moodle@NOVASBE

My Courses start info

The “moodle@NovaSBE” Platform is the School’'s Course Management System available to Faculty
and Students to supplement face-to-face classes.

A quick startin 8 steps - for Faculty: (click to followlink)

=

Login to “moodle@NovaSBE”

N

Start by the Platform Front Page contents

3. To create a Course
3.1. Course naming convention
3.2. Requestyour Course creation or modification (if needed)

4. Accessinga Course

5. Courses page contents
5.1 default Page Contents
5.2 basic elements

6. About editing Courses
6.1 “Turn editing on” and editing icons
6.2 moodle online help

7. Editing Courses page contents
7.1. Administration menu — Gear icon
7.1.1. Course “Settings”
7.1.2 “Backup’
7.1.3 Users - Enrolment methods
7.1.3.1 - 7.1.3.3 info on the 3 methods
7.1.3.4 For Students to be able to access or enroll...
7.1.4 Groups (or Sections) and Groupings
7.1.5 Users - Unenroll (delete) from Course

7.2. Edit/delete/add “default” Activities, Resources and Blocks
7.2.1 Checkwhich contents are visible/available to Students

8. Copy contents from a previous Course
9. Notes

10. Course creation “basic 4 steps” review

11. At the end of your moodle working session...

. more info in the “Faculty Procedures” mini-manual;

check also “Best Practices, Do’s, Dont’s and Pitfalls” document with help and tips on “do’s and
dont’s” on moodle-Course design and implementation, rules on writing for the Web and more ...
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1. Loginin “moodle@NovaSBE”,

Clickthe “Log in” link, top right of the FrontPage, and enter your | You are not logged in. (Log in)|
personal Nova SBE account information (the usual Username
and Password).

e Problemslogging in? NOVA thoodle@NOVASBE
Did you forget your Password?

Is your name misspelled?

Please contactthe ITHelpDesk at Nova SBE
(helpdesk@novasbe.pt). Password

Username

Username

Password

(gotop)

2. Start by the Platform Front Page contents (1sscreen after an authenticated or valid Login).

3 Main work areas: 0
(blocks and contents may vary) E]N VA

hoodle@NOVASBE

Q 4 P MoodeTaache

< The right panel of the screenis Welcome to hoodle@NOVASBE
reserved for some Server info — e S P
time and stats.

*,
*

% The middle panel has a
summarydescription ofthe
Platform, links to “Info & Support’
and a listof all Courses and ¢

Categories available.

| p— [easmers] [weamnos |

9,

«  The left panel of the screen has
a Navigation block or .
NavDrawer (on/off with the SN P -Adanal

“Hamburger button” @), with

qUiCk links to the “Dashboard” Workshoos - Test Courses
and “My courses”

2.1 “Shortcuts” and other Links:

SHORTCUTS

At the bottom of the FrontPage screen (Footer) you may find
links to the School Site, Library and other Sites of interest;
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2.2 the “Info & Support” area: (with 4 buttons/links in the FrontPage)

& = 5@ Q

START HERE FOR STUDENTS FOR INSTRUCTORS SITE NEWS

In the “START HERE’ link, for all Users getacquainted with

o “Policies and Rules” of the Platform which regulate a “Code of Conduct”that all Users are
requestedto acknowledge and follow while using it,due to the type of activities that take placein it,

o “My 1stVideo tutorial” — an overview of the Platform;

o a“GENERAL HELP” section,whereyou may find:

= “How to configure My moodle HomePage and Profile” on how to edit your personalinfo and
setyour Preferences,

= “IT Requirements” for your system/PC configuration, and

= “Useful Links and Downloads” for SW you may need or wish to download and install in your
PC, plus

= “moodle Help for all” on how to get around moodle, with links to “moodle.org” docs,

In the “FOR STUDENTS” link, you will find additional customized help and information, such as
o “My Courses startinfo” (this file) plus tutorials,
o “FAQ” with tips and tricks on working with moodle,

In the “FOR INSTRUCTORS” link, you’ll find information for Instructors on their moodle operations

and general procedures, namely:

o “My Courses start info” and tutorials,

o “Faculty Procedures” - the Platform’s guidelines on Course managementbasics, moodle-
Teachers responsibilities and procedures, theirtimings and calendar,

o “Moodle Tool Guide for Teachers”— which tool to use? to achieve what?,

“FAQ” with tips and tricks on working with moodle,

o “eL Best Practices,Do’s, Don'ts and Pitfalls” on writing for the Web and structuring Courses
contents,

o

In the “SITE NEWS” button you'll find a link to the “Site News and Announcements”.

