Casper College Getting Started in Moodle Distance Education

Getting Started with your Moodle Course

Creating and editing instructional materials directly online within Moodle does not require prior
or extensive knowledge of HTML. Moodle provides an HTML editor as will be shown later in
this activity.

To edit your course, click Turn editing on button near the top
right corner of your window. Once this button is clicked, it is on; | Tumedingon |
click it again, it is turned off. Turning editing on allows you to

modify your course.

Only the Teacher, Course Creator or the Moodle System Administrator is allowed to edit a
course—students do not have access to this button.

Editing Controls:
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HTML Editor
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Path:

Moodle’s HTML editor inserts HTML (Hyper Text Markup Language) code into the textbox
automatically. If you look closely, you’ll notice that the icons in the toolbar resemble those of the
word processing program used on our campus, Microsoft Word. In addition to using the icons
shown above, you can also use short cut keys such as Control+C and Control+V for cut and

paste.

Other HTML editor icons are explained below:

T3 &

Font (text) and background colors
If you would like to change the color of the font (text) and/or the color behind the text, highlight
the complete text then click on the icons shown above. This brings up the color pallet so you can

choose your color from the HTML color code displayed.

- . . . . G2 8
Inserting links, making a new link, breaking a link
Whenever you would like to create a link to a file or website or current page, you can create a
link, which creates a path to that object. This is done usually by browsing to the location where
the website is found, copying its location from the URL (address list), clicking on the link icon,
and then pasting it into the URL. You can also use the browse button to upload a new file or
select an existing file and link to it. You can also break a link that has previously been made.

Inserting images

You may want to include a picture within your course or folder and insert it into your content.
You may also want to use a picture or image that is located outside of your course. Using the
HTML editor, you can upload pictures into a course or site folder, and then insert that image into
the content area.
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Images can be included in the content area by using this button. Note: Be sure your image files
are JPG, GIF and PNG files, as these are the ones Moodle will recognize.

Inserting tables &1
To add layout to your texts, you can use the Insert Tables button in the toolbar. Most table

&

editing tools are only visible if you click the Enlarge Editor button.

Special characters
By clicking on the special characters button, a table appears that allows you to add special
characters.

<
Edit HTML Code

If you do know HTML code, this button is for you! By clicking this button, you will change the
display to raw HTML code, enabling you to work in this mode.

Clean Word button ]

If you paste text from a Word document into the HTML editor, the clean Word button will
remove some of Word’s formatting so that the page loads faster.

To make a link to a web site within your course’s content summary area using
the HTML Editor:

Netiquette Guidelines
Follow these steps to make a link to a website of your choice in topic one:
1. Turn on Editing in your course.
2. Click on Edit Summary in the topic one as shown below:

Welcome

E}/
Gy ] > PEX DS

Note that this will put the link in the summary area of your topic.
Type the text that you want to be a linked.
Select the text by highlighting it with your mouse.

==

Click the link button in the toolbar
Type or paste the web address (URL) you want to link to, such as
http://www.albion.com/netiquette/:

@ | Add aresource... |Z| @ Addan activity... |Z|

o0 MW
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e ————
@ https:ﬁmoodIeﬂme.caspercollﬁe.edu - Insert Link - M... Elﬁlﬂ_hj

1 mywebsearch ~ PSearch |v|
Norton i b iz (B identity safe ;
_Insert Link

| \ua http://www.albion.com/netiquette/

Title:
Target: | None El
Anchors: | — [
[ Browse... H CK H Cancel J
Done moodledme.caspercollege.edu %

7. Click in the Title: textbox and Type the text which will appear when the user’s mouse
rolls over it such as “Netiquette” or what corresponds to the web site you are choosing.

8. Inthe Target dropdown arrow, select new window.

9. Click OK. The Insert Link window has disappeared.

10. Click Save Changes. This result will appear as the example below shows:

Netiquette

Blocks

Elocks are foufnd on the rigglt arlld Ieoll‘t sides of”your courze’sh People .
ome page. Information is displayed in a small area inside the : <

block. The Casper College Moodle template is set up so that fwﬁs )" ke

the left side of the course contains blocks that are more active B2 Participants

for the student, such as email list and activities. The right side of the course home page contains

blocks that are less active for the student, such as the calendar. The consistency in location of

these blocks among all courses will help our students find them readily. Instructors have the

ability to add or delete a block.

