [ B2 0 E] Jurnp to...
A Note: The forum RN B Skl A

topic appears ( :]
at the top.

BAKER_TEST Sorums » Ask a Guestion » Add a new discussion topic

Post your gquestions for the instructor to this forum. Please note that all participants in the course will be able to view your post. If you have comments
that you do not wish to share with everyone, please email the instructor.

Your new discussion topic

A Subject™ |A little about Dave
B Message™ (3

'y
s
Trebuchet (1@ v v|[lang v| B Z U & | % X W) 0 o
* —

=M EiEERE Bl — Pk QOQGBE| | O

"

Path:

Format (3 HTML farmat
CSUbSENPliUﬂ @ || dont want email copies of posts to this farum

DAnachmem (Max size: S00KB) (3)
E

There are required fields in this form marked™

“ou are logged in as Dave Student (Logout)

BBA 342 001
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If your post was successfully added, an information page will appear:

Your post was successfully added.
You have 30 mins to edit it if you want to make any changes.

wasssnssuansunssssslontinue |

Click the Continue link. You are returned to the Forum page where you will see your post.

Editing or Replying to a Post

To edit a post, click on your post in the discussion column. Note: your post link is also the
subject title you gave it when you prepared your post.

Jump to... 3 E]

®

This forum allows everyone to choose whether to subscribe or not
(3) Everyone can now choose to be subscribed
Subscribe to this forum

Post your guestions for the instructor to this forum. Please note that all participants in the course will be able to view your post. If you have comments
that you do not wish to share with everyone, please email the instructor,

Add a new discussion topic

Discussion Started by Replies Last post

"
‘ -

. Dave Student

Aditle aboMFDave < |Pave Student o Fri, 5 Mar 2009, 10:15 AM

- Dave Student

A little about Dave & |Pave Student o Fri, 6 Mar 2009, 10:13 AM

“ou are logged in as Dave Student(Logouf)

BEA 342_001

When the screen refreshes click Edit to edit your post.
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A. Edit the post you have made.

B. If you are reading someone else’s post you can reply to the post.

: Jurp to v -;
4 i
LUNIVERSITY gz ¥
BAKER_TEST » BBA 342 001 » Forums » Ask a Question » A little about Dave @

Dizplay replies in nested form v

% Alittle about Dave
e by Dave Student - Friday, B March 2003, 10:15 AM

-
At | Detete | ReptyB

lam a student at Baker

Vou are logged in as Dave Student (Logout)

BBA 342_001

Grading Forums
Moodle offers a variety of options for grading forums. You can adjust the forum to be graded

either in the initial set up process or after the forum has been created.

m Click the links provided to watch YouTube videos illustrating how to set up forums to be
graded as Sum of ratings or Maximum grade.

To set up a forum for grading click on the edit icon associated with the forum you are grading.

Remember, the edit icon only appears once you have clicked Turn editing on.

BiTest & b o asi
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+

Under the section titled Grade choose the drop down menu next to Aggregate type.

General

Farum name™ | Tast

Forum type (B | Standard forum for general use M

Forum introduction™ (3

Trebuchet |1 (Ep) v|[lang »| B I U § | % <* | #®]| o o

== Mt EEEE Tndy | —Deede ODOQSGE & o @A

An example of how to set forums up to be graded.

Path:

Force everyone to be subscribed? 3 [mo he

l Read tracking for this farum? (3 | Optional v

Maximum attachment size (3) | 500KB -

Grade /

Agaregate type @ [Moraings 1w
Grade (3) MNao ratings

Average of ratings

Count of ratings

kaxirmurm rating

Minirnurn rating

Surn of ratings

Restrict ratings to posts with dates in this range:

Fram

To

The two main choices are Maximum rating and Sum of ratings.

This example sets up a forum for Maximum rating.

Grade

Agaregate type @ Maxirum rating v
Grade (3 Mo ratings
Awerage of ratings
Count of ratings
baxirmum rating
bdinimurm rating
To | Sum of ratings

Restrict ratings to posts with dates in this range:

From
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Next set the maximum number of points available using the drop down menu next to Grade.

Grade
Aggregate type 3B | Maximurn rating v
—q Grade ® 10 7
Restrict ratings to posts with dates in this range: Sg ke’
Fram |27
To |26
25
24
Post threshold for blocking 23
22
Time period for blocking @ | 29
Post threshold for blocking (3 12g
Past threshold for waming (& |18
17
. 16
Common module settings 15
Group mode (3 1;‘
Visible |12
11
IO number @ FT 3
Grade category | Uncategorised

Click on Save and return to course at the bottom of the screen when you are finished.

[ =ave and return to course H save and display ][ Cancel ]

To grade the forum click on the forums name from the initial interface of the course.

27 July - 2 August
Week One:

After complsting this class, you should be able to

-

. Discusz information relevant to Baker University, your program, and this courss

1

Explain therole and benefits of learning team interaction
Identify the web resources available to Baker students
Locats, selsct, and cits academic rescurces that will be beneficial in your degree program

Use style conventions as outlined in the MLA Formatting and Styls Guida for written work at Baker University

AL

Identify persenal Myers Briggs Type Indicator (MBTI) scores
(G Open Chat: Tuesday from 89 p m

Individual Assignments
Individual Assignments for ¥eek One

9 Talent is Overrated Farum
8¢ Choose a Company

Bp Baker Lesson One

B2 Baker Lesson Two

Learning Team Assignments
Learning Tearn Assignments for Week One

8¢ Form a Leaming Team

Faculty Moodle Tutorial
© 2010 Baker University School of Professional & Graduate Studies 44



g

Next, click on the title of the forum.

This forum allows everyone to choose whether to subscribe or not
@ Force everyone to be subscribed

Showfedit curtent subscribers

Subscribe to this forum

Don' track unread posts

Each week there will be questions posted by the instructor for you to respond to pertaining to Talent is Overrated. You will also ber ibl
for selecting twe posts from different students to review and respond te.

After reading Chapters 1-3 in Talent is Overrated, respond to the instructor posted question in this forum. Make your original pest by
Thursday at 11:59 p.m. Review the postings of your classmates and respond to a minimum of two by Sunday atu:59 p.m.

Add a new discussion topic

Discussion Started by Replies Unread v Last post
— Sheila Dale
Week One Discussion Question ﬂ 51 o Sat, B Aug 2009, 09:37 AM

@ Woedle Docs for this page

In the bottom right corner of the post there will be a drop down menu that provides the options
for rating the forum post.

Click the drop down menu titled Rate and choose the appropriate score.

o® Re: YWeek One Discussion Question

by 10:48 P

| agree. | know that the best athlete's train religiously. On the other hand, | am guite certain all the training in the world would not make me an olympic sprinter. Hard work is the key element, as is talent. Overall
success is a combination of both

Show parent | Edit | Split | Delete | Reply

---*Rate..:v

Rate...

Send in my latest ratings

(i) Moodle Docs for this page

Baker » BBA342 00200NS1_09SUCOHORT » Forums » Talent is Overrated Forum » Week One Discussion Guestion » Re: Week One Discussion Question

o Jump to

“You are logged in as Clint MeDutiie (Logout)

BEBA342 00200M31_09SUCOHORT

Once you’ve chosen the appropriate score the click on Send in my latest ratings at the bottom
of the screen.

o® Re: YWeek One Discussion Question
“ by 10:48 P

| agree. | know that the best athlete's train religiously. On the other hand, | am guite certain all the training in the world would not make me an olympic sprinter. Hard work is the key element, as is talent. Overall
success is a combination of both

Show parent | Edit | Split | Delete | Reply

Rate.. v
Rate...

---"* Send in my latest ratings

(i) Moodle Docs for this page

Baker » BBA342 00200NS1_09SUCOHORT » Forums » Talent is Overrated Forum » Week One Discussion Guestion » Re: Week One Discussion Question

o Jump to

“You are logged in as Clint MeDutiie (Logout)

BEBA342 00200M31_09SUCOHORT
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The grade will appear in the gradebook under the forums title and next to the corresponding
student.

'ﬁ' Talent is Overrated Forum vll:

10.00
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Creating a Wiki

A wiki is a collection of collaboratively authored web pages. You will begin the wiki with an
initial front page and add pages through links. Depending on the setting you choose, students
will be able to create original work, edit and collaborate over activities and view what has been
done. Wikis will track the history of users, making it easier for instructors to determine who has
been contributing.

Moodle Wiki Part |
Moodle Wiki Part 11
Moodle Wiki Part 111

Turn editing on.

“rou are logged in as Clint MeCuffie (Logout)

Bl 5ot e o [ T ociing on J|

CampusLink S
Block Disabled

vessages -

Mo messages waiting
Message: ..

Click the Add an activity...menu.

Then click Wiki.

(3 LAdd an activity.. e
Add an activite... N"
Azsigmmenis

Advanced uploading of files \
Qinline test

|| Upload a zingle file —

Offline activity

[ Chat 1

Choice

Databasze

Farum

Glozzany

Leszon

[[modulename]]

Questionnaire e

Quiz
SCORMIAICT
5

uNBi
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Name your wiki.

+

Note: The name you give your wiki is not something that can be altered later. Make sure to
consider this when naming your wiki.

Provide a Summary for your wiki. The summary section is where you will want to describe the
content that outlines the wiki’s purpose and any specific directions students will need for the

wiki activity.

General

£EAdding a new Wiki to topic 7@

Mame™

Hide Advanced

Summary* (@)

Trebuchet || LiEpt) W v|[lang v B 2 U 8§ % x| @[« o
EE=E=S MM IEEEE THEh — b= BOQGRA| S O
Path:

Choose your wiki Type.

There are nine potential types of wikis; they are based upon which Type and Group setting you

choose.

By clicking on the help icon within Moodle (@' ) the listing as shown below appears.

Here are your choices for which Type of wiki to use:

Mo Groups

Separate Groups

¥isible Groups

Teacher

There is anly ane wiki which
only the teacher can edit.
Students can view the
contents.

There is one wiki for every
group which just the teacher
can edit. Students can view
the wiki of their group only.

There is ane wiki for every
group which just the teacher
can edit. Students can view
the wikis for all groups.

Groups

There is anly one wiki. The
teacher and all students can
view and edit this wiki.

There is one wiki per group.
Students can view and edit
the wiki of their awn group
only.

There is ane wiki per group.
Students can change the
wiki of their own group only.
They can view the wikis for
all groups.

Student

Ewvery student has their own
wiki which anly they and
their teacher can view and
edit.

Every student has their own
wiki, which anly they and
their teacher can edit.
Students can view the wikis
of ather students in their

group.

Every student has their own
wilki, which anly they and
their teacher can edit.
Students can view the wikis
of all other students in the
Course.
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Note: An instructor can always edit every wiki in a course.

After you determine which Type of wiki you need, click on the drop down menu and choose the
correct one.

[yee @
BrY page
L hode

Frint wiki narme on every page
HTML i

.Il:ll.lll'i'mI l"‘lil"l':lr‘n' "'-III:IC"

3

You will want to leave HTML Mode set to HTML only.

HTRL Mode HThL anly

If you want to allow students to attach files or images then choose Yes for Allow binary files.

Allow binary files™ (3 ?v
ito-linking options™ (3 ﬁ

Stydent admin ontions o

Disable CamelCase linking. Do this by checking the box next to Disable CamelCase linking.

Wiki auto-linking options™ (@ [¥iDisable CamelCase linking

If you check any of the boxes next to Student admin options you will give students the same
access and capabilities to the chosen function as the instructor (not recommended).

Student admin options™ [ Allow 'set page flags’ [ Allow 'strip pages’ Tl Allow rermove pages' Tl Allow revert mass changes'
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Next, if you enter information for Page Name the first page of the wiki will carry that name, if
you leave it blank it will adopt the Name for the wiki from the first item in this section.

Fage MName

Group Modes

Depending on what you have chosen for Type, you will need to determine your Group mode.

Your options are No Groups, Separate Groups and Visible Groups:

Mo Groups

Separate Groups

¥isible Groups

Teacher

There is anly ane wiki which
only the teacher can edit.
Students can view the
contents.

There is one wiki for every
group which just the teacher
can edit. Students can view
the wiki of their group only.

There is ane wiki for every
graup which just the teacher
can edit. Students can view
the wikis for all groups.

Groups

There is anly one wiki. The
teacher and all students can
view and edit this wiki.

There is one wiki per group.
Students can view and edit
the wiki of their awn group
only.

There is ane wiki per group.
Students can change the
wiki of their own group only.
They can view the wikis for
all groups.

Student

Ewvery student has their own
wiki which anly they and
their teacher can view and
edit.

Every student has their own
wiki, which anly they and
their teacher can edit.
Students can view the wikis
of ather students in their

group.

Every student has their own
wilki, which anly they and
their teacher can edit.
Students can view the wikis
of all other students in the
Course.

Click Save and return to course at the bottom of the page.