Please note: the contents of all documents in the “Info & Support” area are continuously

updated and changed to reflect the needs of “moodle@NovaSBE” Users.
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3. ToOcreate a Course:

Course administration and contents management are .moodle-Teacher’s responsabilities.
As a Faculty Member and a moodle-Teacheryou need to know...

3.1 the Course naming convention.

A Courseis identified by its unique numeric code and a name and it is offered in one or more periods
of the academic year.

The academic periods are:

1stSemester (S1); 2nd Semester (S2);

1stSemester, 1stHalf(T1); 1stSemester,2nd Half(T2);
2nd Semester, 1stHalf(T3); 2nd Semester, 2nd Half (T4);
Summer Session 1 (SS1); Summer Session 2 (SS2);
Masters Work Projects — Fall (FLL) and Spring (SPR)

1stHalf=T1

.| 2 Half= T2
1&‘-I Half= T3
2"d Sem= 82

2nd Half=T4

Example for the 2014/15 Academic Year:

2014/15

1stSem=S1

1st Session= SSl]
Summer School

2" Session = SSZ]

Fall = FLL

Spring= SPR

Work Projects

Course full name Code Offered on

Mathematics 9999 2014/15, 1st Semester

Xyzabc 8888 2014/15, 2nd Sem-1stHalf
2 In “moodle@NovaSBE”:

Full name Short name ID (= Short name)

9999-Mathematics-1415_S1| 9999-1415 S1 9999-1415 S1

8888-Xyzabc-1415 T3 8888-1415 T3 | 8888-1415_T3

Changes should not be made to the established nomenclature which allows for the existence of the same
Course (name) in differentacademic periods, al its versions.

For example, the “Short name”:

e uniquelyidentifies the Course in a period of a specificacademic year;

e isunique,cannotbe repeated inthe Platform, allowing for manyoccurrences ofthe same Course in
different academic periods;

e isautomaticallyassigned to the Backup Files name created for the Course;

e isvisibleinthe navigation bar of the Platform ("bread crumb");

e its numerical Codeis consistentand identifies the Course registered in SIGES/NetP@ — the
School’s students managementsystem;

e andmore.

The “ID Number” can be left empty, is not visible by the Students or anywhere else in the Platform, must
be unique and can be used for “matching” with Coursesin outside Systems.
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Using consistentlythese rules will allow Users to easilyfind the moodle-Courses theyare looking for.

Note: if you needto change the nomenclature (above), please contact
moodle_support@novasbe.pt
because those changes may adversely affect procedures ofthe Platform that depend onit.

(gotop)

3.2 I you need to request your Courses creation (not yet available in your Dashboard in
either “In progress”, “Future” or “Past” tabs) or its modification in the Platform:

e please send an eMail to “moodle_support@novasbe.pt”,
preferably ahead of the start of the academic period with the following Information:

moodle Coursel/s:

(Undergrad or | 20 /
(M)asters or 1/2 Sem (S1/2) or
(P)hD or other... 1/2/3/4 Trm (T1/2/3/4)

Course/s

Name/s Codes

with Teacher/s:

Role:
Course/s | (T)eacher or | NovaSBE eMail

Codes (N)on-editing (xx@novasbe.pt / xx@fe.unl.pt)
Teacher

Name/s

Soon after the creation of the requested Coursesin the moodle Platform and the registration of all co-
Teachers, you’ll be notified by eMail.

Then you will be readyto startworking on your mCourses.

(gotop)

4. Accessing a Course:

« select your moodle Course (as a Teacher)

In the Frontpage

e Clickon your Name (top right), and in the “User menu” selectthe Demo Teacher 1200
“Dashboard” link™ and find the right Course in the tab where;
o :In progress” — “C"ourse start date” <= today and [ﬁ Dashboard ]
Course end date” empty or >= today;
o ‘“Future” - “Course start date” >today and
o “Past” - “Course end date” < today & Pprofile
BEH Grades

These dates can be changed in the Course’s “Edit settings”

d tlrccaonc

| |
by clicking its “Gear icon” | & 7, top right.

NOTE insideamCourse, the lastoption of the “User menu” is
the “Switch role to...” link - it allows you to simulate
other Users Roles views and work — selectfor ex.
“Student” and after the testdone, do not forget to click
“Return to your normal Role”.
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or
e inthe “Navigation Drawer”block, left panel, under “My courses”
find the links to your “In progress” mCourses ShortName;

] Private files

= My courses

= 20-1819.5

il

= 21-1617_S2
Courses
or
e enterthe Course Code or (part of) its Name inthe “Search -
courses”boxin the center of the screen pearch courses| Search courses
or ) )
e click the rightCategory, in the “Course categories” block, in the » Syllabi
Front Page and then choose the Course. ~2018/19-Bachelors
DACAmA .

