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Welcome to St. Peters Online!

Learning in a virtual environment can be an exgigxperience. For many persons
this may be the first time you will be taking a caiin this mode. To help you
become comfortable with the learning portal we haken the time to prepare a
tutorial. This tutorial will explain various aspscif the website and how you can
navigate it. Please take the time to read throbghnbanual before logging into
your courses.

This will help to save you time in the long run aiso help you to become more
comfortable with the various features.

While we recognize that it will be a great helpytw at the beginning, feel free to
come back to this manual throughout the duratioth@fsemester to refresh your
memory and answer whatever questions you may have.

We wish for you a successful and enriching semestgou embark on your online
programme with us.

Yours truly,
ADOJ System Administrator



Introduction to Moodle:

What is Moodle?

Moodle has two meanings:
1. An acronym for Modular Object Oriented Dynamic Ldag Environment
2. Averb - to let the mind or body wander and do sihing creative but without particular
purpose.

Other terms for the Learning Management System (LM8& Course Management System
(CMS), Virtual Learning Environment (VLE) or Virtuaearning Centre (VLC). Moodle
provides a suite of tools for creation of a cowsdb site. It helps to provide and control access
to your enrolled students.

Moodle has several features considered typicahad-Bearning platform, in addition to some
original innovations like its filtering system. Mdle can be used in many types of environments
such as in education, training and development baisthess settings.

Some typical features of Moodle are:

Assignment submission

Discussion forum

Files download

Grading

Moodle instant messages

Online calendar

Online news and announcement (College and cows§ le
Online quiz

Wiki

©ONoOkWNRE

Developers can extend Moodle's modular construdijoereating plugins for specific new
functionality. Moodle's infrastructure supports maypes of plug-ins:

activities (including word and math games)

resource types

guestion types (multiple choice, true and faldkirfithe blank, etc.)

data field types (for the database activity)

graphical themes

authentication methods (can require username asgoad accessibility)
enrolment methods

content filters



St. Peters Online

How to Login:

1. Enter the following website address to go to theP8ter's Online homepagg&petersonline-
edu.org You can then access the Virtual learning CentieZ) from the St. Peter’s Online
website. This can be done by clicking on Yheual Learning Centre button or by clicking
VLC: Lecturer/Student Login (takes you directly to the login page) $dgure 1: St. Peter’'s
Online Homepagebelow. You may also go directly to the Virtual Leisig Centre by entering
the following address in your browsers addressdipetersonline-edu.org/vic

- - o]l
The Diocese of Jamaica & the ... X_[St Peter's Online | The Virtual L... x\_+ =
€ a stpetersonline-edu.org c EV Google P ﬁ E 4+ # ﬁ v o NA| =

St. Peter's Online 0 New Edit Page  Frontier Options

P ™=

St. Peter’s Online

HomePage = News Virtual Learning Centre'", Webmail Login ~ AboutUs = ContactUs

Home
@ Edit

Welcome to 5t. Peters Online, The Diocese of Jamaica and Cayman IsMgds’ very own enline learning portal. This

site is being used currently, to pilot online delivery of gek — nce to

the Supplementary Ministry Training Programme (5 L|nk to St. Peters
programmes viz. Post Ministerial Internship, Lay Lead also use

Moodle Page

this method to deliver their respective training conte

Current Students VLC

The Bishop's Message

Recent News:

Training Director's Message

login

Calendar

® St Peters Online Workshops (6/5/2014) - In preparation for the launch of Stpetersonline on September 15, .
_ g 7 VLC: Lecturer/Student Login
2014, workshops have been scheduled for Tutors and Candidates to get acquainted with the management of
the online system. Workshops for Tutors will be held in the Boardroom at Church House on August 25 and 26 SMTP Registration Guide

between the hours of 10:00 a.m. and 2:00[ ]

Figure 1: St. Peter's Online Homepage

lecturer/student




2. Click on theLogin link at the top right hand corner of the VLC frepaige. SeéFigure
2: VLC Front Page” below.

Figure 2: VLC Front Page

3. Once you have clicked thegin link it will take you to the login page to enterwo
credentials. (SeedFigure 3: Login Pagé€ below).

Login

Username ‘

[[1 Remember username
Forgotten your username or password?

