Getting to Know Moodle
http://moodle.mtwp.net

Getting started -http://moodle.mtwp.net
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Here are general tips that will help you get started:
o Don't beafraid to experiment: Feel free to poke
around and change things.

0 Usethenavigation bar (bread crumb trail) at the
top of each page: This should help remind you where
you are and prevent getting lost.

0 Check out http://moodle.org, Moodle Features
Demo and M oodle Sandbox.

» - Login(click Login on top right) using your Novell

(Netware) name and password (ex. greingji).

Administration - Edit Profile

Profile | Editprofie | Forumposts | Blogs | Actvity reports

In Administration menu, click Cour ses, choose
TRAINING/Moodle Training for Teachers (key=train),
choose Edit Profile.

Set the E-mail (FN_LN@mtwp.net), City, Description
(building and grade or position). Y ou may |leave the other
defaults asthey are.

In the Optional section, you may want to add your picture
(resize to 100 x 100 before uploading) and school phone
number. (See Fireworks/iPhoto Topic for resizing.)

Click Update Profile when you are finished. Click

Firstname: i
Sumame: [Geiner

Email address: [jill_greiner@mtwp.net

Email display: [Allow only other course members to see my email address x|

Email activated: [This email address is enabled v/

Email format: [pretty HTML format ~|

Email digesttype: [No digest (single email per forum post) =

Forum auto-subscribe: [Yes: when post, subscribe me to that forum =]

Forum tracking: [Yes: highlight new posts for me K|

When editing text: [Use HTML editor (some browsers only) ~|

Citytown: [Lancaster

Country: [United States of America El
Timezone: [America/New_York H
Preferred language: [English ten) |
= [tem = N BIUS %< BLIBM oo
E o SEFE Bl —deve DO0OGH ¢ ©

Contl nue. Assistant Director of Information Technology
\
(Student Profile — must enter email, city and description — °
remind them about AUP and copyright on use of pictures.) e olowing foms ar optional
Current picture: ﬂ I Delete
Administration - Settings T g e e
Web page: |
ICQnumber: %
e —— — . ype :%
CIIEEEEE - InMTSD- Overview of my cour ses, iy
Turn editing on . . .

Asotings ’ find your course and click on it. g —

IEdit profile i =

et i - If you NEED a new course: Click on Daumber [ (ormeteacnerony

48 Phone 1: [717-560-3117 _ (for the teacher onl

Sy Crous Courses at http://moodle.mtwp.net, e

ey Scroll to Bottom, Click Add a new Adress: [ (o meteacheronly)

. . . Update profile
0 el cour se. Continue with Settings.
’éa;?c“;:i”"g + Under the Administration block on your course home page, click on Settings.
2 Grades . . . . . . .

Gries (Note that thislink and the whole Administration section is only available to you

HiHej
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and the site administrator. Students will not see these links).

o

0]
(0]

Choose Category and SubCategory (ex. Middle School / MS_Math. Do not leave in Converted).
Full Name - Rename the course to indicate school _course_your name (ex.

MS Math8_Cicioni). Add DEL ETE to the front of the name for any course you want deleted
and place in the Manheim Township School District / DELETE Folder. (Be careful - they will
be removed completely)

Change the Short name to School Cour sel nitials (ex. M S8Mathsc)

Enter the Summary, Start date, Enrollment key and whether it is open to students. (Suggestion:
Leave it open but add an enrollment key. Give this key to your students.)

Enter the number of topics - defaults to 10 but may need to be more.

Change the Upload File size to 2Mb — you can change later, if necessary.

The cour se format that you choose will decide the basic layout of your course, like atemplate.
Moodle has three formats. - The weekly and topics formats are very similar in structure. The main
difference isthat each box in the weekly format covers exactly one week and the dates are included,
whereas in the topic format each box can cover whatever you like. The social format is based
around just one forum that is displayed on the main page.

Weekly For mat Topics Format

MTSD

Social Format
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My Moodle

My Moodle will automatically open as you leave one course and enter another. Y ou can configure it
to appear as you want it to look using the Add Blocks. Choose Edit this Page. Then Add Blocks and
place them on the right or left as you prefer. (Y ou can exit My Moodle by\changing the URL to
http://moodle.mtwp.net from http://moodle.mtwp.net/my)

Administration - Files

Any type of file that exists can be uploaded into your course and stored on the Moodle server. While
your files are on the Moodle server you can move, rename, edit or delete them. Be sure to follow
normal naming conventions (no special characters except underline and include the 3 digit file
extensions).