(gotop)

5. Courses page contents

5.1 default Page Contents

NOTE that moodle-Teachers maychange the Course’s defaultlayoutanytime according to their needs
by changing the Course format, adding/removing available panels and blocks, changing contents

location and so on.

+ The Navigation Bar or Breadcrumb (center top) — helps you navigate between screens;

3 Main work areas: =IN OVA )
(blocks and contents may vary) [3 e VI S

= 20181951 | y
20-Demo Course Test-1819 S1
% Theright panel ofthe screenis i
where all Instructors added blocks U Bades
will show up. & Caxrostencii
General
B or
D) Genera I Insert here a short descripion of your
’:‘ The mlddle panel has a” the . dimmed "Course description (add, change
Activities and Resources o
organized into Sections (Weeks or || o
Topics). T3
3 —
D Topic
D Topics I
*» Inthe left panel of the screen,
please note:

MOVUIEWNUV/NODE

Q A @ DemoTeacher &5 -
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e the “NavDrawer” block, on/off with E], the “Hamburger button” on top,
alows you to navigate to different places or move to a different Course oraccess:

o the “Participants” option that lists all Teachers and Students alreadyenrolled;
o the “Grades” optionto access the “Graders report’,
o the “Add a block” (usuallyon the bottom left of your screen), after “Turn editing on”.

NOTE: The gearicon E] top right, is for the Course Settings and Administration menu;
When editing Resources, this Settings/Administration block is context related and will vary
accordingly.

s Example for a Course structure - visible Blocks:

Teachers can add blocks to the right panel of their Courses for more functionalities.

Examples of additional Blocks:

o the “Recent activity”, lists the activities that took place since the userlastaccessed the Course, such as
updated Resources and Activities, Forum posts and Assignmentsubmissions;

o the “Calendar” (with the “Events” block), integrated with many of the activity modules:
o reminds Users of pastorfuture events, like Assignments or Quizzes;
o provides an easyway to navigate the Course according to the mosturgentneeds;

o the “Mass actions” block allows Teachers to selectmultiple items/contentsin amoodle Course and
then apply the same action to those item s -indent, hide, show or delete all selected items atonce.

(gotop)

5.2 moodle Courses — ex of the basic construction elements

Teachers maymodify the contents of their own Courses byinserting, removing and configuring any of
the 3 types of elements available: Resources, Activities and Blocks

Resources: Activities: Blocks:
RESOURCES ACTIVITIE
I:l Book
File
~ W oui
./ B Folder —
- [ :— Realtime quiz ﬁn"l’e ——
~) @R IMS content package - ;e;-p'e“ )
Extemal T o Cuickmail

! € Label Quiz results

Random glossary eniry
Recent blog entries
Remote RSS feeds
Saction links

Self completion
Statistics

d Lightbox Gallery

0

rkshop

= Page w Wik
2R wo

LR

URL

Theseitems maychange anytime - with new add-ons, modules or pluginsinstalled/added.

Create the contents of a Course Page by using:

e "Resources" - static contents for Student download or consultation like web pages, pdffiles or
powerpointpresentations and more.
The options in this drop-down box allow for the displayof information or linking to the different types
of files Teachers wantto make available to their Students;

e "Activities" - differenttypes of interactive contents that allow Students and Faculty to work between
or by themselves:
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communication: Forum, Chat,

collaboration: Glossary, Wiki, Blog, Database,
evaluation: Assignement, Quiz,

opinion: Choice, Questionnaire, Survey;

O O 0O

e "Blocks" —boxes showninthe right panel of the screen that may be used by Faculty and Students,
such as Calendar, Upcoming Events, Recent Activities or listof Participants and more.

3 - Build and change your Course any time — review the Blocks you have on and...
... after “Turn editing on,” look for new ones in “Add a block”.
You’ll be surprised! Each time you will get better, faster and more versatile. Be active!
BestCourses are based on your active participation.
Change, adjust,comment, invite, listen, contribute, give feedback ... be active!
(gotop)

6. About editing Courses:

6.1 “Turnediting on” - on/off - to editcontents, clickthe Gear icon to the right of the Course’s name:

9999-Demo Course for testing-1819_S1 | = ___|

7T Ean settings
# Tumn editing| ON/OFF

£ Course completion

Y Filters

& Gradebook setup
[0 Backup

Y PRestore

I Import

€ Reset

& More..

With “editing on” you’ll be able to add/edit/delete your Activities anc =+ Add an activity or resource
Resources by clicking:

NOTE : The editing of contents is reserved to moodle-Teachers only with full privileges in their
Courses and also to the (new) Role “Course editor” (this excludes “non-editing Teachers”);
“Course editors” can do almostanything in a Course, including changing Activities, uploading
and updating contents but cannotgrade Students.