locks

To add a block, you must turn editing on before you can add a block. <Bv

- Add_— S
Next, click on the dropdown arrow next to “Add” and select the block Acxiom Prompt

. g - Admin bookmarks
you’d like to add. It no longer appears on the menu if it has been added Blog Menu
to your home page. Note: The block that you add will appear in the CouseMent  woton
lower right-hand corner of your home page. If you want to move your Elluminate Livel
block, read on! Google Apps

HTML
Latest News
Loan calculator
Mentees

mm Messages i
MNetwork Servers
Online Users

Remember you must turn editing on to move, delete, hide or show e o ssary Enty |
your blocks! — Remote RSS Feeds &
To move a blockyclick on the up/down arrows and/or sideway arrow within the block.
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People _ Todelete a block, click the delete icon inside the block you wish
P xt115 *=—— O delete. Once a t_)lock |s_deIeFed, you can read it by following the
i Participants “To add a block” instructions if you want to add it back.

AR To hide a block, click the “eye” icon within the block you want to
hide.

To show a block, click the “eye” icon again.

Block Descriptions

Left side of Course Template:

Email List eMail list =

The email list is the first block and will need to be &
populated by the instructor. You will do this in Track 2.

e
People
The people block allows the user to see who is enrolled in the course, displaying all
students and instructors. It also provides a link to the user’s profile editing page where
he/she can change his/her information.

Activities Activities =
This block provides links to all the different activities in the e xreo
course and is available to students and instructors. As an %’”éfg?s”me”‘s
instructor, when you create a new activity in a section, it will ? Choices
show up in the Activities block. Students may then click the gg?;:;;es
"Assignments" link to see a list of all the Assignments in the Lessons
. . . Quizzes
course, provided they are not hidden from view. Resources
Administration = gfﬁgjﬂ&'ﬁ"?@

The Administration block allows instructors to administer their £ wiks
Moodle course. Students are limited as to what can be seen here.
Course Categories
Courses that the student or instructor are currently enrolled in are listed in this block as a
link. By clicking on one of these, the student or instructor can quickly access that course.

Right side of Course Template:
Student Support Services

Calendar
This block has been added to your course as part of the Casper College Moodle template.
As an instructor, you can add due dates for assignments, quizzes and other course events
to this calendar for users. Events can be chosen to be seen by four different groups of
people: global (everyone who has access to Moodle), course (everyone who has access to
your course), group (students who are part of a group within your course), and user (only
a single user).

Upcoming Events
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This is an extension of the Calendar block. Due dates are listed for course activities, and
students may click the names of this list to directly access the activities. By default, this
block displays 10 events, but you can set it to display a maximum of 20.

Recent Activity
This block shows what has been going on recently in your course, such as when students
have posted to forums, submitted assignments, and taken quizzes.

START HERE!!!

Optional Blocks
These blocks are not displayed in the default setup of your Sandbox course, but may be added by
you, as the instructor, at any time. (See how to add a block)

Search Forums
This block enables teachers and students to search for particular keywords in all the
forum posts in the course.

Course/Site Description
This block provides a summary and/or description for your course as contained in the
summary text of the course’s Settings page. This is the same course summary that is
displayed on Moodle’s Front page, the page when a student clicks the Moodle link from
our distance education web page.

Latest News
A new course will have a News forum created already. The Latest News block displays
the latest posts in the Course Announcements forum.

Online users
Display a list of currently logged in students and teachers.

Section Links
Use this to quickly navigate to a particular topic/week section of the course (depending
on whether the course uses either the "Topics" or "Weekly" format). The numbered links
displayed within the block are the numbers assigned to the course topic/week sections. If
you want to show the names of the links, you’ll need to create the links yourself.

Quiz Results
This block is available only if there is a quiz in the course, It display the results of a quiz,
including the number of the lowest and highest grades displayed and whether grades will
be displayed as percentages, fractions or absolute numbers.

HTML
The HTML block is for adding additional text or images. For example, you can use this
as a miniature web page put into the sidebar of your course.

Mentees
A user becomes your mentee when you are assigned a role from the user’s profile page
that can see the user’s profile. When a mentee is selected from the Mentee block, it will
bring up his/her profile page. Any role which gives the teacher the right to view a
student’s profile page makes the teacher a mentor if you’re assigned that role from the
mentee’s profile page.

Messages
This block provides a popup window for instant messaging individuals in the course. The
messages center can also be accessed from user’s profile page.
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Random Glossary Entry
This allows instructors to choose a random entry from a selected glossary to be displayed
within this block.