[ Save and return to course ] [ Save and dizplay ] [ Cancel ]

You are then taken back to your course’s initial interface. The wiki and its name will appear; you

will see the name you have given it next to Moodle’s wiki icon ( ™F ).
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Adding Content
Begin adding content to your wiki by clicking on its title from the course’s interface.

Thank yvou for completing this online traiming course. Please t4

identify areas of improvement regarding our online traitng co
=

fE Survey 4= = M X =
Cnline Moodle Training Survey 4= = JF 2 X @& §
LETest 4 of X & @

@

This is how the initial wiki interface appears:

|BAKER_TEST » OMTC_1 » Wikis » Test Update this Wiki J
Student Wiki for Clint McDuffie: Other Wikis: | Choose b
— Choose Wiki Links — N — Adrninistration — b @

This is just an example wiki to help illustrate its use and functionality

Wiy Edit Links History Attachments

Reload this page

Try not to warry too much about formatting, it can always be improved later.
Trebuchet ¥ | |[1(8pt) v w|[tang »| B 7 U & | =% x* |®]| o =

M EEEE T — bese HOQH| ¢ o

Path:

(i) Mondle Docs for this page
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Below is a breakdown of the main functions within the wiki’s interface.

|BAKER_TEST » OMTC_1 » Wikis » Test Update this Wwiki ]J
Student Wik for Clint McDuflie F other wikis: | choose (5%
—Choose WikiLinks— | D E |~ sdministration— v @

A Thig i just an example wiki to help illustrate its use and functionality.

B Wigw Edit Links Histary Attachrments
Reload this page

Try not to worry too much about formatting, it can always be improved later.
Trebuchet | |1(8pt) ¥ v|lang v B £ U §| % x* | ®)
EEEE N EEEE WA —bese DD ¥ o @

o o

Fath:

(@ Moodle Docs for this page

A. This is the Summary section for your wiki. This will remain at the top of each page created
within a wiki.

To update this section, click on Update this Wiki in the top right hand corner.

|BAKER7TEST » OWMTC 1 » Wikis » Test i Update this Wiki ]
Student Wiki for Clint McDuffie: Other Wikis: | Choase.. v

Search Wiki — Choose Wiki Links — b —Adrministration — v 6]

This iz just an example wiki to help illustrate its use and functionality

Wiew Edit Links History Altachments
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Then change the information in the Summary section.

Surmmary ™ (3
Trebuchet v | |1(Bpt) v w|lang »| B I U & | % x* | #®]| ) o
EEE=E M H|ISIEEE gk —heoeéde OQOQGE| S oA

This is just an exampla wiki to help illustrate its use and functionality.

Path:

When you are finished, click on Save and display at the bottom to return to your wiki.

[ Save and return to course ] [ Save and dizplay ] [ Cancel ]

B. These are tabs within the wiki that assist with its creation, navigation, and layout.

ey Edit Links Histary Attachments

View: By clicking on View you will be able to see how the wiki appears. Every page is
displayed in view mode.

Edit: Clicking on Edit allows you to create, add, or edit content in the text box provided. You
will know you are in edit mode because you will have a toolbar across the top of the text box.

Try not to worry too much about farmatting, it can akways be improved later.

Trebuchet W 1iEpt) w v ilang v B I U & = x| #W] « C«

M EiEEE Tadh —bedse DOQa@ $¢ O

I— n—
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Links: Clicking on the Links tab will display the pages that have links pointing to the page%u
are viewing. You can use this to backtrack and see where the page is referenced elsewhere in the

wiki.

History: The History tab gives you access to the version history of the page. Whenever anyone
clicks the Save tab they create a new version of the wiki page. Moodle tracks all these versions
until you clear them out.

Within the History tab there are three versions you can view:

Version: 1 (BErowse Fetch-back Diff)
Author: 248 Clint McDuffie
;-_

Created: Tuesday, 20 July 2010, 02:40 P
Last modification: Tuesday, 20 July 2010, 02:40 P

References: 7

Browse: Views every version of a page

Fetch-back: This brings back an old version of the page for editing. Once you save your
changes it becomes the newest version of the page.

Diff: This highlights the difference between consecutive versions of a page. Additions
have a + symbol next to them and deletions have a — symbol next to them.
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Attachments: Remember, this feature is only available if in the initial wiki set up you checked
the box next to Allow binary files. Binary files are graphics, audio, video, and other non-text
resources.

Click on Attachments.

Click on Browse.

Mo files uploaded yet. Use this form to upload an arbitrary binary file into the wiki:
File

| |[ Browse..
FileUpload

Comment

Upload into
Example of a link %

Save with different filename

Find the file you wish to upload and double click on it, or click Open once it appears in
the horizontal space provided.

File Upload

Look ir: | (2 My Pictures A | Q ¥ A
, S R - :
My Recent A0g09 025 Miles.jpg Baker Campus Baker Cat image.png
Documents Image.png
'}I_. Bk Dieiniaty's Toukentspy Bty Mw:;mm
£78 ]
Desktop =
My Documents Baker Logo.jpg baker technalogy with

web 2.0 image.png

=

& 1%

File name: |Bakel Logo.jpg

MyMetwork  Filesoftype: | AllFiles

[ Cancel

| |
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The name of the file will appear in the horizontal space provided.

Click File upload.

g

Mo files uploaded wet.lUse this form to upload an arbitrary binary file into the wiki:
File
CADocuments and Settingslcmeduffielhdy Docume| Browse..

FileUpload %

Comment

Upload into
Example of a link »

Save with different filename

Moodle will notify you that your file has been uploaded successfully.

Your file was uploaded correctly B Baker Logo. jpo, 12K

File 1z of type: image/ jpeg :
Uploaded on: Tuesday, 20 July 2010, 03:15 PM, by @ Clint MeDuffie
|

i
Downloaded O tirmes

lze this form to upload an arbitrary binary file into the wiki:

File
Filellpload
Comment
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Click on View at the top.

Sy Edit Links History Attachments

Click on This page has attachments to view attachments.

This is an example of a link.

Referring links:

Test /

This page has attachments

This will take you back to view the uploaded file. Simply click on the file’s name.

E1 Baker Lngnw

File is of type: image/ jpeg )
Uploaded on: Tuesday, 20 July 2010, 0315 PM, by E Clint McDuffie
o

g o

Downloaded O times

Llse this form to upload an arbitrary binary file into the wiki;

File
Browse..
Filellpload
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C. This is the text area where you and students can provide the necessary content.

There is a full toolbar available.

Try not to worry toa much about formatting, it can always be improved later.

Trebuchet W 1{Ep W v ftang w| B I U & | % < | #]| ) o

M iZi2EE hd —hese OOQGE $| O

[Example of a link].

Path: body

[ Save ][ Presie ][ Cancel ]

[ Browse.. l [ Upload ]

Type content into the space provided and click Save. The wiki will update and save any changes
that have been made.

If you click Preview above the toolbar, it will display how your wiki appears. You are still able
to make edits in this view if you wish. When you are finished click Save.

Freview

Exarmple of a link

Try not to worry too much about formatting, it can always be improved later.

Trebuchet v|[1Ep) v vi[lang v| B L U § | % | 8@ o
EEEENN|EIEEE ad —beode OOQSE| S

[Example of a link].

Hello.

Path: bady
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How to Create a New Page
Edit mode allows you to create links to separate pages from within the space provided.

Type the name of a page. Then enclose the name within squared brackets (look for theses on
your keypad [ ]).

[Example of a link].

Here is an example of what the name should appear as:

Try not to worry too much about formatting, it can always be improved later.

Trebuchet v 1{Ep) w v|[lang | B I O 8| % x| #®]| v

M SEEE B — bede ODOQGM 8|0

[Type your page's name betwean hard brackets]

Path: body

[ Save H Presigw ][ Cancel l

[ Browse.. ] [ Upload l

Then click Save at the bottom.

[ Save [ Prewview H Cancel ]

[ Browsze.. ] [ Lpload
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You will see a question mark (?) behind the name you have typed. This will remain until
someone has clicked on it, added content to the page, and then saved it. Once that happens, the

name will turn into an underlined blue link.

e Edit Links Histary Attachments

/

Thank you for your contribution. Type your page’s name between hard brackets?

Once you have clicked on the question mark, add content, then click Save at the bottom.

Try naot to worry too much about formatting, it can always be impraved |ater.
Trebuchet v [1{8pE) » v|(tang »| B I U K| % x| @] |« cu

ETad — b MOQSGRA| ) ©

1— m—

M T4 | ==

I
il
il
[l
(T}
mr
(]

The name will turn to a hyperlink.

Path: body

[ Save [ Preview ][ Cancel l

[ Browsze.. ] [ Upload ]

The name of the page will now appear underlined and as a hyperlink to that page.

Thank you for your contribution. The name will turn to a hyperlink.

Referring links:
Example of a link Test
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D. Within the -Choose Wiki Links- drop down menu you will find resources to help navigate
and evaluate the wiki’s use.

‘BAKERﬁTEST » OMTC_1 » Wikis » Test » Type your page’s name between hard brackets ‘ Update this Wik ]
Student Wiki for Clint McDuffie: / Other Wikis: | Choose.. b,
Search Wiki — Administration — b @
Wiew Edit Li| 5 its
Page Index
Mewest pages
Reload this page

Mostvisited pages

host often changed pages
Updated pages

Qrphaned pages
Referring links: \é\fanlid pages
Example of a link Test Hport pages
¢ File Download

Thank you for your contribution. The name will tum to a hyperlink

(@) Moodle Docs far this page

-Choose Wiki Links- Options:

1. Sitemap: Clicking on sitemap will take you to a screen that reveals all the various pages
within the wiki.

Note: If a page appears indented this means that it is linked to the page listed above it.

“iew sitemanp for Test

o Test
o Type your page's name between hard brackets

2. Page Index: This function provides a similar list as the —Choose Wiki Links- menu does.

3. Newest Pages: This function reveals the name of the newest pages created, plus the date and
time the pages were last changed and/or updated.

- Type your page's name between hard brackets Last changed on Wed 21 Jul 2010 10:19:36 EDT
- Example of a link Last changed on Tue 20 Jul 2010 16:40:18 EDT
- Test Last changed on Tue 20 Jul 2010 16:40:05 EDT
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4. Most Visited Pages: This function lists the name of the most visited pages and includes the
number of hits on each page listed.

- Test 19 hits
- Example of a link 12 hits
- Type your page's name between hard brackets 2 hits

5. Most Often Changed Pages: This function lists the name of pages that have been changed
often and the number of changes that have been made.

- Test ¥ changes
- Example of a link 3 changes
- Type your page's name between hard brackets 1 changes

6. Updated Pages: This function reveals pages that have been updated along with the date and
time of the last update.

- Type your page's name betwean hard brackets Last changed on Wed 21 Jul 20010 10:19:36 EDOT
- Test Last changed on Wed 21 Jul 2010 10:16:09 EOT
- Example of a link Last changed on Yed 21 Jul 2010 10:14:23 EDT
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7. Orphaned Pages: This function reveals a list of pages that were created and had all the links
to them deleted.

Note: When creating subpages within a wiki, if you change any of the information within the
hard brackets it breaks the original link, causing the page to fall under the Orphaned Page.

- Test
- Example of a link

8. Wanted Pages: This function allows users to list pages they wish to see within the wiki.

9. Wiki Export: This function allows you to save all your wiki pages as a zip file and save it to
your computer.

If you wish to include all binary files and/or Wiki-Links click on the boxes behind each option.
Choose which format to export to by clicking on the drop down menu next to Export to:

When you have chosen your options click on Export.

Here you can configure the export to your needs.

Include hinary content:  [] ‘_
Include Wiki-Links: D.(_

Export formats: HTML-Format

Exportta. {Downloadable zip archive v

Downloadable zip archive
; hdodule Directory: backupdata
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10. File download: If files have been added to your wiki as binary files this option will reveal
which files have been downloaded by the wiki’s users and how many times.

E1 Baker Logo.jpg, 12K

Download section: Example of a link
File iz of type: image/ jpeg )
Uploaded on: Tuesday, 20 July 2010, 03:15 PM, by E Clint MeDuffie

el
4

i
Downloaded O times

E. Administration: This drop down menu provides options to help facilitate the wiki, especially
if multiple pages are being created.

‘BAKEP__TEST » OMTC_1 » Wikis » Test \ Update this Wiki
Student Wiki for Clint McDuffie \‘ Other Wikis: | Choose... v
— Choose ‘wiki Links — ~ i—Administratmn— 2 ®
) . . _ Setpage flags
This is just an example wiki to help illustrate its use and functionality. Remove pages
Strip pages

Revertmass changes

Wiew | Edit Links History | Attachments

You are given three main options within the Administration drop down menu:

i pdrministration — |V

— Administration —

Setpage flags
Rermove pages

Strip pages

Fevert rmazzs changes

1. Set page flags: Page flags are properties you can set on a per-page basis. Each page can be set
with different permissions.
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You have six different permission options to set. You set the option by clicking the
corresponding box next to the setting you wish to use.

