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How to log into Moodle

	Step
	Action

	1
	In your web browser (Internet Explorer, Firefox, etc.) go to www.fhtc.edu

The main FHTC webpage should appear.  (The people and phrase may be different).
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	2
	Bring the mouse over Online Resources and click on the Moodle hyperlink.
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	3
	Click the Login link on the top right of the Moodle screen.

[image: image3.png]You arenotogaed in. (Cogin)






	4
	Log in with your Moodle username and password.
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Class settings

	Step
	Action

	1
	Locate and click on the correct pre and post test class.
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	2
	Click on the “Settings” link to view the class configuration
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General Class Settings

This material will not cover all the course settings.  Below are some of the “more important” settings to verify.

	Step
	Action

	1
	Verify the general class settings:
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Moodle course formats

LAMS course format

This format makes the Learning Activity Management System (LAMS) interface central to the course. LAMS requires setting up by an administrator in order to use this format.

SCORM format

This format displays a SCORM package in the first section of the course home page. (The SCORM/AICC module provides an alternative method of displaying a SCORM package in a course.)

Social format

This format is oriented around one main forum, the Social forum, which appears on the course home page. It is useful for situations that are more freeform. They may not even be courses. For example, it could be used as a departmental notice board.

Topics format

The course is organized into topic sections. Each topic section consists of activities.

Weekly format

The course is organized week by week, with a clear start date and a finish date. Each week consists of activities.

Weekly format - CSS/No tables

The course is organized week by week without using tables for layout.

Number of weeks/topics
This number represents the number of weeks or topics in the course.  This is a helpful organizational style for students.  Typically place all assignments/projects in one area for that week or topic.

Course Start Date

This is where you specify the starting time of the course (in your own timezone).

If you are using a 'weekly' course format, this will affect the display of the weeks. The first week will start on the date you set here.

This setting will not affect courses using the 'social' or 'topics' formats.

However, one place this setting will affect is the display of logs, which use this date as the earliest possible date you can display.

In general, if your course does have a real starting date then it makes sense to set this date to that, no matter what course formats you are using.

Grades

Many of the activities allow grades to 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.

If a teacher is not interested in using grades in a course, or just wants to hide the gradebook from students, then they can disable the display of the gradebook in the Course Settings. This does not prevent individual activities from using or setting grades, nor does it prevent the grade from being displayed to students within the individual activities.

Course Enrollable

This setting determines whether students are able to enroll themselves using the default interactive enrolment plugin (e.g. Internal enrolment) for the course, or whether they obtain the message "This course is not enrollable at the moment."

This setting has no effect on non-interactive enrolment plugins (e.g. External database enrolment). Also, users can always be assigned the role of student via the Assign roles link in the course administration block.

Start Date

Uncheck the “Disable” checkbox to enter a date where students may start enrolling in the course if it is enrollable.

End Date

Uncheck the “Disable” checkbox to enter a date where students must stop enrolling in the course if it is enrollable.

Course availability

This option allows you to "hide" your course completely.

It will not appear on any course listings, except to teachers of the course and administrators.

Even if students try to access the course URL directly, they will not be allowed to enter.

Course Enrolment Key

A course enrolment key is what keeps unwanted people out of your course.

If you leave this blank, then anyone who has created a Moodle username on this site will be able to enroll in your course simply by going in to it.

If you put something here, then students who are trying to get in for the FIRST TIME ONLY will be asked to supply this word or phrase.

The idea is that you will supply the key to authorized people using another means like private email, snail mail, on the phone or even verbally in a face to face class.

If this password "gets out" and you have unwanted people enrolling, you can unenrol them (see their user profile page) and change this key. Any legitimate students who have already enrolled will not be affected, but the unwanted people won't be able to get back in.

Assigning Students to Classes

This material will cover adding students to the courses if it is not set as enrollable.

	Step
	Action

	1
	Click the “Assign Roles” link.
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	2
	Click on the “Student” link
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	3
	Locate and click on the student’s name on the right side.  The search field below the names can also be used to find students by name.
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	4
	Click the “<Add” button to move the student to the left side. 

	5
	Once finished adding students, click the “Assign roles in Course:” button at the bottom of the screen.
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Creating the Pre/Post Test
This material will cover creating the pre and post test.