Cookies must be enabled in your browser

Some courses may allow guest access

Log in as a guest

You are not logged in.

Figure 3: Login Page




4. If this is the first time that you are
using the VLC and you have a
manual account the system will
prompt you to change the password that

you were given.
Figure 4. Change Password Page

Password Complexity:The password must have at least 8 charactemsasit1 digit(s), at least

1 lower case letter(s), at least 1 upper case(gliat least 1 non-alphanumeric character(s)



St. Peter’s Online Moodle Homepage Overview
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User
Name/Link to
profile

- Moodle
Course Blocks
> .
Categories
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Site News
> .
Section J
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Figure 5: St. Peter's Online Moodle Homepage

1.

w

User Profile Name/Link —Displays the current logged in username and clgkin the link

will allow the user to view their profile informain. The user profile is created once a user is
entered into the system. The user profile consistise user’s login credentials, first name,
last name, email address, street address etc.t@aceser successfully login they are
required to change their password and update pinefiie information.

Course Categories -Displays the list of available course categoriedtie site.

Site News -Displays the latest news posted to the site by adisers.

Moodle Blocks:items which may be added to the left or right@emtee column of any page

in Moodle. There are many different Moodle blodigt the main ones you will be seeing on
St. Peters website are as follows:



I. Calendar Block- TheCalendar block(se€'Figure 6: Calendar Block™ below)
displays the following events:

Site (event viewable in all courses - created byiadusers)

Course (event viewable only to course membersatedeby lecturers)
Groups (event viewable only by members of a grocygated by lecturers)
User (personal event a student user can creagsvabie only by the user)

PowpbdPE

Figure 6: Calendar Block
i Main Menu Block- TheMain Menu block (see Figure 7: Main Menu Block"

below) display resources and activities on the front pargen a course page that is
independent of any course.

Figure 7: Main Menu block

Table 1: Main Menu Block links and details:

Link Details
Site news List all the available course categories.
EBSCO Host EBSCO Information Services provides a completeaptamized

research solution comprised of e-journals, e-boakd,research
databases, all combined with the most powerfuladisty service
to support your information needs and maximizerésearch
experience of your end-users.

St. Peters Online Website Link to St. Peter's Gnlifomepage




Technical Requirements

Details the required minininardware and software to
participate in our online community.

Moodle Tutorial Students

Moodle St. Peters Onliserumanual for students.

iii. Navigation Block: The Navigation block (see Figure 8: Navigation BlocK’
below) appears on every page of the site. It coatan expanding tree menu
which includes My Home, Site Pages, My Profile, &ualirses.

Figure 8: Navigation Block

Table 2: Navigation Block links and details:

Link Details

My home This takes the user directly to their peed dashboard,
sometimes known ady Moodle

Site pages This expands to show pages and res@vaiable site
wide, for example, user blogs and a calendar.

My profile This expands to allow regular users @w/edit their profile,
view their forum posts, view and add and blog estand
messages and access their private files.

Courses This expands to show courses the useraes in. An

administrator sees this link as "Courses", whichagxls to
the course categories. Once inside a course, tiok bl
expands to show each section of the course and
activities/resources which are in that section.




Moodle HTML Editor Toolbar

Moodle has a standard toolbar that serves as anlHmtdrface. The HTML toolbar editor will

be available in some areas where the user is etjtorenter text into a text-area. One such area
theHTML Editor Toolbar appears is the description text field under yerafile Editing

page. Many of the icons on the tool bar can bedaammost text editing (word processing)
programs. This page will cover some of the icordéavhich may not be as familiar to a new
user of Moodle.

/

Figure 9: HTML Editing Tools

Note: Hovering your mouse cursor over an icon will teduywhat the icon is. Clicking the

editing icons on the toolbar allows you to inseatife

a. Toolbar Toggle - Show/hide additional editing tools.

b. Predefined Text styles dropdown meniu -Dropdown menu for
predefined text styles for paragraphs, headings etc

c. Bold - Makes text bold.

d. lItalics - Makes text italic

e. Bullet - Adds bullets to the text area

f.  Numbering - Adds numbering to the text area

g. Insert/Edit Link — Make a text or phrase a web link to another pasie.




. Underline

. Unlink - Remove a link reference to a webpage.
Prevent Auto Linking - Prevents a word or phrase from becoming a
hyperlink.