NOTE: Do not use AppleWorks files since students will not have this or if they do, they will have a
newer version. You (or your students) can download Open Office at http://www.openoffice.org.

Click the Fileslink in your Administration menu.

Think about how you want to organize your folders and files. Create your new folders by clicking
on Make a Folder then entering the name of the folder. Y ou can put folders inside of folders by
following the same process.

To move afile from your computer to the

Moodle site (thisis called uploading),

first enter the folder into which you want

to place afile. To do this, click on the folder name.

Click Upload afile.

Click the Browse button, and then locate the file on your
computer. Only 1 file can be uploaded at atime.

When you have selected the file to be uploaded, a path to itslocation will be inserted in the blank
gpace. Click Upload thisfile.

MTSD 7/127/06 Page 3 of 17



Repeat this process for all files that you will be using in your course.

Y ou a'so have the option of compressing multiple files together into 1 file (thisis called zipping). A
single zipped file can contain

as many individual files asyou

like. Y ou can then upload the

zZipped file and you will be
giventheoptionto unzipitin
Moodle.

Files are listed under sub-directories. Y ou can create any number of subdirectoriesto organize
your files and move your files from one
to the other.

To move afileinto a subdirectory

o Click in the check box next to file.

0 Inthe dropdown choose Move to
another folder.

o0 Click on the destination folder and
click Movefilesto here. Moving files and changing names wi

existing links.
elete

Y ou can aso choose to Delete afile or folder from Moodle by selecting it and clicki
completely. (Be careful not to delete afile you are using anywhere in the course.)

Notes:

Uploading files viathe web is currently restricted to one file at atime unless you use the Zip files. Be
sure you name the filesin such away that you will recognize them when you need them. Be sure to
organize them in Directories (Folders).

To preview any file you have uploaded just click on its name. Y our web browser will take care of either
displaying it or downloading it to your computer.

HTML and text files can be edited in-place online. Other files will need to be edited on your local
computer and uploaded again.

If you upload afile with the same name as an existing file it will automatically be overwritten.

If your content resides out on the web then
you don't need to upload the files at al - you
can link directly to them from inside the
course.

File Manager Block

File Manager Blocks allow students and teachers
to upload files to use later (similar to the Digital
Drop Box). To upload a File you must locate it on
your computer using Browse and then choose
where you want it in your File Manager. Y ou can
create folders and link to files. Y ou can share files
with your teacher and classmates.
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Organizing your course

The areain the middle of your course (the topic/weekly outline) is what drives the delivery of your course.
Typicaly you'll devote one “box” for each subject in your course (or week if using weekly format) plus
another box for a header and general administration (syllabus, rules, policies, etc.)

/- To add or edit existing content, click

Turn editing on.. Thiswill make
visible al editing tools. Turn Student
View on to view the course asa
student.

Two parts of course material:

“— o Addaresource ——

0 Addan activity

Y ou can add resources and activities to your course by
choosing the appropriate item from the pull down menus.

UsetheHelpicon & for help with any resource or activity.

To set your courses click on the Edit icon @ located in the box you wish to modify.
Thiswill bring up the editing window.

Thetext editor (except MAC OX 9 and MAC OS X Safari) works very similar to Microsoft Word. Y ou
can change fonts, sizes, format text as bold, italics, use alignment, bullets, and change text color.

N AN

To add web and file links directly into your text use the chain link. (NOTE: Moodle requires you to type
and then select text prior to clicking on link.)

If you copy and paste from Microsoft Word into the window you should always click the “Clean Word
HTML” icon. Word does strange things on the web and this will make sure it is displayed as expected.

Create a heading for the topic

whichisin alarger font with some

formatting (bold, color, etc.). Title

isin adifferent size font to show

emphasis

Add abrief summary of the topic -

- select Save changes. It'sagood ideato keep this arearelatively short.

Therest of this packet will show you how to add various resources and activities.

From the resource pull down menu select Insert a
Label. Thiswill bring up the same editing window as
before. Type asimple one word label (such as
homework or notes) and select Save Changes. Add
another |abel.
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@ .

To indent an item click on the right arrow. (Once indented a left arrow will appear to move back

to the left).

To moveit up or down (i.e. change order) select the up/down arrow icons ( ). When you do this, you
will see every possible placeto insert the item. In this example Homework is now “missing”, but
rectangles are now shown where you can insert it. Simply click on any of the rectangles and Homework

will be reinserted there.

The deleteicon will remove the item.