When you have made all your choices click on Set page flags.

Set page flags @

Page name Flags

Test / Version: 7 Fmxr Oen CJorr CIHTM
Tro Owr

Type your page’s name between hard brackets/ | [¥]TxT (BN [T10OFF L1HTM

Version: 1 TTro Owe

internal://Baker_Logo.jpg / Version: 1 T Mem TloFF TIHTM
Mro Clwr

Example of a link / Version: 3 M1 Clemn TloFF TIHTM
Cro Clwr

Set page flags

TXT indicates whether the page contains text

BIN flag for allowing binary (graphics) content

OFF stands for “offline.” It cannot be read by anyone that does not have editing

permissions.

e HTM allows HTML content instead of wiki content (you could use this setting to embed
a video)

e RO stands for “read-only.” You and the students can only read the file and not make any
changes

e WR stands for writable and anyone in the course can make changes to the wiki page
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2. Remove pages: This option allows you to remove “orphaned” wiki pages that cannot be
reached through the ordinary interface.

Check the box next to the entry you wish to remove.

Then click Remove selected pages.

FRemove pages (3

Mote that only unreferenced pages will be listed here. Ar
If yvou however empty & page first, it will get listed here tg

Page name Error or reason

ivi Example of a | Orphaned page

= link

[ Lizt all ” Remove zelected pages l{_

Next, click Yes.

Are you sure that you want to delete these pages ?
Example%200f%20a%20link

— =) (&)

3. Strip Pages: Because the wiki tracks changes, old versions are stored in a database. To
remove the clutter of old pages from time to time delete the old ones and just keep the new one.

Check the box next to the page name you wish to strip.

Then enter the number of versions you wish to delete in the space provided under Delete how
many last versions. You will need to indicate a range of pages to delete (ex. 1-3 or 5-6, etc...).
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Then click Strip pages.

Strip pages (3

Page name Delete how many last versions

“ersion: 7

Strip pages ‘*-—-——

Next, click Yes.

Are you sure that you want to strip old versions from these pages:
Test

F. Other Wikis: Depending on the Type and Group mode settings, this drop down menu will
allow you to navigate to other wikis.

In this illustration the Type is Student and the Group Mode is Visible groups.

BAKER_TEST » OMTC_1 » Wikis » Test -‘=§_ Update this Wiki J
Student Wiki for Clint McDuffie Other Wikis e =

Search Wiki — Choose 'wiki Links — 5 — Administration — ¥

Roberta Brown:Test
Dale Crandsll:Test
Piperwentz Test
Bernice GregonTest
Sherry Reed Test

Kirm GloverTest
Jackie DormanTest
Alicia Holzmeister Test

This is just an example wiki to help illustrate its use and functionality.

“Wiew Edit Links History Attachments

Bethany Stanley. Test
Qliver London:Test
James CattTest
Kathryn Brewer Test

Type your page's name between hard brackets iarty Kennedy Test
April Evans Test
Anne-tdatie BixderTest
Randall &mos Test
Peter Ozborne: Test

® Moodle Docs for this page gs;ﬂil’::ﬁ}z‘t v

You can access any wiki from the drop down menu by clicking on the wiki’s name.

Once you click on the wiki’s name you will be able to add content.
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Creating a Blog

The word blog is short for weblog. Blogs are a forum used for writing; they are viewed as an
online journaling tool. Blogs are another form of communication being implemented in many
facets of everyday life. Utilizing the blog feature in Moodle will offer another option or variety
for assignments and activities that promote critical thinking, communication, and writing.

Blogs in Moodle are user-based, which means that they are non-course specific. Each user has a
Blog tab on their profile page. It is important to note that all site users can access blogs through
the View site entries option on the Blogs page. This section of the tutorial will show how to
begin a blog entry and how to manage or facilitate blogs in your course.

Begin blogging by accessing the blog tab through your profile page.

You can access your profile page by clicking on your name in the upper right hand corner of
Moodle.

3 — You are logged in as Clint McDuffie (Logout)
u \ J ‘M- ‘l") A‘ T =7 [ English (en) v
DL ) 1 9 I ¥ A
AR . 1 2
| s UL\H\I ciord
! - A 1559
Misin Mer :

9 site news .
Course categories

Site Administration = $,2 Moodle Orientation

§2 CAS

:" SPGS

%2 SOE

O courses %o SON

O Grades %° Wiki/Blog Training

O Lacation

O Language

O Modules

*® Notifications
Users

Online Users
———

Faculty Moodle Tutorial
© 2010 Baker University School of Professional & Graduate Studies 68


http://www.youtube.com/watch?v=SiCmjaHVS7I

Next, click on Blog.

Profile Edit profile

Forum posts Blog Motes

.

Activity reports

Roles

User D

AN

Country:
City/town:
Email address:
Skype ID:

Courses:

First access:
Last access:

United States

crcduffie@bakeru edu B

meoufiec

Faculty Moodle Orientation, Moodle Orientation for Faculty, Moodle Orientation for Students, C
Resources, Liberal Studies Workshop, Tardigrades, Educational Psychology, CAS Moodle Cvel
General Chemistry, American Economic History, C5151 Computers/Mon-Science Majors, Dynag
Wacky Packy 555, Toby's Test Course, Toby's Test Course, ESL in Mainstream Classrooms, T|

Human Development, ...
Friday, 3 April 2009, 12:50 PM (1 year 141 days)
Monday, 23 August 2010, 12:04 PM (53 secs)

[ Change password ][ Messages ]

Click on the Add a new entry link.

Fraofile Edit profile

Forum posts | Blog | Notes | Activity reports

— Ard 3 NEW SN

Mo wisible entries here

Foles

In the space provided enter the title.

Entry title™
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In the next section type the body of your blog.

Blog entry body™ @)

Trabuchet v |lang »| B

N\

I US§|x%x|8B| o

Hd — Dk QOQGR| ¥ OB

If you wish, you can attach a file by clicking on Browse.

Format (3) HTML farmat
Attachment (Max size: 100ME)

Publishto @) | Anyone on this site ¥ \

Browse...

Next, locate the file you wish to upload on your computer.

g

Then click on the file you wish to upload. Once its name appears in the rectangle next to File

name: click on Open.

Y IE_I]_Live@Edu Email Tutorial with SR comments, doc
uﬁ IE_I]_Live@Edu SkyDrive Tutorial with SR comments, doc
My Recent radeulty Moodle Tutorial YIILdoc
Documents ] Basement Ventures Tutarial.doc
— T Basement Yentures Tukorial. pdf
B lﬂ__’kreate Sites Account.doc

] Dimbim Student Tutorial. doc

5] pimDirn Tutorial 1. doc

2| Dimdim_User_Guide. pdf

,..-/- lﬂ__’]FacuIty Blackboard Tutorial_2010.doc
1 Faculty Blackboard Tutorial_2010.pdf

lﬂ__’]FacuIty Live@Edu SkyDrive Tutorial, doc

_ -'_ Faculty Moodle Tutarial YILpdf

) _'.5 1Y Faculky Moodle Tutorial ¥IILdoc

3 8 Faculty Moadle Tutorial, doc

Desktop

|y Documents

by Computer
<
~,_3 File name: Faculty Moodle Tutorial V. doc
MuMetwark | Fies of type: &1 Files

(=TI

1 Faculty Moodle Tutorial, pdf

IE_I]FacuIty Office Live Workspace Tutorial. doc
@Faculty portal instructions, doc

lﬂ_]FacuIty portal instructions_april 2010.doc
1 Faculty _Elackboard_Tutorial pdf

Free Canference Caling Tutorial For Students, dog
B Free Conference Calling Tutorial.doc
IE_HGcast Instructions.doc

¥ Google Docs Tukarial, doc

8 Google Sites Tutarial, dac

] Haw ta Create a Wiki.docx

8 3ing Tutorial, doc

T LibxResearchToolbar, pdf

B Live@Edu Email Tutorial.doc

]| ive@Edu Faculky Email Tutorial.doc

>

v [open |
g o

The file’s name will appear next to the Browse tab.
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Once you click on Save changes the file will be attached to your blog posting.

Format (3)  HTML format

Attachment (Max size: 100MB) | z+\Tutorials\Faculty Mc

Publishto @ | Anyone an this site ¥

Choose how you wish to publish the posting. You have two choices:
1. Yourself (or Draft)-Only you and an administrator can see the entry.
2. Anyone on this site-Anyone who is registered in Moodle will be able to read the posting.

Format (3) HTML format

Attachment (Max size: 912ME)
Publish to (3 | Arnyane on this site’ v (_

“Yourself (draft

Anyone on this site

Next, you can assign a Tag to your post.

A tag is a relevant key word associated with a blog entry. Tags allow for classification and
identification of a blog.

Official Tags are set by the site administrator, no need to worry about this feature.
User defined tags are added to make your blog searchable or identifiable by that word.

Separate multiple tags with a comma.

Tags

Official tags

User defined tags (Comma separated) |sample, test

=~

Save changes H Cancel ]
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When you are finished click Save changes at the bottom.

Save changes H Cancel ]

Your blog post will appear.

g

Clint McDuffie

Profile Edit profile

Test
' by Clint McDuffie - Tuesday, 22 .Jung 2010, 03:47 PM

This i5 just one | ar using to illustrate Now these wark.
Tags: sample, test

[MocImd: Mok, 23 410 15 E2010, 02552 PM ]

Forurn posts Elog notes

Add a new entry

Activity reports | Roles

Anyone on this site

Edit | Delete | Permalink

You will see who posted the blog, the date and time the blog was posted, and the profile picture

of the person who posted the blog.

Test

by Clint McDuffie - Tuesday, 22 June 2010, 03:47 P

Tags associated with the blog are posted below the body of the blog.

Test

Tags: sample, test f—

[ Mecimed: Roncay, 23 Sagastadin, 0252 PR

e Clint McOuffie - Tuesday, 22 June 2010, 03:47 P

This is just one | am using to illustrate how these work.
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The type of publication is shown to the right of the blog.

Test
' by Clint McDuffie - Tuesday, 22 June 2010, 03:47 PM

__) Anyone on this site

This i3 just one | am using to llustrate how these work.

Tags: sample, test
Edit | Delete | Permalink

[ Mol MoNC, 23 AN 112010, 02552 PR ]

You can edit or delete the blog posting by clicking on Edit or Delete in the lower right corner of
the blog.

Add a new entry

Test
' by Clint McDuffie - Tuesday, 22 June 2010, 03:47 PM
Anyone on this site

This Is just one | am using to illustrate how these work
Tags: sample, test \

Edit | Delete | Permalink

[Mciitect: Rowday, 23 Aag 12010, 02:52 PM]

(@ Moodle Docs for this page

Permalink allows you to directly link to your blog post or access it for editing.

Aryone on this site

Edit | Delete | Permalink

In order to better manage the use of blogs within your course, Moodle offers add-ons. The two
common blog add-ons are the Blog Menu and Blog Tags.

From the initial interface of your course turn editing on.

Go to Blocks in the right hand column (you may have to scroll down to be able to see it).
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Click on the drop down menu that has Add at the beginning.

Click on Blog Menu.

Admin bookmarks

Blog Menu
Blog Tags

Course Menu
Course/Site Description
Global Search

HThL

Latest Mews

Loan calculator
hMentees

Metwork Servers
Online Users

Cluiz Besults

Fandom Glossany Entry
Fecent Activity

Femote RS5 Feeds
Section Links

Tags

Upcoming Events

When your screen refreshes a blog menu will appear.

Blog Menu
e xer
Add a new entry
WiEw rmy entries
Blog preferences

“iEw course entries
Yiew site entries

The menu provides five options:

1. Add a new entry will allow a user to begin a new blog post.

2. View my entries allows a user to see the postings they have made, add a new entry, and edit
their postings.

3. Blog preferences allow users to set how many blog entries they wish to view for their course
or site entries.

4. View course entries allow users to view blog postings from those in their course.
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5. View site entries allow users to view blog postings from everyone with an account in Majle,
regardless of what course they are in.

To add the Blog Tags option, turn editing on.
Go to Blocks in the right hand column (you may have to scroll down to be able to see it).
Click on the drop down menu that has Add at the beginning.

Click on Blog Tags.

Blocks

EAdd

e
Admin bogkmarks

Course Menu
Course/Site Description
Global Search

HTML

Latest Mews

Loan calculator
Mentees

Metwork Servers
Online Users

Quiz Results

Fandom Glossary Entry
Fecent Activity

Remote RES Feeds
Section Links

Tags

-; Uﬁcam\n% Ewents i

When the screen refreshes the Blog Tags block will appear.

The Blog Tags block displays a “tag cloud,” meaning a list of tags appears where more
frequently used tags are in a larger font size.

Depending on how the Blog Tags block is configured, tags can be listed in alphabetical order or
by the date last used. One way to establish access to your course’s blog postings is to ask
students to assign the same tag phrase, causing the phrase to appear in bold within the Blog Tags
menu.

