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About Moodle

Moodle is a software packag#or producing Internebased courses and web
sites. It is a global development project designed to supposgbaal
constructionisframework of education.

Moodle is provided freely a®pen Sourcesoftware (under th6&NU General
Public Licensg Basically this means Moodle is copyrighted, but that you have
additional freedoms. You are allowed topy, use and modify Moodle
provided that you agree tqrovide the source to others; not modify or
remove the original license and copyrightsandapply this same license to
any derivative work. Read thdull licensefor details and please contact the
copyright holder via the Moodle.com helpdéfskou have any questions.

Moodle can benstalledon any computer that can run PHP, and can support an

SQL type database (for example MySQL). It can be run on Windows and Mac
operating systems and many flavors of Linux. There are many knowledgeable
Moodle Partnero assist you, evemost your Moodle site

The word Moodle was originally an acronym for Modular Obj@dented
Dynamic Learning Environment, which is mostly useful togoaosnmers and
education theorists. It's also a verb that describes the process of lazily
meandering through something, doing things as it occurs to you to do them, an
enjoyable tinkering that often leads to insight and creativity. As such it applies
both tothe way Moodle was developed, and to the way a student or teacher
might approach studying or teaching an online course. Anyone who uses
Moodle is a Moodler.

Philosophy
Pedagogy

Usage
Moodle site- basic structure

Moodle key terms
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Chapter 1 Philosophy

The design and development bodle is guided by a "social estructionist
pedagogy”. This page attempts to unpack this concept in terms of four main,
related concepts: constructivism, constructionism, social constructivism, and
connected and separate.

1.1 Constructivism

From a constructivist point of view, people &ety construct new knowledge
as they interact with their environments.

Everything you read, see, hear, feel, and touch is tested against your prior
knowledge and if it is viable within your mental world, may form new
knowledge you carry with you. Knowledgs strengthened if you can use it
successfully in your wider environment. You are not just a memory bank
passively absorbing information, nor can knowledge be "transmitted" to you
just by reading something or listening to someone.

This is not to say yoaan't learn anything from reading a web page or watching
a lecture, obviously you can, it's just pointing out that there is more
interpretation going on than a transfer of information from one brain to another.

1.2 Constructionism

Constructionism asserts tHaarning is particularly effective when constructing
something for others to experience. This can be anything from a spoken
sentence or an internet posting, to more complex artifacts like a painting, a
house or a software package.

For example, you mightead this page several times and still forget it by
tomorrow- but if you were to try and explain these ideas to someone else in
your own words, or produce a slideshow that explained these concepts, then it's
very likely you'd have a better understandihgt is more integrated into your

own ideas. This is why people take notes during lectures (even if they never
read the notes again).
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1.3 Social constructivism

Social constructivism extends constructivism into social settings, wherein
groups construct knowlge for one another, collaboratively creating a small
culture of shared artifacts with shared meanings. When one is immersed within
a culture like this, one is learning all the time about how to be a part of that
culture, on many levels.

A very simple exarple is an object like a cup. The object can be used for many
things, but its shape does suggest some "knowledge" about carrying liquids. A
more complex example is an online courseot only do the "shapes” of the
software tools indicate certain things abthe way online courses should work,

but the activities and texts produced within the group as a whole will help shape
how each person behaves within that group.

1.4 Connected and separate

This idea looks deeper into the motivations of individuals withdisaussion:

1 Separatebehaviour is when someone tries to remain 'objective’ and ‘factual’,
and tends to defend their own ideas using logic to find holes in their
opponent's ideas.

1 Connectedbehaviour is a more empathic approach that accepts subjectivity,
trying to listen and ask questions in an effort to understand the other point of
view.

1 Constructed behaviour is when a person is sensitive to both of these
approaches and is able to choose either of them as appropriate to the current
situation.

In gener§ a healthy amount of connected behaviour within a learning
community is a very powerful stimulant for learning, not only bringing people
closer together but promoting deeper reflection andxemination of their
existing beliefs.

1.5 Conclusion

Consideratn of these issues can help to focus on the experiences that would be
best for learning from the learner's point of view, rather than just publishing and
assessing the information you think they need to know. It can also help you
realise how each participiin a course can be a teacher as well as a learner.
Your job as a 'teacher' can change from being 'the source of knowledge' to
being an influencer and role model of class culture, connecting with students in
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a personal way that addresses their own lagrmeeds, and moderating
discussions and activities in a way that collectively leads students towards the
learning goals of the class.

Moodle doesn't FORCE this style of behaviour, but this is what the designers
believe that it is best at supporting. bituire, as the technical infrastructure of
Moodle stabilises, further improvements in pedagogical support will be a major
direction for Moodle development.




Share ITS

Chapter 2 Pedagogy

Let's sit back and really reflect on the pedagogy that is at the core of what we,
as onine educators, are trying to do.

2.1 Definition of Pedagogy

One definition ofpedagogyn Wiktionary says

1. The profession of teaching
2. The activities of educating, teaching or instructing

Wikipedia has anuch longer page oRedagogyAt one point it said Pedagogy

is the art or science of being a teacher, generally refers to strategies of
instruction, or a style of instruction. The word comes from theiént Greek
"UsutUovyoyy (paidag@ged; from ~U d (c
the chil do.

2.2 Moodle in three short paragraphs

The heart of Moodle is courses that contain activities and resources. There are
about 20 different types of activitieavailable (forums, glossaries, wikis,
assignments, quizzes, choices (polls), scorm players, databases etc) and eac
can be customised quite a lot. The main power of this actrasgd model
comes in combining the activities into sequences and groupshwhin help

you guide participants through learning paths. Thus, each activity can build on
the outcomes of previous ones.

There are a number of other tools that make it easier to build communities of
learners, including blogs, messaging, participarg B$t, as well as useful tools
like grading, reports, integration with other systems and so on.

