Moodle Simple Guideline 
A. How to login Moodle
Please go to UNVA main page/ Learning Resource/ UNVA online/ Click login
User name: first initial of first name, follow by full last name
Pwd: unvaunva1 (first time login) , and then you can change your own password

B. How to change your enrollment key 
The enrollment key is case sensitive, so that you need to sent your students exact  “wording ”. 
GO to Administration block/ click Settings
The link called Settings in the Administration Block. 
  log in to Moodle 
  go to your course homepage 
  click the Settings link in the Administration block on the left 
[image: Adminstration]
The short name and the course ID number should NOT be changed. 
You may scroll down to the bottom “availability box” : 
Enrollment Key (one-time password) - keeps unwanted people out of your site[image: enrollment Key]
More information for course setting at http://docs.moodle.org/en/Course_settings
Click save change
C. How to Insert a label
· Go to the course home page and click the Turn Editing on button in the top right. 
· Choose Insert a Label from the Add a Resource dropdown menu. 
[image: Add a resource]
· Type your cutom text 
· Click the Save button. 
Edit Settings 
· Go to the site homepage 
· Click Turn Editing on button 
· Click the Update icon next to the label 
Delete
· Go to the site homepage 
· Click Turn Editing on button 
· Click the Delete icon next to the label 
D. How to upload a file or Web site
Instructors can either display any type of electronic files or provide URLs to the outside resources. 
[bookmark: 2]Add a link to a file 
· Go to the course home page and click the Turn Editing on button in the top right. 
· Choose Link to a file or website from the Add a Resource dropdown menu. 
· Modify settings: 
· Give the link a Name (will be displayed on the course site homepage) 
· The Summary is optional - it will appear on the Resources index page only 
· Click the Choose or upload a file button. A new window will pop up with the Files area (in Administrative Block) directory structure. 
· Find the file you want to add in the files area. You can also upload a new file here if you'd like. 
· On the right side of the files list, you will see a Choose link in bold. Click that link. The Files window will close, and the path to the file will be entered into the file name. 
· Review the rest of the settings 
· Click the Save button. 
[bookmark: 3]Add a link to a website/provide the URL
· Go to the course home page and click the Turn Editing on button in the top right. 
· Choose Link to a file or website from the Add a Resource dropdown menu. 
· Modify settings: 
· Give the link a Name (will be displayed on the course site homepage) 
· The Summary is optional - it will appear on the Resources index page only 
· Type or copy/paste the URL in the Location area 
· Review the rest of the settings 
· Click the Save button. 
[bookmark: 4]Edit Settings 
· Go to the site homepage 
· Click Turn Editing on button 
· Click the Update icon () next to the page name. 
OR
· Click the name of the page. 
· Click the Update this Resource button in the top right corner. 
· Make your changes. 
· Click the Save Changes button. 
[bookmark: 5]Delete a link 
· Go to the site homepage 
· Click Turn Editing on button 
· Click the Delete icon () next to the link name. 

E. How to create an activity 
The Assignment tool allows instructors to privately collect and grade student work.
Assignments usually have a due date which is automatically added to the Calendar, and a grade which is automatically transferred into the Gradebook. 
There are five types of assignments: 
Upload a single file
This type of assignment allows each participant to upload a single file, of any type. This might be a Word processor document, or an image, a zipped web site, or anything you ask them to submit.
Once a student assignment has been graded, students may no longer upload revisions to their file.
[bookmark: add]Add 'Upload a Single File' assignment
· Click the Turn Editing on button on the course homepage 
· Go to the desired topic or week to create your assignment. 
· Click the Add an activity drop-down menu and select the kind of assignment you would like to create. 
· Choose Upload a Single File from the Add an activity drop down menu. The Assignment set up form will appear.   
· Type a name and description 
· Choose the Grade's maximum points (the standard grading scale is 1-100) 
· Select availability dates 
· Available from prevents students from submitting their assignments before this date. Assignment description still will be visible to the students. 
· Due date prevents students from submitting their assignments after this date. It will automatically appear in the calendar. 
· Prevent late submissions: 
· "No" - assignments submitted after the due date will be marked as late, but students will still be able to submit them 
· "Yes" - assignment submission will be blocked after the due date 
· Allow resubmitting: If you turn this option on, then students will be allowed to resubmit assignments after they have been graded (for you to re-grade). 
· Email alerts to teachers: If enabled, then teachers are alerted with a short email whenever students add or update an assignment submission 
· Maximum size: Decide on the maximum size of the allowed attachment 
· Group Mode: Choose the applicable group mode 
· Visible: Decide whether the link should be made visible to students or not 
Students will now see the assignment on the course homepage, and it will show up in their gradebook with the point value you have selected. When you enter grades for the assignment, they will be automatically added to the gradebook.