Blog Tags

e 5 xer
1Ahat1Ana1Aha2
Aha3Ahad Aha5Aha b
BBL 433 LJ1BBL
433 LJ 2BBL 433
LJ3IBBL4331LJ4
BBL 433 LJ 5BBL 443
china aha 4 China

Rising china wesk 5
China Week 6 climate
HUM 5500 Aha 2
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Click on the edit icon )

When the screen refreshes you will be able to edit your Blog Tags block’s settings.

Configuring a Blog Tags block
Blog tags block title:  [Blag Tags
Nurmber of tags to display. | 2q v
Display tags used within this many days. g0 days v
Sort the tag display by, | Tag text v

(i) Moodie Dacs far this page

Editing Blog tags block title will allow you to rename the Blog Tags block in your course.

Blog tags hlock title: | gjog Tags

The Number to display option sets how many tags are displayed at once within the block.

Mumber of tags to display:
used within this many days: 1
2
Fort the tag display by 3
5
Say B
7
8
9
10
11 -
12
13 —
14
i | d 1
ou are logoed ir 15 e
16
17
18
14 A
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The Display tags used within this many days gives the option to set date parameters,
eliminating out of date or unused blog tags.

Display tags used within this marmy days: |5
Choose. ..

Sort the tag display by 10 days
30 days

E G0 daiis

120 days
240 days

J65 days

Your final option is the Sort the tag display. Here you have two options:
1. Tag text will display the word or phrase chosen for a tag.
2. Date tag was last used will sort tags by most recent dates.

sortthe tag display By Date tag was last used i

S 100 text
Date tag was last used

Click Save changes at the bottom when you are finished.
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Creating a Glossary

+

Glossaries are a way to build and maintain course specific terminologies and meanings. There is
a main glossary that only the instructor can edit, but you can create secondary glossaries to allow

students to comment, enter new terms, and auto-link.

IR Click on the links below to view a series of video tutorials on creating a glossary in

Moodle.
Creating a Glossary Part |
Creating a Glossary Part 11

Turn editing on.

Under Add an activity click on Glossary.

(@ | Add a resource. . ¥| @ iAdd an activity..
dd an activity...
Assigrmeanis
Adwvanced uploading of files
Online text
Upload a single file
) o ) Ciffline activity
ority or an aspect yvou initially consider oot
play a integral part on how students read Choice
f documents, and activities provide a lif Database
jer to read. Forum

Lesson

> I = X = [[modulename]]
Cluestionnaire

Cluiz
SCORMIAICT
Survey
Wik

brative creation and course facilitation t¥orkshop

When the screen refreshes provide a name (keep in mind this name is what will appear in the

course).
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Next, provide a description of the Glossary.

General

ﬁ Name” | Tegt

Diescription” ()

Trebuchet | |1i8pt) v || Lang ¥ B 7 US| % | vy o
EEEE M R==

IS B —Dese DOQSGER B O

This is an example of how this can look or setup.

Path: body

Then you will determine the various functions and settings available.

Entries shown per page determine how many terms are displayed on one page.

Entries shown per page™ |1

Is this glossary global is something that site administrators set. Any course may contain a global
glossary. The difference is that any links created are automatic throughout all of Moodle.

I5 this glossary giobal? @ [

For Glossary type your options are Main glossary and Secondary glossary.

1. Main glossary is only edited by the instructor; keep in mind you can always export entries
from a Secondary glossary to a Main glossary.

2. Secondary glossary is a glossary that students and course users can add, edit, and develop
content for.

Glossa e @ Secondary glossaryi v
kain glossary
secondary glossary

pnts on entries (9 Ll

entries allowed (3)

Duplicate entries allowed enables users to enter more than one definition for a given word.

Duplicated entries allowed ()  [no |

Allow comments on entries @ E
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Allow comments on entries enables students and instructors to leave comments on glossary
definitions. The comments are accessible via a link at the bottom of the definition.

Allow comments on entries @) [ No v

Allow print view provides a printer friendly version.

Allow print view (@) | ves

Automatically link glossary entries will highlight any word added to the glossary, no matter
where it appears in the course. Users in the course are able to click on the highlighted word and
are linked back to the glossary and the definition.

Altamatically link glossary entries @ Yeg W

Approved by default is a safety feature for instructors. If the glossary is Secondary and you
allow students to add entries they can automatically be approved and added to the glossary, or
they can require your approval before other students are able to see them.

Approved by default 3 [ves «

Display format provides six options:

1. Simple, dictionary style: Looks like a conventional dictionary with separate entries. No
authors are displayed and attachments are shown as links.

2. Continuous without author: Shows the entries one after other without any kind of separation
but the editing icons.

3. Full with author: A forum-like display showing the author's data. Attachments are shown as
links.

4. Full without author: A forum-like display that does not show the author's data. Attachments
are shown as links.

5. Encyclopedia: Like 'Full with author' but attached images are shown inline.

6. Entry list: This lists the concepts as links.
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7. FAQ: Useful for displaying lists of Frequently Asked Questions. It automatically appends_the
words QUESTION and ANSWER in the concept and definition respectively.

Display format (@) | Simple, dictionary style v
b 'Special link @ Continuous '-.-'-.-'ith out author
Encyclopedia
Show alphabet @ | Entry list
. FALC
Show 'ALL" link
@ Full with author
Edit atways () | Full without author
Simple, dictionary style

Show ‘Special’ link allows users when they browse the glossary to select the first character of a
word from a list. This will also display special characters such as @, *, #, etc...

Show 'Special' link @) | ves «

Show alphabet will display the alphabet for easier browsing within the glossary.

Show alphabet (3 | ves

Show ‘All’ link will allow the students to see all the glossary entries at once.

Show 'ALL link (@) | ves

Edit always will always make entries editable.

Edit always (3} | Mo«

Next is the Grade section.
You have the option to allow students to rate entries or only the instructor.

If you wish to grade entries click on the box directly behind Allow entries to be rated?

Grade

Allow entries to be rated? 75 ratings
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Next, select Users, which is who will be allowed to grade the entries. You have two options:
1. Only teachers can rate entries
2. Everyone can rate entries

USBrS | Only teachers can rate entries: v

e Dby teachers can rate entries

Eweryone can rate entries
|

Next to Grade enter the scale, or the point value, by clicking on the drop down menu next to the
phrase Scale: Satisfactory.

Grade @)  Scale: Satisfactary ——

dates in this | @cale: Satisfactony -
range: | Scale: Separate and Connected ways of knowing

From Mo irade

To |93
95
a7
36
95

sible

If you click on the box behind the phrase Restrict ratings to entries with dates in this range:
you can determine specific date ranges that entries are graded. Clicking the box will cause the
date and time option to become available.

Note: The time option is in military time.

Restrict ratings to entries with dates in this (._
range:

Fram |24 || August v || 2010 %10 » |10 +
To |24 v || August v || 2010 «|| 10 || 10 »

When finished click on Save and return to course at the bottom of the screen.

[ Sawe and return to course ] [ Sawve and display ] [ Cancel l
There

Your glossary will appear with its title next to this icon:

e
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Add a Glossary Entry
Once you have created a glossary and set up its functionality you can begin entering terms.

Remember: Depending on whether or not you set the glossary as Main or Secondary will
determine if students are able to add entries.

Click on the glossary link on your course’s interface.

{#] Editing “rour User Profile

As you are progressing through the course if you have a question]
help out. This way all uzers can view the questions and learn frof
2 Question?

Click here to access images of Baker to use in your caurse.

|38 Test (_

The main view of the glossary offers options on how you search or sort through entries.

Keep in mind some of the options available will depend on how you configure the setting options
when creating the glossary.

BAKER TEST » OMTC_1 > Glossaries b Test [ Uncete this Giossery | B [« ] umpte. v E

Impaort entries # Export entries 5

This is an example of how this can 100k or setup

[ earch full text
Add & now entry

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

Browse the glossary using this index

Special |A B CDIE[FIG[H|I|JKILIMIN|O
PIQIR|S|TIUIY|W|X|Y]Z|ALL

M

Moodle

A learning managerment system that is used to facilitate online education and suppart face-to-face education

Rate b

Send in my latest ratings

(@ Moocile Docs for this page

| SAKER_TEST »- OMTC_1 » Glossaries »- Test Bl [« dmpte.. v EH

“fou are logged in as Clint McDufiie (Logout)
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You can always change the settings by clicking on Update this Glossary in the middle of the
screen at the top.

BAKER_TEST » OMTC_1 > Glossaries » Test i | Upoiste this Glossary b

This is an example of how this can look or setup.

The description you provide for the Glossary is located at the top.

This is an exarnple of how this can look or setup.

\ Search full text

Add a new entry

Typing a word into the search box provided at the top will search all entries and display the ones
with that word in them.

Type the word into the space provided directly behind the Search tab, then either click enter or
the Search tab.

Entries will appear below.

| search ||learning [ search full text

N [ Add a new entry ]

Search: learning

Moodle

A learning management system that is used to facilitate online educy
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Click Add a new entry to enter a new word and its definition.

learning Search full text

)‘ [ Add a new entry ]

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

Browse the glossary using this index

GIH[J]EJL[R N O

Special |&|B|C|D|E|F|
UV W] %] Y| Z ] ALL

| F
PlQIR|S| TV

Add the new term next to Concept.

General

m—CONcept” | aker University

Definition™ @)

Trebuchet v [1(2pt) vilamgv| B T US| % x| H

SEE== | EEEE o —dese DO

In the space provided under Definition enter the term’s meaning.

General

Concept™ |Baker University
Definition™ (&)

¥ || Lang B Z US 3
Ty — e e 0]

<

Trebuchet v||1i{gpt)

EEEE ML

11
Thal
1%
]

Kansas’ oldest university.
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Next, if you allowed for the creation of categories in the settings, enter the associating term with
the correct category.

Simply click on the name of a category provided. In the illustration below there have not been
any categories created.

Categories | Not categorised

Each entry in the glossary can have an associated list of Keywords (or aliases).
Enter each alias on a new line (not separated by commas).

The aliased words and phrases can be used as alternative ways to refer to the entry.

Format (3) HTML format

Cateqories | pot categorised

Keyword(s) 3 |Baker

)l Tniversity

Kansas

If you wish, you can attach a file by clicking on Browse.

Keyword(s) () |Baker
Mniversity
Kansas

Attachment (Max size: 100MB) (@) f—

Next, locate the file you wish to upload on your computer.
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Then click on the file you wish to upload. Once its name appears in the rectangle next to File
name: click on Open.

Y IE_I]_Live@Edu Email Tutorial with SR comments, doc -_ Faculty Moodle Tutorial, pdf
ka) IE_I]_Live@Edu SkyDrive Tutorial with SR comments. doc IE_I]FacuIty Office Live Workspace Tutorial.doc
My Recent radeulty Moodle Tutorial YIILdoc @Faculty portal instructions, doc
Documents IE_I]Basement Wentures Tutorial doc IE_I]Faculty portal instructions_April 2010.doc
- -_ Basement Yentures Tutorial,pdf -_ Faculty _Elackboard_Tutorial pdf
lﬁ Iﬂ-_lkreate Sites Account.doc IE_HFree Conference Calling Tutorial for Students. doc
Desktop 9] Dimbim Student Tutorial. doc B Free Conference Calling Tutorial. doc
5] pimDirn Tutorial 1. doc ) Girast Instructions, dac
1 Dimdim_User_Guide, pdf IE_I]GoogIe Docs Tutorial.doc
IE_I]FacuIty Blackboard Tutorial_2010.doc @Google Sites Tutorial doc
1 Faculty Blackboard Tutarial_2010.pdf |Ilﬁi]Hnw ta Create a Wiki.docsx:
|y Documents o X . . [ 5 ;
_]Faculty Live@Edu SkyDrive Tutorial, doc _]Jlng Tutarial,doc
_ | Faculty Moodle Tutorial VI pdf T LibxResearchToolbar, pdf
J g I Faculky Moodle Tutorial YIIT.doc IE_I]LiVe@Edu Email Tukorial, doc
-l 8 Faculty Moadle Tutorial, doc ]| ive@Edu Faculky Email Tutorial.doc
by Computer
< ¥
~,_£ File: name: Faculty Moodle Tutorial V. doc A
My Network i of type: Al Files >

The file’s name will appear next to the Browse tab.

Once you click on Save changes at the bottom the file will be attached.

Keyword(s) @) |Baker
University
Eansas

Attachment (Max size: 100MEB) @ CODEEL T Er S mrE Sat

Choose the Auto-linking settings next (if this was enabled in the Glossary settings in the initial
setup).

Auto-linking

This entry should be automatically linked ) [
This entry is case sensitive (3)

Match whole words anly (3

1. Clicking on the box behind This entry should be automatically linked enables that
whenever the concept’s words and/or phrases appear throughout the rest of the same course users
are able to link to the glossary.

