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1. Managing an IUT Online Course

A course in IUT Online is an area where a teacher will add resources and activities for their students to
complete. It might be a simple page with downloadable documents or it might be a complex set of tasks
where learning progresses through interaction.

The course page is made up of central sections which contain the tasks and (if desired) blocks to the side.
The course teacher has control over the layout of the course homepage and can change it at any time.
Progress can be tracked in a number of ways.

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

2. Teacher Quick Guide

In IUT Online, a teacher has responsibility for the materials in their own courses. They often also manage
enrolments and are able to change the layout of the course page. This quick start guide introduces IUT
Online’s features to those with the Teacher role.

3. Accessing IUT Online

You can access IUT Online in two ways:

Step One Step Two
1. Directly go to the link (University’s 1. Directly go to the link (IUT LMS’s
Homepage): http://www.iutoic- Homepage): http:/Ims.iutoic-dhaka.edu/
dhaka.edu/

2. Click on My IUT
3. Click on IUT LMS from the dropdown
list

< C  #iutoic-dhaka.edu

Asubsidiary organ of Organisation of Islamic Cooperation(0IC)

Islamic University of Technology @

Admission  Academics  Research  Campuslife  Administration  Message | (AN About

My IUT
©fm

Student Information System
IUT Webmail

Figure 1: Find the image that looks like above
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4. Login

1. Go to the link (IUT LMS’s Homepage): http://Ims.iutoic-dhaka.edu/
2. Use your User ID and Password to log in to IUT Online

@ https://Ims.iutoic-dhaka.edu

IUTOnline

Forgotten you

Education (TVE)

Figure 2: Find the image that looks like above

S. Editing Profile

e Loginto IUT Online

e  On the top-right side of the screen, click on your user name. From the drop-down menu that
appears, select Preferences

e  This further expands the new menu. In this new menu, click on Edit Profile

e Adjust your information and preferences

e Press Update profile
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€ > C & Imsiutoic-dhakaedu

3 IUTOnline
hd _-n
@ Dashboard
@ Dashboard
& Pprofile
# Site home

Recently accessed courses Latest announcen
£ Calenda

Add a new topic.

- * 24 Sep, 19:5
o = » P
\ LMS Super Adm
) . “ Extension of Summer ¢
& Content bank ~ .
07.09.2020 t0 21.01.20
y = L]

245ep, 1
LMS Super Admin

TAKING ONLINE PILOT CLASSES SERIOUSLY
24 Sep, 19:52

52
raining cot acher training course

LMS training cour:

for teachers Teaching Online with LMS

S Super Admin
Mubarak
Older topics

Course overview

Timeline

# < i

Q- £~

LMS training for teachers Teaching Online with LMS

Online users

1 online user (last 5 minutes)

Figure 3: Find the image that looks like above

@ Imsiutoic-dhaka.edu,

= (§IuTonline ¢ = & @ KaziBabul fLearn\ngDEsigner):. -
@ Dashboard 2 5 e B

# Kazi Babul (Learning Designer) ® "=
# Site home =

|

Dashboard / Preferences

Preferences
= LMS instructo
User account Roles Blogs
® LMsSTeache This user's role assignments Blog preferences
Assign roles relative to this user External blogs

Preferred language Permissions Register an external blog

Forum preferences Check permissions

itor preferences
Course preferences
Calendar preferences
Security keys
Message preferences

Notification preferences

© Moodle Docs for t

Home
Get the mobile app

Copyright © 2020 - Islamic University of Technology (IUT), A Subsidiary Organ of OIC *. Al rights reserved. Designed and Developed by the Department of Technical & Vocational
i )

Figure 4: Find the image that looks like above
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Edit profile

General

@ Imsiutoic-dhaka.edu

A& @ KaziBabul (Learning De

Expand all

(7]

st 8 characters, a

at least 1 lower case let

at least 1 non

ter(s,

suchasas”, - or #

Clicktoenter text # ®

F

hange ©

Figure 5: Find the image that looks like above

= (§WUTonline ¢ -
@ Dashboard
New picture
# Site home
3 Private files
& Content ba:

= LMS instructor
= LMSTeache: Picture description
# Site administratior

Interests

Optional

Additional names

There are required fields in this form marked @

Kazi Babul (Learning Designer) 8
s e (Learning Designer) 83

Delete picture

Maximun file size: 30MB, maximum number of files: 1

= Files

You can drag and drop files here to add them.

Accepted file types:

image files to be optimised, such as badges o jpe jpeg jog pr

arning Designer)

© Moodle Docs for this page

Home
Get the mobile app

Copyright © 2020 - Islamic University of Technology (1UT), A Subsidiary Organ of OIC *. All rights reserved. Designed and Developed by the Department of Technical & Vocational
Education (TVE)

Figure 6: Find the image that looks like above
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6. Uploading a profile picture

Log in to IUT Online

Click Edit profile

Scroll down and click on User picture (to expand that section)
Next to New picture, click on the add file button

Click on Upload a file

Click on Choose File, then select picture, and click Open
Click Upload this file

Press Update profile

You can also drag and drop files to add picture

= (JIUTOnline

& ® KaziBabul (Learning Designer) §  ~
@ Dashboard Edit profile
» Expand all
# Site hom
- » General
£ Calendar =
~ User picture
APRvate ies Current picture [+ ]
3
& Content bank - m
Delete picture
7 My courses
New t (7] Maximum file size: 30MB, maximum number of files: 1
=LA ICts
. —

-~

You can drag and drop files here to add them.

Accepted file types:

mage files to be optimised, such as badges

Picture description

Kazi Babul (Learning Designer
Additional names
Interests
Optional
[ Lo

Figure 7: Find the image that looks like above
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A @ Kazi Babul (Learning Designer) g -
Delete picture

Maximum file size: 30MB, maximum number of files: 1
D] = =
™ Files
File picker

File name:

0 Server f

Acceptedfiletypes: 0 Recent files

imege s o be op
= LMSTeacher

chosen

= = % URL downloader
£ site administration FsiiCescpnon Kazi Babul (Learnir

0 Private files
» Additional names Wikimedia

#n Content bank

* Interests

» Optional

Choose licen

Al rights reserved

There are required fields in this form marked @ .

nology (IUT), A Subsidiary Organ o

d. Designed and De d by the Departme

cal & Vocational

Figure 8: Find the image that looks like above

@ Imsiutoic-dhaka.edu

= (@ IUTOnline . & @ KaziBabul (Learning Designer) 8  ~

@ Dashboa

[H.

# Site hom Delete picture

New picture %)

Maximum file

30MB, maximum number of files

3 Private files ™ files

& Content bank
= My courses
You can drag and drop files here to add them.
= LMS instructo
Accepted file types:

nised, such as badges .

Picture descriptior

Babul (Learning Designer

Additional names
Interests

Optional

There are required fields in this form marked @

© Moodle Docs for this page

Home

nobil

Copyright © 2020 - Istamic University of Technology (IUT), A Subsidiary Organ of OIC . All rights reserved. Designed and Developed by the Department of Technical & Vocational
Edue ve)

Figure 9: Find the image that looks like above
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7. Locate a Course (Dashboard)

You may locate a course from Dashboard.

About the Dashboard

The Dashboard is a customisable page for providing users with details of their progress and upcoming
deadlines. In the centre is the Course overview block which allows students and teachers to easily track
required activities and filter courses.