For more about Moodle, selttp://moodle.org and particularly the main
communi ty A cUsingrMoede It'scceolvdect ahd busy these days,
but jump in and you'll soon find interesting stuff I'm sure. The developers and
the users are deliberately forced to mix in the same forums. The other great
place to start is ouonline documentationvhich is a communitgleveloped

wiki site.
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2.3 Social Constructionism as a Referent

| have these five points on a slide which | use in every presentation | do. They
are useful referents taken from easch that apply to education in general,
boiled down into a simple list that | carry around under the moniker of "social
constructionism®.

1. All of us are potential teachers as well as learnerg a true collaborative
environment we are both

It's so immrtant to recognise and remember this.

| think this perspective helps us retain some humility as teachers and fight the
(very natural!) tendency to consolidate all your history and assume the
NEOSNBR LRaAGAZY 2F agArasS az2daNOS 2F 1y

It helps us keepour eyes open for opportunities to allow the other
participants in our learning situation to share their ideas with us and to
remind us to listen carefully and ask good questions that elicit more from
others.

| find | need to constantly remind myself dfi$ point, especially when the
culture of a situation pushes me into a central role (like now!)

2. We learn particularly well from the act of creating or expressing something
for others to see.

C2NJ Y2al 2F dza GKA&a Aa ol rdybbusfyed af SN
it's worth reminding ourselves of it.

It's surprising how much online learning is still just presenting static
information, giving students little opportunity to practice the activities they
are learning about. | often see online teachspmending a great deal of time
constructing perfect resources for their course, which no doubt is a terrific
learning experience for them, but then they deny their students that same
learning experience. Even textbooks often do a better job, with exercises
after every chapter and so on.

Most importantly, such learning is best when you are expressing and
presenting posts, projects, assignments, constructionsf@tothers to see

Ly GKA&a aAldzr GA2Yy @2dzNJ LISNB2Y - aadl |
checking and reflection takes place that increases learning. Seymour Papert
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(the inventor of logo) famously described the process of constructing
something for others to see as a very powerful learning experience, and really
this sort of thinking goes riglitack to Socrates and beyond.

We learn a lot by just observing the activity of our peers

FaAOlFffe GKAA A& lo2dzi aOflFaaNez2y
are good at watching each other and learning what to do in a giventisitua
through cuedrom others.

For example, if you walk into a lecture theatre where everyone is sitting in
seats, facing the front, listening quietly to the teacher at the front and taking
notes, then that's most likely what you are going to do too, right?

If you are in dess rigid class where people are asking questions all the time,
then it's likely you'll feel freer to do so too. By doing so you'll be learning
about both the subject itself and the metbject of how learning occurs
from overhearing the discussions obyr peers and the kinds of questions
that get asked, leading to a richer mudimensional immersion in learning.

By understanding the contexts of others, we can teach in a more
transformational way (constructivism)

As you probably know from experience,vick from a mentor or friend can
provide better, more timely and customised learning experience than with
someone who doesn't know you and is speaking to a hundred people.

If we understand the background of the people we are speaking to then we
can custonise our language and our expression of concepts in ways that are
best suited to the audience. You can choose metaphors that you know the
audience will relate to. You can use jargon where it helps or avoid jargon
when it gets in the way.

Again this is a ptty basic idea every guide to public speaking talks about
knowing your audience but in online learning we need to be particular
mindful of this because we often have not met these people in person and
don't have access to many visual and auditory cues.

A learning environment needs to be flexible and adaptable, so that it can
quickly respond to the needs of the participants within. it

Combining all the above, if you as a learning facilitator want to take
advantage of your growing knowledge about yourtapants, giving them
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tailored opportunities to share ideas, ask questions and express their
knowledge, then you need an environment which is flexible, both in time and
space

If you discover that you need to throw your schedule out the window because
your participants know a lot less than you'd expected when you first designed
the course, you should be able to readjust the schedule, and easily add new
activities to help everyone (or just one group) catch up. Likewise, some great
ideas for a simulation csomething may have come up during discussions, so
you should be able to add those later in the course.

Timewise, your participants may be spread over different timezones, or
maybe they live in the same timezone but have differing free time, so you
should ke able to offer asynchronous activities where people can work
together but at different times.

Jason Cole from Open University recent
|l awso (ha!) but really they are refere
useful to refer to whenever | need to make a decision in any given educational
situation. In particular | find them useful for buildiegmmunities of learners

| guess you probably find a lot of this familiar, even if you use different terms.
If not thereis a lot of research about constructionism, constructivism and social
Constructionism which you can find out more about in sonmeymore formal

papers

2.4 How Moodle tries to support a Social Constructionistv iew

I'm going to go through the earlier list again, this time pointing out existing
features in Moodle. Pedagogy and software design are closely intertwined in
online learning- the "shape" of the software can help or hinder the teacher in
what they are ¥iing to do.

1. All of us are potential teachers as well as learnerg a true collaborative
environment we are both

Many of the activities in Moodle are designed to allow students to control
common content, such as forums, wikis, glossaries, databasesagiag and

so on. This encourages students to add to the total course experience for
others.

We made a huge step with a Roles implementation which further breaks
down the distinction of teachers and students, allowing Moodle system
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administrators and tedwers to create new roles with any mix of capabilities
they like. If you want students to be allowed to facilitate forums, create quiz
guestions or even control the course layout then you can. There is a very fine
degree of controk, for example you can allv students the ability to delete
posts in just one single forum if you like.

| hope that people will take these features and experiment with control in
their courses, allowing students more flexibility to do things that were
previously thought of as somieing teachers should do.

We learn particularly well from the act of creating or expressing something
for others to see

Moodle has a wide range of ways in which people can create representations
of their knowledge and share them.

o The course structure itsel§ terrific way to construct a shared and
active representation of the learning journey that everyone is going
through.

o Forums of course are the core of this, providing spaces for discussion
and sharing of media and documents (using the media plugerdijlt
attachments or simply links).

o Wikis are collaborativelpuilt pages useful for group work and other
negotiations.

o Glossaries are collaborativelyilt lists of definitions that can then
appear throughout the course.

o Databases are an extension ofghdea allowing participants to enter
structured media of any type (for example a collection of digital
photos or a library of references).