« For Editing Text (toolbars):

ATTO — new editor:

o toexpandthe Toolbars (more keys), click

e toimportaWord file W

e new media buttons - to add sound or videos, for Teachers and Students:

nee
noe

noe
DO

e for acessibility and screen readers: 6
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o ICONSfor contents editing

1 e Edittitle (and 4) > click “Edit”
2 e Move right | =
3« Move (dragand drop the item to the desired areaon
the Course’s page) Edit setti 4
4 e Update/edit ¥ Edit settings
5 e Duplicate = Move right 2
6 e Delete .
7
7 e Enable/Disable or Show/Hide (and 4) @ Hide
8 e No groups (clickto change) €1 Duplicate 5
Assign Roles
¢ 9 O Assign roles 9
W=l News forum Edit~ M Delete 6
3 1 4 8

(gotop)

6.2 moodle online help is available close to every item - with relevant context help in a pop-up window.
moodle helpicon:

and at the end of every Settings/configuration page — with help aboutthe details of the subject:

@ Moodle Docs for this page

(gotop)

7. Editing Courses page contents:

Courses are initially created with a standard structure, an (almost) emptyshell — Teachers (or Course
Editors) are responsible for editing and deleting the default contents at will and for adding additional ones.

NOTE: ifthere is alreadyin the Platform an instance ofthe same Course from a previous academic period
in the Platform, the Teachercan “Import” some orall of its contents to the new one (everything
except Students data and work) — see also “8. Copy contents from a previous Course”.

7.1 Start by going to the Course and click in its Gear icon:

7.1.1 Edit the Course configuration in “Edit settings” — first option of ithis Gear icon
menu .

Most defaultvalues are OK, but different options open to other possibilities:

e Full name, Short name - filled by default— for more info aboutthem, go to “3.1 Course
naming convention”;

e Visibility - the defaultis “Hide” = "not available to Students”.
To make the Course visible/usable by Students you need to changeitto “Show”

e Course start date - relevant when using the Weekly format;

e Description/Course Summary - keep it small, to avoid the “scroll-of-death” and because
itis the “public” description of the Course;

e Course Format — “Weekly”, “Topic” or “collapsed Topics” are the mostcommon formats for
its Sections;
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e Course layout —to show 1 sectionata time or all of them in one page (with scroll);
and...

e Groups — mode: use “No Groups”, “Separate” Groups
or “Visible” Groups;
o Force Group mode — to use Groups in all Group mode Visible groups ~ $
Course’s Activities, by default;
Force group mode No =

For more info on each item, o )
efault grouping None &

click the helpicon:

= Go to 7.1.3 below, for Enrolment Methods and Students Enrolment information.

= If you are planning to use Groups seealso7.1.4- Groups enrolment

7.1.2 The “Backup” option — to make periodic backups of your Course and to save them
in a safe place (more in “Faculty Procedures” tutorial);
you should also export all “Gradebooks” for safekeeping, specialyafter a grading Activity takes
place.

To keep your Course well managed, after saving your backup copy in your local disk, delete
this backup file in the Platform.

(9o top)

7.1.3 Users - Enrolment methods:

In the Course’s “Gear icon menu/ More... option/Users tab/ Enrolment methods”:

Course administration Enrolment methods
Course administration Users
Name
Users Enrolled users
Groups
Other users Manual enrolments

Self enrolment (Student)

Enrolment Manual enrolments
methods Self enrolment (Student) Guest access

(or click the “Participants/Enrolment methods” option, on the left Panel).

The above “Manual, Self enrolments (Student) and Guest access” methods are the “default”
ones and can be combined/enabled in differentways depending on your purposes.

If one of these methods is notavailable, clickin the “Enrolmentmethods link” and “Add the
missing method”.

To:

e Enable them (turn them on) - click the “disabled/closed eye” & iconto N "open

eye” @ ;

e Edit their configuration pages - clickon the'n' icon—then, check all options and
change them according to your needs.

For more information on these accesses see the next sections.
10
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After editing and reviewing all options in the Settings (configuration pages) for the existing
methods, make sure theyare Enabled/Disabled; when done click on “Save changes” at the
bottom of the screen.

(gotop)

7.1.3.1 “Self-enrolment (Student)” - default method:

To allow your Students to Self-Enroll, you'll need to

set an “Enrolment Key” for the Course, mandatory- in “.../Users (or
Participants)/Enrolmentmethods - Self enrolment (Student)’ method, add and edit;
set an “Enrolment Key” for the Group they willbelong to — if using Groups -in
“.../Users(or Participants)/Groups—goto section 7.1.4 Groups.

o

The EKey can be given to your Students in class or otherwise (for ex. posted on the top
section of your mCourse);itis entered only once in the 1%t access tothe Course and
after that all activities and contents will be available to them.