E U Dashboard X IS = =) X

< C O https//Ims.iutoic-dhaka.edu/my, Y 1= i3

For quick access, place your favorites here on the favorites bar. Manage favorites now

= g ; - - 3
= J IUTOnline  eng en) ¥ 8 o
@ Dashboard
@ Dashboard
& Profile
# Site home 8 Grades
Recently accessed courses Latest announcen
< > ® Messages
9 Calendar .
Add a new topic... # Preferences
s s 24 Sep, 19:52
Y Private files
| | LMS Super Admin ® Logout
>
S Cortertbank Extension of Summer ¢ .
* 07.092020to 21,0120 & Switch role to..
- B 24 Sep, 19:52
™= My courses Teacher trainina courses P .
Teacher training courses LMS Super Admin
" LMS training course for teachers TAKING ONLINE PILOT CLASSES SERIOUSLY
7 LMS instructor
24 Sep, 19:52

LMS Super Admin

= LM
7= LMSTeacher Eid Mubarak

Older topics ...
# Site administration Course overview
Y All (except removed from view) ~ ‘ 1% Last Summary ~ ‘ Timeline
A Teacher training courses ‘ o~ ‘ ‘ Ik~ ‘
LMS training course for teachers
Ihttps://imsiutoic-dhaka.edu/my/. | o — =

Figure 10: Courses on a dashboard
8. Course Set Up

A course is a space on an [UT Online site where teachers can add learning materials for their students. A
teacher may have more than one course and a course may include more than one teacher and more than one
group of learners.

A course can display its materials in a number of ways or 'formats', for example in weekly sections or
named topic sections. You can show all the sections at once or just reveal one at a time.

Course sections may be renamed by turning on the editing and clicking the configuration icon underneath
the section name. Sections may also be moved by drag and drop and sections added or removed by clicking
the + or - underneath the bottom section.

You can also add elements, known as 'blocks', to the right, left or both sides of your central learning area,
depending on your theme.
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[@’ l’.TDNLINE Teacher User Manual

& Imsiutoic-dhaka.edu

~ 2 i . .
= (§Tonline - ) 2
Announcements
7 LMSTeacher .
¥ Course noticeboard [
& Par s nportant Dates &
Course FAQ &
BG
Introduce yourself! I
eneral How this course works &
Recent activity
ation Fro &
Activity since Saturday, 27 February 2021
Hidden from students 1015 AM
wlll LMS survey & Full report of recent activity...
No recent activity
ACTIVITIES . o
(Week 1) Getting Started with LMS as Instructor
) (Week 3) \ v torial and tasks = Upcoming events
rade:
m There are no upcoming events
) Topic 4 Go to calend:
O Topic4 15 setting up your course [ ot encer:
~
Activities
Hidden from students.
# Site hom = A
i €| Feedback at the end of your first week & Assignments
Choices
£ Calendar Any questions about Week 17 1 Feedback
o 5 What is your previous experience with LMS system (Moodle/ MOOC)? & Forums
) Private file: Glossaries
I8 engineering demo & ¥ Quizzes
o Content bank P
Describe an online Learning Ethics &
Surveys
= My courses - . < & Wikis
In Not more than 300 words, describe you take for what an Online leaming should be like in 1UT?
% Workshops
2 IS instructor

Figure 11: Example of an IUT Online course with a Navigation block and Administration block

9. Course Enrolment

Before a learner can access your course, they must first be authenticated on the site and that is the
responsibility of the site administrator. There are several enrolment methods available to a teacher, depends
on the site administrator.

e The admin might enroll students into course automatically, or
e The teacher might be able to let students enroll themselves.

Depending on the theme used, this can be done either by clicking

e The gear menu in the nav drawer link Participants, or
e By clicking Enrolled users from the Users link in the Course administration block.

This is the Manual enrolment method. Other options can be seen in the Enrolment methods link and
include Self enrolment and Guest access.
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rE {  Enrolment methods x  + - (=] X

Restore Down|
& C ) https://Ims.iutoic-dhaka.edu/enrol/instances.php?id=11 78 1= g .-

For quick access, place your favorites here on the favorites bar. Manage favorites now

= \; IUTOnline English (en) ~ E ® Kazi Babul (Learning Designer) e -

= LMSTeacher

LMS training course for teachers

& Participants

Dashboard / My courses / LMSTeacher / Users / Enrolment methods
™ Competencies

& Grades
© General Enrolment methods
O (Week 1) Getting
Started with LMS as Name Users Up/Down Edit
Instructor
Manual enrolments 13 £ 2 0 @ &+ &
03 (Week 2) GETTING
INVOLVED WITH LMS Guest access 0 1~ ¥ u
ACTIVITIES
Self enrolment (Student) 0 1+ o @ &

O (Week 3) Making

Grades Add method = Choose... $
O Topic 4
_ — - I -

Figure 12: Enrolment methods

Direction: Log in your account > Click on a course > Click on Participants; (from the gear menu in the nav
drawer) > From Course Administration block, click Settings Menu then Enrolment methods.

Note: Guests can only view the course and its resources, they cannot participate in any activities. An enrolment key
may be set if Self enrolment is enabled so that only students with the key can enter. The screencast Enrolling
learners gives more information on course enrolment. If your course looks different, watch this earlier screencast
on Enrolling learners.

10. Grading

Every course has its own Gradebook which can record scores from

Assignments;

Quizzes;

Peer assessment workshops;
'branching' lessons;
SCORM activities, and;
LTI learning resources.

Other activities such as forums, databases and glossaries can have ratings enabled which will also then be
reflected in the gradebook. Grade items can be manually created from Course administration > Grades >
Set up > Categories and items and it is also possible to import and export grades.
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© U Grades: Setup X = — g X
& G (O httpsy//Ims.iutoic-dhaka.edu/grade/edit/tree/index.php?id=11 8 1= i3
= (@ IUTOnline English (en) ~ f » ; -

= LMSTeacher

LMS training course for teachers: Setup: Gradebook
setup

& Participants

™ Competencies

Dashboard / My courses / LMSTeacher / Grades / Grade administration / Setup / Gradebook setup

O General
£ (Week 1) Getting Gradebook setup
Started with LMS as
| X View Setup Scales Outcomes Letters Import Export
nstructor
O (Week 2) GETTING Gradebook setup Course grade settings Preferences: Grader report
INVOLVED WITH LMS
ACTIVITIES
Name Weights© Max grade Actions
3 (Week 3) Making
Grades B8 LMS training course for teachers o Edit ¥
LIETopicct 1 & Week 1 quiz 0 7.407 10.00 Edit ~
@ Dachi, - =
Figure 13: Gradebook setup
© U Grades: View X | U LMSTeacher Activity report X | @ Grades: Export X = a X
& (@] & https://Ims.iutoic-dhaka.edu/grade/report/grader/index.php?id=167 s v < 4
0 ; - - 9
= [ IUTOnline  english (en) ~ f » &
= TVE 4203
‘ Grader report
& Participants View Setup Scales Outcomes Letters Import Export
™ Competencies . X . .
Grader report Grade history Outcomes report Overview report Single view User report
ici
All participants: 40/40
& General FirStnameABCDEFGH|JKLM NOPQRSTUVWXYZ
O QUIZES & EXAMS SUI’nameABCDEFGHIJKLM NOPQRSTUVWXY?Z
O ASSIGNMENTS
O Topic 1: Concepts of
. First name / Surname * ID number  Email address Phone Department
Educational
Psychology Ismaila Sanyang . . R . .
. B ¢ 180032101 ismailasanyang@iut-dhaka.edu Department of Technical and Vocational
180032101
O Topic 2: Aims and
Roles of Educational ‘?. Abu Sayed 180032102 @B ¢ 180032102 abusayed2@iut-dhaka.edu Department of Technical and Vocational
Psychology
baboucarr a bojang ) . .
B ¢ 180032103 baboucarr@iut-dhaka.edu Department of Technical and Vocational
O Topic 3: Determine < -
b >

Figure 14: Grader report
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11. Tracking Progress

If Activity completion tracking has been enabled for the site and in Course administration > Edit settings,
you can then set completion conditions in activity settings. A checkbox will appear next to the activity and
a student may either be allowed to tick it manually, or a tick will display once criteria for that particular
activity have been met. This feature can be combined with Course completion so that when certain activities
have been completed and/or grades obtained, the course itself is marked complete. Badges can also be
issued, manually or based on completion criteria to act as a motivator and record of course progress.