We learn a lot by just observing the activity of our peers

The participants link in the navigation block is the mpliace where you can
see everyone in your course. It shows a lot of information about your
participants and how recently they've been there.

An Online Users block is the best way to see everyone else who might be on
right now.

The Recent Activity block eis a great deal of information about what has
happened recently, and via link you can see reports with more detail. Things
that happened not only include changes to the course and forum posts, etc,
but also things like assignment submissions and quizrgite. Students can't
see the results that other students got from these activities, but they do get

9
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some sense that everyone is submitting Assignment 1 now and this peer
pressure hopefully helps those who need it.

Finally, almost all the modules will "tagh entry or change with the name of
the user, so that you can see who did what and when. For example, wiki
pages all have a history link with full details on every edit.

4. By understanding the contexts of others, we can teach in a more
transformational way(constructivism)

There are many different ways to find out about people. Access to these can
be decided on a site basis (different sites have different privacy policies):

The user profile contains several fields where people can provide
information abouttheir background, etc. In particular there is a user
profile photograph, which appears throughout Moodle whenever that
person writes something. The photo links back to the profile page.

A compendium of forum posts (and discussion starters) by that
personin that course (or across the site).

Individual blogs allow people to express things in a public but
reflective way, often providing access to thinking that might not
normally expressed in, say, a forum. Others can give comments on
the blog posts.

Overal activity reports show all the contributions from a user in a
course, including assignment submissions, glossary entries, etc.

User log reports show detailed logs of every action taken by a person
in Moodle, as well as graphs showing overall activittisttes.

The survey module provides a variety of proven questionnaire
instruments for discovering interesting information about the state of
mind of the group.

5. A learning environment needs to be flexible and adaptable, so that it can
quickly respond to tke needs of the participants within it

(o]

The course page itself is the main tool for a teacher, allowing them to
add/remove and structure activities as necessary. Changing the
course is one button click away at any time, so the teacher can
change it on a whimWe have AJAX features, so that activities,
sections and blocks can all be simply draggeddropped. Access
can be restricted according to time, conditions or user profile fields.
Roles can be applied individually in every context across the site, and
can be further tweaked with overrides. So if you want to create one
single quiz where everyone has access to everybody's results, or allow
parents of students to see parts of your course, then you can.

10
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o Navigation around the course and site is automatycgéinerated.

o The gradebook is automatically maintained, and reflects the activities
in the course at any given time.

o There are preferences for many aspects of appearance and
behaviour, at site, course and activity levels, allowing educators to
fine-tune the behaviour of Moodle in many ways.

o External systems can be integrated easily, to maintain authentication,
enrolments and other things, allowing Moodle to react smoothly as
data in other systems is modified.

2.5 Finding a balance

Before | talk about where avare going, let me talk a little about the balance
that a Course Management System (aka VLE) like Moodle needs to achieve.
One thing | found out quickly in a community like ours is that people have a
wide range of expectations of online learning.

At the authoritarian extreme there are those who want students to be highly
controlled: reading resources that are revealed at set times and later sitting
quizzes to prove they read those resources. | call this the-te-maze
approach, or dumpndpump.

At the technehippy end of that spectrum there are those who want to devolve
management completely, with every user running their own portfolio site,
streaming blogs and files to each other using RSS and trackbacks. It's an
interesting dream that really opemg thinking about education but | think the
problems to be solved are many (such as security, accountability, the structure
of institutions etc).

The vast majority of people that | meet fall somewhere between these two
extremes. Many of them are new talioe learning, and are looking for the next
step beyond what they were being paid to do offline, while being accepting of
gentle guidance to improving their online techniques. These people are on a
steep learning curve already without facing the aggregati 100 different
blogs.

2.6 Progression

Moodle needs to be flexible to cater for a wide variety of needs while remaining
simple enough for ordinary teachers to start making good use of the power of
the internet for community building and collaborative heag. My hope is that
Moodle can be seen as a toolbox where they can start simply and naturally, and

11
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then progress to more and more advanced community facilitation over time.
Ultimately, we'd like to see teachers being involved with and supported by a
community of their peers.

Let's look at a typical progression that a teacher might go through as they learn
to use the Moodle tools:

Putting up the handouts (Resources, SCORM)
Providing a passive Forum (unfacilitated)
Using Quizzes and Assignments (leseagament)
Using the Wiki, Glossary and Database tools (interactive content)
Facilitate discussions in Forums, asking questions, guiding
Combining activities into sequences, where results feed later activities
Introduce external activities and gamestéimet resources)
Using the Survey module to study and reflect on course activity
Using peetreview modules like Workshop, giving students more control over
grading and even structuring the course in some ways
. Conducting active research on oneself, shguideas in a community of peers

CoNoOaRWLDE

[N
o

2.6.1 Repositories and Portfolios

Specialpurposerepositoriesare a growing area, and it means institutions can
keep their valuable data where they wamt éven if they switch fror¢nd
systems like VLEs. Most importantly, this will allow the development -of e
Portfolios to explode, and these are something | think a lot of us really want to
see as a very positive pedagogical enhancement.

2.6.2 Community Hubs

We want to improve the way teachers and users of Moodle communicate with
each other, not only aboutlearning and Moodle, but also in their subject
areas. For example, imagine a Biology 101 teacher finding a "community
search" block in their course, takingetn straight to a place where their peers
are all discussing best practice for teaching Biology 101, sharing and browsing
repositories of course materials and learning designs.

The creation of networking between Moodles allows anyone to turn their
Moodle site into aMoodle Community Hub Login between Moodles is
transparent but secure and fully controlled by site administrators. Theopeer
peer nature of the design allowssikts of interesting scenarios to develop.