Configuration page:

Custom instance name — leave it blank
or enter a name forit ONLY if you planto
use more than one “Self enrolment”; next
Enable existing enrolments and Allow
new Enrolments, setto “Yes”;
Enrolment key (*) - shouldbe (re)set
every academic period, to prevent
unauthorized enrolments.

Click on the “Eye” icon to reveal it;

Use Group enrolment keys = “Yes”, if
you wantyour Students to be added to
Groups and self-enrolled atthe same
time;

Default assigned role =“Student”;

Self enrolment

Custom instance name

low existing
nrolments

llow new enrolments

%nro\ment key

Use group enrolment
keys

Default assigned role

Emc\ment duration

Enrolment duration — if set, Students will be UNenrolled (gone!) from the
Course afterthat period of time expires and unable to work on it —

by defaultthis settingis “0 days and disabled”.

Start and End dates —to set a period during which Students can selfenrol.

At the bottom of the screen, you may
disable the Site “automatic Welcome
message” to your Course by unclicking its
selection,

or

change the default messagefillingin a
“Custom welcome message” box:

Send course welcome |
message

Custom welcome
message

(*) NOTE: Students willneed an “Enrolment Key” to enroll/registerin amoodle-
Course. Itis provided by Teachers and it is used only once, the 1t time
Students access successfully to the Course.

Go to section 7.1.4 Groups, below, for more on Students enrolmentin Groups.
Go to section 7.1.3.3 for information on how to seta “Guest access”.

7.1.3.2 “Manual enrolment” allows Teachers to enroll Students and co-Teachers with

or without editing Roles, by selecting the “Default role” accordingly;
it is also the defaultmethod used by Admins to assign Teachersto their Courses.

NOTE:

if you “hide” this method (with “Enable manual enrolments =No” or by

closing the “eye” icon), all Teachers and other Manual Enrolled Users willbe

unable to access the Course.

11

FR-3M_MyCourses_Start_Fac



moodle@NOVASBE

7.1.3.3

NOTES:

(gotop)

“Guest access” — with or without a Password

Set the “Guestaccess”in “.../Users (or Participants)/Enrolment methods” and, if
not already there, add the “Guest access” method

This access allows Usersin Courses withoutbeing enrolled inthem.

Users will be able to read all available materials butthey are not allowed to participate in
any activity or receive any (push) notifications because theyare visitors only and remain
not enrolled.

Guest access (for reading purposes only):

o with “Password” - for security reasons itshould be used witha Password;
only authorized accounts (logged in Users)that know this Password are allowed
in and they will be asked for it every time they enter the Course;

o without “Password” - all Users are allowed in;
to answerthe need to allow “potential” Students in the Course, withoutknowing a
Password nor the need to self-enroll (with an EnrolmentKey).

To setthe Guest access witha Password | Guest access
editits configuration page accordingly:

Allow guest access
B No #%

Password Click to enter text # @

The Guestaccess can be particularly useful for your future Students:

o beforethey have the “EnrolmentKey’ (given to them in class or otherwise) to
become an enrolled Studentin that Course, or

e duringthetrial period they have to choose between moodle-Courses, before
enrolling/registering inthem.

if you are going to leave your Course with free access, meaning “Guest access without
a Password”:

take your timeto review the Sections, Activities and Resources you want to leave visible
and accessible while the Guest accessis ”on” without a Password - all authorized
valid Users will be able to goin and out of your Course as they please, withoutbeing
enrolled initand will be able to read (only) all posted and available materials.

After entering a Course with “Guest access”on, |1 - H [‘ o
with or without a Password: H1E-1010_ol
if the “Self-enrolment (Student)” methodis also & Enrol me in this course

active (open “eye”), Students can self-enroll in
the Course by clicking the Course’s Gearicon
(top right), and entering the EnrolmentKeyin the “Enroll me in this course”link.

The EKey can be given to your Students in class or otherwise (for ex. posted on the top
section of your mCourse).

7.1.3.4

For your Students to be able to access or enroll in your Course,

e You needto verify the settings in the default “Self enrolment method” for
Students (open “eye” icon), described above in section 7.1.3.1;

e You maywantto disable “the Guest login without a Password”:
go to the “Enrolment method/Guest access”and clickthe “eye” icon closed,

or

¢ If you wantto keepthe Guest accesson, but Guest access
only to few,you’ll need to add a Password in passuwerd
”.../Users (or Participants)/Enrolment
methods/Guest access”;
You’'ll need to give this PW to your “allowed in
Guests” only— and from then on, they need to Self enrolment (Student)
enter it every time they access your Course. Enrolment key

12
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When you have both (Self enrolment and Guest w/PW accesses on) a new Student that tries to
access your Course for the 15ttime will see 2 boxes for the

e Enrolment key to become aregistered fully operational Student—no more questions asked,

and

= Password,for Guests access only— they are allowed to read only all contents but cannot
participate in any activity and will need to enter that PW every time they access the Course.

