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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#
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Turn edit on
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Welcome
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How to Add a Block

1.) Turn edit on
2.) Click on “Course Blocks”
3.) Scroll down to “Add a Block” and choose the topic

El © reereeosene

4.) Close




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

Turn edit on
Click on “Add an activity or resource”
Under "Resources”
Select “File” then click “Add” and upload your file from an external source such as computer
or USB drive, or by dragging and dropping directly onto the course page.
5.) Typein “Name”, required.
Description is optional
6.) Under “Select files”
7.) Click on icon to add a file
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General

Appearance
Common module settings
Restrict access o

Tags

| = [CR—

8.) Browse to “Upload a file”

s Adding a new File

- General
name °

Description i Server file o E .

» Appearance
* Common module settings
* Restrict access

Tags

| CETT B
Select your file and click “Upload this file”




How to Add an Assignment

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

3.) Click on “Assignment”
4.) Click on “Add”

Fill the following fields

5.) “Assignment Name”
6.) “Description” (Optional)

Availability
7.) Select the appropriate due dates and time
Submission Types

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

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

Grade
10.)Enter the points

Click “Save and return to course”

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”

Availability

6.) Select the appropriate due dates and time
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Gradebook for Point System

1.) Open your side bar

Faculty Resource Center

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.) Typein “Maximum grade”
8.) Click on “Save changes”
9.) Repeat steps 4 — 8 until finished.

Gradebook for Weight System

1.) Open your side bar

2.) Click on “Grades”

3.) Click on “Setup”

4.) Click on “Add Category”

5.) Type in “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 “ltem 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. Click on “Course Management”




your way
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O Type here to search

2.) Clicko

@ s

n “Backup”.

ROl 1 Backup course: FAC

« c o D @ nup sus.edu, b p - @ Mo =

Backup settings

01 IMS Common Cartridge 1.1

B Include enrolled users

0 Anonymize user information
B Include user role assignments
B Include activities and resources
B Include blacks

B Include filters

& Include comments

B Include badges

B Include calendar events

& Include user completion details
[ Include course logs

D1 Include grade history

B Include question bank

B3 Include groups and groupings

B Include competencies

& Include custom fields

H O Type here to search g

3.) Click “Jump to final step”

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

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




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

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

8.) 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. Click on “Course
Management”

rce Center

2) Click on “Restore”




3) Click “Choose a file”
4) Click “Browse” or “Upload a file”
5) Select the file
6) Click “Upload this file”
7) Click “Restore”
8) You will see a series of screens, starting with a verification of the items in your backup file.
9) Scroll down and click Continue.
10) Select “Restore as a new course” Select a category and click Continue
OR
11) Select “Restore into this course” and click Continue
a) This process will merge all data in one course
12) You can select “Delete the contents of this course and then restore” and click Continue
OR
13) Select “Restore into an existing course” and “Select a Course” click Continue
a) This process will merge the backup course into the existing course
14) You can select “Delete the content of the existing and then restore” and “Select a Course”
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, select the course to which you want to import information into. Click on “Course
Management”

Welcome

Hidden froe students

Hidden from students

HOvr N ; WD ® m s o




2)
3)

4)
5)
6)

Click “Import”

your way
und

Find the course from which you want to get materials (or type the CRN in the Search box and

select the course)
Click “Continue”.

Check the desired items and click “Jump to final step” or “next”.

Perform Import

How to add Questions into the Question Bank

7) In Moodle, select the course to which you want to add a quiz. Click on “Course Manage

Welcome




1)
2)
3)
4)
5)
6)
7)

@ Fi your way
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Click on Question bank

“Optional” Select the category — note the view settings under it
Click on “Create a new question”

Select the *Question Type (See below) to add

Click “Add”

Complete the question form

Save changes

*QUESTION TYPES (5 most used)

Adding a Multiple Choice question

1)
2)
3)
4)
5)
6)
7)
8)
9)

Select Multiple Choice under “Create a new question”

Input your question name

Input your question in the “Question text” box

Choose one or multiple answers

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

Adding a Short Answer question

1)
2)
3)
4)
5)
6)
7)

Select Short Answer under “Create a new question”

Input your question name

Input your question in the “Question text” box

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

“Feedback is optional”

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

1) Click on the edit (wheel) icon on the right side of each question in the question
bank
2) Edit question and Save changes

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




Adding a Quiz into a Moodle Block

1) Turn Edit On

2) Add an activity or resource

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) Click on the drop down and Edit quiz

Faculty Resource Center




3) Add “from question bank”

Save

Total of marks: 1.00

o Shuffle @

= News Fi idden)
“ O Type here to search o

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 drop down and click “User overrides”




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

[EEN

) Click on the “Attendance link”
) Click the “Add Session” tab
)
)

w N

Select the Date for the first session you want to add.

