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Login to: moodle.sus.edu
Username: first name.last name@sus.edu

Password: first 4 characters in your last name and the last 4 characters of your U#

@ Moodie Test 2021 (3.10) X
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& Not Sure Of Your Login?
- R N R T .
The SUS login is for accessing the SUS Moodle Consolidated Site. Pléase-contact
5 2 your campus’ IT Help Desk for the correct username. For convenience; you-can
look up your login information by accessing the Lookup Login Page.
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Dashboard
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board > My courses > More.

® important Notice
” x 6 Administration
If you just enrolled in a course, please all 0 24 hours for it to populate in Moaodle.

¥ site ad

¥ Course overview
¥ Timeline

Friday, 21 October 2022

# E-Learning Links
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VIEW

Empty Shell

# Faculty Resource Center

B calendar

Google IT Support Professional Certificate

H L Type here to search

Click here to go to your course

Turn edit on
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Turn Edit On

Faculty Resource Center
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Q Type here to search 1)




How to Add a Block

1.) Turnediton
2.) Click on “Course Blocks”

1 Course: Faculty Resource Centerx

Front Page Campuses = Mobile app

Faculty Resource Center

Edit ~

+ RESOURCES

3.) Clickon “Add”
4.) Choose the block you want to add

Faculty Resource Center

£ Type here to search




How to Upload Course Resources (Syllabi, Files, PowerPoints, lectures, etc.)

1.) Turn editon

2.) Click on “Add an activity or resource”

3.) Under "Resources”

4.) Select “File” to upload your file from an external source such as computer or USB drive, or by
dragging and\dropping directly onto the course page.

> C @ 0 & n etedt sus.edu/course/vie = N URY viIND O =
Administration B §
55\ Add an activity or resource

Click

T Activméi REE Recommended

Emai

+
¥

Prom

1.) Typein “Name”, required. Under “Select files” Click on icon to add a file

Genera

Appearance
Common module settings
Restrict access

Tags

o -




2.) Browse to “Upload a file”

= Adding a new File

- General
Name °

* Appearance
* Common module settings

* Restrict access n
. F: 5 £~ Do IO

» Tags

Jo

Select your file and click “Upload this file”

How to Add an Assignment
1.) Turn edit on

2.) Click on “ “Add an activity or B e e vty orvesouren
resource” Click on “Activity”
3.) Click on “Assignment” i
4 (6]
Prom
‘ o = m

Fill the following fields

4.) “Assignment Name”

5.) “Description” (Optional)

Availability

6.) Select the appropriate due dates and time

Submission Types

7.) Online Text (allow students to copy and paste text)
a. Word limit

8.) File Submission (allow students to upload a file)
a. Maximum number of uploaded files

Grade

9.) Enter the points

Click “Save and return to course”



http://moodleprod.susla.edu/course/view.php?id=10019
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How to create a Forum
1.) Click on “Add an activity or resource”
2.) Select the “Forum” and Click on “Add”
3.) Name the Forum
4.) “Description” (Optional)
5.) Select the “Forum type”
6.) Under “Availability” Select the appropriate due dates and time
7.) For grading select “Whole forum grading
8.) Choose your activity completion

Gradebook for Point System
1.) Open your side bar

<« c @ O & Jletest sus.edu, : . ¥ @O =

4 ¥ Gwendolyn Tennell -

Welcome E3  Add ablock

Add

2.) Click on “Grades”
3.) Click on “Setup”
4.) Click on “Add grade item”
5.) Type in “Item Name” Example Homework Ch1, Quiz 1, Exam 1
6.) Select “Grade type”
a. There are 3 grade types:

i. Value - A numerical value with a maximum and minimum

ii. Scale - Anitemin a list

ili. Text- Feedback only
7.) Type in “Maximum grade”
8.) Click on “Save changes”
9.) Repeat steps 4 — 8 until finished.



http://moodleprod.susla.edu/course/view.php?id=10019

Gradebook for Weight System
1.) Open your side bar
2.) Click on “Grades”
3.) Click on “Setup”
4.) Click on “Add Category”
5.) Typein “Category name” Example: Homework, Quizzes, Exams
6.) Type in “Maximum grade”
7.) Check “Weight adjusted”
8.) Click on “Save changes”
9.) Repeat steps 4 — 8 until your weights are set.
10.) Click on “Add grade item”
11.)Type in “Item Name” Example Homework Ch1, Quiz 1, Exam 1
12.)Select “Grade type”
a. There are 3 grade types:
i. Scale - Anitemin a list
ii. Text- Feedback only
13.)Type in “Maximum grade”
14.)Click on “Save changes”
15.) Repeat steps 10 — 14 until all graded items have been added