Remote RSS Feeds
This block enables RSS feeds from external websites to be displayed within Moodle. As
the information on the other site (for example, news) is changed the block will update to
show the latest information.

Blocks may be added by the distance education team as they become available. Please contact

them if you need more information about a recently-added block.

Add a File

As an instructor, you will want to add a file, such as a handout or PowerPoint presentation, to
your course for student viewing. As you add files to your course, you will add them as a
resource. Resources are course materials that students read but don’t interact with, otherwise
known as static course material. You can add a file of almost any type (Acrobat PDF, Excel,
PowerPoint, mp3, wav, Flash, web pages, etc.) to any section using the “Add files...” dropdown
field. All resources appear was a link where you add them except the label, which displays the
actual text or image.

Course instructors can upload files, also, by using the Files link in the Administration block.
Upload files with the intention that the file will be used in the course. It is recommended that
instructors upload files in this manner and create folders to keep files organized. Once a file is
uploaded into the course, links can be created to the file itself rather than to a web page. It also
enables the instructor to easily rename and move the files.

Here are the general guidelines for instructors to follow when uploading files into Moodle, as
outlined in William Rice’s Moodle 1.9 E-Learning Course Development book:

You want the file to be used in several places within the course.

Ensures that the file will always be available to you to use in your course
You want to use the file in another course.

There are no copyright issues involved in using the file

In the steps below, you will add your syllabus to Topic 0. You will go through the steps below
that will first add the syllabus to your Files list then upload it to your Topic O.

1. Turn editing on in your course by clicking on the | Tumeditingon |  pytton,
2. From your Topic 0 section, click on the drop down arrow and select link to a file or web
site.
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floodle4Me » Training Track 1

@ Switchrole to... E| Tum editing off | |=

[People - Welcome atest News.
|35 %+~ Paxer
_ Student Services Center & ;
|3 Participants Add a new topic...
& News forum = FE XA S (N?]”EWS haslbeanipoctad
yei
Activities 5 @ Addaresource... E @ Add an activity.
1395 %+ = — Add a resource Upcoming Events
14 September - 20 September Book .
[’ Forums = Inserta label faxers
Compose atextpage There are na uj
peoming
Search Forums = Compose aweb page @  Addan activity events

Link to a file orweb site
21 September - 27 September Display a directory
®w Add an IMS Content Package a TR

Advanced searc
M—uy\ B W N L

1905 %+ Go to calendar...

e @Az Ll @utit st B Y i e
3. From the “Adding a New Resource” window, type in a file name for your syllabus as
shown below:

JIAdding a new Resource g

General

Name® Syllabus

Summary‘@‘

Trebuchet =] 1@t [=] [lftang [=] B 7 U & | % < | @ |« =
You can also | ESEEEMN|IEEEE W —Dbede DOQSMRA |
add a |
summary A
here. | —

Link to a file or web site
Location. tp

4. Click the Choose or upload a file button. A window similar to the one below appears:

raining Track 1 = Files

MName Size Modified Action
d Repository

Make a folder [ Select all ][ Deselect all ] Upload afile

5. If you have already uploaded your syllabus, select it now. If you have not uploaded this
file yet, click on the Upload a file button. The following window will appear:

Upload a file (Max size: 64MB) --= f

6. Click on the Browse... button and browse to the place (hard drive, USB drive) where
your syllabus can be found.

7. Double-click on your file once you have found it and the following window will appear
(note that the path to where your file will be uploaded from appears):

Training Track 1 » Files
Upload a file (Max size: 64MB) —-= f

C\Users\Becky\Documents\Work\ITEC 2360 stuff for fz| i Browse...|

Upload this file
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8. Click the Upload this file button.
9. Click on the Choose link to choose the syllabus file you just uploaded as shown below:

File uploaded successfully

Name Size Modified \ Action
______ ~ea IMPORTANT
N

@ Syllabus_Demo_class_.doc 23.5KB 18 Sep 2008, 10:20 PM Choose R

With chosen files... |Z|

Make a folder | Selectall || Deselectall | Upload afile

The following window appears that shows you have selected this file as your resource:

Jiadding a new Resource g

Genera 1

Nama® cyllabus
Summary &

Trebuchet -l | 1800 =) |Lang [«] B &

=] T % ox || w3 Ow
EFEEE YN ISSEiE T — =

OO /| <> |2

Link to a file or web site

Location |Syllabus_Demo_class_.doc | [Ghaase or uplaad o fils | |

Search lor web page.