NOTE: To minimize registration errors, Enrolment Keys for Students (EK) should be
different from Passwords for Guests (PW).

GUEST access

Enrolment Method:

Enrolment Method:

Guest access Self enrolment ALLOWED
Summary (Student) enabled IN
with EnrolmentKey
(EKey)
GUESTs without o E Students can Guests only;
a Password F;]ertl)l 3:16 self-enrollonce inside | Prompt = none
(enabled) the Course (“Enrol me”
link, top right)
. Students can Prompts:
GL;ESTS &Jhpw Operl;lE)‘/je self-enrollonceinside | A PW for Guests —
alFessene [ (enabled) the Course (“Enrolme” | every time they access
link, top right) and
an EKey for Students —
onlythe 18t time;
2 Prompts =
PW and EKey
Students are askedto | To enroll Students;
No GUESTs Closed Eye - - '
(disabled) self-enroll Prompt = EKey

Go to section 7.1.4 Groups below, for more on Students enrolmentin Groups.

(gotop)

7.1.4 Groups (or Sections) and Groupings:

The use of “Groups” can be very helpful to:

. organize your Students in classes/Sections to filter your Activities and Gradebook so you
onlyseeoneclass ata time
. setWork Groups (for Projects, Group Assignments, etc)
o to filter your Activities and Gradebook so you don’tsee the Students from your colleagues’
classesifyou are sharinga mCourse with other mTeachers
. listStudents/Participants by Group
. export (to a file) Students by Group, w/ or w/o grades
. send Forum-posts to a Group of Students (only) — and other communication purposes
allocate some contents (Activities, Resources or Topic Section) to a particular Group or

Grouping (only)

. andmore...

The use of Groups canbe setat the Course level (“Course Editsettings/Groups” —“forced” or not)

and at the Activities/Resources level (if not forced in the Course’s settings).

Before Students enrollin class,they can Self-enroll directly in their pre-assigned Groups (and
in class atthe sametime). These Groups can be created ahead of time and have each a unique

Enrolmentkey;
or

after your Students are enrolled in your Course, you can assign them manuallyto the different
Groups you created in “NavDrawer(left Panel)/Participants/ Gearicon — Groups”.
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1. Goto the “Course Edit settings” (Gear icon) and Groups
“Groups” section — check the Group mode you want to
work with and if you wantto “Force” itin all Activities by | ™ Nogroups | %
default;
Force group mode No %

Default grouping

.

None *

2. Goto “NavDrawer(left Panel/Participants/Gearicon —
Self-enrolment(Student)” and set “Use group Use group enrolment keys | Yes E|
enrolment keys” to Yes;

3. Goto “NavDrawer/Participants/ Gearicon — Groups” an Q
Create the Groups;
&4 Enrolled users
Enrolment methods
Manual enrolments
Self enrolment (Student)

Permissinns

4. Give each Group a different Enrolment Key (differentalso from the one setinthe
“Self enrolment (Student)” method for the Course) and give these EKeys to your
Students according to a pre-setdistribution;

5. Students entering the Group Key the firsttime they access the Course will
become automaticallyenrolled in the Course and, at the same time, assignedto a
specific Group.

NOTES: Groups can be created automatically, also, by using the option “Auto-create
groups” and entering the rules for the “naming scheme”, the "group size” and the
“random way” in which members will be allocated, ...
also
if your Strudents enrolled in the Course before Groups were created:

e you can create Groups afterwards and add those Students manually to them
or

e you may use the “Group Choice” activity. This module allows Students to
enrol themselves in a pre-set Group within a Course. The Teacher creates
previouslythe Groups Students can choose from and the maximum number of
Students accepted in each Group allowing them, or not, to see the Group
members.

e Video and info on Group-enrolment:
http://www.youtube.com/watch?v=4xzF7xerle0
https://docs.moodle.org/35/en/Groups
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*,
*

K3
o

To change Group members:

If Students are enrolled in Groups,
Teachers can remove them by going
to “NavDrawer/Participants/Gear
icon— Groups” and after choosing
the right Group, removing selected
Users, from the Group (only!); they
willremaininthe Course;

To unenroll Students from the
Course, go to step 7.1.5. below;

Also, in this option/screen

you may change Students from
one Group (remove)to another
(add).