How to handle Empty Grades in your Gradebook

1.) Click on “Grades”

2.) Click on “Grader report”

3.) Click on the pencil next to assignment name

4.) Check “Perform bulk insert”

5.) For
a. Empty grades, you may insert a value for all empty grades
b. Or value for “all grades”

6.) Click on “Save”




How to change the Grade Display Type in Gradebook
1.) Click on “Gradebook setup”
2.) Go to “Setup”
3.) Click on “Course grade setting”
4.) Under “Grade item settings”
5.) Select the “Grade display type”
6.) Click on “Save changes”

Back-Up Instructions for Moodle
1.) In Moodle, select the course to which you want to backup.
Under course management, click on “Backup

b Faculty & Staff Directory | Sout' X @ E-Leaming - OneDrive X 3% Mail - Gwendolyn Tennell - Ou X | T Course: Faculty Resource Center X | +

< c @ O 8 == hips

moodle.sus.edu/course/view.php?id=26928&notifyeitingon=

8 Course Settings

Manage your entire course

© Question Bank

Create and organize quiz questions

™ Activities

View All Activities in Course

Assignments
Forums

Resources

O Type here to search

Question bank
Question category
Import

Export

®Badges

Award your students

Manage badges

Add a new badge

Edit course settings
Gradebook setup

Edit course completion
settings

Course administration
Copy course

Reset

Backup

Restore

Import

Recycle bin

Filter settings

Event monitoring

mEFaE L e am

&8 User Links

Manage your students
Gradebook
Participants
Groups
Enrolment methods
Activity completion
Course completion
Logs
View live logs

View course participation
report

View activity report

lin

S
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Backup settings

| = o raas—" o

2.) Click “Jump to final step”

3.) OR Click Next... then Deselect all content that is
not needed. Click Perform backup

4.) When finished the page will say “The backup file
was successfully created.” Click Continue.

5.) Locate your back up file and right click on “
“Download”

6.) Select “Save Link As” or “Save Target As”

7.) Add the name of your course and term on the file
name for easy access.

Note: It is important that you delete all of the backup files that are not needed in your courses to save
space on the server.

How to Restore Courses in Moodle

1) In Moodle, select the course to which you want to add your course content. Under course
management, click on “Restore”

Faculty & Staff Directory | Soul' % @ E-Learning - OneDrive x G Mail - GwendolynNenneil - Oul' X | #h Course: Faculty Resource Center X + <] =

& Activities ionBank Settings & User Links
. pize Qg ques Mana tudents

View Al
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2) Click “Choose a file”
3) Click “Browse” or “Upload a file”
4) Select thefile
5) Click “Upload this file”
6) Click “Restore”
7) You will see a series of screens, starting with a verification of the items in your backup file.
8) Scroll down and click Continue.
9) Select “Restore into this course” and click Continue, Next, and Preform Restore
a) You can select “Delete the contents of this course and then restore” and click Continue
This process will delete all of the data of the existing course before restoring the new data.

How to Import Courses in Moodle

1) In Moodle start in the empty shell, under course management click on “Import”

Faculty & Staff Directory | Sout’ X @ E-Leaming - OneDrive X (@& Mail - Gwendolyn Tennell - Ou' X ™ Course: Faculty Resource Center X + = (=] X

s C @ O 8 = sus.edu/course/view.php?id fyeditingor 0% 7 © & N s =

& Activities © Question Bank &5 Course Settings & ser Links

View All Activities in Course Create and organize quiz questions Manage your entire course Mafage your students
Assignments Question bank Edit course settings Gradebook
Forums Question category Gradebook setup Participants

Resources Import Edit course completion Groups
settings
Export Enrolment methods
Course administration
» Badges Activity completion
Copy course
Award your students =
Course completion
Reset
Manage badges 48
Backup
Add a new badge View live logs
Restore
View course participation
Import report

Recycle bin View activity report
Filter settings

Event monitoring

QO Type here to search

2) Find the course from which you want to get materials (or type the Cohort in the Search box
and select the course)

3) Click “Continue”.

4) Click “Jump to final step” or “next” if you do not want all content and need to choose.