The auto-linking will happen whenever the words or phrases are used in a forum, assignment,
web or text page, and a description field.
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Once a user clicks on the word a new window with the glossary entry will pop up.

Note: The other two options for Auto-linking will be made available if you have selected This
entry should be automatically linked.

2. Checking the box behind This entry is case sensitive specifies whether matching exact upper
and lower case is necessary when performing automatic linking to these entries.

3. If automatic linking is enabled, then turning on Match whole words by clicking on the box
behind the phrase will force only whole words to be linked.

For example, a glossary entry named "demo" will not create a link inside the word
"demonstration™.

When finished click Save changes at the bottom.

Auto-linking
This entry should be automatically linked @
This entry is case sensitive @ F
Match whole words only @ [

—— [ Save changes H Cancel ]

When the screen refreshes the entry will be shown.

If you have attached a document it will be found on the right hand side of the entry.
Keywords will be located in the drop down menu in the middle of the entry.

You are able to delete the entry by clicking on the X in the bottom right corner of the entry.

You are able to edit the entry by clicking on the edit icon in the bottom right corner of the entry.

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

Browse the glossary using this incex

Special | A B[ CIDIE|F|GHII[JIKIL|IM[N|O
PIQIR|S|TIU|Y|W|X|Y|Z]|ALL

=2 )| LEARNING_TEAM_EVALUATION_FORM doc

Baker University €

Kansas' oldest university.

_)Keyword(s) Baker ¥ l
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Add Categories

Categories can assist with organizing glossary terms. If you have enabled auto-linking, category
names can be linked along with individual entries.

Create a category by clicking on the Browse by category tab in the main page of the glossary.

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

Browse the glossary using this index

Special |A|B|C|DE|F|GIH|IJ]K|L|MIN|O
PICIR|STIUIY W] X]Y]Z]ALL

@] LEARMING TEAM |
Baker University

Kansas' oldest university.

Keyword(s): | Baker b

Click the Edit categories tab on the left side of the page.

Add a new entry
/ Browse by alphatbet Browse by category Browse by date Browse by Author

Mo entries found in this section

fioocie Docs for this page

Click the Add Category button.

A

- - Jump to...
b Test » Categories [ Update this Glossary | 3 [« ] Jump

Categories Action

—_— [ Add Category ][ Back ]
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Give the category a name.
You can specify if you want the category to be automatically linked or not.
Note: Categories are linked based on case sensitivity or whole match.

Then click Save changes.

‘BAKER_TEST » OMTC_1 P Glossaries b Test » Categories [ Updote this Glossary

Add Categary

—hlame: Sample

Automatically link this category: g @

[ Sawe changes [ Back ] \

@ Moodle Docs for this page

You will be taken back to the Add Category option to repeat the process; when you are finished
click on Back.

BAKER_TEST B OMTC_1 b Glossaries b Test p Categories [ Updete this Glossary |8 L2 Jump tn
Categories Action
Sample (0 Entries) X =

TR

(@ Moodle Docs for this page

To check the entries of the categories you have created click on the drop down menu titled All
Categories on the right hand side.

The name(s) of the categories you have created will appear.

Click on the name of the category you wish to access and the page will refresh, taking you to that
category’s entry(s).

Add 8 new entry
Browse by alphabet | Browse by category | Browse by date Browse by Authar
All Categories Al Catecaris v
Mot categorised
Mo entries found in this section Sample

bifle Diocs for this page
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Creating a Quiz

g

m Click the links below to watch YouTube videos on how to Create a Quiz.
Part |
Part 11

Moodle offers the option of creating a quiz that can either be scored and calculated to your
gradebook automatically or manually graded. Creating a quiz in Moodle is a two step process;
first, you create the body of the quiz; second, you create the questions.

First Turn editing on.

In the week you would like the test to appear click on the drop down menu under Add an
activity.

Click on Quiz.
Individual Assignments
= 0 = X = Add an activity...
. Yeekly Reading Assignments = JI = X & Assignmenis
o o Advanced uploading offiles
d“ &” Online text
l.v.[ ].V.[ Upload a single file
Click here to access the DimDim meeting for this week on Tuesday. Offline actvity
2> X Chat
[E] Media Story Analysis Due Week 2 = Jb & X % Choice
& Mewscast Analysis Exercise Forum Post #1 = Jb 5 X ® & Eatabase
B Mewscast Analysis Exercise Forum Post #2 < b & X # @ Gloorl;;na
T week 1 Wiki >4 % X® & [oaoat
2hax=i [[modulename]]
Leammg Team Ass|gnmems Questionnaire
> X | SCORM/AICC
[E] Learning Team Paper = J} X @ Survey
[E)] Learning Team Presentation = & & X @ Whfiki
(@ | Add aresource.. ¥ | (@ Add an activity... hd
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When the screen refreshes you will be asked to enter information about the set up of the qu?

“ou are logaed in a= Clint MsDuiie (Logout)

BAKER_TEST » MC 140_McDuffie » Quizzes » Editing Quiz

Adding a new Quiz to week 1@
A General

Name™ [ yvoy st supply a value here,

Introduction (3)

Trebuchet vi[iep ¥ Vg v BT US| %<

" B —dese DOOSR| ¢ o @

o o

Timing
Open the quiz @
Close the quiz (@)
Time limit (minutes) @ CEnable
Time delay between first and second attempt (3 [ None v
Time delay between later atterpts (3 [Nane v
€ Display
Questions per page @  [Unlimited ~
Shufle questions @ [No v
Shufle within questions @ [es v
D Atempts
Atternpts allowed @ [Unlimited v
Each attempt builds onthe last @  [No v
Adaptive mode @ [es v
E Grades

Grading method @ | Highestgrade v
Apply penalties (@ |ves v
Decimal digits in grades @ [2 v

-

Review options @

Immediately after the attempt Later, while the quiz is still open After the quiz is closed
Responses Respanses Responses
Answers Ansurers Answers
Feedback Feedback Feedback
General feedback General feedhack General feedback
Scores Scares Scores

Overall feedback Overall feedback Overall feedback

G Security
Browser security @ [None 4
Require password @ O Unmask
Renuire network address @

Common module setlings
Group mode @ |[No groups v
Visible [Show v
D number @

Grade category | Uncategorised v

H overall feedback @

Grade boundary 100%
Feedback

Grade boundary
Feedback

Grade boundary
Feedback

Grade boundary
Feedback

Grade boundary
Feedback

Grade boundary 0%

Add 3 more feedback fields

[ Save and rewmto course | [ Save and display.

There are required fields in this farm marked*

(® Moodle Docs for this page

[BAKER_TEST »- WIC 140_McDuffie b Quizzes b Editing Quiz

“ou are logged in as Clint MeDuffe (Logout)

MG 140_McDuffie
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A. General
1. Enter the Name of the quiz.
2. In the space provided for the Introduction provide the instructions for the quiz.

General

2 Introduction
Trebuchet v|[1tap) w v|[tang w| B I U & | % x* | W] | v Cx

Esm EEEE k) —hede OOQSE | & O

Provide the directions for the quiz here.

Path: body

B. Timing
1. Set the release dates for the quiz.

By clicking the Disable box at the end the quiz is left available.
2. By clicking the Enable box you can determine set the amount of time students will have to
take the quiz.
3. If you allow multiple attempts for a question you can set the delay between the first and
second attempt by clicking on the drop down menu.
4. If you allow three or more attempts you can set the delay between those attempts by clicking
on the drop down menu.

Timing
q Open the quiz 6] [¥] Disable
Close the quiz (3 [¥] Disable
2Time limit {minutes) (& [l Enable
Time delay between first and second atternpt (3) Mone w
4 Time delay between later attempts @ MNaone w

Faculty Moodle Tutorial
© 2010 Baker University School of Professional & Graduate Studies 93



g

C. Display

1. Decide how many questions will appear at one time for students.

2. Determine if you want Moodle to shuffle the order of questions.

3. If you choose yes Moodle will shuffle the choices within a question.

Display
Questions per page () Unlimited
2 Shuffle guestions (3} |No »
3 shuffle within guestions (& |Yes v
D. Attempts

1. Set how many attempts students will have.
2. If multiple attempts are allowed and this setting is set to Yes, then each new attempt contains

the results of the previous attempt.

3. If you choose Yes for this option then the student will be allowed multiple responses to a
question even within the same attempt at the quiz. So for example if the student's response is
marked as incorrect the student will be allowed to try again immediately. However, a penalty
will usually be subtracted from the students score for each wrong attempt (the amount of penalty
is determined by the penalty factor, set by the options under the Grades section).

Attempts
1 Atternpts allowed (33 | Unlimitad +
2 Each attermnpt builds on the last (3 Mo
3 Adaptive mode (33 (No  w
E. Grades
1. Determine whether the quiz is recorded as Highest grade, Average grade, First attempt or
Last attempt.

2. If aquiz is run in Adaptive Mode then a student is allowed to try again after a wrong
response. In this case you may want to impose a penalty for each wrong response to be
subtracted from the final mark for the question. The amount of penalty is chosen individually for

each question when setting up or editing the question.
3. This sets the amount of decimal points displayed for students after their grade.

Grades
1 Grading method 3 | Highestgrade +
2 Apply penalties (3 |vag »
3 Decimal digits in grades (3) |2 «
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F. Review Options

This setting determines the type and when responses are given during and after a quiz.
You will be able to set feedback for specific questions when you create the questions; overall
feedback for the quiz is set under the Overall feedback section.

Checking the options provided will provide students with information:
1. Immediately after they’ve attempted a question.

2. Provide responses after the questions, while the quiz is still open.

3. Provide responses once the quiz is closed.

Review options (3)
Immediately after the attempt 1 Later, while the quiz is still open 2 After the quiz is closed 3
¥ Responses [“IResponses ¥ Responses
¥ Answears [ Answers ] Answers
¥ Feedback [ Feedback ] Feedhack
¥ Gereral feedback [l General feedback [¥] General feedhack
¥ Scores [ scores ¥ Scores
¥ Cverall feedback [l Overall feedback [¥] Overall feedback
G. Security

1. It is best to set this to None.
2. Set a password to control access to the quiz.

Note: Students will not be able to access the quiz until you provide them with the password.
Note: If you’ve set the password but forgot it clicking the Unmask box will reveal it.

Security

Browser security (3 | Naone

Reguire password (3 |:|Unma5|-:<—

Reguire network address ()
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H. Overall Feedback
The overall feedback is shown to a student after they have completed the quiz.
1. Setting the grade boundary determines the score needed for that particular response.
2. Information provided here will appear to the students after the quiz and if their score matches
up with the corresponding grade boundary.
3. Clicking Add 3 more feedback fields will provide more fields to set grade boundaries and
feedback.

Overall feedback(3)

1

Grade boundary 100%
2 Feedback
Grade boundary
Feedback
Grade boundary
Feedback
Grade boundary
Feedback
Grade boundary
Feedback
Grade boundary 0%
3 [ Add3morefeedbackfields |

Click Save and return to course at the bottom of the screen.

Note: You can always come back and adjust the quiz settings up to the point a student takes the
quiz.

[ sawve and return to course ] [ oave and display ] [ Cancel
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Creating Quiz Questions

Once the body of the quiz is created you will need to create each individual question.

m Click the links below to watch YouTube videos on how to Create Quiz Questions.

Question Bank Layout
True False Questions
Essay Questions

Matching Questions
Multiple Choice Questions
Numerical Questions
Short Answer Questions

Begin by clicking on the name of the quiz from the interface.

Individual Assignments

[B] Weekly Reading Assignments

divdi

(=] =]

MQGM

Click here to access the DimDirn meeting for this week on Tuesday.
]!_ﬂ. Media Story Analysis Due Weesk 2

_ifé Mewscast Analysis Exercise Forum Post #1

J& Mewscast Analysis Exercise Forum Post #2

L5 Week 1 Wik

[ Gluiz #1

Leaming Team Assignments

[B] Learning Team Paper
[B Learning Tearm Presentation

[¥] Example (_

Click on Categories at the top and in the middle.

g

nBAKERﬁTEST » WC 140_McDuffie » Quizzes » Example » Editing Quiz I Update this Quiz

Infa Results Preview | Edit
Quiz  Questions  Cajegories  Impart  Export
Questions in this quiz f Question bank
Mo guestions have been added yet

Category | Defaultfor MC140_Mass Media and Society_McDuffie &
Dlsp\ay guestions from sub-categories too

[Jaiso show old questions

[ Show question text in the guestion list

The default category for questions shared in context ™MC 140_Mass Media and Society_McDuffie’
Create new question | Choose ~| @

Page: 1 2 3 (Mext)
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http://www.youtube.com/watch?v=539CMzcptU8

+

m Click here to watch a YouTube video on how to Create Categories In a Quiz.

Under Add category provide a category name. It is important to name the category so you will
be able to identify it later.

Also, make sure the Parent category is the default for your course. Your course’s name should
appear in the title.