	Step
	Action

	1
	Click the “Turn editing on” button located in the top right corner of the Moodle window.
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	2
	Choose the Quiz option from the “Add an activity…” drop-down box.
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	Step
	Action

	3
	The text below will cover some of the “more important” quiz settings.
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Name

Type a name for the Pre/Post Test

Introduction

Place any test specific instructions for the students to follow in this box.

Open the quiz

Uncheck the “Disable” checkbox and enter a date and time when the test will be available for student answers.  You can specify times when the quiz is accessible for people to make attempts.

Before the opening time, and after the closing time, the quiz will be unavailable.

Close the quiz

Uncheck the “Disable” checkbox and enter a date and time when the test will be closed and unavailable for student answers. You can specify times when the quiz is accessible for people to make attempts.

Before the opening time, and after the closing time, the quiz will be unavailable.

Time limit 

By default, quizzes do not have a time limit, which allows students as much time as they need to complete the quiz.

If you do specify a time limit, then several things are done to try and ensure that quizzes are completed within that time:

· Javascript support in the browser becomes mandatory - this allows the timer to work correctly

· A floating timer window is shown with a countdown

· When the timer has run out, the quiz is submitted automatically with whatever answers have been filled in so far

· If a student manages to cheat and spends more than 60 seconds over the allotted time then the quiz is automatically graded zero

Shuffle questions

If you enable this option, then the order of questions in the quiz will be randomly shuffled each time a student attempts the quiz.

This is not related to the use of Random Questions, this is only about the displayed order of questions.

The intention is to make it a little harder for students to copy from each other.

Shuffle within questions

If you enable this option, then the parts making up the individual questions will be randomly shuffled each time a student starts an attempt at this quiz, provided the option is also enabled in the question settings.

The intention is simply to make it a little harder for students to copy from each other.

This only applies to questions that have multiple parts, such as Multiple Choice or Matching Questions. For multiple choice questions the order of the answers is shuffled only when this option is set to "Yes". For matching type questions the answers are always shuffled, this setting controls whether in addition the order of the question-answer pairs is shuffled.

This option is not related to the use of Random Questions.

Quiz attempts

Students may be allowed to have multiple attempts at a quiz.

This can help make the process of taking the quiz more of an educational activity rather than simply an assessment.

Adding Questions to the Pre/Post Test
This material will cover adding questions to a created pre/post test.

	Step
	Action

	1
	Click the quiz name to review the questions for the quiz.
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	2
	Click the “Edit” tab in the center of the quiz area.
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	3
	Choose the question type from the “Create new question:” drop-down box.
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	Step
	Action

	4
	Create the question (see the next topic for creating specific question types)

	5
	Click the “Edit” tab in the center of the quiz area.
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	6
	If there are more questions than can be shown on one page, click the “Show all” link at the bottom of the question list.
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	7
	Click the “Select all/Deselect all” link at the bottom left of the questions list.
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	8
	Click the “<Add to quiz” button at the bottom left of the question list.
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	Step
	Action

	9
	Use the up and down arrows to re-order the questions or checkmark the “Show reordering tool” checkbox at the bottom left of the question list to use the reordering tool.
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	Step
	Action

	10
	Verify and change the maximum grade value if necessary.
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If the individual question value is changed from the default value of 1, then if the maximum grade value is changed the individual questions will maintain their point ratio.  

For example: if question 25 is worth 2 points and the rest are worth 1 point, the maximum grade is 26.   If the maximum grade then is changed to 52 (twice the original) then it will automatically make all questions worth 2 points and question 25 worth 4 points.


Adding Multiple Choice Questions 
This material will show how to create a multiple choice question.

	Step
	Action

	1
	Select “Multiple Choice” from the “Create new question” drop down box.
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	Step
	Action

	2
	a) Enter in the question name.  If the questions are numbered, put in leading 0’s (i.e., Question 01 not Question 1).

b) Enter in the question text.

c) Verify and change the default question grade if necessary.

d) Change the Penalty factor to 0 if the student is not to be penalized for an incorrect answer.  
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Penalty factor

You can specify what fraction of the achieved score should be subtracted for each wrong response. This is only relevant if the quiz is run in adaptive mode so that the student is allowed to make repeated responses to the question. The penalty factor should be a number between 0 and 1. A penalty factor of 1 means that the student has to get the answer right in his first response to get any credit for it at all. A penalty factor of 0 means the student can try as often as he likes and still get the full marks.