5) Perform Import

12




How to add Questions into the Question Bank

6) In Moodle, select the course to which you want to add a quiz. Under course management click
on “Question Bank”

Faculty & Staff Directory | Sout X @ E-Leamning - OneDrive X B3 Mail - Gwendolyn Tennell - Ou' X T Course: Faculty Resource Center X |+ - x

“ C @ O 8 = nt fle shsedu, w.php?id ynotifyeditingon 0% W @ & N s =

& Activities © Question Bank & Course Settings & User Links

View All Activities in Course Create and obganize quiz questions Manage your entire course Manage your students
Assignments Question bank Edit course settings Gradebook
Forums Question category Gradebook setup Participants

Radains Import Edit course completion Groups
settings
Export Enrolment methods
Course administration
Q Badgcs Activity completion
Copy course
Award your students =
f Course completion
Reset
Manage badges g
Backup
Add a new badge View live logs
Restore
View course participation
Import report

Recycle bin View activity report
Filter settings

Event monitoring

O Type here to search

1) “Optional” Select a category

2) Click on “Create a new question”

3) Select the *Question Type (See below) to add
4) Click “Add”

5) Complete the question form

6) Save changes

*QUESTION TYPES (5 most used)

Adding a Multiple Choice question

1) Select Multiple Choice under “Create a new question”
2) Input your question name

3) Input your question in the “Question text” box

4) Choose one or multiple answers

13




5)
6)
7)
8)
9)

Input your answers in the Answers section in the Choice boxes
For one correct answer, choose 100% on the Grade drop down
If multiple answers for grade, % should equal 100

“Feedback is optional”

Save changes

Adding a True/False question

1)
2)
3)
4)
5)
6)

Select True/False under “Create a new question”
Input your question name

Input your question in the “Question text” box
Change the “Correct answer” box to True or False
“Feedback is optional”

Save changes

Adding a Matching question

1)
2)
3)
4)
5)

6)

Select Matching under “Create a new question”
Input your question name

Input your statement in the “Question text” box
“Feedback is optional”

Add your word or statement under the Answers section in the Question boxes and the

matching word or statement in the Answer box.
Save changes

14




Adding a Short Answer question

1) Select Short Answer under “Create a new question”

2) Input your question name

3) Input your question in the “Question text” box

4) Add at least one possible answer and choose 100% in the Grade drop down
5) If multiple answers for grade, % should equal 100

6) “Feedback is optional”

7) Save changes

Adding an Essay question

1) Select Essay under “Create a new question”

2) Input your question name

3) Input your question in the “Question text” box

4) “Feedback is optional”

5) You may add the correct or general answer under Grader Information “Information for
graders”

6) Save changes

How to Edit a Question

+ Bxam2 Export 35 Moodle 0

1) Click “edit” then “edit question” © - oot cons
(on the right side of each question in the question bank)
2) Edit question and Save changes

How To Move a Question to another Category

1) Check 1 or more boxes next to the questions

2) Scroll to the bottom under “With selected”

3) Click on the category that you would like to move the question to
4) Click on “Move to”

Question bank will change the view to the category you selected

and will display all questions in that category

15




Adding a Quiz into a Moodle Block

1) Turn Edit On

2) Add an activity or resource, Choose “Activities”

3) Choose Quiz and ADD

4) Name it

5) Click on Timing

6) Enable “Open the quiz” and add date and time

7) “Optional” Close the quiz

8) “Optional” Time limit

9) Click on Grade

10) Leave Attempts allowed set on unlimited or change via the drop box

11) Click on Layout

12) Change “New page” to the number of questions that you want to show per
page, or choose “Never, all questions on one page”

13) Save and return to course

Adding from the Question Bank into a Quiz
1) Click on the Quiz name in the Moodle block
2) Edit quiz

test quiz

Navigation

3) Add “from question bank”




4) “Optional, unless used” Under Select a category, be sure you are in the right category
5) Find your question name and check the boxes that you want to add

6) Add selected questions to the quiz

7) Input “Maximum grade”

8) Save

How to open a quiz for individuals
1) Go to course and click on the quiz name.
2) Click on the cog wheel and click “User overrides”

< (<] o a sus.edu, - 2 o + M e =

= Gwendolyn Tennell
HREVEPORT

test quiz cEn

Navigation = Announcamants (hidden) Jump T P i

3) Click on “Add user override”
4) Select the User and make the adjustments

Adding an Attendance activity in Moodle

To track attendance in Moodle, you must first add an Attendance activity to your course site.