Insert/Edit Image

Moodle Medig

Manage Embedded File

— see activity Insert/edit image

- audio/visual files uploaded to the LMS.

current text area

7]

- allows the managing of files embedded in the

. Undo/Reda

- The first icon is the Undo icon, used to unde [dmst

change you made within the text area. The secandigcthe redo icon, it is used to

redo the last change the undo icon removed.

. Strikethrough

- Creates a line under the highlighted text

- Strikes a line through the selected text

. Subscrip

. Superscript

Align Left

. Align Center

- Makes the selected text a subscript

- makes the selected text a superscript

- Align the selected text to the left

- Align the selected text to the center

Align Right

. Decrease Inde

Increase Inden

- Align the selected text to the right

~

- Decreases the selected paragraphs indent

- Increases the selected paragraphs indent

%



w. Select Text Colou - Change the colour of the selected text

X. Select Background Coloul: - Change the background of the selected text

y. Direction Left to Right - Text types from left to right

z. Direction Right to Left - Text types from right to left

aa.Font Family - Change the font style

bb.Font Size - Change the font size

cc. Edit HTML Source - Toggles the html source code editor
dd.Find - Search for a keyword within the text-area

ee. Find/Replace - Find a replace one word with another entereddwor

=~

ff. Insert Non-breaking Space Characte - a variant of the space character that

prevents an automatic line break

gg. Insert Special Characte - Loads a pop-up menu with a range of special
characters.
hh. Insert/Edit Table - Inserts a table into the text area with the amafi rows

and columns as selected by the user.

ii. Clean-up Messy CodE - Remove formatting from HTML source code

Jj- Remove Formatting - Remove formatting from text




kk. Paste as Plain Text - Paste text from the clipboard without any splecia

formatting

ll. Paste From Wor - Paste text from clipboard with Word formattifighe

copied text originated from word.

mm. Toggle Full Screen Mod - Toggle full screen for the text area.

Setting up Your Profile

Upon signing in you will see the following screenseeen belowFigure 10: VLC Front Pagé’

A

Figure 10: VLC Front Page

To access your profile:

Click on your name which appears in the top riglmé corner




Your Profile is where you can input informationttyau would like your lecturers and fellow
students to know about you. It is also where yaugmmto view your activity in the course
management portal and view any postings you hawkeraa well as make notes for your
different classes. Please s&&gure 11: User Profile Summary Pagébelow to see what you
profile page will look like.

v

Figure 11: User Profile Summary Page

To edit your profile:
Click on the edit profile link which appears in tlogver right hand corner unden
the Administration block e. Administration->My profile settings->Edit Profile.

The different links unde¥ly profile settings:

Edit Profile — This is where you will enter basic demographfoimation about yourself, a brief
personal description, your interests and post &plntering this information will help your lecairr
and your classmates to get to know you better.

Change password- Allows you to modify your current logging pass@ador the system.

Messaging— Allows you to configure the message settings/éar profile.

Blog — Your Blog can be used as an online journal, whnay be a requirement for some courses. In

general it is a series of chronological postingslenay you the blogger. You can allow or restrict
other persons viewing your blog entries.

Badges -are a good way of celebrating achievement and sigoprogress. Badges may be awarded

based on a variety of chosen criteria



There are two categories of badges:

+ Site badges - available to users site-wide andeeka the site wide activities, like finishing a
set of courses.

+ Course badges - available to users enrolled iedhese and related to the activities that
happen inside the course.
Edit Profile Page

The different links expands different sections vewou will enter and view your relevant information
(See Figure 12: Edit Profile Pagée below)

Links, click on them to reveal the sections to
>_ begin filling out information about yourself

—

Figure 12: Edit Profile Page

Adding a profile picture
You can also add a picture of yourself to be usegoar profile picture.

1. To add a profile picture, while on tllit User Profile page, scroll down to thdser
Picture section of the page.

2. Click on theUser Picturelink to expand the section, then click the addea f
icon.(se€'Figure 13: Adding a Profile Picture” below)

Add a file

>
Icon

Figure 13: Adding a Profile Picture



3.

/ / Browse button

TheFile picker window will appear. You must then click &fpload a Filelink if it

is not already selected. Then Click on Brewsebutton. (seeFigure 14: File
Picker” below)

Upload a file link

Figure 14: File Picker

4.