12
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2.6.3 Interaction between tools

By piping all the messaging from throughout the system via the Messaging
module that we already have, users have a much finer control over exactly what
sorts of messages they want to.see

2.6.4 Metadata and outcome statements

Moodle has a mechanism so that:

1. admins can import a long list of outcome statements (as tags)
2. teachers can relate a subset of these to their course
3. teachers can connect each activity to an even smaller subset

Progress Trackingllows these things to be guided by individual learning plans
for each student.

2.6.5 Role-playing and scenario simulations

A popular and effective technique in faimeface teaching is that of role
playing in scenarios, and this can be difficult to do online. You could imagine
an Environmental Science course running a-pddging simulation where some
students play the government, some as Greenpeace, some asy ifmustr
particular scenario.

The plans for this have been around for a long time, but | hope it can be
developed soon. It would be a module where people can be assigned roles
within a simulated situation and appear to others anonymously in those roles,
interacting in forums, wikis, and all the other tools in Moodle according to the
rules of the simulation.

13
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Chapter 3 Moodle Site - Basic Structure

3.1 How does Moodle work?

3.1.1 The Front page

1 TheFront pageof a Moodle site- the page you reach from your browser
usually includes information about the establishment itself and can be highly
customised. (Note that it is also possible to lock the front page down so that
all a user sees when they click the Moodle URL is a log in screen.)

1 How usergoin a Moodle sitedepends on the establishment: they might be
given logins; they might be allowed to make accounts themselveshay
might be signed in automatically from another system.

3.1.2 Inside Moodle

1 Moodle's basic structure is organised aroupdurses These are basically
pages or areas within Moodle where tearh can present their learning
resourcesand activitiesto students. They can have different layouts but they
usudly include a number of central sections where materials are displayed
and sideblocksoffering extra features or information.

1 Courses can contain content for a year's studies, a singleogessany other
variants depending on the teacher or establishment. They can be used by one
teacher or shared by a group of teachers.

1 How studentsenrol on courses depends on the estahiment; for example
they can selfenrol, be enrolled manually by their teacher or automatically by
the admin.

1 Courses are organised into categories. Physics, Chemistry and Biology courses
might come under the Science category for instance.

3.1.3 Teachers, students and other Moodle users

You don't enter Moodle with the "teacher” or "student" role.

1 Everyone who logs into Moodle has no special privileges until they are
allocatedroles by the administrator according to their needs in individual
courses or contexts.

=

14
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3.1.4 Finding your way around

1 A logged in user can access areas of Moodle such as their courses or profile
from the Navigation blockand Settings block What a user sees in these
blocks depends on their role and any privieges granted them by the

adminstrator.
1 Each user has their own customisable page, accessed froMythi®melink.

15
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Chapter 4 Moodle Key Terms

A Moodle site is made up aourseswvhich are basically pages containing the
learning materials teachers want to share with their students. A teacher in a
Moodle course can select items from three different elements which together
assist in the learning process. They &mivities, ResourceandBlocks

Quiz results IC

Quiz: Spain V England!

Weekly outline \

Welcome to the Moodle Student Experience@ The 3 highest grades:
This: session i5 designed to giee you an insight into a student’s 1. Meryl Streap 92%
expenence al Moodle, You are logged in as a pupill and are Kndly )
asked ta do the activiies below - then you may see your grades and 2. Julia Roberts %
MOnRor yaur progress!

= a Gwyneth £R%
k1] Course reguirsments v = Palirow e
/| Gz Spain v England!
[% A simple wrilhén homewank "‘-—-.
Online users |

Figured4.1Moodle Key Terms

4.1 Activities

1 An Activity in Moodle is a feature where students learn by interacting with
each other or with their teacher. They might for instance contribute in a
forum, upload anassignment answer questions in @uiz or collaborate
together in awiki. Activities can be graded.

1 A teacher can add activities by turning on the editing and choosing an activity
by clickingAdd an activity or resourda a course section. They then select an
activity fromthe activity chooser. (If the activity chooser has been turned off,
a drop down menu appears instead.) Activities usually appear in the central
area of the course.

+Add an activity or resource

Figure4.2Link to the activity chooser

1| Add an actraty. .. j

Figure4.3Drop down menu when activity chooser is disabled

16


http://docs.moodle.org/24/en/Courses
http://docs.moodle.org/24/en/Activities
http://docs.moodle.org/24/en/Resources
http://docs.moodle.org/24/en/Blocks
http://docs.moodle.org/24/en/Forum
http://docs.moodle.org/24/en/Assignment
http://docs.moodle.org/24/en/Quiz
http://docs.moodle.org/24/en/Wiki
http://docs.moodle.org/24/en/File:Moodlekeyterms.png
http://docs.moodle.org/24/en/File:actres.png
http://docs.moodle.org/24/en/File:Addactivity.png

Share ITS

1 Moodle has a number of activities which come as standard and there are also

extra ones available for download by the administrator. 8egvitiesto find
out more.

4.2 Resources

A Resource in Moodle is an item that a teacher can add to a Moodle course to
support learning, such as a file, a video or link to a website. A resoureesdiff
from an activity in that it is static; ie, the student can merely look at or read it,
rather than participate.

A teacher can add resources by turning on the editing and by cliékldgan
activity or resourcén a course section. They then select aaerce from the
activity chooser.(If the activity chooser has been turned off, a drop down
menu appears instead.) Resources usually appear in the central area of the
course.

+Add an activity or resource

Figure4.4Link to the activitychooser

@| Add a resource -

Figure4.5Drop down menu when activity chooser is disabled

1 Moodle has a number of resources which come as standard and there are

also extra ones available for download by the administrator. esource$o
find out more.

4.3 Blocks

1 A Block in Moodle is an item that a teacher can add to the left or right of a

Moodle course page. They provide extra information or links to aid learning.
Blocks are a bit like "widgets" elsewhere online and can contain; for example,
RSShews feeds,quiz results a calendar links to blogs, glossary terms or
private files. There is also a simpd ML blockvhich can be customised as
the teacher wishes.