To Movethe

whole Topic up or

down usethe

arrows on the right

of the Topic
screen.

The edit icon lets you edit whatever it is next to.

The open-eyeicon indicates that it is visible to students.
The closed-eyeicon indicates that it is hidden to students.
The person icon alows you to determine if thisitem will use groups.

Usethe"-" to changethe view to just thistopic. The Jump
to ... screen will appear and will list your topic headings.
Thiswill help your students navigate. Usethe "+" to
expand to al topics.

Other helpful hints about using the editor:

Hitting Enter/Return will double space text (Standard on
the WWW). To single space, hold Shift and click
Enter/Return.

When choosing your fonts, Arial and Verdana are
typically the best choices for your web page. They are the
easiest to read on a computer display and most likely to
appear on most computers.

Resour ces

Resources are the content of your course. A resource can be:
Compose atext page - to consist of links to web pages and other

files.

Compose a web page - to embed aweb page into the course which
MTSD
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can include amost anything you can designin HTML.

Link toafileor web site - to create alink that will open aweb page or afile in the same window or
another window for the student to use as he/she works in this topic. If your resource is aweb application
or other type of content able to accept parameters, you can choose to send information to your resource
such as the user's name, their email, the course they are currently in, and so on. It aso allows you to link
to any web page or other file that you have uploaded into your course files area from your own desktop
computer. Multimediafiles may be embedded within a web page. For example, MP3 files will be
displayed using a built-in streaming player, as will movie files, flash animations and so on.

Display a directory - to show awhole directory (and its
subdirectories) from your course files area. Students can then go to
one place to see and download files that the teacher has uploaded
for this course and placein afolder (directory). The directory
needs to be created prior to creating this resource.

Insert alabel - to consist of text and images that are listed among
the other activity/resource links in a topic to make the page more readable.

Building a course involves adding course activity modules to the main page in the order
that students will be using them. Y ou can change the order any time you like.

To add anew activity, simply go to the week or topic or section of the screen where you
want to add it, and select the type of activity from the popup menu.

Activity - Assignment

The assignment module in Moodle allows teachers to: create assignments that enable students to
upload files to the instructor, enter online text using normal editing tools, and provide a description of
an assignment that will be performed outside of Moodle. For example, if you are going to assign a
paper for students to compose in Microsoft Word and then have students submit that paper to you for
agrade, the assignment module is the way to go. This module type also provides a space for you to
submit written feedback to your students.

Setting the assignment features

In the Assignment name field, type the name of
the assignment.

In the Description field type the full assignment
details.

In the Grade drop-down menu, select the
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appropriate grade for this assignment.

Select the Available from feature only if you wish to make the assignment available on a
specific date.

The checkbox next to the Due date

feature is checked. Set the due date.

Thiswill set the date on the calendar

and in graded assignments. Y ou can

then choose Y es/No for Prevent late submissions. NOTE: The clock feature hereisin military
time. Therefore, you will need to select “23” for 11:00 PM.

From the Assignment type drop-down menu your choices are:

o Offline Activity — used to record grades
for online activities that don’t have an
online component. Thisis useful when
the assignment is performed outside of
Moodle. It could be something
elsewhere on the web or face-to-face. Students can see a description of the assignment, but can't
upload files or anything. Grading works normally, and students will get notifications of their
grades.

0 Online Text - Thisassignment type asks users to edit atext, using the normal editing tools.
Teachers can grade them online, and add inline comments or changes.

0 Upload and Review - This assignment type allows teachers to return an assignment to the
students.

0 Upload asinglefile - Thistype of assignment allows each participant to upload asingle
file, of any type.

Choose appropriate Group mode - Use Separate groups if you do not
want the group members to see the work of the other groups.

Choose whether you want this assignment to be immediately Visible to students (Show,
Hide). Click the Next button.

For the Upload a singlefile and
Upload and Review option:

0 For Maximum size select 50KB
(thiswill be more than enough size
to handle a two-page document).

0 IntheAllow resubmitting drop-
down menu, select “Yes or No.”

o0 Inthe Email alertsto teachersdrop-down menu, select “Yesor No.” Yeswill send an
email to the teachers every time afileis uploaded for this assignment. On Upload and
Review you can choose to email an alert to the student when the assignment is returned.
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o0 Click the Continue button.

For Offline activity option: Thisis useful when the assignment is performed outside of
Moodle. It could be something el sewhere on the web or face-to-face. Students can see a
description of the assignment, but can't upload files or anything. Grading works normally, and
students will get notifications of their grades.