Add 'Turnitin' assignment
· Click the Turn Editing on button on the course homepage 
· Go to the desired topic or week to create your assignment. 
· Click the Add an activity drop-down menu and select the kind of assignment you would like to create. 
· Choose Turnitin from the Add an activity drop down menu. The Assignment set up form will appear.   
· Type a name and description 
· Choose the Grade's maximum points (the standard grading scale is 1-100) 
· Select availability dates 
· Available from prevents students from submitting their assignments before this date. Assignment description still will be visible to the students. 
· Due date (you have to set due day) prevents students from submitting their assignments after this date. It will automatically appear in the calendar. 
· Click save and display bottom
· The page will go to turnitin page
· Set post date in turnitin (put one day after due day of Moodle setting) 
· post date [image: required]
· [image: change dates]
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·  Click Submit bottom
F. Grade Report
[bookmark: access]To Create the gradebook
The first step is to create a category based on your syllabus grading requirments.
[bookmark: categories]Add a Category:
Categories make it possible to weight groups of assignments together and drop the lowest grade(s).
Access the "Categories and items" page of the gradebook: 
1. From the course page in Moodle, click Grades from the left column. 
2. In the upper left corner, click in the menu next to Categories and items--> Simple view. 
1. To add a category: 
          Click Add category at the bottom of the page.  
· Give the category a name. 
· Select an “Aggregation type” to determine how the category total is calculated: 
· 
1. Mean of grades: The sum of the percentages of the assignments divided by the number of assignments 
2. Weighted mean: Each grade (as a percentage) is multiplied by its assigned weight (see “Weighting grades” above). The grades are then added and divided by the sum of the weights. 
3. Simple weighted mean: The sum of the earned points is divided by the sum of the possible points. (In other words, the weight is determined by the number of points available in each item.) 
4. Mean of grades (with extra credit): This is no longer supported. 
5. Median of grades 
6. Smallest grade 
7. Highest grade 
8. Mode of grades 
9. Sum of grades: This is the same as the simple weighted mean. 
· Click Show Advanced on the right side of the page for more options: 
1. Aggregate non-empty grades only: If this box is checked, empty grades will be ignored in calculating grades, so that assignments that have not yet been graded will not affect the grade of the student. If the box is not checked, empty grades will be treated as zeros and will lower the grade. 
2. Aggregate including subcategories: If this box is checked and the category has a subcategory, items in the subcategory will be calculated in the category total separately rather than as part of the subcategory. 
3. Drop the lowest: If you want to drop each student’s lowest grade(s) in a given category, choose the number of grades you want dropped here. 
· Assign the category a weight. 
· Click Save changes. 
2. To add an assignment to a category: 
0. If the assignment has already been created: 
0. Find the assignment in the “Edit Categories and Items” page. 
0. Click the up and down arrows next to the assignment name.[image: moodle move item icon] 
0. Click in a dashed box between the name of the category and the next time “Category Total” appears. 
1. If the assignment has not been created, there will be a category option when you create the assignment. Choose the desired category.

For more detail information, you may login to moodle and click to
Knowing Moodle -- UNVA E-Learning Platform/ Faculty Moodle Guide/ 
Enrollment key: 1234
Or contact Carol at cwu.admin@unva.eud or 703-392-0487
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