A teacher can add blocks by turning on the editing and choosing from the
"Add a block" drop down which is usually on the bottom right side of the
course page. Blocks usually appea the sides of the course.

17
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Add a block

| Add_ -

Figure4.6 Add Block
1 Moodle has a number of blocks which come as standard and there are also

extra ones available for download by the administrator. Bexkso find out
more.
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ManagingCourse

A coursein Moodle is an area where a teacher will agsburcesandactivities

for their students to complete.lt might be a simple page with downloadable
documents or it might be a complex set of tasks where learning progresses
through interaction. Progress canti@kedin a number of ways.

The course page is made up of central sections which contain the tasks and (if
desired)olocksto the side. The course teacher has control over the layout of the
course homepagend can change it at any time.

Students can beenrolled manually by the teacher, automatically by the
administrator, or they can be allowed to enrol themselves. Students can also be
added togroupsif they need to be separated from classes sharing the same
course or if tasks need to be differentiated.

Courses how to set up your courses.

Editing text- how to use the text editor and what the icons mean.
Activities- how to involve students actively in their learning.
Resourceshow to add static materials to your course.

Blocks how to add extra items and information to the sides of yoaurse
page.

Questions how to create questions for use quizzesand Moodle'desson
module

Course enrolment how to give students access to your course.
Grouping usershow to put students into groups and why this is useful.
Tracking progresshow to control and display progress through a course.
Reusing activitieshow to copy or recycle elements of your course.

= =& —a —a -8

=

=a =4 —a —a
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Chapter 5 Managing Courses

Courses are the spaces on Moodle wheeehersadd learning materials for
their students. Courses are createdabynins course creator®r managers
Teachers can then add the content argrganise them according to their own
needs. The links below will provide more information about creating,
organising anananaging courses.

1 Adding a new coursehow to create a new course on your Moodle site.
Course categorieshow to organise your courses into a hierarchy suitable for
your establishment.

Course settingshow to control how your course appears to paipants.

Course formats the different ways your course sections might be laid out.
Coursenomepage- an overview of a typical course home page.

Course FAQ®a list of frequently asked questions about Moodle courses.

Understanding Moodle :

T

=
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Welcome to 8
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Moodle basics
2
2]

T — ' Before we begin... 0 =
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» ¢ [ aadgens Gerinat Mibiew
n

Figure5.1A typical course 3 column format, as seen by a student
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5.1 Adding a new course

By default a regular teacher can't add a new course. To add a new course ta

Moodle you need to have eithédminstrator Course Creatoor Manager
rights.

5.1.1 Adding a course
To add a course:
1 Go toSettings>% Administration>Courses>Add/edit courses
Settings ’

B Course categories

My profile seltings

Site aoministration

Deurse calegones | Courses Ea Nove category b
e JCIEnce 3 Ax=0 Top 'I

| acre _anguages 49 HAx=8143 Top x
) Advanced fealures
Users Humanties 3 Ax=013 Top y
Courses
[ Aadedi courses | Miscellaneous 16 £x=0% | Top -
Backups

Grades

Acd a newcourse|  Add new category |

| arafinn

Figure5.2 Add Edit Course

1 Choose the category where you want your course to be. For more
information seeCourse categories

1 Click the "Add a new course" button

Enter thecourse settingsthen click the "Save changes" button.

1 On the next screen, chge your students/teachers to assign to the course.

=

5.1.2 Deleting a course(s)

A regular teacher can't delete a course. Administrators and managers (i.e. users
with a role for which the capabilitmoodle/course:deleis allowed) can delete
courses. ACourse creatoran delete courses they have created themselves.

To delete a course (as an administrator or manager):

71 Go toSettings > Site Administration > Courses > Add/edit courses
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1 Click the course's category (to drill down the category tree) and find the
course you wish to delete. Or use the "Search course" textbdixeabottom
of the category list.

1 Click the "X" icon to the right of the course's name to delete it.

You can delete multiple courses by:

1 Creating a new (temporary) category. You can name it "To be deleted".

1 Select andnove the "About to be deleted" cotses to that category ("To be
deleted").

1 Delete the category ("To be deleted") and choose "Delete -Atdnnot be
undone”.

There is no user interface for course creators to delete courses they have
created, however they can do so by editing the URL ef dburse from
http://yourmoodlesite.net/course/view.php?id=N to
http://yourmoodlesite.net/course/delete.php?id=N  (replacing ‘'view' with
'delete").

5.1.3 Course requests

Course request

Enable course requests [ peraule o

This will allow any user to request a course be created.

Default category for COUrse | wiscellaneous| 3 | Default: Miscellanen
requests —
t t Courses requested by users will be automatically placed in this category.

Enable category selection [ Default 1
Allow the selection of a category when requesting a course.

Course request notification nbod
"I | Everyone who can 'Approve course creation’
Admin User
Max Manager [~]
Default: Nobo.

Users who will be notified when a course is requested. Only users who can approve course requests are listed here.

| save changes |

Figure5.3CourseRequestScreen

The courserequest feature can be enabled by an administratorSettings > Site
administration > Courses > Course request
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The default category for new courses requested can be selected from this
screen, and users who will be notified when courses are requestetsaabe
selected here. (These are users with the capatitihdle/site:approvecoure

New feature
in Moodle 2.4lIn Moodle2.4 onwards, the course request form can include the
option to select a course category.

A button will then appear on the All courses page for users to request a new
course. The All courses page can be accessed via a link@othises block

By default, all authenticated users can make course requests (after you have
enabled it). It is controlled by the capabilihoodle/course:request

5.1.4 Bulk Course Create Options

As of Moodle 2.2, this is not an out of the box feature.