For the Online text option:
0 IntheAllow resubmitting drop-down menu, select Yesto alow students to resubmit.

o Inthe Email alertsto teachersdrop-down menu, select Y esto get an email for every
submission to this assignment.

o Inthe Comment inline drop-down menu select Y es to copy the original submission into the
feedback comment field during grading, making it easier to comment inline (using a different
color, perhaps) or to edit the original text.

Assignments - Grading

To view your students' submissions, click on the submitted assignments link in the sections list:

When viewing assignment submissions, you will see atable with six headings:
First name and Surname (along with the photograph)
Grade (for the submitted assignment)

Comment (the feedback information you have written in the feedback field while grading the
assignment)

Last modified (Student) (the date of the last modification of the assignment by the student)
Last modified (Teacher) (the date of the last modification of the assignment by the teacher)

Status - you can move to the page where you grade the submitted assignment or, if it's been
graded, update the grade and/or the comment.

Above, there is an aphabetical index, which helps you narrow down the number of students
shown on one page only to those whose surname (or name) starts with the same letter. That is
particularly helpful in case of alarge number of course participants.
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With quick grading enabled you can quickly grade multiple assignments on one page. Y ou
can add feedback for your students in the box below the
comment.

Activity - Database

This activity alows participants to enter datain aform
designed by the teacher. The entries can then be sorted,
searched etc. Entries can contain text, images, and other kinds
of information.

Activity - Choice (Single Question Survey)

A choice activity alows the teacher to ask a question
and specify a choice of responses. Students can make
their choice, and the teacher will have areport screen to
seetheresults. It can be used to gather research consent
from your students, for quick polls, to check on topic
knowledge or bias or class votes.

Activity - Forum (Discussion)

Give the forum aname in Forum name text box.

Choose a Forum type. There are three different types of forum to choose from:

0 A singlesmplediscussion - isjust asingletopic, al on one page. Thisis useful for short,
focused discussions.

o Standard forum for general use
- isan open forum where any one
can start anew topic at any time.
Thisisthe best multiple topic
forum. (For example — each
student could be discussing a
different book.)

0 Each person posts onediscussion
- Each person can post exactly one
new discussion topic (everyone can
reply to them though). Thisis
useful when you want each student
to start a discussion about, say,
their reflections on the week's topic
and everyone el se responds to
these.

0 Q& A Forum-TheQ & A forum requires students to post their perspectives before
viewing other students' postings. After theinitial posting, students can view and respond
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to others postings. This feature allows equal initial posting opportunity among al
students, thus encouraging original and independent thinking.

Enter the description of the forum in the Forum introduction field.

Can a student post to thisforum? - for most forums you will want to alow students to start
new discussion topics (threads) and to post replies within those threads.

For ce everyoneto be subscribed? - If chosen everyone will be sent email copies of every
post in that forum - at least 15 minutes after the post.

Read tracking for thisforum? - controls the Forum Tracking Type. If Y es or Optional, users
can track read and unread messages in forums and discussions.

Y ou can control the Maximum attachment size or choose to use the course upload limit.

You can Allow poststo berated if you wish. You probably want to have Teachersonly can
rate posts and allow the Studentsto only seetheir own ratings.

Group Modes

The group mode can be defined at two levels:

Course level - the group mode defined at the course level is the default mode for all activities defined
within that course. Thisis determined in the course Settings.

Activity level - each activity that supports groups can also define its own grouping mode. If the
course is set to "force group mode" then the setting for each activity isignored.

There are three group modes:
No groups - There are no sub groups, everyoneis part of one big community
Separ ate groups - Each group can only see their own group, others are invisible
Visible groups - Each group worksin their own group, but can also see other groups

Groups - Administration

The Groups administration page, allows you to assign and maintain teachers and students in course groups.
To access thisfeature, click Groups from the Administration block. There are three columns:

Peoplein the course - Current
participants and number of group
assignments.

Groups- A list of groups available for
this course.

Members of selected group - When you
select a group this column will display
the members of that group

To create new groups, type the group namein
the text box and click the adjacent Add new
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group button. You can add a description to this group using the Edit group settings button.

To add a participant(s) to agroup you need to select their name in the first column (use shift or ctrl for
multiple selections), select the group you wish to add them to from the center column, and then click the
Add selected to group--> button. To remove participants from a group, select the appropriate group to view
members. Select the participants to remove and click the Remove selected member s button.