B | Course:LMS training course for - X | = X
& C 3 https://Ims.iutoic-dhaka.edu/course/view.php?id=11 v = $

‘4

= \;{IUTOnIine English (en

"= Announcements

7 LMSTeacher W=J Course noticeboard ]

% Participants Important Dates =
‘

™ Competencies
| Course FAQ &

88 Grades .
W= Introduce yourself! W o
oy ! Recent activity

O General | How this course works ]

Activity since Wednesday, 14 April 2021, 1:12
Promotion Application From ~ AM

; ) Getti
O (Week 1) Getting Full report of recent activity...

Started with LMS as

Instructor ol LM survey = No recent activity

0 (Week 2) GETTING
INVOLVED WITH LMS

ACTIVITIES (Week 1) Getting Started with LMS as Upcoming events
|nStruct0r There are no upcoming events

O (Week 3) Making
(Week 3) Making Go to calendar...

Grades

Week 1 tutorial and tasks &
0 Topic4 - U
- Activities
L[ Setting up your course ~

M Dochhoard =Y

Figure 15: Completion box - Student view

12. Restricting Access

A course can be set to display everything to everyone all the time, or it can be very restrictive, displaying
certain items at certain times, to certain groups or based on performance in previous tasks. Course items
and sections may be manually hidden using the 'hide' icon when the editing is turned on. If Restrict
access has been enabled by the administrator then a Restrict access section will display in each course
activity and resource, allowing you to choose how and when this item will be revealed, and whether to hide
it completely or show it greyed out with the conditions for access.
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© @ Grades: View X | @ LMSTeacher: Activity report X | @ Grades: Export x| = o X
& © &  https://Ims.iutoic-dhaka.edu/grade/report/grader/index.php?id=1¢ s 1= S
) . -
= 5 IUTOnline - F » -
b4 -

Add restriction

= TVE 4203

& Participants Activity completion

™ Competencies
Pre t acce ntil (or from pecified
event access until (O O a speciiied

Date
B8 Grades date and time

Require students to achieve a specified

O General Grade
grade
0 QUIZES & EXAMS X ,
Allow only students who belong to a
Group 7y v
0 ASSIGNMENTS specified group, or all groups
. . . ntrol access based on fields within th
O Topic 1: Concepts of User profile access base “ ¢
Educational dent’s profile nt
Psychology . .
) set of nested restrictions to apply ient of Technical and Vocational

Restriction set

O Topic 2: Aims and
Roles of Educational ent of Technical and Vocational
Psychology ' Cancel

ient of Technical and Vocational

O Topic 3: Determine -

Figure 16: Options for restricting access

13. Courses

Courses are the spaces on IUT Online where teachers add learning materials and activities for their students.
Courses may be created by admins, course creators or managers. Teachers can then add the content and re-
organise them according to their own needs. The links below the image will provide more information about
creating, organising and managing courses.

B U Courseandcategory managem: X | & LMSTeacher: Activity report X | © Grades: Export x - 8 X
<5 (@] & https://Ims.iutoic-dhaka.edu/course/management.php W = $

= (§IUTonline  english (en) - ’ e 2 -
@ Dashboard I UTO I'

A Site home

Dashboard / Site administration / Courses / Manage courses and categories / Faculty of Engineering and Technology

9 Calendar

O Private files

o Content bank Cou rse and Category management Viewing: Course categories and courses ~

IS My coursss Course categories Faculty of Engineering and

= LMS instructor TeChnOIOQy

™= LMSTeacher

+ Faculty of Engineering and Technology Sort courses ¥
4 Site administration FET @ Y- o= Per page: All ¥
+ Faculty of Science & Technical Education No courses in this category
FSTE @ &%~ 0= Meve N
selecte
ICT Center d
ICT @ A+ Vo~ o= course
B s to... j

Figure 17: Creating course & course category
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14. Adding a Course

By default, a regular teacher can't add a new course. To add a new course to IUT Online, you need to have
either Administrator, Course Creator or Manager rights. To add a course: From the Site administration link,
click Courses > Manage courses and categories.

Course and category management

Course categories Miscellaneous

24001 1UD CANGONEE OF SAMCINT CANpINeS

Move selected Catepones 0

Figure 18: Adding courses

Click New course in the category page on the right. Click on the category where you want your course to
be. For more information see Course categories Click the "New course" link Enter the course settings, and
then choose either to "Save and return” to go back to your course, or "Save and display" to go to the next
screen.

Save and return Save and display Cancel

On the next screen, if you have chosen "Save and display", choose your students/teachers to assign to the
course.

15. Deleting a Course

Teachers cannot delete courses. Managers can delete courses and course creators can delete courses they
have created themselves, but only within 24 hours of creating the course. This is so that courses created by
mistake may be deleted without needing to ask an administrator. Administrators can always delete courses.
To delete a course (as an admin or manager):

e From the Site administration link, click Courses > Manage courses and categories
o  Click the course's category and click the course in the screen on the right.
e  (lick the Delete link.
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Course and category management Viewing Course categories and courses
Course categories Miscellaneous Activity examples
Create new E% | Re-sort subcategories Ex New course | Re-sort courses % | Per page: 20 &% View | Edit | Enrolied users | Delete | Hide | Backup | Restore
Full Activity examples
O Miscellaneous [J Activity examples
[J Course Fullname 101 name
Re-sort sub categories of selected categories Short Activity examples

[0 Meta link course
Choose vl Go

Figure 19: Deleting a course

You can delete multiple courses by:
e C(Creating a new (temporary) category. You can name it "To be deleted".
e Select and move the "About to be deleted" courses to that category ("To be deleted").
e Delete the category ("To be deleted") and choose "Delete ALL - cannot 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 of the course from http://yourmoodlesite.net/course/view.php?id=N to
http://yourmoodlesite.net/course/delete.php?id=N (replacing 'view' with 'delete").

16. Sorting Courses
Courses may be sorted by an admin or manager from Administration > Site administration > Courses >
Manage courses and categories. Courses may be sorted by ascending/descending and by time created.

me ascending v
M ) J"]
Y jescending

Don't sor

Figure 20: Deleting a course
17. Bulk Course Creation
For full details on how to bulk create courses and use course templates, see Upload courses.
o Go to Administration > Site Administration > Courses > Upload courses.
e Upload a CSV file either by dragging and dropping or using the button to select from the File
picker.

e Select your import options and click Preview. If the settings are acceptable, click Upload.

Learning Management System of [UT
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18. Upload Courses
In addition to creating new courses, the upload courses functionality may also be used to update or delete
courses, or import content from another course. For information on using this functionality to create course
templates, see Adding a new course.
To upload one or more courses

e Go to Administration > Site administration > Courses > Restore course

e Either drag and drop the CSV file or click the 'Choose a file' button and select the file in the file

picker
e Select appropriate import options carefully, then click the preview button.