IS

Select the start and end Time of the session.

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 - 20 MmO ¢ =

Faculty R

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.




Adding a Video Link In Moodle

Copy the URL from where the video is hosted.

> ¢ @ v o @ || @ searcn rmnme B =
=  @3Youlube how to make a great tutorial video Q H e SIGN IN
Up next autorLay @

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

WHITEBOARD /[ St e
ANIMATION,
IN1DAY!

IT'SEASIER THAN YoU TERES

Dreamlet
307K views

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

How to Make Tutorial Videos

236,951 views - Jul 5,2017 1 27« 5 217 #~» SHARE =4 SAVE

In Moodle, turn the “Edit on” within a Course.

vynoe P =

w @

Turn Edit On

Faculty Resource Center

https://moodle.sus.edu/course/view.phplid=3208&sesskev=9HBIWQSSil&edit=0n v




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

23 4

+ Add an activity or resource

+ Add topics

Under resources choose “URL” and “ADD”

. @

Survey The URL module enables a teacher to provide a
web link as a course resource, Anything that is
Turnitin freely available enling, such as documents or
. . Assignment 2 .
Being able to demonstrate your soft skills equ images, can be linked to; the URL doesn't have to  UF Choice.
O @ Wiki be the home page of a website. The URL of a
| particular web page may be copied and pasted
= ills? Works it ~
G What are Soft Skils '4 0 (:) Werkshop or a teacher can use the file picker and choose a i
‘I‘ (o] Gearge Washington's Rules of Civili link from a repository such as Flickr, YouTube or Edit
RESOURCES Wikimedia (depending upon which repositories
are enabled for the site). + Add an activity or resource

0] [] Book
There are a number of display opticns for the

|
23 . o ull fie URL, such as embedded or opening in a new Edit +
L4

0 window and advanced options for passing
Folder

information, such as a student's name, to the |

@ |y, CiSemim URLY required. + Add an activity or resource
F= package
Note that URLs can also be added to any other

0 B resource or activity type through the text editor,

o Eﬁ Page (i ] More help
® G w

+ Add topics




Add a name and paste your URL.

< ¢ @ © & httpsy//moodlelsus.edu/course/modedit.php?add=url8ityp e w Search E [ ca i C

L e Gwendr)lynTennell. -

Faculty Resource Center

Home mm

\
Adding a new URL to Topic 23

» Adding a new URL to Topic A3e

Expand all
General
Name o
External URL o Choose a link...
Description

Paragraph =

Path: p

Under appearance choose “In pop-up”. “Save and return to course” to view link.

<« C @ © | @ httpsy/moodlesus.edu/cours A8ty . o v @
Path: p

[ Display déscription on course page €

Appearance
Display L] Automatic | 2
Automatic
iscription
Embed
Open

URL variables

Common module settings
Restrict access
Tags

Competencies

Save and retum to course | Zave and display [ |:|

Topic 23 ¢»

4 GD How to Make Tutorial Videos #* Edit ~

+ Add an activity or resource




Using the Activity Completion

ENABLE THE ACTIVITY COMPLETION

Click on “Course Management”.

“)> Cc @ © @ httpsy//moodie.sus.edu/course/view.php?id=3208 e @ || Q search vrinme P&

A GwendolynTennell- -~

Course Management

1 Course Blocks

Faculty Resource Center

https:// dle.sus.edu/course/vi hp?id=3208#teac! v

Choose “Edit Course Settings”.

<> C Q © & hitpsy//moodiesus.edu/cyurse view.php?id=3208 e w Search i N @ @ & @I =

your way
und

leaminoodle

™ Activities © Question Bank %, Course Settings & User Links

View All Activities in Course Create and organize quiz questions e your entire course Manage your students

Assignments Question bank Edit colrse settings Gradebook

Forums Question category Gradebook setup Participants

https://moodle sus.edu/course/edit,phptid=3208 [ o




Add the “Course full name” (required) and the “Course short name” (required).

<« c @ @ & https;//moodlesus.edu/course n?id=3208 e w Search N @D @ & & =]

Faculty Resource Center

m

Edit course settings

Expand all
General
Course full name e Faculty Resourcg Center
Course short name 0 e FRC
Course visibility (7] Show =
Course start date [7] 3 % March : 2018 00 * 00+ M
Course end date [7] s - N = + ) OEnable
Course ID number Q
Scroll down and choose “Completion tracking”.
& ¢ o © & nittpsy//moodiesus.edu/cou t.phplid=3208 e W Search LN D @ & & =

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”

rmaoe P =

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

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

Tags

e and display Cancel |:|

USING THE ACTIVITY COMPLETION

“Turn Edit On”.