Activity - Glossary

This activity alows participants to create and maintain alist of definitions, like adictionary. The entries can
be searched or browsed in many different formats. The glossary also allows teachers to export entries from
one glossary to another (the main one) within the same course. Y ou can aso import and export a glossary to
share with another course. Finally, it is possible to automatically create links to these entries from throughout
the course. Y ou can create a Block to show a Random Glossary Entry.

Activity - Quiz

This module alows you to design and set quiz tests,
consisting of multiple choice, true-false, essay and short
answer questions, etc. These questions are kept in a
categorized database (a Quiz pool), and can be re-used within
courses and even between courses. Quizzes can allow
multiple attempts. Each attempt is automatically marked, and
the teacher can choose whether to give feedback or to show
correct answers. This module includes grading facilities. The
two major parts of aquiz are: Quiz body and Quiz pool.

Quiz body

L abel your quiz—it isagood idea
to be specific with your quiz names.

I ntroduction—yput any quiz
instructions for your students such
as. Number of Questions, Type of
Questions, Scoring, Time Limit, etc.

Select an Open the quiz date and/or
aClosethe quiz date for your quiz.

Make Option Selections such as:

0 Number of Attemptsa
student may have - Be careful
with this - do not show
responses if you are allowing
more than one attempt.

0 Adaptive mode —same
warning

0 Apply penalties—allow multiple attempts but deduct points for guesses
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0 Use Securewindow so the quiz is safer from hacking — choose “yes”.
0 Require password so you can control who takes the test and when.

Quiz pool - Categories

Choose Edit categories

Add category - Be detailed in this area so you can organize your questions.

Add Category info - describe the category.

Publish - ONLY if you want to share your questions with all other classesin MTWP Moodle
Select Quiz when you complete editing your categories.

o O O0Oo

Quiz pool - Quiz Questions

Select Create new question

0 Give each question adescription so you can find it.
o Give feedback to the students.

0 Always Save Changes.

Calculated - Create questions and answers based on a mathematical formula.
0 Great for Algebra
0 Enter question (Variables must bein curly brackets).
0 Enter formulafor answer.
0 Select number of significant figures you want in
the correct answer.
o Enter Unitsof Answers.
0 Create datasets.

Description - thisis a placeholder for additional In the next set of questions you
descriptions. Enter Question name and Description. will be required to fill in the

blanks with the appropriate
Essay Questions — Students can give paragraph accounting terms.

responses to a question.

Matching Questions

0 Enter Question to let students know what they are matching

o0 Enter Question and Answer—Must fill in at least 3 but no more than 10 and there is one matching
answer for each question. Answers appear in adrop down.

Embedded Answers (Cloze) - Questions consist of a passage of text (in Moodle format) that has
various answers embedded within it, including multiple choice, short answers and numerical answers.
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Multiple Choice Questions

0]
(0]

(0]

0]
(0]

Give Question aName
Create Question Text - You can use
HTML editor when creating text. Y ou can
insert images.
Images that are aready uploaded will
appear in dropdown menu.
Images that are not loaded can be
inserted using Image Icon in the
WY SIWY G editor.
Select whether single or multiple answers
can be selected. Multiple answers will
need scores for each right answer. Be
careful that you don't product a score
greater than 100%.
Be careful if you shuffle answers that you
do not have a choice "All of the above".
Write and Grade Response (Positive and Negative) (100% for Correct Answer)
Feedback will only be visible if you select Show Feedback in the quiz body option

Short-Answer Questions (Not an essay question)

(0]
0]
(0]
0]

Exact answer necessary

Choose whether capitalization isimportant

Fill in answers you will accept - use wildcard where necessary
Great for spelling test

Numerical Questions

0]
(0]

(0]
0]
(0]

Type the equation or insert image and show picture of equation
Enter Correct Answer (Only one answer

permitted)

Enter Accepted Error

Enter Feedback

If Multiple Units accepted, specify the unit

multiplier and the unit label in the areas.

Random short-answer matching questions

o

(0]
0]
(0]

Select Random Short-Answer Matching

Give the question aname

Select number of questions

The questions and answers are randomly drawn

from the pool of "Short Answer" questionsin the current category. Each attempt on a quiz may
therefore have different questions and answers.

Y ou must make sure that the category chosen contains enough unused short-answer questions,
otherwise the student will be shown afriendly error message. The more short-answer questions
you provide the more likely it is that students will see a new selection on each attempt.

Rendered Matching

0]
0]

MTSD

Same as Matching except there can be more answers than questions
Answers are listed in a group instead of adrop down
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True/False - Select Correct answer and feedback.