= 3 o e Ioga i s Clet M Lot
) il C Iy
{ $HhC

BAKER_TEST » MC 140_McDuffie » Ouizzes » Example » Edit categoties | Update this Cuiz J

info | Results | Preview | Edit
Quiz  Questions  Categories  import  Export
Edit categories @
Question Categories for 'Activity module: Example’

« Default for Example (D) The default category for questions shared in context Example’ &

Question Categories for 'Course: MG 140_McDuffie'
 Default for MC 140_Mass Media and Society_McDuffie [0) The default category for questions shared in contest MC 140_Mass Media and Society_McDufie’ X o

o Quiz #1 (43) Here are the questions for Quiz #1. X o 4

Question Categories for 'Category: 0AAB'

= Default for OARB (3) The defaull category for questions shared in context DAAS.

Question Categories for 'Category: Fully Online Courses'

« Default for Fully Online Courses ) The defaull category for questions shared in context Fully Online Courses’ &

Question Categories for 'Category: SPGS'

« Default for SPGS (0) The default category for questions shared in context SPGS. &

Question Categories for 'System'

» Quiz # 2 {) (20) Summary: 20 Question T/F (trueifalze) and MC (multiple choics)Quiz covering Chapter 1-4. X & 4 &
= Moodle Timer (Faculty) (5) Guestions sbout Moodle with & limer X & #

— Add category

Parent @ Deataultfor MC 140_Mass Media and Sooety_McDufie  »
ey Natie" [Excarmple Quastions

Categary info

|_Add category
There are required fizlds in this form markad*

@ Moodle Docs for this page

BAKER_TEST » MC 140_McDuffie » Guizzes » Example » Edit categorios

ME 14D_McDufiie
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When you are finished click Add category.

Add category

Parent (3

Mame™ |Example Questions

Category info

—ﬁ Add category

Default far MC 140_tass Media and Society_McDuffie

~

g

Click the name of the quiz in the bread crumb trail at the top of the screen to go back to the quiz.

éﬁi@

BAKER_TEST » MC 140_McDuffie » Quizzes » Example » Edit categories

“ou are logged in as Clint MeDufie (Lago

Info Results Preview

Quiz  GQuestions  Categories
Edit categories (3

Question Categories for 'Activity module: Example*

« Default for Example (0) The default category for questions shared in context ‘Example’ 2

Edit
Import Export

Update this Quiz

In the section titled Question Bank click on the drop down menu next to Category.

Choose the name you have just provided for your category.

Question bank+_

Category | Defaultfor MC 140_hass Media and Society_McDuffie

nlay Aciivity module: Exampie
Az gh  Defaultfor Example

] Hhow Coursa: MC 148 Mass Media and Sociely McDulfie
q _McDuffie

Default for MC 140_kass Media and Socie
Example Questions
The default Quiz #1 (43) :
Categon- OAAR
Create ne ™ b ofault for OAAR
Categony: Fully Onfine Coursas
Default for Fully Online Courses
Categon- 5PGS
Default for SPGS
Sysiam
Camkd 3™ ize20 @0
LaEdr

toodle Timer (Faculty (5)
rr v

nd Soc

B ol o
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Begin to add questions to this category by clicking on Create new question under the Quea)n
bank section.

Question bank ‘_

Category | Example Questions b
Display questions from sub-categories too

Ol also show old questions ¢

[ Show guestion text in the guestion list

Create new question Choose... |~ @
Choose...
Calculated ded yet
Description

Essay

batching

Embedded answers (Cloze)
tultiple Choice

Short Answer

Mumerical

Random Short-Answer hatching
True/False

lint M cDuffie (Logout)

McDuffie

This is an illustration for a multiple choice question.
Click the link here to view videos on how to create other questions.

Click on Multiple Choice from the drop down menu.

Question bank

Category | Example Questions b
Display guestions from sub-categories too

Ol &lso show old questions

[ Show gquestion text in the question list

Create new question :Choose... vl @
Choose..
Calculated ded yet
Description
Essay
Matching
Embedded answers (Cloze

— T

Short Answer
MNurmerical

Fiandom Short-Answer batching
True/False

lint MzDuffie (Logout)
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When you the screen refreshes you are able to develop the question.

General

+

1. Type the name of the question. Choose a name that you will be able to associate with for

future classes.
2. Enter the question as you need it to appear to students.

General
Category Example Questions
1 Cluestion name™

2 Question text @

v|[lang | B I U & | % X

#]

K Cu

mimemaE % —hede DOQGP| & O

Fath:

Below the text box are more options.

Fornat (3 HTWL format
Image to display | None -
2 Default guestion grade™ |4
3 Penalty factor™ @ |01

4 General feadback @

Trebuchet w|[1ipty w V|[lang ¥ | B I U § | % | 8] v o4
EEESE | N|EEEE TE—bedw AOQ&MB| 2
Path:
5 One or multiple answers? | One answer anly v
B Shufile the choices? (3
7 MNumberthe choices? |a h.c. .. w

1. If you have uploaded an image to your file folder and need it displayed in the question click

the drop down menu and click the name of the file.

2. Default question grade sets the amount of points each question is worth for the quiz.
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3. Penalty factor only matters if you run your quiz in Adaptive mode. It sets the fraction amount
of points reduced for each attempt.

4. General feedback will be sent to all students once they’ve completed the question.

5. One or multiple answers allows for more than one correct answer for a question.

6. If you check the box for Shuffle choices the order of choices will be different for each student.
7. Number the choices determines how the sequence of choices will display for students.

Mumber the choices? fa_ b c o

Angwer | Mo numbering

Choice
In the Choice section you will provide the possible answers, determine the point value, and
possible feedback.

Choice 1

1 Answer
2 Grade |pMaone v

3 Feedback

Trebuchet v 1i{Bpt) v v|ltang | B I U & % x* @] )

SEEE | - hede DOQGR O

m
il
il
]
-
=,
==
=
|
T
i
i

Path:

1. In the column for Answer provide a possible choice.

2. Grade determines the point value of this answer. Typically if it is the correct answer choose
100% and if it is the incorrect answer choose None.

3. If you fill in Feedback it will only display to the student if this is the answer they choose.
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You can fill in as many choices as you wish. For instance, if you only want to then fill in two
choice and Save changes at the bottom of the screen.

If you need more choices than Moodle originally provides scroll down under Choice 5 and click
Blanks for 3 More Choices.

Choice 5
Answer
Grade |MNane v
Feedback

Trebuchst || ligpt) W vi[tang w| B I U & | % x* | #)| v o

M SiEEE | — beode DOQS@ & O

Path:

s | Blanks for 3 Mare Choices

Overall Feedback

Filling in the text boxes for overall feedback will appear every student depending on their how
they answer. Your choices are For any correct response, For any partially correct response,
and For any incorrect response.

Overall Feedback
/) For any correct response

Trebuchet v 1@Ep) v v|lang | B I U § | % B | 0 0
E=E==s|mn ZEEE T —bedge HBOQ@E| T O

Path:

For any partially conract responss

Trebuchet v 1(@pt) v vlang v B X U & | % & B | o o

\ ESES | EEFEFE A —pecde DOQG@R( T @

¥ 1@pt) ¥ ¥|[lang w| B £ U & | =% = B o

t
EES| MM IEEEE TE| —beodee DOQSMR| T O

VA
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Providing feedback is an important aspect for students. Use these options to clarify, explainﬁd
illustrate what the correct response should or could have been. Also, when student perform well

it is important to enforce that as well. Use the feedback option to compliment their work.

When you are finished click Save changes at the bottom of the screen.

[ oawve changes H Cancel ]

S~

Adding Questions to the Quiz

Next you will need to add the question(s) to the quiz.

Go back to the Editing Quiz view.

|HAKER7TEST » MC 140_McDuffie » Quizzes » Example » Editing Quiz

Update this Quiz ]J

Info Results Preview Edit
Quiz  Questions Categories Import Export

Questions in this quiz Question bank

Mo questions have been added yet Category | Example Questions (1)
[“I Display guestions from sub-categories too
[JAlso show old questions
[ Show guastion text in the guestion list

Create new question | Choose.. v | (@
Sorthy type, name ¥
Action Question name Type
Kasdx O Test =
Select all / Deselect all
With selected:
-4 Add to guiz H Delete ” Move to 3> ]
Example Cuestions (1) 4
Add |1 % | random guestions @
(i) Moodle Docs for this page
Faculty Moodle Tutorial
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Your question will now appear under the Question bank section.

Note: Remember, the question will appear as long as you have the correct Category chosen.

Question bank

Category | Example Questions (1) b
Display guestions from sub-categories too

CJAlso show old questions

[ Show question text in the guestion list

Create new question | Choose... A4 @
Sor by type, name ¥
Action Question name Type
Lomdx O Test =

SEIRCT Al 7 Ueselect al
With selected:

-4 Add to quiz ][ Delete ][ hMowve to »> ]

Example Questions (1) b

Add |1 % | random guestions @

Check the box under Action.

Action

Select all f Deselect all

Click Add to quiz.

Action Question name

S O X Test
Select all f Deselect all
With selected:

-4 Add to quiz ]

Example Cuestions (1) w

Add |1 % | random guestions @

Delete ][ bMowe to »» ]
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The question will now appear under the Question in this quiz section.

Questions in this quiz

Order # Question name Type Grade Action
= N o %
Total: 1
Maximum grade: |10 3

[ Show page breaks
[ Show the reardering tool (3)

Once the question appears in under the Questions in this quiz section you can edit the score by
changing the number under the topic Grade.

Questions in this quiz

Order # Question name Type Grade Action
1 Test = 1 € a g
Total: 1
Maximurm grade: |10 K (3

L] Show page breaks
[ Show the reordering tool (3

To preview the question click on —* [ under Action.
To edit the question click on ﬂ under Action.
To move the question out of the quiz and back to the question bank click on e under Action.
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When you are finished click Save changes.

Questions in this quiz
Order # Question name Type Grade
1 Test i 1
Tatal: 1
haximum grade: |10

——> [Sevoshonges

O] Show page breaks
L Show the reardering tool (3

Action
O oE
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Grades

+

This section will discuss the various options you have to grade an assignment once it has been

submitted through Moodle.

Access the gradebook by clicking on Grades in the Administration Block.

I BAKER_TEST » OBBA 342_Logan
Activities = weekly outline Messages -
& Assignments No messages waiting
2 Choices ey
g Forums
Ga Lessons = Latest News -
[E) Resources ) Add a new topic
) \ (No news has
People m /ER QI T been posted yet)
@ Parpanis UNIVERSITY ,
Z Upcoming
1858 ©2008 Baker University Events
RS School of Professional & Graduate Studies
There are no
& 2ecigrments upcoming events
i Forums Goto calendar.
Ea Lessons . . New Evert.
Brim elcome to Baker University!
Recent
Search Forums e Activity
BBA 342 - Introduction to Management Concepts
Quickmail
Go Welcome! My name is Amber Logan, and I will be your instructor for BBA 342 - Introduction to Management Concepts. Please
Advanced search @) browse through the Course Materials and Syllabus folder below, paying special attention to the Moodle Student Tutorial and the (2 Compose
course Syllabus. Also check out the slideshow below to learn more about Baker and the BBA program. If you have any questions, £ History
S please feel free to email me or post your question on the Ask a Question forum below. When you are ready to begin class, please
Administration start by reading the Individual sssignments for Week One below. I'm looking forward to a great class with all of you.
&
B Grades <
|~ Reports >
B Unenrol me from )
OBBA 342_Logan -
B Profile

To grade an assignment click on the assignment’s name.

|BAKER_TEST » BBA 342 » Grades » View » Grader report

Choose an action ... At
Grader report
“isible groups | All paricipants v
BBA_342-

First name / Surname 4 5% Learning Team Constitution ... JF

5%\ MBTI Written Report I

Dave Student

.-

-

& Demo Student
* Jane Student
-

Range 0.00-50.00

Dverall average

(i) Moodle Docs for this page

0.00-50.00

|BAKER_TEST » BBA 342 » Grades » View » Grader report

To grade a submitted assignment click on Grade.
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You will know if an assignment has been submitted if under Last Modified (Student) there is a

document with the date and time for when it was submitted.

BAKER_TEST » BBA 342 » Assignments » Learning Team Constitution Assig t » Sul

[ Update this Assignment

First name: AIABCDEFGHIJKLMMNOPQRSTUVWRY T

Surname : AlLA B RETUYWHY I
B First name f Surname % - Grade |- Comment |- Last modified {Student) =/ Last modified (Teacher) |-
- @ DimDirn_Student Tutorial.doc
.
: Dave Student -
- Monday, 9 November 2009, 11:51 Al
..
Jane Student

-
...

Dema Student

f

See all course grades

Status - Final grade -
Grade ‘.—
Grade
Grade

Submissions shown per page 10 |3

Allow quick grading [ @

Sawve preferences

After you click on Grade a pop-up window appears.

Note: When uploading a document with feedback for students in the gradebook upload the
document first, then enter the grade and/or comments. If you upload the document after you
enter a grade and/or comments that information will be lost.