The main Tracker itenhttp://tracker.moodle.org/browse/MBL3114

Some forum discussions:

1. Import files to batch create courses and users
http://moodle.org/mod/forum/discuss.php?d=27333

2. Bulk / automated course creation withpMyAdmin
http://moodle.org/mod/forum/discuss.php?d=27333

3. Bulk Course Creation inv1.9
http://moodle.org/mod/forum/discuss.php@=96622

4. Bulk Course Upload tool question
http://moodle.org/mod/forum/discuss.php?d=91850#p572909

5. Bulk Course Upload tool for Moodle 2.0
http://moodle.org/mod/forum/discuss.php?d=91850&parent=744931

6. uploaduser.php enhanced to upload also courses
http://moodle.org/mod/forum/discuss.php?d=12831

5.2 Course categories

Course categories organize courses for all Moodle site participants. The default
course category on a new Moodle site is "Miscellaneous" (although this can be
renamed) ACourse creatoiAdministratoror Managercan put all courses in the
Miscellaneous category. Howew teachers and students will find it easier to
find their classes if they are organized in descriptive categories.
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The list of courses within a category by default shows the teachers and the
summary of each course. If the number of courses within gargtexceeds 9
(10 or more), then a short list without teachers and summary is shown.

5.2.1 Adding a category

Most people organize their courses by department and college or by topic. Be
sure to test the organizational scheme with a few users before entéaingg a
number of courses, to save time in moving them later.

Adding categories is very simple:

1 Go toSettings > Site Administration > Courses > Add/edit courses
71 Click the "Add a new category" button.

Course categories

Course categones E Move category to

Science 3 HAEx=da § Top -
Languages 8 dAx=d+d |Top h
Humanities ] Ax=d1 4 Iﬁ
Miscellaneous 16 Hx=a84 Top hd

Add a new course] Add new calegory]

Figure5.4 Add Category

1 Type the name of your new category and a description (optional) and click the
'‘Create category' button.

5.2.2 Editing or moving a category

1 You can edit the details of a course category by clicking the edit icon next to
its name inSettings>Be Administration>Courses>Add/edit courdds.

1 You can move categories up or down by clicking the up/down arrow next to
the category you wish to move (2)
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You can make one category a subcategory of another by selecting from the
drop down menu "Move cafgory to" (3)

Course categories Maove category to:

Science ﬁxwﬂ i’ | Top 3 k
2

Languages

Languages 8 Ex=d+d Hgmanilies
Miscellaneous

Figure5.5 Edit Move Category

If the category is visible, the course category description will be displayed to
users when they enter the category, above the list of courses.

5.2.3

5.2.4

Adding sub course categories

Sometimes it might be useful to have a stdiegory of a course. For
example, you might have a category "Science" and wish to have sub
categories "Biology", "Chemistry" and "Physics".

Course sufzategories may be created by adding a new cowetegory then
using the "move category to" dregpown menu to move the category inside
another category. Similarly, stgub-categories etc. may be created.

You can also add sudategories directly in the category you want it in. With
the editing turned on enter the course category, and click 'Add a -sub
category"

Course categories:l Science j

Edit this categc-ryl Add a sub—calegoryl

Figure5.6 Sub Category

Hiding categories

Categories may be easily hidden or shownSadtings > Site Administration >
Courses > Add/edit co@s

Click on the eye icon to show or hide a category. Hidden categories are only
visible to site administrators or those with the capability to "view hidden
courses".
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5.2.5 Setting category depth

You can limit the number of categories that are displayed ifrdiné page 'List
of Categories' or 'Combo List' by adding the following line to your config.php:

$CFG>max_category_depth = n;
Where n is the maximum number of categories you wish to display.

5.2.6 Assigning users a role in a course category

To assign usera role in a course category, $eategory enrolments

5.3 Course settings

A teacher, or other user with tlpdate course settings capabilican change
course settings iBettings > Course administration > Edit settings

5.3.1 General

General

Calogory 3 iMizeel anan s |

Fulname® ;3  [uzursz | uiname 101
Shorlname® @ cF101

Course ID numoer 3 [
Figureb.7Generalttings

5.3.1.1 Category

The site administrator may have created course categories to help teachers and
students find their courses easily. Course categories may be reflected in the
Navigation block

The capabilitymoodle/course:changecategagntrols whether a user can edit
the course category.

5.3.1.2 Course ull name

This is the name of the course. It is displayed as a link on course lists on the
Front pageand onMy homeard in reports. It is also used in the browser title
bar when the course is viewed.

The capabilitymoodle/course:changefudmecontrols whether a user can edit
the course full name.
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5.3.1.3 Short name

Many institutions have a shorthand way of referring to a course, such as BP102
or COMMS. Even if you do not already have such a name for your course,
make one up here. It will be usadseveral places where the long name is not
appropriate, such as the Navigation block.

The capabilitynoodle/course:chyeshortnameontrols whether a user can edit
the short name field.

By default, only course full names are displayed in the list of courses. However
an administrator can enable short names to be displayed too if required by
ticking the checkbox inSettigs > Site administration > Appearance >
Courses

5.3.1.4 ID number

The ID number is an alphanumeric field. It has several potential uses.
Generally, it is not displayed to students. However, it can be used to match this
course against an external system's IDy@as course catalogue ID or can be
used in the certificate module as a printed field.

The capabilitymoodle/course:changgiumbercontrols whether a user can edit
the ID number.

5.3.1.5 Course summary

The summary appears on the course listings page. This field is searched when
searching for a course and also appears in the Course/Site description block.

The capabilitymoodle/course:changesummangntrols whether a user can edit
the course summary.

53.1.6 Format

SeeCourse formats

5.3.1.7 Course layout

The Course layout setting determines whether the whole course is displayed on
one page or split over several pages. The setting currently applies to the topics
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and weekly core course formatad contributed collapsed topics course format
only.

Teachers choose from the dropdown whether they wish to "show all sections on
one page" in the familiar scrolling format, or "show one section per page".

If one section per page is selected, the copesgge is abbreviated to a list of
links to individual sections. If an individual section is shown, next and previous

sections may be accessed via links above and below the section.