Another window will appear which will allow you tarowse for the picture file on
your computer. The picture must be in JPG or PN@ &b (i.e. the names will

usually end in .jpg or .png). Once you have fourelftle select the file and click the
open button as seen ikigure 15: Browse Window below.

Open Button

Figure 15: Browse Window



5. Once you have found and selected the file, youlvalteturned to the File picker
window. The file name will be displayed next to Bi@wse button to indicate the file
was successfully selected; you must then clicktpl®ad this file button.(See "
Figure 16: File Picker, File Successfully Selectételow)

Filename

< Upload this file
button

Figure 16: File picker, File Successfully Selected

6. You will then be returned to tHedit Profile page, the image you uploaded will be
displayed in théNewpicture window. (See Figure 17: Inserted Profile Picture'

below)

< Inserted Picture

< Update Profile
Button

Figure 17: Inserted Profile Picture

7. Click theUpdate profile button once you are finished editing your profdesave the
changes you have made.



Accessing your Course

To access the courses on the VLC you may use ampfothe following methods after logging

on:

1. Browsing through the various course categonedable within which the course falls

2. Type the name of the course in tlsearch Course$section.

Browse through the list of
Categories for your course.

Use this for searching for courses

Figure 18: Accessing your Courses

View courses you are
registered for




Course Page Overview

Upon entering your course there are two columnsooniie left and one on the right. The
column on the left is known as tl®urse Presentation Areasee”Figure 19: Course
Presentation Area and Blocks below. All the learning material such as readindanals,
websites, discussion forums, assignment links,aggcshown in this column. Simply click on the
links to access the learning materials this is wladrthe course information is located.

Figure 19: Course Presentation Area and Blocks 1 1

Left column:Course Right column:
Presentation Area Blocks

Theright column/side bar comprises @&flocks with different links:

1. Search Forums— You may be able to locate a forum by using tas.tSimply type in the
topic of the forum or a key word which was used.

2. Latest News— Here you will see any news items or special anoements posted by your
lecturer. These items will be specific to the ceutsat you are logged into.




3. Upcoming Events— Here you are able to view the upcoming eventh asadue dates for
any assignments set in the course you are loggedTio get a brief description of these
events click on the event. You may also view thee@dar for the month by clicking on the
link “Go to Calendar”.

4. Recent Activity — By clicking on this area you will be able to keefrack of where you are in
your course and how you have been participatings @&n help you to see if you have missed
any of the notes or forums posted.

The Right Column continued:

Figure 20: Main Menu and Navigation Block

1. Main Menu — Comprises of the following links:

EBSCOhost This is a link to an online database where sttglean access full academic
articles and journals. This resource may be useceearch and assist you in completing
your assignments.

News Forum this displays all the general news and announo&rencerning your
course that is updated by your lecturer.
The Other links that will be available will be deylent on the course you are in.

2. Navigation — Here you are able to view the following links:
- My Home:this link takes you back to your home page fordberse. It displays the
course overview
Site Pagesthis link has the drop down list for site blogs aadendar that is specific to
your course.
My Profile: Provides you with various links to view your prefilyour forum posts,
blogs, messages etc.



My Coursesthis link shows the courses that you are enrolbedthe participants of the
course (including your lecturer, in the course §faat are logged into at the time. You
can view each person’s profile and find out moreulthem and send them messages if
you desire) and the ‘general’ link which shows itifermation under “Main Menu”.

The centre of your page is the area that you wniéiract with most often. The diagram below

will demonstrate this, sedi

ure: 21 Course Pagé.

(At the top of the course page close to the couaseens the\

Figure 21: Course Page

. /

Navigation bar or theread crumb trail, these are aeries
of hyperlinks that track where you are in the ceutdse the
navigation bar to go back to previous pages instéarsing
the back button. The last link in the series dkditells the
current page you are on.

(At the top of this section you will see the ovewief the \

. _/

course. Here your lecturer will have a welcome mgssand
upload other pertinent material such as the CoDrgéne,
the Study Guide and any other materials that yead e
know about at the beginning of your course. Engoretake
the time to read through this information beforengany
further.

Section Headershows the label for
the section. The current week for the
course will be highlighted by a beige
fill.