% Feadback:Dave Student:Learning Team Constitution Assignment - Mozilla Firefox E@@

l: ™ hittp: fibaker-test, campusnet. netjmod)assignmentsubmissions . php?id=11131&userid=205&maode=single&offsst=0

Grade i

Mo grade [

x <t @) | 50750

: X

Trebuchet | 1{Bpt) “||Lang »| B I U = il 49450

ZEE gk | — b DOQEMBA| 46/50
47 /50
46450
45450
44450
43450
4z /50

= 41450
E 40450
39/50

38/50

37450

Path: ggfgg
[ Send notification ermails 34::50

Sewe changes ][ Cancel ][ Save and show next ][ MNext ] 33/50

Response files: 32750 v
Upload this file
-

- Dave Student ] DimDim_Student_Tutorial.doc %
Monday, @ November 2009, 11:51 AM (112 days 23 hours late) - -

== T =

-

(i) Moodle Docs for this page
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A. Drop down the grade scale to choose which grade to assign.

B. In this box you can type in feedback for students.

C. Any edits or updates made you will need to click Save Changes to keep them.

D. Clicking Save and show next will save any edits or changes made to that student and
automatically move you to the next student in the gradebook.

E. Clicking on Next will take you to the next student in your gradebook.

F. If you have chosen the assignment type as Advanced uploading of files you will be able to
make edits or comments on the document students have submitted and upload it here for students
to review.

Once you have Save changes made the pop-up window will close.
Moodle will now show the Status as Update instead of Grade and Last modified (Teacher)
will have the date you made changes. Grade will show the points you assigned Final Grade will

display the final total for that assignment.

If you wrote comments they will appear under Comment (you can write as long of a response as
you would like. Students will be able to view and read lengthy comments).

lBAKER_TEST » BBA 342 » Assignments » Learning Team Constitution Assig t » Submissi Update this Assignment I

See all course grades

First narme : ANABCDEFGHIJKLMNOPORSTUY WYY Z
Surmame: ANABCDEFGHIJKLMNOPQRST W Y
First name / Surname ¥ [- Grade |- Comment |- Last modified (Student) - Last modified (Teacher) = Status - Final grade |-
@ DimDim_Student_Tutorial.doc

Dave Student ; 50 /50 Mice job Wonday, 3 Movernber 2009, 12:11 PM ]SD.DD

honday, 9 Movernber 2008, 11:51 AM

-, f

Jane Student - Grade

F |

Derno Student - Grade

-

Subrnissions shown per page 10 |(3)
Allow quick grading [ @

Sawve preferences

== Click here to watch a YouTube video on how to provide Assignment Feedback.

Quick Grading

4 Click here to watch a YouTube video on Quick Grading.

With quick grading allowed you will be able to add comments and grade directly from the
Submissions screen.

Note: You are not able to upload a document for students to review.
Check the box to Allow quick grading. Then click Save preferences.
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First name / Surname ¥ - Grade |- Comment |- Last modified (Student) - Last modified (Teacher) |- Status - Final grade -
- @ DimCim_Student_Tutorial.doc
- Dave Student 50 /50 MNice job Manday, 9 Mowernber 2009, 1211 PM Update A0.00
- Monday, 9 Movember 2009, 11:51 AW
-
& Jane Student - Grade
-
®)  Demo Student o Grade

Submissions shown per page|10 | (@)

m— Allow quick grading
S | Sawve preferences
>

When the screen refreshes you will be able to type in the Comment section and have the grading
scale under Grade for assigning a grade.

When you are finished remember to click Save all my feedback.

BAKER_TEST » BBA 342 » Assignments » Leaming Team Constituti i > issi [ Updiate this Assignment ]J

See all course grades
First name : ANABCDEFGHIJKLMNOPQRETUYWXY I
Sumame  AHABCDEFGHIJKLMNOPARSTUYWXYZ
First name / Surname ¥ - Grade - Comment - Last modified (Student) |- Last modified (Teacher) = Status |- Final grade -
> ¥ I3

~ ice JEh.I [ DimDim_tudent_Tutorial.doc
5 - S—

Dave Student (0SB0 v Manday, 9 November 2009, 12:11 PM Update 50.00

Manday, 9 Naovernber 2009, 11:51 AW

Jane Student Grade

Derno Student 45/50 Grade

42750 Send notification emails £ @

40750 =3[ Save all myfeedback,

Order of Assignments

m Click here to watch a YouTube video on Ordering Assignments.

Moodle adds assignments to the gradebook as they are created. To adjust the sequence of items
in the gradebook use the Choose an action drop down menu from the Grader Report screen
and select Simple view.

IBAKERﬁTEST » BBA 342 » Grades » View » Grader report

v

Categories and items
iR 16: Ve o — N

342~
Fullview carning Team Constitution ... & i MBTI written Reporcdt g Talent is overrated Forum &t

Scaies
igw A0.00

0.00-50.00 0.00-50.00 0.00-10.00

penDocument spreadshest 50.00
file

Excel spreadsheet [ |

BAKER_TEST » BBA 342 » Grades » View & Grader report
L]
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Click on the up down arrows (dI') next to the assignment you wish to move.

g

Extra
Name Aggregation @ Credit gr:'l::e Actions Select
] BBA_342 Sum of grades ~ g Al
Mane
& Learning Team Constitution Assignment | - [J 5000 | & J! & @ |
?%) METI W'ritten Repart - [ 5000 @ =dre=ed 1
_if[:_ Talent is Overrated Forum - [0 1000 | =Hd4re= 1
Choose the dashed box ({--———___1) you want to move the assignment to.
MName
] BBA_342
=]
&2 Leaming Team Constitution Assignment
(MWQ*_
& MBTI Written Report
o
g Talent is Overrated Forum
= [T e—
E“tr-a Max
Name Aggregation @ CE@}dlt grade Actions Select
1 BBA_342 Surn of grades w a2 Al
Mane
?%,) METI Written Repart - [1 =000 sdr =2 |
J& Talent is Owerrated Forum | 10.00 g | O
2 Leaming Team Constitution Assignment ‘h 0 5000  =Hdr=D Fl
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Grader report

isible groups |AII participants

v

First name / Surname 1+

BBA_342-|
& MBTI Written Report I

¥ Talent is Overrated Forum {F

@ Learning Team Constitution ... &

. Dave Student

-
-

. Demo Student

L)

. Jane Student

L]

Range

Overall average

0.00-50.00

0.00-10.00

- £0.00

0.00-50.00
50.00

Activities Block

You can access assignments to grade from the Activities block.

Click on the activity’s title (it needs to be an activity that you have set to be graded, such as
Assignments, Forums, or Lessons).

MBAKER_TEST » BBA 342

Activities““"—
& Assignments

? Choices

3¢ Forums

28 Lessons

Resources

(3) Switchroleto...

Weekly outline

People

93 Participants
Activities

& Assignments
? Choices

¢ Forums

28 Lessons
Resources

o]

Advanced search @

Search Forums

Administration

# Turn editing on 9 Latest News Forum

Settings
88 Assign roles
B Grades
#§ Groups
W Backup

ﬁ Restore

2 Ask A Question
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Under Submitted you will see how many assignments have been submitted. Click on View #
submitted assignments to be taken to the gradebook page that allows you to grade the

assignment.

BAKER_TEST » BEA 342 » Assignments

Week Name

2 Caormpany Briefing - Draft

Learning Tearn Constitution Assignment

Assignment type
Advanced uploading of files

Advanced uploading of files

Due date

Sunday, 12 July 2009,
Sunday, 19 July 2009,

11:55 Ak
11:55 Ak

Mo attempts have been made on this assignment | -

-—’\f\ew1 submitted assignments | -

3 SWOT Analysis - Draft
Company Briefing - Final Paper

Advanced uploading of files
Upload a single file

Sunday, 19 July 2009,
Sunday, 19 July 2009,

11:55 AM
11:55 Ak

Mo attempts have been made on this assignment | -

Mo attempts have been made on this assignment | -

[iy Moodle Docs for this page

4 SWOT Analysis - Final Paper
WETI WWritten Report

Upload a single file
Upload a single file

Sunday, 26 July 2009,
Sunday, 26 July 2009,

11:55 Ak
11:55 Ak

Mo attempts have been made on this assignment | -

“iew 1 submitted assignments | -

When the screen refreshes you will be in the screen that allows you to grade the assignment,
provide feedback and upload any documents for students to access.

BAKER_TEST » BBA 342 » Assignments » Leaming Team Constituti

1 » Submissi

Update this Assignment ]I

= First name / Surname ¥ (-

! Dave Student
.

o Jane Student
-

! Demo Student

Grade -

Last modified {Student) =
@ DimDim_Student_Tutarial doc

Monday, 9 Nowvernber 2009, 11:51 AM

Firstname : AlIABCDEFGHIJKLMNOPQRETUVWRY L
Sumarme  ANABGDEFEGHI VK MMM OP

RETUVWXYZ

Last modified {Teacher) -

See all courze grades

Status |- Final grade -
Grade *—
Grade
Grade

Submissions shown per page|10 | (3
Allow quick grading [ @
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Backing Up Your Course

mCIick here to watch a YouTube video on Backing up Your Course.
In order to complete the Backup and Restore process, you must backup your course first. As
you are designing your course in Moodle Test, or when you are finished teaching your course in
Moodle Live, you need to save a backup of the course.
To start the Backup and Restore process in Moodle Test log in to your Test site.

Click here to link to Moodle Test.

Once you are logged into Moodle Test, access the course you wish to Backup.

English (en) v

]ff ]OOC.”Q — E=N

Links to your
Moodle Courses

Main Menu

= My courses | My courses
B Site news L #5 Moodle Faculty Tutorial
Introduction to Management Concepts Introduction to Management Concepte is designed to provide you with an overiew All courses
Calendar of important concepts of sel-management and effective methods for returning to
“ January 2009 . college-level study. Online Users
Sun Mon Tue Wed Thu Fri Sat (last & minutes)
tizs Search courses Go All courses

11z 13 1415 ] 18| 17
BEER R

k3 27 2% (29 30 | 31 Blog Menu

Add a new entry
Wiewr my entries

Activities Blog preferences

& Forums Wiewys site entries
Moodle Links
ww.moodle.org
Messages

Ho messages waiting

messaes

foodle
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-

All of the boxes in that column should no longer have a checkmark next to them.

Include AllMone Al one

Agsignments '} L1 User Data

weekly Article Review [ User Data

Forums [ User Data
MNews farum L1 User Data
Questions? L1 User Data
Media Bias in Regards to Political Elections [ User Data
Newspaper Discussion [ User Data
Discussion - Ted L1 User Data
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Moodle will provide you with a Course Backup screen, where you choose the specific elements
of your course.

Click None at the top of the column above User Data.

Course backup: MC 140_Mass Media_Scheer (MC 140_Scheer)

Include All/Mone AllNane k/

Assignments User Data
WWeekly Article Review User Data
Forums User Data

News forum

Questions?

Media Bias in Regards to Political Elections
Newspaper Discussion

Discussion - Ted

User Data
User Data
User Data
User Data

HEEEE

User Data
Labels User Data

a User Data
Atached is the course swllabus, Yser Data

All of the boxes in that column should no longer have a checkmark next to them.

Include All/Mone

Agsignments '} L1 User Data

weekly Article Review [ User Data

Forums [ user Data
Mews farum L] User Data
Questions? L1 User Data
Media Bias in Regards to Political Elections L] User Data
Newspaper Discussion [ User Data
Discussion - Ted [ User Data
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Drop the menu down next to Users and choose None.

g

——  Users
Logs

User Files

Course files

Site files used in this course @

Grade histories

Course

“ag W

Yag W

Mo

Click None at the bottom of the section titled Backup role assignments for these roles.

All of the boxes in this section should be unchecked.

REEREREEREEREEEEE

Backup role assignments for these roles Administratar

Course creator

Teacher

Kon-editing teacher
Student

Guest

Authenticated user
Domain Administrator
Teacher copy 1

Teacher copy 2

bret Login for Priviledge Users
Course creator copy 1
Teacher copy 3

Student Re-enroll
Teacher copy 4
mon-editing teacher copy 1

AllMaone

Continue H Cancel ]
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Then click Continue.

-

Administrator

Course creator

Teacher

Mon-editing teacher
Student

Guest

Althenticated user
Domain Administrator
Teacher copy 1

Teacher copy 2

tMet Login for Priviledge Users
Course creator copy 1
Teacher copy 3
student_Re-enroll
Teacher copy 4
ron-editing teacher copy 1

Backup role ﬂSSiQI‘II‘I‘IEI‘ItS for these roles |:|
[

=y

1

[

]

]

[

[

[

[

[

]

[

]

[

\ AllNone
[ Continue H Cancel ]

Once Moodle has finished processing your Backup request, you will see a confirmation screen
noting that your Course Backup has been successful or unsuccessful. Check the bottom of the
confirmation screen to verify if your Course Backup has been successful. Then click Continue.