28
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Figureb.9Individual section of a course using one section per page course layout

Visit the School demo site cour3de Types of Sporto see the "Show one
section per page" course layout in action!

For further details plus screenshots, see blog plusidle 2.31 Section per
pageby Gavin Henrick.

5.3.1.8  Number of weeks/topics

This setting is only used by the 'weekly' and 'topics' course formats. In the
'‘weekly' format, it specifies the number of weeks that the course will run for,
starting from the coues starting date. In the 'topics' format, it specifies the
number of topics in the course. Both of these translate to the number of "boxes"
down the middle of the course page.

If the number of weeks/topics is changed for an existing course so that the
numker is less than the number of course sections containing activities (for
example the course contains activities in 3 sections and the number or
weeks/topics is set to 2) then when editing is turned on section(s) at the bottom
of the course page will be skio with the title ‘Orphaned activities'.

The number of weeks/topics may be set to 0, so that only the top general section
is displayed on the course page and there are no numbered sections.

By default, the maximum number of weeks/topics is 52, but annastrator
can set a different maximum number which will apply to all courses on the site
(see below).

5.3.1.9 Course start date

This setting affects the display of logs and the weekly format topic dates.

If you use the "Weekly" course format, the start daté aplpear in the first
section of the course. For example selecting 27 July, will display "27- uly

August" in the first section (when default display is selected for that section).

This setting will have an effect on the display of logs. This willHee darliest
possible date the log activity will display.

This setting willnot affect courses using the 'social’ or 'topics' formats.
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TIP:If your institution runs on a weekly schedule, you may want to consider
setting the start date for courses on thiest day of the week, like a Monday.

TIP:In general, if your course does not have a real starting date then set the
date to yesterday and use the availability setting to reveal the course to
students.

TIP:See self enrolment course settings to prevemidents from entering the
course before a certain date/time.

5.3.1.10 Hidden sections

This option allows you to decide how the hidden sections in your course are
displayed to students. By default, a small area is shown (in collapsed form,
usually grey) to indicatevhere the hidden section is, though they still cannot
actually see the hidden activities and texts. This is particularly useful in the
Weekly format, so that nedass weeks are clear, or if you have quizzes you
don't want your students to see.

TIP:If you choose, these neavailable items can be completely hidden, so
that students do not even know that sections or an activity in the course are
hidden.

5.3.1.11 News items to show

How many news items should show ttegest news blockSet it to 0 and Latest
news block will not appear.

The Latest News block relies on the use of the associated News Forum. News
posted in other forums do not display in the latest News block

5.3.1.12 Show gradebook to students

Many of the activities allongradesto be set. By default, the results of all
grades within the course can be seen in the Grades page, available from the
main course page fetudents and teachers.

TIP:If a teacher is not interested in using grades in a course, or just wants to
hide grades from students, then they can disable the display of grades with
this option. This does not prevent the teacher using or setting graotearf
individual activities, it just disables the results from being displayed to
students.
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5.3.1.13 Show activity reports

Activity reportsare availaéle to each student. These reports or logs show their
activity and contributions in the current course. These reports include their
detailed access log.

Student access to their own reports is controlled by the teacher via this course
setting. For some caoses, these reports can be a useful tool for a student to
reflect on their involvement and appearance within the online environment, but
for some courses, this may not be necessary.

Teachers always have access to these reports via a link in the naviation
Your site administrator may ask you to turn this feature off. Showing activity
reports can place a load on the server, slowing it down at times. For large or

long classes it may be more efficient to keep it off.

5.3.1.14 Maximum upload size

News items to show: |2 newsitems v| @
Show grades:
Show activity reports:

Maximum upload size:

Your word for Teacher; | 20MB \(eg Teaq
10MB =
EMB :
our word for Teachers: sup |(eg Teaq
1MB
Your word for Student;  500KB {eg Study
100KB 2
E0KB :
Your word for Students:  |1gke |(eg Study
Lorcalanaiana: | Do sctforca s

Figure5.10Maximum upload size setting
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This setting defines the largest size of file that can be uploaded by students in
this course. The site administrator can deterrsines availabléor the teacher
to select.

Editing teachers or other users may be allowed to upload files larger than the
maximum size by giving them the capabilitypodle/course:ignorefilesizelimits

It is possible to further restrict this size through settings within each activity
module.

TIP: When uploading large files, consider that your students will need to
download them to view them.

5.3.1.15 Force theme

If the site administrator has allowed the teacher to set a ctwas® this pull

down menu will appear with a list of themes on the site. Teachers can use this
to choose a different look for the course from the rest of the Moodle site.

5.3.2 Guest access

Guest access

Allow guest access | No v[
@

Password (3 | I Unmask

Figure5.11 Guest Access

Allows any athenticated user (i.e. logged in) to access the coursediassh
including those who have logged in "as guest". You can choose if they need a
password to enter the course or ifyth@ay enter without a password. This
password is a password to the unit, not the users password to gain access to
Moodle.

People can log in as guests using the "Login as a guest" button on a login
screen, where that feature is enabled for the site. Wieender tries to enter a
course, they will see thegin screenlf you only need people authenticated via
your normal authentication method to access courses (as Guest or not) it is
probablywise to disable "Login as a guest" for a slight improvement in site
security. Sedlanage authentication
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Guests in a course ALWAYS have "readly" access mearng they cannot
leave any posts or otherwise mess up the course for real students. No uset
information is stored for a guest.

TIP:This can be handy when you want to let a colleague in to look around at
your work, or to let students see a course beforeythave decided to enrol.

TIP:You have a choice between two types of guest access: with a password or
without. If you choose to allow access for guests who have the password,
then the guest will need to provide the current password EVERY TIME they
log in(unlike students who only need to do it once). This lets you restrict your
guests. If you choose to allow access to guests without a password, then
anyone can get straight into your course.