&) € Q © & ntips moodle.sus.edu/course/view.php?id=3 - U %

Search vyinmoe o

A e GwendolynTenneI[. x

Turn Edit On

10 Principles of Effective Online Taching: Best Practices in Distance Education

!J Low-income Students
-_I Teaching courses online; How much time does it take?
-—l Using Your Instructor Bio to Humanize Course, Reduce Student Anxiety

-—l Finding the Instructional Value in Peer Review Discussion Boards

-_I How to Deepen Online Dialogue

https://moodle.sus.edu/course/view.phplid=32088sessk

JLBgemqfR&tedit=on




“Add an activity or resource”

<> C o 0]

e.sus.edu/co

LiveBinder » S Edit -

4 GD CIICK HERE TO ACCESS LIVE BINDER &

Design Online Course and Online Ed

“+ Designing an Online Course and Becoming an Online Educator #*

Edit ~

+ Add an activity or resource

Edit =

+ Add-an activity or resource

Discussions » Edit ~

/moodle.sus.edu/course/view.php? S&notifyeditingon= 1%

Choose your “activity” and “Add”.

« > C @ 0 & ne

moodle.sus.edu/course/vie

Gn (& & o\

. w\ T vumeya
X o Custom
LiVEBinder y & centificate
[ O o=\ Database
< G CIICK HERE TO ACCESS LIVE BINDE
O Edernal tool
O Feedback
@\ ™ Forum

Design Online Course a
|

O |8 Glosay
& Designing an Online Course and B¢

@] Journal

O u Lesson

O LiveText
Discussions »

0 ’}h Pearson Mylab &

Mastering Link

o}
&

Questionnaire

@] Quiz

...ﬁ

Add an activity or resource

A
The forum activity module enables

participants to have asynchronous

discussions i.e. discussions that take place

over an extended period of time.

There are several forum types to choose from,
such as a standard forum where anyone can
start a new discussion at any time: a forum
where each student can post exactly one
discussion; or a question and answer forum
where students must first post before being
able to view other students’ posts. A teacher
can allow files to be attached to forum posts.
Attached images are displayed in the forum

post.

Participants can subscribe to a forum te
receive notifications of new forum posts. A
teacher can set the subscription mode to
\optional, forced or auto, or prevent
subscription completely. If required, students

can'be blocked from posting more than a

e of amcbe in  aisan Hima nesiads

Add Cancel

Edit =

+ Add an activity or resource

|

Edit ~

+ Add an activity or resource

Edit ~




Add a name (required)

<« (&) Q © & nhitpk://moodlesus.edu/course/modedit.php?add=forum@ wee ﬁ Search i n 0O ® & @" =

A ® Gv."endalynTennell. M

Home My courses De\a\gn Online Course and Online Educator Book Adding a new Forum to Design Online Course and Online Educator Book

= Adding a new Forumi\to Design Online Course and Online Educator Booke

Expand all
General

Forum name o ‘ TestDiscussion ‘

Description baagraph +
Path: p
[0 Display description on course page @ v

Scroll down to choose “Activity completion”.
& (&) Q © & nttpsy//moodiesus.edy/course php?add=forumé& e {? Search i In @ ® & @" =

A ® G‘.r.‘enerIynTermell. A

Discussion locking

Post threshold for blocking
Grade

Ratings

Common module settings
Restrict access

Activity completion

Tags

Competencies

Save and return to course Save and display Cancel

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




Choose “Show activity as complete when conditions are met”.

Common module settings

Restrict access

Activity completion

Completion tracking 1} ‘ Students can manually mark the activity as completed | # |

Do not indicate activity completion
Expect completed on

Students can manually mark the activity as completed # B Oenable
Show activity as complete when conditions are met

Tags

Competencies

Save and return to course Save and display Cancel

There are required fields in this form marked @ .

You are logged in as Gwendolyn Tennell (Log_out)
E

Get the mobile app .
Purge all ca

Choose your “requirements” and if you would like a deadline, enable “Expect completed on”.

“Save and return to course”

dle.sus.edu/course

Activity completjon

Completion tracking 7 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 @

Require posts
q M Student must post discussions or replies: 1

Require discussions [ Student must create discussions: 1

Require replies [ Student must post replies: 1

Expect completed on 7] 3 s March s 2020 + 0 @ [ Enable
Tags

Competencies

Save and return to course | Save a IV Cancel D




Your activity link will be displayed.

You will see a box that will auto check when all requirements are met.

« ¢ @ © @ hitps//moodiesus.edu/coursefviewphplid=3208#section-5  *+» & Tt rmoe P

~
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+ Designing an Online Course and Becoming an Online Educator ¢ Edit ~

4 My TestDigussion & Edit ~ &

+ Add an activity or resource

Discussions » Edit ~

+ 10 Principles of Effective Online Taching: Best Practices in Distance Education & Edit ~ I:l

+ M | ow-income Students & Edit ~ & <