1) Go to the course homepage and click Turn editing on

2) Click Add an activity or resource in the section where you want to add the Attendance

3) Click “Attendance” and Add

4) Enter a Name

5) If you do not want Attendance to contribute to the course grade, click Grade and change the Type
to None.

6) Scroll down and click Save and display.

Adding sessions to an attendance activity
1) Click on the “Attendance link”
2) Click the “Add Session” tab
3) Select the Date for the first session you want to add.
4) Select the start and end Time of the session.

17




o The time fields use a 24-hour clock, so a 3:15pm-4:05pm class should be entered

as 15:15-16:05
5) For multiple, regularly repeating sessions:

a. Check the Repeat the session above as follows box.

b. Check the weekday(s) the class Repeats on.

c. Set the Repeat until date to the date of the final session.
6. Scroll down and click Add.

The Sessions tab will display with a confirmation message
and the newly created session(s).

Take Attendance in Moodle
1. Go to the course homepage.
2. Find the “Attendance” activity and click its link.
3. Navigate to the session you want to take attendance for.
o The links in the upper right of the Session tab (All, All past, Months, etc.) can help
narrow down the range of sessions displayed.

€« >C @ 0 & sarsedu -0 MmO ¢ =

Faculty Resource Center

L - O

tudents Regular class session »oB0 O

Do

4. Click the Take attendance icon for the session
5. Enter attendance and remarks.
o Efficiency tip: Click the column heading P to mark the full class as “Present.” Then
go through and change the status for absent, late, and excused students.
6. Scroll down and click Save attendance. You will get a confirmation screen. Click Continue.

18




Adding a Video Link In Moodle
Copy the URL from where the video is hosted.

<)> ¢ @

noee®Re

&

&3 YouTube how to make a great tutorial video

How to Make Tutorial Videos

236,951 views - Jul 5,2017 ife 27«

In Moodle, turn the “Edit on” within a Cours

? Faculty & Staff Directory | Sout X E Mail - Gwendolyn Tennell - Out X

@ E-Leaming - OneDrive

(s C @

moodie.sus.edu/co

% & . Campuses ~ Mobile app

Tum Edit On

Faculty Resource Center

hbo

Welcome

5 217

AUTOPLAY

How to make a GREAT Tutorial
Blender Guru @
85K views

How to Create a Whiteboard
Animation in ONE DAY
Dreamlet

307K views

IN1DAY! $

1T's EASIER THAN You TERED

Everything You Need to Make
Educational Videos...More or...
MathontheWeb

476K views

How to Make YouTube Video
Tutorials: Must-Have Hardware
dottotech

23K views

Microsoft word tutorial |How to
insert images into word...
rahmat maulana

Recommended for you

#» SHARE =4 SAVE

1 Course: Faculty Resource Center X LMSadmin X

0% TY

4 ’GwendolynTenneIl. o

https://moadile sus.edu/course/view.php?id=26928isessk YT328PK3&edit=0n

H O Type here to search
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Go to the block in which you want to add the video link and “Add an activity or resource”.

PR ) Course: Faculty Resous + = =]
<« c @

sus.edu,

LN+ 4 Y In@ e =

MoodleUAT .
Attendance
MAtteGES
Navigation
W Avendance in Mood "
Add an act ourc
1 cour Turnitin
FRC

Badge

H QO Type here to search

Under resources, choose “URL”

& Sauthern University 5| ifice Home X | G Mail - Gwendolyn Tenn: X

1 Inbox (7) - gytennell@

% My Drive - Google Drive X

in Course: Faculty Resourc X TSRSt I REaTTS
< c @ 0 a sus.edu L 4 Y In@ e =
Add an activity or resource
R
I .
Attend:
Navigation
(]
Turnitir
FRC

H QO Type here to search
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Add a name and paste your URL.

<~ ¢ @ © & nhitpsy//maad

elsus.edu/course/modedit.php?add=url&typ

L e Gwendr)lynTennell. -

Faculty Resource Center

IS TN TEDY

» Adding a new URL to Topic 28e

ing a new URL to Topic 23

Expand all
General

Name [:]

External URL o Choose a link...