Your course will be broken up into weeks. At thp tf each

week you will see the date of that week. Immedjabelow
you will find notes, power point slides, discusskoard
topics, audio-visuals, etc. that you will be reqdito interact
with. Simply click on each item to download andwie

%



Getting to know the various icons
On your system you will see the following icons floe Activities:

- Assignments:The assignment activity module enables a lectarentnmunicate tasks,
collect work and provide grades and feedback.

Students can submit any digital content (filesghsas word-processed documents,
spread sheets, images, or audio and video clipsritively, or in addition, the
assignment may require students to type text djyredb the text editor. An assignment
can also be used to remind students of ‘real-wasdignments they need to complete
offline, such as art work, and thus not require digytal content. Students can submit
work individually or as a member of a group.

- Chat: The chat activity module enables participants teehtaxt-based, real-time
synchronous discussions. The chat may be a oneatithaty or it may be repeated at the
same time each day or each week.

Chats are especially useful when the group chaisimgt able to meet face-to-face

- Choice: The choice activity module enables a lecturer toaasingle question and offer a
selection of possible responses.

- Database:The database activity module enables participantsdate, maintain and
search a collection of entries (i.e. records).

- External tool: The external tool activity module enables studémiateract with
learning resources and activities on other wels site

- Forum: The forum activity module enables participantsawehasynchronous discussions
i.e. discussions that take place over an extendadgof time.

There are several forum types, such as a standarchfwhere anyone can start a new
discussion at any time; a forum where each stuckEmpost exactly one discussion; or a
guestion and answer forum where students musipirst before being able to view other
students’ posts. A lecturer can allow files to Ha@hed to forum posts. Attached images
are displayed in the forum post.

Participants can subscribe to a forum to receivdications of new forum posts.



Forum posts can be rated by lecturers or studpety gvaluation). Ratings can be
aggregated to form a final grade which is recoriddtie Grade-book.

Forums have many uses, such as:

A social space for students to get to know eachroth

For course announcements (using a news forum witedl subscription)

For discussing course content or reading materials

For continuing online an issue raised previouslg fiace-to-face session

For lecturer-only discussions (using a hidden fgrum

A help centre where tutors and students can giveead

A one-on-one support area for private student-kectcommunications (using a
forum with separate groups and with one studengpmirp)

For extension activities, for example ‘brain teas#ér students to ponder and
suggest solutions to

- Glossary —The glossary activity module enables participdmtsreate and maintain a list
of definitions, like a dictionary, or to collect@rganise resources or information.

Glossaries have many uses, such as

- A collaborative bank of key terms

- A ‘getting to know you’ space where new students #eir name and personal details
- A ‘handy tips’ resource of best practice in a pidtsubject

- A sharing area of useful videos, images or soued fi

- A revision resource of facts to remember

- Lesson:The lesson activity module enables a lecturer twelecontent and/or practice
activities in interesting and flexible ways. A lear can use the lesson to create a linear
set of content pages or instructional activitied tiffer a variety of paths or options for
the learner. In either case, lecturers can chansetease engagement and ensure
understanding by including a variety of questiansh as multiple choice, matching and
short answer. Depending on the student’s choi@nsiver and how the lecturer develops
the lesson, students may progress to the next pagaken back to a previous page or
redirected down a different path entirely.

- Quiz: The quiz activity enables a lecturer to create zggszcomprising questions of
various types, including multiple choice, matchisigort-answer and numerical.

The lecturer can allow the quiz to be attemptedigialtimes, with the questions
shuffled or randomly selected from the questiorkb@ntime limit may be set.



Each attempt is marked automatically, with the pkoa of essay questions, and the
grade is recorded in th&rade-book

- SCORM: A SCORM package is a collection of files which peekaged according to an
agreed standard for learning objects. The SCORMigcmodule enables SCORM or
AICC packages to be uploaded as a zip file anddhtiwla course.

Content is usually displayed over several pages, mavigation between the pages.
There are various options for displaying conterd pop-up window, with a table of

contents, with navigation buttons etc. SCORM ati@isigenerally include questions,
with grades being recorded in tBeade-book.

- Survey. The survey activity module provides a numbereaified survey instruments

that have been found useful in assessing and stimgllearning in online environments.
A lecturer can use these to gather data from #tedents that will help them learn about
their class and reflect on their own teaching.