	Step
	Action

	3
	For each choice, enter the following:

a) The answer

b) The grade (100% for the correct answer, None for an incorrect answer)

c) Any Feedback for the specific answer.  This may be a page number, objective number, instructional notes, explanation of why question was correct/incorrect, etc. 
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	4
	Scroll down to the bottom of the question page and click the “Save changes” button to submit the question to the question bank. 
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Adding True/False Questions
This material will demonstrate how to create a true/false question.

	Step
	Action

	1
	Select “True/False” from the “Create new question” drop down box.
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	Step
	Action

	2
	a) Enter in the question name.  If the questions are numbered, put in leading 0’s (i.e., Question 01 not Question 1).

b) Enter in the question text.

c) Verify and change the default question grade if necessary.
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	Step
	Action

	3
	a) Enter in the general feedback if necessary.

b) Provide the correct answer (either True or False)

c) Provide feedback for the true answer if necessary.

d) Provide feedback for the false answer if necessary.

[image: image30.png]General feedback @

Trebuchet v

o

1(ap)

viinglv] B Z U &

Ty | — B w0 b @

% © o

Os |

Path:

Correct answer

False [v|





	4
	Scroll down to the bottom of the question page and click the “Save changes” button to submit the question to the question bank. 

[image: image31.png]






Question general feedback

Question general feedback is some text that gets shown to the student after they have attempted the question. Unlike feedback, which depends on the question type and what response the student gave, the same general feedback text is shown to all students.

You can control when general feedback is shown to students using the "Students may review:" check-boxes on the quiz editing form.

You can use the general feedback to give students some background to what knowledge the question was testing. Or to give them a link to more information they can use if they did not understand the questions.

Adding Short Answer Questions
This material will cover how to create a short answer question.

	Step
	Action

	1
	Select “Short Answer” from the “Create new question” drop down box.
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	Step
	Action

	2
	a) Enter in the question name.  If the questions are numbered, put in leading 0’s (i.e., Question 01 not Question 1).

b) Enter in the question text.

c) Verify and change the default question grade if necessary.

d) Change the Penalty factor to 0 if the student is not to be penalized for an incorrect answer.  
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Penalty factor

You can specify what fraction of the achieved score should be subtracted for each wrong response. This is only relevant if the quiz is run in adaptive mode so that the student is allowed to make repeated responses to the question. The penalty factor should be a number between 0 and 1. A penalty factor of 1 means that the student has to get the answer right in his first response to get any credit for it at all. A penalty factor of 0 means the student can try as often as he likes and still get the full marks.

	Step
	Action

	3
	a) Provide general feedback if necessary.

b) Indicate if the letter case (uppercase/lowercase letters) is important or not.  If yes, the student will have to enter the answer exactly as it written with the same upper and lower case letters.  If no, then the student can type in the answer without the same upper and lower case letters.
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	4
	Provide correct answers in the areas with scores for each answer.
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Scoring for Short Answer questions:

If two words are acceptable and correct answers, put each word in its own answer box making the grade for both 100%.  For example, if the short answer question was:  “What is a sibling?” and the answer is either brother or sister, type “brother” in Answer 1 giving it a grade of 100% and “sister” in Answer 2 giving it 100%.  

If Answer 1 contained both words “brother sister” then the student would be required to enter both words in the same order with the same punctuation (i.e., -, /, &, space) to get the question correct.  

Be sure to check the answers for typos and correct the scores if necessary.

Final Touches for the Pre/Post Test
This material will cover hiding/showing the test and moving the test.

	Step
	Action

	1
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In the screenshot above:

· the ( arrow will indent the test to the right.

· the up and down arrows will move the test up and down in the list.

· the hand icon will go to the test creation screen.

· the “X” will delete the test.

· the eyeball icon will show/hide the test from students.  Students can see the test when the eye is open, the test is hidden when the eye is closed.

· the person icon deals with assigning this task to a certain group of students.  This material does not cover grouping students.
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