B U Cours=IUTOnline x  + - 8 X
< (@] (& https://Ims.iutoic-dhaka.edu/backup/restorefile.php?contextid=1 W v @

= [ IUTOnline  English (en) ~ f » ; -0

@ Dashboard

Restore course
# Site home
Dashboard / Site administration / Courses / Restore course

) Calendar

(3 Private files

o/ Content bank Import a backup file

7= My courses Files o (0 e TRl Maximum size for new files: 30MB
7= LMS instructor

You can drag and drop files here to add them.

7 LMSTeacher

4 Site administration

There are required fields in this form marked @ .

Course backup areae

T oo Al

Figure 21: Upload courses admin screen

P e w3 ————

- Neran © Lnm mama Fos mama 3 [N

Figure 22: Courses successfully uploaded

Note: It is also possible to use the command-line tool admin/tool/uploadcourse/cli/uploadcourse.php.
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When using the web interface, use the Preview option to see if any errors were detected in the previewed
rows. If you proceed with the upload and there was something wrong detected with a course, it will be
ignored.

19. Course Categories

Course categories organize courses for all IUT Online site participants. The default course category on a
new IUT Online site is "Miscellaneous" (although this can be renamed) A Course
creator, Administrator or Manager can put all courses in the Miscellaneous category. However, teachers
and students will find it easier to find their classes if they are organized in descriptive categories.

20. 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 entering a large number of courses, to save time in moving them later.

Adding categories is very simple:

e Go to Administration > Site administration > Courses > Add a category

e Complete the details required and click 'Create category.'

e Alternatively, you can go to Administration>Site administration>Courses>Manage courses and
categories and click the link 'Create new category'.

e Ifyouare on the category page (or you only have Manager rights at a Course Category level), click the

'Manage courses' button at the top-right of the page and then click the link 'Create new 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.

© U IUTOnline: Add newcategory X | & Edit category settings x|+ - o X
& @] 3  https://Ims.iutoic-dhaka.edu/course/editcategory.php?parent=137 8 i &
= [ IUTOnline jlish (en) ~ f» :. -
@ Dastloard [UTOnline
A Site home
Dashboard / Category: Faculty of Engineering and Technology / Add a subcategory
Calendar
O Private files
& Content bank Add new category
Parent category [ Faculty of Engineering and Technology i
= My courses
Category name o
7= LMS instructor
Category ID number [2)
7 LMSTeacher i
o . Description "
/& Site administration 1 Ay B I = E % & @ &H & ™ @ we

Figure 23: Adding a new course category
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21. Editing or Moving a Category

e You can edit the details of a course category by clicking the actions icon next to its name
in Administration>Site administration>Courses>Manage courses and categories. and selecting 'Edit'.

e You can move categories up or down by clicking the up/down arrow next to the category you wish to
move. You can bulk move categories by checking the box to the left of their name and then by selecting

from the dropdown 'Move selected categories to'

22. Adding Sub-Categories

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

e You can make one category a subcategory of another by checking the box to the left of its name and
then by selecting from the drop down menu 'Move selected categories to' You can create a new, empty
sub-category by clicking the actions icon next to its name in Administration>Site

administration>Courses>Manage courses and categories. and selecting 'Create new subcategory.'

r% | @ 1UTOnline: Administration: Searc X | @ Edit category settings X | U Courseand category managem: X | + - g X
< (@] ) https://Ims.iutoic-dhaka.edu/course/management.php? 78 1= S
= (§IUTOnline  english (en) - ' , SR
b4 RS » -
Cou rse and Category management Viewing: Course categories and courses ~
@ Dashboard
Course categories Faculty of Engineering and
A Site home
Technology
(3 Private files + Faculty of Engineering and Technology Sort courses ~
FET @ b~ = Per page: All ~
& Content bank
* Faculti/(c;fESaence &Techllca;Edvucatlo:. $ Instructional Designing
™= My courses S ® 4 o= IDTVERT #@ @ @
7= LMS instructor ICT Center

T @ 4+ VB~ o= Showing all 1 courses

Move ~
= LMSTeacher selecte '
+ Seminar and Short courses d
ortc s > =
& Site administration Shortcourses @+ ¥ ’ L course
Edit s to...

[+ -

Create new subcategory

“

Sort subcategories by Category name ascending

“»

Sort subcategories by Category name descending

“»

[https://Imsiutoic-dhaka edu/course/management pho Sort subcategories by Category ID number ascending

Figure 24: Adding a new course category
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23. Course Settings
A teacher, or other user with the update course settings capability, can change course settings
in Administration > Course administration > Edit settings.

B U Edit course settings X | U Editcategory settings X | O Edit course settings x|+ - X
< @] &  https://Ims.iutoic-dhaka.edu/course/edit.php?id=193&returnto=catmanage 8 1= e
= \;, IUTOnline English (en) ~ F » ; -
. . .
= her Courseon Instructional Designing -
Instructional
Designing

Dashboard / Courses / Faculty of Engineering and Technology / Short Course on Instructional Designing

% Participants

™ Competencies

& Grades Edit course settings

» Expand all
O General » General
bt » Description

O WEEK TWO

Course format
03 WEEK THREE

» Appearance
(3 WEEK FOUR

» Files and uploads
@ Dashboard

» Completion tracking
A Site home

-

Figure 25: Edit course settings

24. 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 date will appear in the first section of the course.

For example, selecting 27 July, will display "27 July - 2 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 will be the earliest possible date the log activity
will display. This setting will not affect courses using the 'social' or 'topics' formats.

25. Course End Date

The course end date is used for determining whether a course should be included in a user's list of courses.
When the end date is past, the course is no longer listed in the navigation block / drawer and is listed as past
in the Course overview on students' dashboards.

The course end date is also used for calculating the retention period before data is deleted. It may also be
used by a custom report e.g. reporting activity for the duration of a course.

Users can still enter the course after the end date; in other words, the date does not restrict access.
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Figure 26: Course start & end date settings

26. Course Formats

rE U Edit course settings X | O Editcategory settings X | © Edit course settings x| +
<~ C ) https://Ims.iutoic-dhaka.edu, course/edit.php?id=193&returnto=catmanage ] o=
= \; IUTOnline  English (en) ~ F »
aerieral
7= Short Course on Course full.name 0o Instructional Designing
Instructional
Designing Course short name L Short Course on Instructi
& Participants Course category e Faculty of Engineering and Technology
& C etenci e
& Competencies Course visibility (2] Show =
& Grades d
Course start date (2] 16 = April s 2021 ¢ 00 * 00+ M
O General
Course end date (2] o P s s : B Enable
O WEEK ONE
Calculate the end date from the number of sections @
O WEEK TWO
Course ID number () ID_TVE_21
O WEEK THREE
03 WEEK FOUR ~ Description
Course summary (2] .
@ Dashboard 31 A B I = E %S S @R Y w A ke

A Site home i | I . I i . . I A

A course format refers to the layout of a course. The course format can be selected in Administration >

Course administration > Edit settings.

An administrator can enable, disable or delete course formats for courses in Administration > Site
administration > Plugins > Course formats > Manage course formats. They can also change the order in

which available course formats are displayed to teachers in the course settings.

B | U Edit course settings X U Editcategory settings X | © Edit course settings T
< (@] )  https:/Ims.iutoic-dhaka.edu/course/edit.php?id=193&returnto=catmanage
= (JIUTOnline  engiish (en) ~ ’
7= Short Course on ~ Course format
Instructional
. Format e Weekly format N
Designing

Single activity format

& Participants i : Social format X
Hidden sections (2} Topics format in in collapsed form +
©& Competencies e | Weekly format
ourse layout e Show all sections on one page *

B8 Grades

» Appearance
O General PP

by
SR ORE Files and uploads
9 WEEK TWO » Completion tracking

(3 WEEK THREE GFOUPS

03 WEEK FOUR » Role renaming @
@ Dashboard ’ Tags
A Site home

Figure 27: Manage course formats screen for admins
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Standard Course Formats

(a) Weekly Format

The course is organized week by week, with each section having a date heading. Moodle will create a
section for each week of your course. You can add content, forums, quizzes, and so on in the section for
each week. The current week is highlighted.