Note that these survey tools are pre-populated qutstions. Lecturers who wish to
create their own survey should use the feedbackitganodule.

- Wiki: The wiki activity module enables participants tal ashd edit a collection of web
pages. A wiki can be collaborative, with everyoeeg able to edit it, or individual,
where everyone has their own wiki which only they edit.

Wikis have many uses, such as

For group lecture notes or study guides
For members of a faculty to plan a scheme of wonkeeting agenda together
For students to collaboratively author an onlinely@reating content on a topic.

- Workshop: The workshop activity module enables the coltattreview and peer
assessment of students’ work.

Students can submit any digital content (filesghsas word-processed documents or
spread sheets and can also type text directlyaitiield using the text editor.

Submissions are assessed using a multi-criteresaisgent form defined by the lecturer.
The process of peer assessment and understandifa i can be practised in advance
with example submissions provided by the lectuagether with a reference assessment.
Students are given the opportunity to assess onmeoog of their peers’ submissions.
Submissions and reviewers may be anonymous if redjui



- Book: The book module enables a lecturer to create a-patge resource in a book-like
format, with chapters and subchapters. Books catagsomedia files as well as text and are
useful for displaying lengthy passages of informativhich can be broken down into sections.

A book may be used

To display reading material for individual modutdsstudy
As a staff departmental handbook
As a showcase portfolio of student work

- File: Depending on the file type, the image of the iitien may vary. The icon may

resemble thdicrosoft Word icon , theMicrosoft Power Pointicon or the

Adobe PDF icon_#= etc. Where possible, the file will be displayedhivi the course
interface; otherwise students will be prompteddwndload it. The file may include
supporting files, for example an HTML page may hamdedded images or Flash
objects.

Note that students need to have the appropriate/a@ on their computers in order to
open the file. A folder may be used

For a series of files on one topic, for exampletao$ past examination papers in pdf
format or a collection of image files for use indgnt projects

To provide a shared uploading space for teachetseonourse page (keeping the
folder hidden so that only teachers can see it)

- Folder: The folder module creates a repository of fieslisplay a number of related files
inside a single folder.

- IMS content package:An IMS content package is a collection of filesigthare
packaged according to an agreed standard so thdyeceeused in different systems.

- Page:A page can display text, images, sound, video, s and embedded code.

- URL: The URL module enables a lecturer to provide b iv& as a course resource.
Anything that is freely available online, such asuments or images, can be linked to;
the URL doesn’t have to be the home page of a websi




Communicating with Lecturers and Fellow Students

Even though your class will be online there areeirwhen your lecturer may choose to put you in a
group for a specific assignment or project. Inespitthe fact that you may have group membershiarot
parts of the country or in a totally different cenynyou do not need to worry. It is still possilite you to
communicate with your fellow group members.

From time to time there may be other reasons fartpacommunicate with other members of the online
community. There are different options availableewlrying to communicating with lecturers and fello
students:

Lecturers will advise you on their consultation foand how they can be contacted at that time,
though you can always send them an email at argy tim

An email can be sent from your personal email asidre
The messaging feature in the portal can also be use
Your lecturer may set up a chat room or forum f@murygroup to communicate easily.

Whatever the situation there are many ways toistéguch...so ensure you keep the communication
lines open.

Sending a message using the Moodle messaging syste

To send a message using the Moodle messagingrsygbeto theNavigation block> Current
Course>Intro(or the Short name of the cours@articipants, se€‘Figure 22: Participants Link”
below.

( Click on theParticipant link to access the list of participants
L within the course which would be lecturers andofglstudents

Figure 22: Participants Link



To message a participant, click on the name oflsired participant and this will bring up the
participants profile page, seEifjure 23: Participants Pagé below.

( In this figure the participant “Yhanic Morris” waticked so
L we will be attempting to send a message to Yharoerisl

Figure 23: Participants Page

Once you click on the name of the participant tmamary page for their profile will be loaded. Click
the linkSend a message tiegin the process to send a message. Bgaré 24: Send a Message Lirik
below.

Send a message
link, brings up the
messaging
window

Figure 24: Send a Message Link




clicking

List of (

participants to

send messages

to add to your

contact list by

clicking the <
iconor

block them by

icon
——

Once you have clicked on the lifend a messagthe Send a Message Interface page will load See
“Figure 25: Send a Message Interfatdelow. Type your message in the message arealmhdhe
Send messagbutton.