Groups Groupings Qverview

0-1819_51 Groups

Groups

G1(0)
G2 (1)

Edit group settings
Delete selected group

Create group

Members of:

Addiremove users

If you are planning on using “Groupings”:

A Groupingis a set of Groups.

Groupings enable Students to be arranged into different sets of Groups for each Activity; these
Activities may become visible orinvisible to selected Groups or Groupings.

This way, you can make contents available only to selected Groups.

To restrictffilter accesses: Groups and Groupings setin “Restrictaccess” provide this functionality—

go to:

o the Activity’s configuration “Gearicon - Edit settings;
o |ook for “Restrictaccess” sectio, where you may choose the group filter to use:

Restrict access

Access restrictions

Student must

.
-

match the following

Group G1

L1

In this example =

Read more: https://[docs.moodle.org/35/en/Groupings

(gotop)

Not available unless: You belong to G1 (hidden otherwise)
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7.1.5 Users - Unenroll (delete)fromthe Course:

«$* There are 2 ways to unenroll/drop your Students:

1. Inthe left Panel “NavDrawer/
Participants”, Teachers may -
unenroll their Students from Em,"a'"e o o
the Course Select Suname number Email address Department Institution Roles Groups course Suspended Status
e oneatatime - by clicking - = - = = = = - = = =
. . No
m (delete ICOI‘]), D - demot@fe.unl.pt Teacher #  groups 18days NotSusp @0
or I (|
Teache;
e selectingafew Users -in e
“With selected users — Noo tyear e
Choose...” click “Delete D Moodle moodle_student@fe.unl.pt Student # iﬂups 360 NotSusp w
ays
selected Students — : /
enrolments”
Student’s work and Grades
will be gone altogether;
You can search quickly for a Student’s name s e
or applyfilters in the box “Search”, such as Pflrtlf;lp ElIltS
Roles, or First or lastletters of their names.
Mo filters applied
Search keyword or select fir
Mumber of participants: 7
First---m A B C D E F C
SUFH---m A B CDE F C
2. Send an eMail to moodle_support@novasbe.pt,with the Course Code (or Short Name) and the
Student Name and Mail address to be removed.
(gotop)
7.2 Edit/delete the “default” Activities, Resources and Blocks or add some new ones

any time, by selecting the corresponding link or drop down boxes.

>

Resources - Course materials, such as Webpages, PDFs, PowerPoints, Word documents, URLSs,
Labels, etc.

Activities - Course individual or collaborative activities such as Forums, Glossaries, Quizzes,
Assignments, Wikis, etc.

Blocks - additional tools, which provide some more functionalityto the Course, e.g. Online users,
Quiz results, Mass Actions, etc.

Do not forget! - to make Activities and Resources available to Students you need to turn them
“Visible” (toggle Hide to Show) in the “Common module settings” section oftheir Settings.

Note that, after a Course is created for the 1%t time as an “empty shell”, you should startby reviewing
all the default Settings and contents and edit, delete or hide those items inthe main work area.

= The “Announcements Forum” formerly known as "News Forum" or "News and Announcements"

Forum is created by default and is always at the top of the Course contents.
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It should NOT be deleted; if you don’t want to useit, hide itinstead (with “editing on”, click the
“eye” icon closed)

It is a special kind of Forum for Teachers postings, unidirectional from Teachers to Students only.
To guaranty that Mails sentautomaticallyby new Forum posts reach their destination, make sure
that your Students are automaticallysubscribed to the Forum by going to the its configuration item
“Subscription mode”and setit to “Forced subscription”.

Please note that if you change from “Optional subscription” to “Forced...”, it will only take effect on
Students that enroll after this change takes place.

= For Students participation, you should create other Forums (activity found in the "Add an activity
or resource"link). There another5 differenttypes of Forums thatallow inputfrom Students - in the
Forum’s configuration page, check the “Forum type ” question mark for more info.

WARNING: aboutinserting textin HTML boxes:
please avoid “cut/copy” a MS-Word documentand “paste” directly to moodle HTML text boxes;

e

useinsteadthe key in the Toolbars to importa Word file

(gotop)

7.2.1 Check which contents are corrently visible/available to Students:

1. - goto Course/Gearicon—
“Switch role to... Student”:

@ Dashboard

& Profile
B Grades 2.- check visible contents and Blocks;
3.- whendone, go back to your normal Role:
¥ Messages
f’ Preferences #F FPTelerences
= Logout (® Logout

[ @i switch role to... ] | (% Return to my normal role l

(gotop)

8. Copy contents from a previous Course

After your Course is created underthe correct Academic Period/Category, you can startworking on it.
If there is already a previous instance ofthe same Course, and you were also its Teacher, you can use the

Import option (Course/Gearicon — Import) to copy all or some ofits contents (Activities and Resources)
to the newly created Course.