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.

NOTE: Make sure your course start date is correct. If it is not your weeks will have the wrong date on it.

This is especially important if you are restoring a course to use with a new section of students. If you have
students starting the course at different times, you can use the feature Course relative dates to display dates

for each course section relative to the student's start date in the course.

Course: Educational Re: X

& C @ Imsiutoic-dhaka.edu
. ) i -
= [ IUTOnline  English (en) ~ F » 2 -
Week One
i
" TVE 6153 [
% Participants
™ Competencies Week TWO
& Grades B Educational research competencies for analysis and applications &~
%
O General B [Yogesh Kumar @
(] Marguerite &
O Week One
0O Week Two
Week Three
0O Week Three )
"P 5253-lecture 2 &
Eeekfoun = Educational research &
03 Week Five B 25-01-17 Shahadat 2 ]
%
-}
9 Week Six lecture 1 &
O Week Seven
= \Alaanle T X

Figure 28: Weekly format example

(b) Topics Format

The course is organised into topic sections that a teacher can give titles to. Each topic section consists of
activities, resources and labels. In new installations of Moodle, this is the default format.

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 students are building upon the
knowledge from earlier topics.
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Course: Curriculum Dev X

& (] @ Ims.iutoic-dhaka.edu,

= N ; T — » .
= [JIUTOnline  english (e f » ) 4
%=l Announcements
™ TVE6113 &/ Semester Final Examination , Winter Semester (2019-2020) ~
& Participants Program: M.Sc.TE, 1 Semester Date: 29 August 2020
- i DEPARTMENT OF TECHNICAL AND VOCATIONAL EDUCTION (TVE)
& Competencies ISLAMIC UNIVERSITY OF TECHNOLOGY (IUT), ORGANISATION OF ISLAMIC COOPERATION (OIC)
& Grades Semester Final Examination Winter Semester (2019-2020)
Course No: TVE 6113 Time: 3 hrs.
O General Course Title: Curriculum Development in TVE Full Marks: 150
0O Topic 1 There are 6 (six) questions. Answer all of them.
O Topic 2
O Topic 3
Topic 1
O Topic 4
The meaning and concept of curriculum and its importance in education;
O Topic 5
O Topic 6 .
Topic 2
L O Topic 7 Foundations or determinants of curriculum;
% A

Figure 29: Topics format example

(¢) Social Format
This format is oriented around one main forum, the social forum, which appears listed on the main page. It
is useful for situations that are more free form. They may not even be courses.

B U Course: Instructional Designing X | Edit category settings x| + - 8 X

& C ) https:/Ims.iutoic-dhaka.edu/course/vie hp?id=193 8 = :

= [ IUTOnline

7= Short Course on

— Instructional Designing o-

Designing

Dashboard / Courses / Faculty of Engineering and Technology / Short Course on Instructional Designing

& Participants

™ Competencies

B8 Grades 2
An open forum for chatting about anything you want to

@ Dashboard
Add a new discussion topic

# Site home

®  What is Instructional Design?
4 Calendar # » by Kazi Babul (Learning Designer) - Thursday, 15 April 2021, 3:17 AM
Y Private files

Instructional design is the creation of learning experiences and materials in a manner that results in the acquisition and application
of knowledge and skills. The discipline follows a system of assessing needs, designing a process, developing materials and

&/ Content bank . ) .
evaluating their effectiveness.

= My courses %  What is Instructional Design.docx

Figure 30: Social format example
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When selecting the social format, it is possible to specify how many discussions you wish to display on the
course page:

>\

Format (2) Social format v

Number of discussions () 10

The social forum can be edited by clicking the 'Update this forum' button on the social forum page. The
forum introduction is displayed at the top of the course page. Activities and resources can be added on the
side by using the Social activities block.

(d) Single Activity Format

The single activity format only has 1 section, and allows the teacher to add one activity only to the course.
When the single activity format is selected, a drop-down menu appears for the teacher to choose the activity
they wish to use. See the "See also" section below for a screencast and working example of the single
activity course format.

Course format

» Appearance

» Files and uploads

» Completion tracking
» Groups

» Role renaming

Figure 31: Selecting the Single activity format
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27. Customizing Teacher Profile
Teacher profile is available to your learners and colleagues, so it’s a good opportunity to introduce yourself,
prove that you’re a human being and not a chatbot, and earn some trust from the students.

rE] § Course: LMS training course for - X | 4 - X
< @] 3  https://Ims.iutoic-dhaka.edu/course/view.php?id=11 76 1= @
= v IUTOnline & en) ~ - L

@ Dashboard

7 LMSTeacher . .
(=== ] LMS training course for teachers

& Participants B Grades
Dashboard / My courses / LMSTeacher

) M
@ Competencies ® Messages

& Preferences

& Hide user events

& Grades ® Log out
O General Calendar
! ® Return to my normal role
General :

O (Week 1) Getting Welcome to IUTOline instructor course! Please feel free to Introduce - April 2021 -
Started with LMS as yourself! forum so we can get to know each other before you start working in the Mon Tue Wed Thu Fri Sat Sun
Instructor course. The course is in English but you're welcome to introduce yourself in your 12 3 4

own language. 5 6 7 8 9 10 m
O (Week 2) GETTING 13 14 15 16 17 18
INVOLVED WITH LMS A " 20 21 2 23 24 25
%= Announcements . =
ACTIVITIES € 26 27 28 29 30
i (] @ @ Hide site events

O (Week 3) Making @ & Hide category events
SR @ T Hide course events

0 Topic4 i% HAMIS| RAMADHA! @ 38 Hide group events

@
@

.

F igit-re 32: Customizing Teacher Profile

[httpsi//ims.iutoic-dhaka.edu/user/profile.php?id=481 4 Hide other events -

After clicking Profile in the upper right corner, you’ll get to your personal page where you can edit personal
information, add a photo, and create an introduction. Click Edit profile to do this.

9 Calendar

Dashboard / Profile

Reset page to default Customise this page

3 Private files
& Content bank

= My courses S B is a professional multimedia developer specialising in implementing interactive learning activities, delivering multimedia
materials, and building LMS courses. With multiple skills in various areas and prior experiences, he is versed in interpreting people’s ideas
and producing corresponding quality materials to enhance the learning experience. He is enthusiastic about solving problems and learning
the latest technology and media trends. Kazi Babul is motivated by his creativity and critical thinking, which keep his exploring the different
applications of graphics, media, and technology in online learning. At the same time, he highly values working efficiently in a team, fulfilling

his commitments, and challenging himself. He has passed almost 9+ years of professional experience in the field of e-learning/LMS/distance

= LMS instructor

7= LMSTeacher

(3 Private files User details Reports
# Coniert Bank Edit profile Today's logs
o
Email address All logs
= My courses kbabul@iut-dhaka.edu Outline report
Country Complete report
= LMS instructor Bangladesh Browser sessions
Grades overview
= LMSTeacher City/town
Gazipur Grade
# Site administration Department
TVE . -
Login activity
ID number First access to site
235 Monday, 25 June 2018, 2:58 PM (2 years 294 days) 4+
Web page Last access to site
[httpsi//imsiutoic-dhaka.edu/user/edi hplid=481&course=1 profile_ka.edu/faculty.php?id=18 Thursday, 15 April 2021, 4:20 AM_(now)

Figure 33: Edit teacher profile
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There, you can enter some text about yourself (or record a video introduction, if you like), place a
photo, and leave additional contact information.