Scroll down until you get to the next section named “Window”.

10. Click the dropdown arrow in the Window textbox and select Same window.
11. Click the box next to the “Force download” option so that a check appears as shown:

Link to a file or web site

Location |Syllabus_Demo_class_doc W
Search forweb page
Window
“| Show Advanced
Force download; @ &
window | 55me window
Parameters
“| Show Advanced
Common module settings
*|_Show Advanced

Visible | spow E|
1D number g

| Save and retumn to course | | Save and display | | Cancel |
There are required fields in this form marked®.

This setting ensures that the resource is not embedded in a browser window, but
downloaded like a non-embeddable file. This helps to avoid the pitfalls of cross-browser
incompatibility and wrong multimedia plug-in versions. It is the most accessible solution
for file resources.

12. Skip the Parameters section and be sure the Common module settings section has
“Show” next to “Visible”—change if needed by clicking on the dropdown arrow.

13. Save by clicking on the Save and return to course button. Your course home page will
be similar to the one shown on the next page.
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Moodle4Me » Training Track 1 @ Swichro
eople -~ Welcome

$a %=
; - Student Services Center &
{3 Participants

Fhewsforum > P E K& S

Activities 2 ] Svllabus = § & % &

'@i Kté= (7] Add a resource... E| 7] Add an activity...
4’ Forums - o mme b
gResources &-l September - 20 September

Search Forums E @ | Add aresource... [+] @ | Add an activity...

e wana

14. Click on the Switch role to student button in the top right-hand corner and select

Switch role to...

Student. 9 =]

Your home page now appears as your students will see it, similar to the one shown

below: ]

?L.Eq ',1 a L(W.‘u I [‘U{ ”:5') b\,

4Me » Training Track 1

| = Welcome (Latest News

tipants Student Services Center E{I‘;%ﬂews has been posted
& News forum

[ : @ Syllabus (Upcoming Events

L .. P oo o nmin,

15. Click on the Syllabus link and preview your syllabus. When ready, close its window.
16. Click on Return to my normal role button.

Note: Students can see the list of resources in a course if you display the Activities block but
do not appear in sequence.

Moving Resources
Resources and activities can also be deleted using the cross icon and edited using the edit icon.

] Syllabus ;l‘ B R A&
move * .

edit delete

They can also be moved to other places in the course using the move icon. If you click on this,
you will see boxes appear on your course’s screen with all the destinations to where you can
move that activity. Click in the box after clicking the activity/resource movement arrows and the
activity will be moved to a new spot.

The right-pointing arrow S \vil| move the activity or resource sideways in the topic block.
This sets off activities from each another.

Follow the steps below to add a label called “Start Here” and then move resources beneath it.
1. Be sure you have turned on editing in your course.

10
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o

In Topic O, click on Add a resource... and select Insert @ [Add aresource - -l o)
a label from the options given as shown on the right: pag 2 resource..
Insert a label
Compose atextpage
@ Compose aweb page @
When the “Adding a new Label” window opens, type in Doy a2
Start Here in the text box as shown below: Add an IMS Content Package
S O DT @ | Add aresource... |Z| @
Label text™ @
Trebuchet [=] | 1pt) [=] [«]|teng [«] B £ O & | = <
E=s==/M | iZi2¢EE | g — D= QOO0
Start Here
Path: body

Common module settings

Visible | ghow |z|

[ Save and return to course ] [ Cancel

Click on Save and return to course.

Click on the move icon dF beside the words Start Here.
Click in the textbox above the Syllabus to move the Student Services Center &
words “Start Here” to be above the Syllabus link.
Click on the right-pointing arrow beside the
Syllabus link to indeat the link under the words

“Start Here”. ] G h s o
-l Move 'Start Here' to this location ]
& News forupls P RS 3 g
Start Here = &= & &
] Svllabus > 5

Use the procedures above to add a file or web link beneath syllabus for each of the
following: netiquette guidelines and discussion/forum rubric. Your Topic 0 should
resemble the following:

Welcome

Student Services Center &

& News forum = FEX & &
Start Here = I & & &
] Syllabus « = P = 8 &
W] Netiqguette = JF ¥ X &
] Discussion/Forum rubric = = JF & ¥ &
@ Addaresource..

11
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