Description parograph =

Path: p

Under appearance choose “In pop-up”. “Save and return to course” to view link.
< c @ © @ hitps//moodie.sus.edujcourse add= /@ % Sea r o e @B =

A ® GwendalynT&nnell. ~

Path: p

[ Display déscription on course page €

tscription

Appearance
Display L] Automatic | =
Automatic
Embed
Open

URL variables
Common module settings

Restrict access

Tags

Competencies

Save and return

to course Cancel

Have and display

Topic 23 ¢»

4 GD How to Make Tutorial Videos #*

Edit ~

+ Add an activity or resource

21




Using the Activity Completion
ENABLE THE ACTIVITY COMPLETION

Click on “Edit Settings”

M
-« SHREVEPORT

Campuses = Mobile app

sfa WNavigation

@ Edit course settings X

< e @ O & © sus e oo e - @ LYiInND e =
Administration E )
\ y Gwendolyn Tennell
Course administration J I Y
Edit settings BATON ROUGE + NEW ORLEANS + SHREVEPORT
Course completior
L Home Campuses > Mobile app
Filters
Reports
e Dashboard > My gurses > FRC > Edit settings
Badges
Backup Edit course settings
Restore
mport
Copy course
b General
Reset
Question bank
Course full nar culty Resource Ce
Site administration Course full name @ Faculyf Resource Center
Course short name @ FRC
Navigation Course visibility Show |+
Dashboard i
e Course start date 26 v| May 2021 || 00 |¥|| 00 |+

Site pages

My courses

I 2 [ Enable
- 1 June 021 12 52
FRC

Participants Course ID number

Badges

H QO Type here to search
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Scroll down and choose “Completion tracking”.

& ¢ @ ©@ & https;//moodlesus.edu/course/editphplid=3208 wee o Search v IND @ ﬂ @ =

4 @ G‘.r.w'endalynTenneII. -

Image (GIF)
Image (JPEG)

Image (PNG)

Course format
Appearance

Files and uploads
Completion tracking
Groups

Role renaming @

Tags

Save and display Cancel

There are required fields in this form marked @ . |:|

Enable completion tracking to “Yes”, “Save and display”

& [CIr] © & nhttpsy//moodiesus.edu/cpurse/editphplid=3208 e w Search LN D @ & & =

Image (GIF)
Image (JPEG)
Image (PNG)

Course format
Appearance
Files and uploads
Completion tracking
Enable completion tracking [7] E‘
Groups
Role renaming @

Tags

Save and display Cancel |:|
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USING THE ACTIVITY COMPLETION

“Turn Edit On”

Faculty & Staff Directory | Sout” X / @ E-Leaming - OneDrive X R Mail - Gwendolyn Tennell - Ou' X T Course: Faculty Resource Center X | [ LMSadmin x  + - 5 X

(5 C @ O 8 = sus.edu 0% W ® & In s

0 & E Campuses  Mobile app 4

Turn Edit On

Faculty Resource Center

Welcome

hitps://moodle sus.edu/course/view.php?id=2

QO Type here to search

& Southern University S " e ¢ o b » o rive X e: Fac @ Course: Faculty Resou

<« cC ® O & ntt fletest sus.edu ew.ph SV + ¥ @Oe
7 T @ Understanding your What Is your tempermer 3 A~
L5 Administration B &+ Understanding A ' t <
@ Understanding yoxgself-A unique analytical psychology tes

Merlot

n

w Course administration

¢ Edit settings

Learning Object

£ Course completior
WISC Online >
No Significant Differe Phenomenon o
Database of 355 articles and reports for Onlin nt

% @) Teaching Assessment ¥
@ | Purdue Owl Writing Lab X
4 -

B january 2021 issue of the MER From the Vindyar

» Question bank

B May 2021 Issue of the MERLOT newsletter “From the Vir
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Choose your “Activity”

gle Drive X n Course: Faculty Pl @ Course: Faculty
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Add an activity or resource
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Expand all
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Scroll down to choose “Activity completion”.

< c @ O &n

dle.sus.edy/course

A @ Gwendolyn Tenne

Discussion locking

Post threshold for blocking
Grade
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Common module settings
Restrict access

Activity completion

Tags

Competencies

Save and return to course S Cancel

There are required fields in this form marked @ . |:|

Choose “Show activity as complete when conditions are met”.
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Choose your “requirements” and if you would like a deadline, enable “Expect completed on”.

“Save and return to course”

moodle.sus.edu/course

Activity completjon

Completion tracking @ Show activity as complete when conditions are met ~ #
Require view Student must view this activity to complete it
Require grade Student must receive a grade to complete this activity @
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