E© U UTOnline: Edit profile x |+ = X
< @] 3 https://Ims.iutoic-dhaka.edu/user/editadvanced.php?id=481&course=1&returnto=profile & 1= S
= \;, IUTOnline English (en) ~ f » ; v
@& Dashboard Dashboard / Preferences / User account / Edit profile
A Site home
4 Calendar . .
Edit profile
(3 Private files » Expand all
)
& Content bank General
= My courses > User piCtU re
7 LMS instructor » Additional names
7= LMSTeacher » Interests
/& Site administration ) Optional

Update profile

There are required fields in this form marked @ .

Figure 34: Teacher profile updating

28. Adding Activities & Resources

In IUT Online language, activities are the ways students interact with a course. Quizzes, glossaries, forums,
and assignments are all generally called ‘activities.’

Resources are items that you can use to augment training. They can be documents or presentations, or even
an external web page such as a certain video from YouTube.

To add an activity or a resource, turn on the editing mode by clicking the gear icon in the upper right. When
editing is enabled, there’s a + Add an activity or resource icon after each section of a course. Click it, and
you’ll see a pop-up window with the list of all available options and their descriptions. There are 14 types
of activities and 7 types of resources.

When you have chosen which type of activity or resource you’d like to use, click Add.
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U Course: LMS training course for - X | — a §T

< > O )  https://Ims.iutoic-dhaka.edu/course/view.php?id=11&notifyeditingon=1 76 1= i3

Search Q
All Activities Resources
N 0 /,,\
Auto BigBlueButtonB
Assignment Attendance Attendance N Book Chat
DA } w 0 DA } w 0 w 0 w 0
(jp E3 R \ N
H =) s wl 1] [
Choice Database External tool Feedback File Folder
w O w O w O w O w O w O

= [} s & ==

IMS content

Forum Glossary H5P package Label Lesson

w 0 w 0 w 0 w 0 w 0 w 0

= ~ o
SCORM

Page Quiz package Survey URL Wiki

w 6 w 6 w 0 w O w 6 w 6

Figure 35: Adding activities & resources

29. Add a Quiz

Choose a section where you’d like to add a quiz, click + Add an activity or resource, and choose Quiz in
the pop-up window. After doing this, you get a quiz settings menu.

ﬁ" O Editing Quiz x [ - o QT

& C @  https://Ims.iutoic-dhaka.edu/course/modedit.php?add=quiz&type=8&course=118&section=0&return=08&sr=0 W% @

= [ IUTOnline

= LMSTeacher . .
v Adding a new Quize

& Participants » Expand all

& Competencies » General
B8 Grades 4 Tlmlng
0O (Week 1) Getting » Layout

Started with LMS as
Instructor

v

Question behaviour

O (Week 2) GETTING
INVOLVED WITH LMS
ACTIVITIES

v

Review options @

v

Appearance
0O (Week 3) Making

v

Safe Exam Browser

Grades
O Topic 4 » Extra restrictions on attempts
phttps://Ims.iutoic-dhaka. i i &course=11 02

Figure 36: Adding a new quiz
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In our example, we’ve simply put “Unit 1 Quiz”, but you can be more specific

Fill in the name of the quiz. Then you can click Save and return to course since Name is the only field
required for creating a shell for a quiz. However, feel free to explore other settings in this menu. For
example, you can set time frames for assessment or limit the number of attempts allowed.

The next step is to fill this empty quiz shell with some questions. Click Edit quiz and, in a new window,
click Add — + a new question.

In IUT Online, there are 15 types of questions you can use, such as multiple choice, matching, and drag and
drop. Choose the type you’d like to use and click Add. In a new window, you’ll need to fill out the details
of the question: its name, question text, answers, and feedback. When you’re ready, click Save changes.
Again, you’ll find yourself in a quiz editing menu where you can repeat the same sequence of action and
add as many questions as you need.

= § Course: LMS training course for - X | = = 9 X

&< > O 3 https://Ims.iutoic-dhaka.edu/course/view.php?id=11&notifyeditingon=1 8 = S

Search Q
All Activities Resources
N (¢ = O
Auto BigBlueButtonB
Assignment Attendance Attendance N Book Chat
w O w O w O w O w O w O
H (=) ) N mea
? = & T 5 ~
Choice Database External tool Feedback File Folder
w 0 w 0 w0 w 0 w 0 w 0
(=) [} - (m)
= A L & &=
IMS content
Forum Glossary H5P package Label Lesson
w0 DA } w 0 w 0 w0 PAGN: }
L V‘ 1= LLD “ 1 l{!}@
SCORM
Page Quiz package Survey URL Wiki
w 0 w0 w 0 w 0 w 0

Figure 37: Adding quiz
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'E @ Course: LMS training course for . X | oI - o X
<« C @ httpsy//Ims.iutoic-dhaka.edu/cour ew.php?id=11#sectior e 1= s
= (g IUTOnline ¢ - ’ | I
¥ » -
+ Add an activity or resource
7 LMSTeacher Logged in user L g
8 Participants + (Week 2) GETTING INVOLVED WITH LMS et ~ ” Kazi Babul (Learning
& Competencies
+ Week 2 tutorial and tasks ¢ Edit ¥ ] Suntry
88 Grades = i - e
4 |© How can I help my learners learn? & Bt~ [ Baaiean
() Genera + I* How can | help my learners learn? Edit ~ &
(copy) #
O (Week 1) Getting 8 ) . - o i .
i + 3 Terms used in teaching glossary ¢" Edit ] Online users o~
{asiuctor + IR My home Town workshop & Edit~ & & 1 online user (last 5 minutes)
e — W Be a good Teacher with WIKI & it & & A Kazi Babul (Learning Designer) @
O (Week 2) GETTING
INVOLVED WITH LMS + W/ Week2quiz Editv & &
ACTIVITIES
+ <> Exam Settings & Edit ~ &
+ Add an activity or resource
O Topic 4 +
+ (Week 3) Making Grades » Edit ~
_ V—— - e

Figure 38: Adding quiz on your course

30. Add an Assignment

Creating assignments is a feature that you’ll likely use very often as a teacher. With its help, you can ask
your students to submit their homework and check how well the unit is being digested and provide feedback.
Just like with quizzes, choose the section where you’d like to add the activity, click + Add an activity or
resource, and choose Assignment in the pop-up window.

In a new window, give the assignment a name and specify what you expect your students to do in a
description field. For instance, you can ask them to watch a video and share their opinion on the topic, or
ask them to edit a text and submit an improved version, as we did in our example.

rﬁ { Editing Assignment x |+ — a X

& G ©  https:;/Ims.iutoic-dhaka.edu/course/modedit.php?a ssign&type==&course=118&section=2&return=08&sr=0 v | s
= v IUTOnline a4 ve :. g
i LMS training course for teachers
& Participants

Dashboard / My courses / LMSTeacher / (Week 2) GETTING INVOLVED WITH LMS ACTIVITIES
Adding a new Assignment to (Week 2) GETTING INVOLVED WITH LMS ACTIVITIES

@ Competencies

8 Grades

O General

Adding a new Assignment to (Week 2) GETTING INVOLVED WITH

LMS ACTIVITIESe
» General
0 (Week 2) GETTING
INVOLVED WITH Availability

LMS ACTIVITIES

» Submission types

Feedback types

O Topic 4

» Submission settings

SR

Figure 39: Adding a new assignment
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B U Editing Assignment X |+ - X
< @] )  https://Ims.iutoic-dhaka.edu/course/modedit.php?add=assign&type=&course=11&section=2&return=0&sr=0 s 1= S
= (g IUTOnline  english (en) - f o -
-
» Expand all
= LMSTeacher ~ General
Assignment name o
& Participants 9
@ Competencies Description 1 Av B | I = = % 5 B B Y ™ P ke
& Grades
O General
O (Week 1) Getting
Started with LMS as
Instructor
(Week 2) GETTING
INVOLVED WITH O Display description on course page @
LMS ACTIVITIES
Additional files (2] Maximum size for new files: 30MB
O (Week 3) Making m m
Grades
™ Files
O Topic 4
& Dachl d hd ;

Figure 40: Adding a new assignment

There are also a number of useful settings that are worth playing with. We’ll mention just a few basic ones.