You should see the message below, in red, if you left off the user date properly.

Nete: This backup ¢ontains no users and so all activities have been switched to "without user data" mode. Exercise and Workshop
activities will not be included in the backup, since these modules are not compatible with this type of backup.
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Course backup: SPGS Master Business Template copy 1 (5PGS Master_1)

Name: SPGSMasterBusinessTemplate.zip

e Creating temporary structures
e [eleting old data
e Creating XML file
o Writing header
o Writing general info
o Writing course data
m Course info
m Blocks
m Sections
Writing users infa

WWriting categaries and questions
Writing scales info
Writing groups info
WWriting groupings info
Writing groupings-groups info
Writing events info
Writing gradebook info
Writing modules info

m Forums

m Labels

m Resources

o Course format data
Copying user files
Copying course files
Copying site files used in course
Zipping backup
Copying zip file
Cleaning temp data

Backup completed successfully

0
L=}
O
0
(=}
0
L=}
O
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Moodle will return you to your File storage area.

Note that the backup file (.zip) and a restore log (.html) have been saved to your Files.

Size Maodified Action

SPGEMasterBusinessTemplate. zip 1TAMEB 27 Jan 2009, 02:40 AM Unzip List Restore Rename
B restorelog. html 213 bytes 27 Jan 2003, 09:09 AM Edit Rename

—
With chosen files. . V

take a folder Select eII] [Deselect all Uplaad a file

To complete the Backup process, you have to save the .zip file to your computer hard drive.

To save the backup .zip file to your computer, click on the file name. Select Save File and click
Okay to download the backup file to your personal computer.

Mame Modified
Farent folde
SPGEMasterBusinessTemplate. zip

F restorelog. hirm You have chosen to open
[} ] sPGSMasterBusinessTemplate.zip

With chosen files... _V' which is a! ZIP fil=

: from: http://baker-test.campusnet.net
hake a folder

‘What should Firefox da with this File?

() Save File

[] Da this automatically For files like this From now on.

Cancel

It is a good idea to save a backup file of your course in case you want to reuse the course content
for a future course. For more information on reusing course content, visit Restoring Your
Course.
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Restoring Your Course
mCIick here to watch a YouTube video on how to Restore Your Course in Moodle.

At least two weeks before your course starts, you need to complete the Backup and Restore
process, which is taking the course content you created in the Moodle Test site and transferring it
to the Moodle Live site. Remember that students do not have access to Moodle Test, so you
have to transfer your content to Moodle Live in order to teach your actual course.

The Backup and Restore process, in short, takes the backup file you saved of your course content
and populates the blank course assigned to you in Moodle Live. The process of populating your
course with content is also known as Restoring Your Course.

To begin the Restore process, you must have a backup file of your course saved to your personal
computer hard drive. Visit Backing Up Your Course if you have not already completed this
step.

To start the process, logout and close Moodle test. Log in to Moodle live by clicking Teach
your course in Moodle live.

Visit the Baker University website at www.bakerU.edu, and click on School of Professional and
Graduate Studies or School of Education. Then scroll over Faculty and Staff, and click
eTools.

Note: This process will on take you to Moodle Live, which is where you teach your course.

Click on a link to Moodle.

Home = School of

= | £ More

Faculty & Staff eTools
eTools / Moodle FACULTY PORTAL
Moos Ioodle is Baker's Internet-based learning management systems e
This system is used extensively for our online and distance courses . e )
Moodle Request Form and also as a supplemental resource for many of our face-to-face ersendlintormation
Moodle Tutorial courses. Moodle accounts are set up for faculty and students who + Your courses @
are enrolled in courses that include a Moodle component * Syllabi templates

Moodle Support

* Grades & attendance

If you have trouble logging into Moodle, forget your password or
have other technical questions, please submit an online Help
Portal Help & Instructions request. We will typically reply to your request within one business * End-of-course surveys

Faculty Portal * Reimbursement forms

Desk

E-Mail - Staff
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After you login to Moodle Live, access the blank course assigned to you.

GampusLink Admin = Available Courses

Configuration

BBAZA2 O0100NST_02SPCOHORT Introduction to Management Concepts
Teacher: John Doe \

Campus Management Corp

Site Administration -
= Maotifications

By default, your blank course will be in Weekly outline and contain the dates for your course.

Thoodle

BAKER » BBA 342_001 @ Switch role to |+ [Turn editing on
People =1 vieeKly outline CampusLink
] Participants CampusVue Classes

O | Student Activity

search Forums 27 January - 2 February

Messages
O | e
Advanced search () 3 February - 9 February
Latest News

Administration e O e i

a new topic.
Tum editing on 10 February - 16 February (No news has been posted

Settings yet)
26 Assion roles
B gvadeg I | Upcoming Events
2 E:;uﬁ 17 February - 23 February There are no upcoming
r events
& Restore
& Import [ | Gote calendar.
« Reset 24 February - 2 March M (Ewad
|~ Reports
i S“JES“D"S Recent Activity
iles
a O | actity since Saturday, 24
3 March - 9 March January 2009, 01:26 PM

Gourse categories Full repart of recent activity

sining 7 | Nothing new since your last
ath 10 March - 16 March login

G5 Master Course
ells

Al courses

To start restoring content to your course, click Restore on the Administration Block.

Administration

& Turn editing on
Settings

g8 Assign roles
B Grades

id Groups

g Festore

+ Feset

|~ Reports
#78 Cluestions

[T Files
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Click Upload a File to access the backup .zip file you have saved on your computer hard drive.

Mame Modified

Farent folder

[Seleet all] [Deselect all]

Click Browse and select the .zip file you want to upload from your hard drive. Click Open, and
then Upload this file.

Lipload a file (Max size: 100MB) --= /backupdata

‘Browse..

Upload this file ;
File Upload

Look ir: | =) Moodle Courses

N £ 1Intro ko Magmt Concepts

ty Recent
Documents

r

Desktop

)

My Documents

P

by Computer

‘_-‘] File name: Intro to Mgt Concepts
by W etwark, Files of type: Al Files |
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Click Restore next to your uploaded file to start the restore process.

File uploaded successfully

Name Size Modified Action

Parent folder

il Intro_to_Mogmt_Concepts. zip 14MB 26 Jan 2009, 01:33 P Unzip Listename

Wyith chosen files... _V'

[Select alll [Deselect all

Moodle will provide you with a confirmation screen, asking you if you want to continue
restoring your course. Click Yes to continue.

You are about to start the restore process for:

Intro_to Mogmt Concepts. zip

Later in this process you will have a choice of adding this backup to an existing course or creating a
completely new course.

Do you want to continue?

es
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A screen will appear summarizing the content of the zip file you want to restore to your course.
Click Continue to move forward with the restore process.

Course restore: Intro_to_Mgmt_Concepts.zip

Creating terparary structures
Deleting old data

Copying zip file

Unzipping backup

Checking for BlackBoard export
Checking backup

Reading info from backup

Course:

Summary:

Backup:

Backup Details:

(D Moodle Docs for this page

Backup Name:
Moodle Version:
Backup Version:

Backup Date:

Name: SPGS Master Business Template (SPGS Master)

SPGSMasterBusinessTemplate.zip
1.9 + (Build: 20080430) (2007101509)
1.9 (2008030300)

Thursday, 22 January 2009, 12:45 P

Forums:
Class Announcements
[1.7.%

Labels:

Individual Assignments Here are the assignments f...

Learming Team Assignments Here are the assignment...

Resources:

Course Information
Course Assignments
Assignment
Assignment
Metacourse:

Users:

Logs:

User Files:

Course files:

Site files:

Grade histories:

This shell is to be used as the master template for creating all MBA, BBA, BSM, AAB, BBIS, and BEL course shells.

Included with user data
Included with user data
Included with user data
Included with user data
Included with user data
Included with user data
Included with user data
Included with user data
Included with user data
Included with user data
Included with user data
Included with user data
Included with user data
Included with user data
No

Course

No

Yes

Yes

Yes

Mo

Horme
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At the top of the next screen, you need to change the Restore drop down box to read Restore to:
Existing Course, deleting it first. If you do not select this option, you will not complete the
Restore process successfully.

Select Existing course, deleting it first.

Restore to :Existing course, deleting it first i+
Existing course, deleting it first
Existing course, adding data ta it
MNew courge

Category

Short narme

Full narme | Overland Park Faculty Mesting

Course start date |13 [« April w2009 (v (3
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Before you click Continue, make sure each User Data box is unchecked, or click None to o
uncheck all the User Data boxes. Removing the check mark from these boxes will prevent any
old student assignment information, forum posts, and grades from being transferred to your new
course.

Click Continue when you are ready to complete the Restore process.

Course restore: Intro_to_Mgmt_Concepts.zip

Restore to | Mew course B
Categary | SPGS Master Course Shells
Short name |SPGS Master @
Fullname |SPGS Master Business Template @

Course start date |15 s || January v 2008 |v| @

Include All/MNaone AI

Farums [ User Data
Class Announcements [ User Data
Q&A ] User Data
Check the box next to each
item you want to restore to your Labels L] User Data
courlse. Make sure all "User [ User Data
Data™ boxes are not checked.
. h [ User Data
Checking these boxes will pull O
all the old student data into eorbaty
YOur new course. Individual Assignments Here are the assignments f... [J User Data
Learning Team Assignments Here are the assignment... [ User Data

Resources [] User Data

Course Infarmation [ User Data
Course Assignments [ User Data
Assignment [ User Data
Assignment [ User Data

Metacourse Mo

Users |Mone ||
IMake sure that None is
selected in the Users box,
and that No is selected in the Logs Mo
User Files box This prevents
old student data from being
pulled into your new course. Course files | Yes [+

Groups@ Mo |v|

User Files Mo ||

<

Site files | Yes|

Grade histories No

Role mappings

Source role Target role
Course creator (coursecreator)| Course creatar (coursecreatar) ||
Teacher (editingteacher)| Teacher (editingteacher) ?__V.

Ca)iges)

—
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Keep in mind that depending on the amount of content you are restoring to your blank courgit
may several minutes for Moodle to process your restore request.

Click Restore this course now! to complete the restore process.

Please note that this process can take a long time.

FRestore this course nnw!D
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Once Moodle has finished processing your Restore request, you will see a confirmation screen
noting that your Course Restore has been successful or unsuccessful. Check the bottom of the
confirmation screen to verify if your course has successfully been populated with content. Then
click Continue.

Course restore: Intro_to_Mgmt_Concepts.zip

e Creating new course
o SPGS Master Business Template copy 1 (SPGS Master_1)
o Category: SPGS Master Course Shells
o Mot using an idnumber to avaid collisions
Creating the Restorelog.html in the course backup folder
Creating sections
Creating categories and questions
Copying course files.
o Files/falders: 2
Copying site files used in course
Creating scales
Creating events
Creating course modules
o Forum "Class Announcements”
Forum "Q&A"
Label ™"
Label " "
Label " "
Label "Individual Assignments Here are the assignments f.."
Label "Learning Team Assignments Here are the assignment. "
Resource "Course Infarmation”
Resource "Course Assignments”
Resource "Assignment”
o Resource "Assignment”
Creating blocks
Course format data
Checking instances
Refreshing events
Decoding internal links
o From Faorums
o From Labels.
o From Resources.
o From Blocks
o From Questions
e Creating gradebook
o Grade letters
o Qutcomes
o Grade items
Creating roles definitions
Creating course level role assignments and overrides
Creating module level role assignments and overrides
Creating block level role assignments and overrides
Creating user level role assignments and overrides

- & & @
000000000

.C-hec:king Course
s Cleaning temp data
s Closing the Restorelog.html file.

Restare completed successfully
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Moodle returns you to the main page of your course. Check to make sure that all of your course
content has been populated into your course.

Activities
B Forums
Resources

People
Participants

Activities
€ Forums
Resources

Search Forums

Advanced search @

Administration

& Tum editing on
Settings

89 Assign roles
B Grades

i Groups

@& Backup

@ Restore

@ Import

« Reset

| Reports

37 Questions

(3 Files
Course categories

oy

£2 math

$o SPGS Master Course
Shells

Allcourses ...

-~ Weekly outline

Course Information
Course Assignments
% Class Announcements

e osa

15 January - 21 January

Week One

Individual Assignments

Here are the assignments for the week

Assignment

Learning Team Assignments

Here are the assignments for the week

Assignment

Welcome to class!

CampusLink

CampusVue Classes
Student Activity

Messages
No messages waiting

Wessages...

Latest News

Add a new topic...
(No news has been posted
yet)

Upcoming Events

There are no upcoming
events

Go to calendar...
New Event...

Recent Activity

Activity since Sunday, 25
January 2009, 09:13 AM
Full report of recent activity

Nothing new since your last
login

You are now ready to start preparing your course for your new students. Make sure to check

throughout your course to confirm that all dates and information are current.
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