5.3.3 Groups
Groups

Group mode 3 | No groups (=]

Force @ No [+]
Default grouping | None [~]

Figure5.12 Groups 8ttings

5.3.3.1 Group mode

Here you can define thgroup modeat the course level by a pull down menu.
"No groups, "Separate groupsand 'Visible group$ are the choices. The
selected setting Wibe the default group mode for all activities defined within
that course. The group setting can affect what users see Hattieipantdist
and who they can interact with ictavities.

5.3.3.2 Force

If the group mode is "forced" at a cowiseel, then this particular group mode
will be applied to every activity in that course. This will override any activities
that may have a special group setting.

TIPThe force setting is usefulhen the teacher wants to set up a course and
not have to change each activities group settings.
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5.3.3.3  Default grouping

If groupingsare enabled, a default grouping for course activities asodurces
may be set.

TIP:You may leave it set to "No groups" and still have specific activities use
groups. In this case the force setting below should be set to "no". For
example, the teacher can use a group setting to completely separate cohorts
of students such that each group is unaware of the other in the course.

5.3.4 Avalilability

Availability

Availability@_@_é [ This course is available to students x|

Figureb.13 Availability

This option allows you to "hide" your course completely. It will not appear on
any course listings xeept for managers, course creators, teachers and any other
users with theziew hidden courses capabilitéven if $udents try to access the
course URL directly, they will not be allowed to enter.

Thehide/show courses capabilitgntrols whethr a user can hide a course.

5.3.5 Language
Language

Force language | Do notforce E|

Figureb.14 Language &tings

If you force a language in a course, the interface of Moodle in this course will
be in this particular language, even if a student hiasteel a different preferred
language in his/her personal profile.

5.3.6 Student progress

Student progress must be enabledAotivity completion Course completion
criteria may also be based upon Activity completion values found in the
activity's settings.
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1 Completion tracking can be either disabled, not shown in activity settings, or
enabled.
1 You can enable starting the tracking upon student enrolment.

5.3.7 Role renaming

Roles

Administrator
Course creator
Teacher
Non-editing teacher
Student

Guest
Authenticated user

Figure5.15Role Renaminge&itings

You can rename thelesused in your course. For example, you may wish to
rename thelTeacher roleas "Facilitator”, "Tutor" or "Guide". These new role
names will appear within the course. For examplehaypérticipantsand the
override permissions pages.

Please note that the site administrator @oarse manageanay have changed
the names or added new roles. These names will appear and the teacher ma
rename them.

Tip Do not worry about changing every role name. Only change the site roles
which are used in your course. For example, you may want to ignore
renamingroles such as th&dministrator roleor the Authenticated user role

Tip To include new role names in a course backup, users should be included
in the backup.

5.3.8 Site administration settings

An administrator can set course default settings Sattings > Site
administration > Courses > Course default settings

The maximum omber of weeks/topics may be set for all courses on the site.
The default value is 52.
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A default course layout setting is available in Moodle 2.3.2 onwards.

5.3.9 Preventing teachers from editing course settings

Any/all of the following fields- course full nene, short name, ID number and
category, summary may be locked to prevent teachers from editing them. To
do so:

=

AccessSite Administration > Users > Permissions > Define roles

Click the edit icon opposite the teacher role.

3. Change any/all of the capdities moodle/course:changefullname
moodle/course:changeshortname moodle/course:changeidnumber
moodle/course:changecategorynoodle/course:changesummarfyom allow
to not set.

4. Click the "Save changes" button at the bottom of the page.

N

5.4 Course formats

A course format refers to the layout of a course. The course format can be
selected irBettings > @urse administration > Edit settings

An administrator can enable, disable or delete course formats for courses in
Settings>Site  administration>Plugins>Courses>Course formats>Manage
course formatsThey can also change the order in which available course
formats are displayed to teachers in the course settiNgsv feature

in Moodle 2.4!

Name Enable Up/Down Delete Settings
SCORM format N Delete

Social format 3 ™V Delete

Topics format ™V Delete

Weekly format Default t

Default format can be changed in Course default settings

Figure5.16Manage course formats screen for admins
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5.4.1 Standard course formats

5.4.1.1 Weekly format
Module1

Home » Courses » Module1 |

Navigation -1 Weekly outline Recent activity -l

Activity since Wednesday, 19

Home

s Myh October 2011, 10:09 AM
2 Lt e News forum Full report of recent activity..
¥ Site pages

P My profile Course updates:

¥ Courses
£ What| did in my Holidays .
Settings =0 Updated URL:
Tsunami Resources online

b Course administration 26 October - 1 November O
» Switch role to > Homework: Japanese Tsunami Presentation

Tsunami Resources online Messages =10
¥ My profile sett

Y prolfe setings No messages waiting
¥ Site administration 2 November - 8 November O Messages
() Student Council Meeting i -
Search * Leaming Styles discussion Logged in user -l

[+ Leaming Styles evaluation
Figure5.17WeeklyFormat kample

The course is organized week by week, with a clear start date and a finish date.
Moodle will create a section for each week of your course. You can add content,
forums, quizzes, and so on in the sectioneach week.

TIP:If you want all your students to work on the same materials at the same
time, this would be a good format to choose.

NOTEMake sure your course start date is correct. If it is not your weeks will
have the wrong date on it. This ispegially important if you are restoring a
course to use with a new section of students.
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5.4.1.2 Topics format

Figure5.18 Topic Format Eample

The course is organised into topic sections that a teacher can ga®tt. Each topic
section consists of activities, resources and labels.

TIP: This is great to use if your course is objective based and each objective
may take different amounts of time to complete. An example of this would be
scaffolding where the stedts are building upon the knowledge from earlier
topics.

5.4.1.2.1 "Show only one section"

With the Weekly format and the Topics format it is possible S&dtings >
Course administration > Edit settinge "show one section per page". Here is a
course with thredopics, with the second one currently shown. The links left
and right lead to topics 1 and 3:
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