Hereis how:

e Go to the homepage ofyour new Course,

e Click Gearicon and then the Import option,

e Select the old Course from the list, by clicking the corresponding button,
e Select the items you wish to import, by using the checkboxes and
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proceed through the series ofscreens byclicking the Continue button a few times.

After that, all selected contents will be imported into the new Course.

Notes:

(gotop)

Pre-requisites - before starting this procedure:

1. verify thatall Sections and contents in the original Course to be imported are visible;

2. the number of Sections (Weeks or Topics)in the destination Course is equal orbiggerthanthe one
in the original Course —otherwise theywill be truncated.

This Import procedure willnotimport User/Students specific data and work, such as Forum posts or
Assignmentsubmissions;itwillimportonly Course files and the structure of Resources and Activities.

It Requires - a close review by the Course Teachers to ensure thatcontents and Activities copied meet
expectations, are correct and updated, mainlythe ones where date limits where applied.

9. Please note:

(gotop)

Go to “FAQ” for Faculty, alsoin “Info &Support”block in the Front Page, for help and hints on using
moodle.

If the Course was copied/restored from a previously existing one, you should review all individual
published materials and introduce the necessarychanges mainlyto the ones with dates applied.

Make sure your Nova SBE eMail account is well managed and the diskspace
quota is not exceeded, numberone rule to allow new messagesin.

Moodle will use it extensively and all messages and info exchanged with and in the Platform will be sent
to it.

The same applies to your Students eMail boxes - please remind them to keep presentthis very

importantrule.

Teachers working in advance on a Course foran upcoming period are requested to keep it “not
visible/unavailable to Students” until the beginning ofthe academic period (moreon 7.1.1)

The Courses Visibility property (in “Course/Gearicon/Edit settings”) should be changed to:

o “show” — at the start of the academic periods,
o ‘“hide” — at the end of the academic periods

10. Course creation “basic 4 steps” review

Beginning of academic periods - moodle-Teachers should check:

1-4 - allitems inthe Course Gear icon/menu (Settings menu/Editsettings) - namelyits

Format, dates and number of Sections (Weeks or Topics) setetc; keep the “Description-Course
Summary’to a minimum ornone atall — this info is displayed in the Courses listing only, in the general
area of the Platform’s FrontPage;

2-4 - verify all Activities, Resources, Events and uploaded docs to ensure they are correct

and updated, mainlythe ones where dates where used;

to avoid problems later on, keep contents well managed, deleting those thatare obsolete.

if you need to Add or Edit/Delete Activities and Resources gofirstto the Course “Settings menu/ Turn
editing on” (Gear icon)

NOTE — you may add contents from any of your previous mCourses versions anytime later on, by
goingto the Course “Gear icon menu/ More... “;
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3-4

(gotop)

after, clickthe “Course administration/ Import” option, where you start by selecting the Course you
want to importcontents from and then proceed with the selection of Activities and/or Resources you
would like to copy.

— after clicking the “Hamburger” button, review and setproperly the
“Participants” (left Panel) by clicking its “Gear icon” for the Particpants Settings and then choose
“Enrolled Users/ Self-enrolment (Student)” method —change itto visible (Enabled) and seta new
Enrolment Key (EKey) to be given to Students the firsttime they access your Course;

plus,

if you are planning to use Groups:
to create Groups - clickin the “Gear icon” for the Participants Settings and then “Groups”.

These Groups are created by moodle-Teachers ahead oftime and each have an unique Enrolmentkey;

o byusingtherespective assigned Group’s EKey(instead of the Course’s EKeypreviouslyset)
Students can Self-enroll directly in their pre-assigned Groups (andin class atthe sametime),

or later on,

o you mayalsoassignyour enrolled Students manually to the Groups you created meantime,

or
o allow your Students to choose from a setof (pre-defined) Groups, by using an Activity called “Group
Choice”

(Course visibility) - to release your Course to Students, go to the Course
Gear menu (Settings menu/Editsettings) and change the “Course visibility” setting from “Hide” to
“Show”.

11. Atthe end of your Moodle working session and for security reasons:

e make surethat all popup windows with open documents are closed;

e “Logout” to quit your moodle session
(click your Name, upperright corner of the screen, andin the “User Menu”

Moodle Teacher -

click the “Log out” link, or

click the “Log out’ link at the bottom of the screen)

(® Logout

e exit the Browser, sothat all sessions and links to external sources (Google

Drive, Dropboxetc) are closed.

(gotop)

Have a great moodling experience!

DET (old CEduTec) —12.06.25.- last modified 18.09.17&20.08.20
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