Moodle Training



by James Rudd
For more information on all the course options please see 
http://docs.moodle.org/en/Using_Moodle_book (This clearly shows how to use each section)
http://download.moodle.org/docs/teacher-manual.pdf 
· Login

· Use the Staff portal  http://staff.sydneyboyshigh.com/ or http://www.sydneyboyshigh.com/ and Staff link at bottom right.
· Use SBHS Classroom Service icon

· Use network username and password

· Course Settings
· Open up your course.
· On left pane click Settings under Administration

· Here you can change the name of the course, enter in a description and change number of topics.

· Type in a description for the course
· Scroll down and change the number of Topics for the course.
· In this page you can also enable groups.

· Return to the main course page.

· Editing Mode

· In top left there should be a button “Turn Editing On”. This button is the most vital part of setting up your Moodle course.

· You should now be in editing mode. From here you can add content, change the layout and modify the course how you want. 

· The icon of a hand holding a pen 

  represents editing some content.

· After any editing content make sure to click “Save Changes” at bottom of page.

· Labeling Sections

· First let’s label some topics. 

· Click the edit icon under Topic outline. This allows you to write a quick intro to the course.

· Next click the icon next to the number 1. Type in a Topic heading and a brief description of the topic.

· Notice that the editing screen has buttons to adjust the text. You can make it larger, in bold or italics, even add a web link.

· Adding pages/content

· Adding content to the site can be done in a variety of ways. If you have existing notes in word you can copy and paste these straight in. However be aware that images will require some extra care. You can also upload the word file straight in to be downloaded.

· To add a normal content page, click where it says Add a Resource then click Compose a Web Page.

· When naming the page it can be a good idea to give it a relevant name, such as Dividends. The benefit of this is that anywhere else this word appears within your course will be automatically linked to this. Allowing easy cross-linking of content. (This is also done with Glossary discussed below)
· Write a brief summary of text then place all the relevant content in the Full Text area. This can be done by copying straight out of word. Formatting should be carried across.
· It is also possible to add a direct link to a web page or an uploaded file (such as a word document or a PDF file)

· Adding web links

· Click on Add a Resource then click Link to a file or web site.

· Type in a name for the site and a brief description then paste in the URL

· If you click Show Settings you can set whether to open in a new window or the current one.

· Upload files

· On left pane click Files under Administration.

· Here you can upload a file or create a folder.

· If you have a large number of files to upload (eg Images with a web site) you can zip the files, upload the zip file, then unzip them on the server.
· Glossary

· A glossary can be added from the Activities menu. It can be set to allow students to modify and comment on entries or restricted to staff.

· Any word added to glossary can be automatically linked throughout the course.

· Very useful for technical words and concepts.

· Quiz

· Allows online quizzes that are automarked. Usually uses multiple choice and numeric answers but can also handle short answer.

· Add a Quiz Activity. Give it a name and a brief description. Check the start and end date. If you wish the students to perform in class you may also like to set a password which you can give them when in a computer lab.

· You can adjust the Time limit and number of attempts. If it is just a general knowledge quiz you can allow them to take it multiple times. If it is a graded quiz you can only allow them to take it once, or only let their first attempt count. You can also change the students are able to see the correct answers. If whole class is doing test you can set this so no results are released until time is over.

· To Add a question click Choose besides Create new question and select the type. Give the question a name and write out the question. You can include any images you have uploaded to the site as part of the question.
· The multiple choice is most common and easiest to use. Just type in question and answers and how much each answer is worth. You can also require multiple answers. (eg Which of following list are capital cities?)
· The numerical question can be useful for performing calculation questions. (Calculate tax payable on … or Calc the profit / loss for this table)
· Matching allows students to match a statement to answer (Match country to capital)
· Offline Marks: Assignment and Homework

· You can put assignment specifications on Moodle that require a physical assignment to be handed in. Create an Activity: Assignment and change assignment type to Offline. You can also enter the marks for students into Moodle once marked so that they can easily check results.

· You can place marks for students in class tasks and exams on the Moodle site so students can see them from home. This can be done using the Homework and Exam/Class Test activities.
· Lessons

· Lessons are similar to a content web page as above, but they can be structured over several pages and can also asks questions at the end of each page to check knowledge or go to a different page. Allows interactive learning while student is reading notes.
· Forum
· Provides collaboration between students to discuss class material.
· Moving Blocks

· By clicking the 


 icon content and activities can be moved between topics and reordered.  

· Meta courses
· These can be used to share content between a large number of courses, such as common content for all economic or geography students in the same year.
· Can only be setup by faculty head teacher.
· Groups
· Forums and assignments can be setup to allow working in groups. So only students within the group can see each others forum posts. (The teacher can always see everything)
· Logs

· Allow you to check which students have been accessing content.