31. Availability

In this section, you can set time frames for submitting assignments or set a reminder to check students’
work before a certain date for yourself.

B U Ccditing Assignment X = = X
& @] ©  https://Ims.iutoic-dhaka.edu/course/modedit.php?add=assign&type=&course=11&section=2&return=0&sr=0 6 3 S
= ) ; - ® . °
= S, IUTOnline e f e p &
Py . .
NEENISTESchies Adding a new Assignment to (Week 2) GETTING INVOLVED WITH
% Participants LMS ACTIVITIESO
» Expand all
& Competencies
» General
& Grades _ -~
~ Availability
O General -
Allow submissions from @ 15 ¢ April ¢ 20214 00% 00% [ EEnable
) Help with Allow submissions from
O (Week 1) Getting .
Started with LMS as D date o 2% April s 20214 004 00% [3 EEnable
Instructor
Cut-off date s s s ¢ ) Oenable
(Week 2) GETTING
INVOLVED WITH ;
Remind me to grade by - a a a
I — . s A ¢ 2021#  00% 00 £ @Enable
03 (Week 3) Making Always show description @
Grades Help with Always show description
T ouUBmMISsSIon es
O Topic 4 P
)
T . Feedback types -

Figure 41: Assignment availability
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32. Submission Types

In this section, you’ll need to specify in what format you expect the students to submit their work. Choose
Online text if you want them to type their responses right in Moodle, File submissions if you want them to
attach a file, or both options at the same time.

You can also specify certain formats of files and the number of words in essays for the Online text option.
Click Save and return to course when you’re done.

rﬁ { Editing Assignment X |4 = =} X

& @] @  https://Ims.iutoic-dhaka.edu/course/modedit.php?add=assign&type=8&course=11&section=2&return=08&sr=0 0

= ‘\;IUTOnIine English (en) ~ ' | I

PR Adding a new Assignment to (Week 2) GETTING INVOLVED WITH
LMS ACTIVITIESe

& Participants

» Expand all
™ Competencies » General
B Grades > Availability
© General ~ Submission types
0 (Week 1) Getting Submission types O Online text® & File submissions @
Started with LMS as T —— °
Instructor 20 =

uploaded files

(Week 2) GETTING Maximum submission size @ Site upload limit (30MB)

INVOLVED WITH

LMS ACTIVITIES Accepted file types (2} No selection
O (Week 3) Making

Grades » Feedback types
O Topic 4

» Submission settings

b & Dachhaaed

Figure 42: Submission types of assignment

r B U Course:LMS training course for - X | -+ = a X
< C 3 https:/Ims.iutoic-dhaka.edu/course/view.php?id=11#section-1 7 1= @
= [ IUTOnline  english (en) ~ f e o .
4 -
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T LMSTeacher + I: Setting up your course ¢ Edit ~ &
) . Assignments
& Participants + Week 1 quiz & Edit v & [ Cheas
¥ Feedback
™ Competencies i . . - Forums
4§ Feedback at the end of your first week Edit ¥ & [ } Glossaries
88 Grades s ' Quizzes
“+ $2J Any questions about Week 17 & Edit ¥ & Resources
O General . i Surveys
+ What is your previous experience with Edit v & 4 % Wikis)
L
?
0O (Week 1) Getting LMS system (Moodle/ MOOC)? & 2 Workshops
Started with LMS as + Ig Engineering demo & Edit ~ [
Instructor o
: + Describe an online Learning Ethics ¢ Edit ¥ & [ )
Logged in user o~
Gy’ (Week 2) GEITING In Not more than 300 words, describe you take for what an Online “
VLD WIS learning should be like in 1UT? Car Bobsl Loarmeng
ACTIVITIES -
B S 2t
0 (Week 3) Making + Add an activity or resource
Grades
0 Topic 4 4+ (Week 2) GETTING INVOLVED WITH LMS it ~ +
ACTIVITIES »

[https://imsiutoic-dhaka edu/mod/assign/viewphp2id=81

Figure 43: Submission types
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33. Managing Learners

Now, when your course is ready, it’s time to invite some learners to explore the content.

First, let’s set up the enrolment methods. Within a course, choose the Participants tab in the left menu,
then click a gear icon in the upper right and select Enrolment methods from a drop-down menu.

© | U LMSTeacher Participants X |+ - a X
&< > G O httpsy/Ims.iutoic-dhaka.edu/user/index.php?id=11 % 1= e
= J ; , S B . B
= & IUTOnline glish (e ”™ 2

= LMSTeacher

& Participants

™ Competencies

LMS training course for teachers

Dashboard / My courses / LMSTeacher / Participants

& Grades
_— - Recent activity P~
© General Participants
&+ Enrolled users Activity since Wednesday, 14 April 2021, 1:43
O (Week 1) Getting M
. A Enrolment methods N
Started with LMS as Full report of recent activity...
Instructor & Groups
Match | Any # Select Permissions Course updates:
O (Week 2) GETTING L. Added Quiz
& Check permissions . i g
INVOLVED WITH LMS " What is Instructional Design?
ACTIVITIES * Add(condition I &+ Other users

03 (Week 3) Making 13 participants found

. Upcoming events P~
Grades First name P 9
O Tonic 4 J\@l A B C D E F G H I J K L M There are no upcoming events
OpIG Go to calendar...

N(O|IP/IQIR|SIT|U[VIW|X|Y| Z

b & nachhoaaed

Figure 44: Managing participants / learners

There are three enrolment methods available:

e Manual enrolment

e Quest access

¢ Self-enrolment
By default, the only option enabled is manual enrolment. If you’d like to activate self-enrolment or guest
access, click the eye icon. If you also click the gear icon next to the eye, you’ll be able to set up some
additional settings such as enrolment duration, enrolment password, or a maximum number of users.
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Figure 45: Methods of enrolment

34. Enrolling Students on a Course

Usually, teachers don’t have to add users to the system, because the list of users is pre-loaded by an admin
or a manager. So, to enroll students on your course, choose the Participants tab in the left menu. From
there, click Enrol users in the upper right area and then, in a pop-up window, select users or groups of
users from the drop-down lists.

When you have finished, click Enrol selected users and cohorts.