Adding questionsto your quiz

Check questions you want to add to your quiz or Select All to add all questions.
Once you add questions to aquiz it appears on the left side.
You CAN ONLY add each qu&stlon ONCE to the quiz.
Y ou can add arandomly
chosen question to the quiz.
Y ou can change order 0
guestions by pressing on
arrow keys.
You will also need to set a point value for each question (ex.
Matching questions may require more points).
- You can set the Maximum Grade to a number that represents the
scale factor for this quiz. For exampleif thisisworth 20% of al the
\ grades for this course you set it to 20.
Y ou can reorder using the reordering
tool.
Previewing Quiz —click on Preview to preview the Quiz.

A teacher would use alesson if aproject isnon-linear. Students can respond to questions and go
in different directions based on needs.

Inthe “TOPIC” areaof ADD AN ACTIVITY, click on the Drop down menu, and select
“LESSON”

Typein thelesson’s NAME or lesson number / subject / content (ex.: Module 10: Lesson 2)
Options exist for timing, availability, grading, flow control, formatting, access, etc.
Click on SAVE CHANGES

For the prompt: “What would you like to do first?’, click on ADD A QUESTION PAGE
HERE

For the PAGE TITLE, more specific descriptors may be assigned.

Lesson content / curricular material, etc. will be entered as the “PAGE CONTENTS.”
Content / lessons may be typed or pasted, and edited for style with short-cut menu icons.
Websites may be hyperlinked, images/tables/charts inserted, or internal links to other files
may be created by using theseicons. (The“Answer” and “Response” areas MAY be | eft
blank.)
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A Wiki enables documents to be authored collectively in asimple markup language using a
web browser. "Wiki wiki" means "super fast" in the Hawaiian language, and it is the speed of
creating and updating pages that is one of the defining aspects of wiki technology. Generally,
thereis no prior review before modifications are accepted, and most wikis are open to the
genera public or at least to all persons who also have access to the wiki server.

The Moodle Wiki module enables participants to work together on web pages to add, expand
and change the content. Old versions are never deleted and can be restored.

Blocks

Blocks are modules you can add to the right of your course main section. To add a block
choose it from the drop down in the Blocks screen.

Blocks— File Manager

File Manager Blocks alow usersto upload filesto use later (similar to the Digital Drop
Box). To upload aFile you must locate it on your computer using Browse and then
choose where you want it in your File Manager. Thisworks like the File M anagement
described on pages 3 and 4.

Blocks — Calendar

The Calendar block displays the following events:

Site (event viewablein all courses - created by admin users)

Course (event viewable only to course members - created by teachers)
Groups (event viewable only by members of a group - created by teachers)
User (personal event a student user can create - viewable only by the user)

Events are added to the calendar, and can be aimed at individual users, your

defined groups, or your courses. Adding closing dates to assignments, forums,

quizzes, etc. will cause them to show up in the calendar section. Y ou can view
previous or future months on Calendar by clicking the left/right arrows next to the current month’s name.
The current date is outlined. Y ou can hide or show various categories of events by clicking on the color key
below the calendar. For example, if you wanted to hide Group event dates (events assigned to learner Groups
you create), click "Group events' on the bottom of the Calendar. To show the events again, click the Group
Eventslink again.

Both the daily detail screen and the monthly detail screen have the Preferences button in the upper right. The
last two settings (‘M aximum upcoming events and 'Upcoming events look-ahead') affect how the Upcoming
Events block displays information. Y ou may change any of these settings to suit your class needs. When you
have finished any changes, click Save changes. Both the daily and monthly detail screens have the New
Event button. This allows you to manually add events for your classes.

Adding a calendar event
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Click on the month on Calendar to get an expanded month view
In Calendar view click the New Event button

On aNew Event page select the type of event

Set the event properties

Click Save Changes

Running the cour se

1. Subscribe yourself to all the forums so you keep in touch with your class activity.

2. Encourage all the studentsfill out their user profile (including photos) and read them all - this
will help provide some context to their later writings and help you to respond in ways that are
tailored to their own needs.

3. Keep notesto yourself in the private "Teacher's Forum” (under Administration). Thisis
especially useful when team teaching.

4. Usethe"Reports’ link (under Administration) to get accessto "Activity Reports' and other
logs. These provide a great way to see what any particular student has been up to in the course.

5. Respond quickly to students. Don't leave it for later - do it right away. Not only isit easy to
become overwhelmed with the volume that can be generated, but it's a crucial part of building
and maintaining a community feel in your course.
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