U LMSTeacher: Participants - a 1%
< G ) https://Ims.iutoic-dhaka.edu/user/index.php?id=11 6 1= -
_ N i . » . 3
= [ IUTOnline f» ) 4
™= LMSTeacher L S o % f h
g
Dashboard / My courses / LMSTeacher / Participants
& Competencies
&8 Grades
e s - Recent activity K - g
© General Participants
Activity since Wednesday, 14 April 2021, 1:43
O (Week 1) Getting PM
Started with LMS as Full report of recent activity...
Instructor
Match Any ¢ || Select s [x) Course updates:
0 (Week 2) GETTING Added Quiz
INVOLVED WITH LMS What is Instructional Design?
ACTIVITIES + Add condition Clear filters Apply filters
03 (Week 3) Making 13 participants found
y Upcoming events L e
Grades First name P 9
. J\M A B C D E F G H I JKLM There are no upcoming events
O Topic 4
Go to calendar...
N OP QRSTUVWXYZ
_ S — i

Figure 46. Enrolling Students on a Course
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Figure 47: Enrollment options
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Figure 48: Enrollment of all participants
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35. Create Groups

For more convenience, you can also divide the enrolled users into groups. It’s especially useful when you
have different classes that study the same course, or there’s another teacher assigned to this course, so you
would like to split the learners.

To create a group, click on the gear icon in the upper right and select Groups from the drop-down menu.
By the way, you may have noticed that in Moodle, you have to click this gear icon like, well, all the time!
Think of it as a benefit: you’ll definitely remember where it is.

In a new window, scroll down the page and click Create group. After that, name the group, set a picture,
and enable group messaging if you like, and click Save changes.

Again, in a new window, select the group from the list and click Add/remove users from the right. You’ll
see the list of users enrolled in the course; select those who you’d like to add to the group and click Add in
the middle.

P
=  Mount Orange School L & @A .s 0

None Student (13

Figure 49: Creating groups

36. Messaging Students
In Moodle, you can communicate with your learners and colleagues, just like in WhatsApp. In the upper
ribbon, there’s a bubble icon that opens the list of your contacts.

You can send private messages to users as well as group messages, which is a very convenient feature when
you need to quickly discuss something, inform, or share an insight.
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Unit 1. A Pyramid Structure

v

Unit 2. How to Build a Pyramid Structure

Figure 50: Messaging Students

37. Set up a Gradebook

A gradebook is a Moodle feature that helps you collect scores for graded activities from your course. With
its help, you can collect and view marks and manually enter grades for offline activities.

To set up a gradebook for a course, click on the gear icon in the upper right and select Gradebook setup.
On a new page, you’ll see the full list of graded items for the course.

= r."‘rn‘m(}vaﬁqe Schoo - 4 a WA oxa I'

9

Name Weights Max grade Actions

@ Da

Figure 51: Gradebook setup for the participants
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For each item, there’s a Weights column. The bigger the number, the more important the grade for
performing this task (more on that in a minute).

For now, let’s make gradebook items look more organized and divide activities into categories. Scroll down
the page and click Add category. In the demo course we use, there are three types of graded items, so we
can create three categories for them:

e Assignment
e  Quiz
e Simulation

In your course, you can create any number of graded item types and as many categories as you need. After
clicking Add category, give each created category a name and click Save changes.
Now, move the items to their category by clicking the arrow icon on the left of the item’s name.

e :
Gradebook setup =
Name Weights Max grade Actions Select
Edit ~ | / Nor
P | ¥ Representati f Rocket and Benny 12 821 100.00 Edit ~
| Focusing on Camera style 2 564 20.00 Edit ~
| Style and form 4487 35.00 Edit ¥
1 Mise en Scéne 4487 35.00 Edit ~
. J

Figure 52: Gradebook setup

Now, when your items are organized, it’s easier to assign the weights to each category. Let’s say, we believe
Assignment to be the most important category, so we’d like to give it the largest weights. For example, it’s
50. We tick a checkbox for Assignment and enter 50.

All the other weights are automatically adjusted, so the sum is 100, but you can define weights for the rest
of the categories too — in our example, we put 30 and 20 for Quiz and Simulation correspondingly.

If you like, you can also manually define weights for each item within a category.

When everything is ready, click Save changes in the left bottom.
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Name Weights Max grade Actions Select

| & ¥ 500 ﬂ_

Assignment tota 200.00 Edit ~

Figure 53: Gradebook setup

38. Grade Learners’ Assignment

To grade assignments, you need to choose the one you’d like to begin with. You can do this in several ways,
but let’s go the most direct way and choose Grades in the left menu and then find an activity you’d like to
grade in the row and click on it.

Colobrating Cultures—

2060

Figure 54.: Grade learners’ assignment

You’ll get in the Grading summary page with two options: View all submissions or Grade.

Click View all submissions, to begin with. After doing so, you’ll see the list of all enrolled users and their
submissions (or lack thereof). For more convenience, you can assign statuses, so it’s always clear for you
which work still needs marking or review.
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Figure 55: Grade learners’ assignment
Click Grade if you’re ready to begin reviewing some students’ assignments.
The gradebook’s interface allows you to leave annotations, text comments, mark with colors, and put

various stamps as feedback. Enter the grade for the student’s submission in the right panel, change the
status, and then click Save changes to quit or Save and show next to proceed.

Jenner Larson
e ﬂ % ‘ er | I.Y 0! < . »W
. ArEc0 200@eamae o

Dus date: 29 December 201

Subevtind for grasing

La Belle France -My dream destination

Whan pou think of wine, o and el Rget corveration, whether you kvow B or not, pou'se

. Rmsat

Figure 56: Grade learners’ assignment
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39. Attendance Activity

e The Attendance activity is designed for teachers to be able to take attendance during class, and
for students to be able to view their own attendance record;

e A teacher can mark the attendance status of a student as "Present”, "Absent", "Late", or "Excused";

e The teacher adds Attendance as an activity of a course, and then sets up the sessions for which
attendance is to be tracked;

e The Attendance activity can generate reports for either the entire class or for individual students

An Attendance activity can be added to a course in the same way as any other activity:

e Turn editing on
e (lick 'Add an activity or resource’'
e Select Attendance and click Add

Course: LMS training coursefor ¢ X =+

= (G IUTOnline  englich (en) ~ ’» 2 -
O (Week 3) Making
Grades HaY f h -
LMS training course for teachers &
O Section 4 T diti
Dashboard / My courses / LMSTeacher urn editing on
@ Dashboard
A Site home
Recent activi
General Y
) Calendar e SO 5 : .
Welcome to IUTOline instructor course! Please feel free to Introduce Activity since Wednesday, 21 April 2021, 9:38
yourself! forum so we can get to know each other before you start working in the PM
O Private files course. The course is in English but you're welcome to introduce yourself in your
' own language. Full report of recent activity...
& Content bank No recent activity
%=l Announcements
= My courses = = = : [
= LMS instructor Upcoming events
There are no upcoming events
™ LMSTeacher Go to calendar...
/
4 Site administration
- — | Activities -

] [ [ L QW aamn o O

4/23/2021

Figure 57: First select turn editing on
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Figure 59: Select attendance and click add
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Figure 60: Attendance activity

40. Course Backup

Usually, the site administrator will set a schedule of automated course backups for the whole site. A teacher
can create a backup or download an existing backup for safe keeping.

To backup a course

Step 1:
e Go into the course;
o  Click on the course;
e Scroll down and you will find the Backup button, click on it;
e Initial settings - Schema settings - Confirmation and review - Perform backup - Complete
e (lick the Continue button
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Figure 62: Backup a course
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Figure 63: Backup settings

e Go into the course;

e Click the Backup from the gear menu or the Administration block;

Initial settings - Select activities, blocks, filters and other items as required then click the Next
button;

Schema settings - Select/deselect specific items to include in backup, then click the Next button;
If desired, select specific types of activity to be backed up by clicking the link 'Show type options';
Confirmation and review - Check that everything is as required;

Click the "Perform backup' button;

Complete - Click the Continue button
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Figure 64: Backup settings
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Figure 65: Backup settings
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