Message area, to
type the message

to be sent
Figure 25: Send a Message Interface
Send Messagéutton, click to send
the message once you have finishe
typing in the message area
Forums
TheForum module is an activity where students and lecturarsexchange ideas by posting

comments. Lecturers may choose to set a time frgithin which students must make their postings and
may also choose to grade the forums. Students mag the option to subscribe to a forum; in doing so
you will be sent email transcripts of every postima that forum.

/Standard forum for general use \

In the screen shot below, you will see the gerferaims which are basically news related to your
specific course. Below the general forums areehening forums. For these forums you will typically
see the week in which the post was created, fleeofithe forum along with the author, the numbier o
replies to the forum, and a link that shows whethrarot you are subscribed. This is an open forum
where anyone can start a n - . /

\ /
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Figure 26: Standard Forum for General Use

Figure 27: A Single Simple Discussion
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Click the Add a new discussion
topic to add a forum post

Figure 28: Each Person Posts One Discussion

Enter subject of the post

Type message here

Once you are finished editing click
the Post to forum button.

Figure 29: Posting to a Forum

%
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Figure 30: Question and Answer Forum

Replying to a forum post

To reply to a post in particular forum is quite plm Let us go over the steps:

1. Identify the forum you wish to access. In the earshot belowFigure 31: Accessing a Forum to
Post Reply the Introductions forum was selected.

Figure 31: Accessing a Forum to Post Reply
%%



2. Select the post you wish to access and pogtialog clicking on the subject of the post which
would be the links under the Discussion columne($agure 32: Clicking on Discussion
Subject Link” below)

Figure 32: Clicking on Discussion Subject Link

3. After clicking on the Discussion subject linketpage for the post will be loaded. To post a
reply click on the linkReply as seen below in screen shbigure 33: Reply Link” below.

Figure 33: Reply Link
%



4. After clicking the reply page, you will be requiremlenter a Subject for the reply as well as
the message. You may leave the Subject text bthetdefault and then enter a message in the

message text area. (Sdadure 34: Formatting Reply Pagébelow)

/ N

0

Figure 34: Formatting Reply Page

5. Once you are finished adding the message cliclPtdst to forum button. (seeFigure 35:
Post to Forum Button” below)

POSt 10 fOrum ey
button

Figure 35: Post to Forum Button
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Chat

TheChat |~ activity allows participants to have a real-tily@chronous discussion via the web. A
lecturer may set up a chat session with the edéigs, with an individual student or for a group of
students to meet online to discuss an assignmeopmar.

Accessing your Chat room se€igure 36: Link to Enter Chat Room” below:

Click here to
enter the chat
now link

Figure 36: Link to Enter Chat Room

Once you click on the link the following screenlvaippear
Press “Click here to enter the chat now” to actiesshat room

You may also use a more accessible interface biicti on the link: “use more accessible interface”

Message area,
where all the sent
messages are Column shows
displayed participants in chat

Text Box to type
messages

Sendbutton, to

send messages
Figure 37: Chat Interface
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Assignments

Each course you take will include a variety?asignments which your lecturer will use to assess
you. These assignments will be digital in naturé lbased on the specifications given by the lectuviir
be submitted by uploading it to the VLC Online phriTypical assignments include: essays, projects,
reports and so on.

As a student you should remember to always keep atectronic copy of your assignment in a safe
place and ensure that you submit your assignmentsitlin the time frame given as you will be
unable to do so afterwards.

Below are four different ways that your lecturerymaquest you to submit your assignment. You should
ensure you are clear on what is required of you.

Figure 38: Assignment Page

< - -, 4,
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Online Text

In this type of assignment the student will be resfito type directly into the portal where thetlger

can provide online comments or changes and gradasignment. The lecturer may provide settings tha
will allow the students to resubmit their work. Hewer, once it has been graded it cannot be restdamit
See Figure 39: Online Text below.

/ Assignment

'\

Assignment instructions
name

.\ (I'ext area to entQ

response to
assignment for the
>- Online Text
Assignment type

J L Y,

Once you are finished entering the text in the
text-area, click th&ave Change$utton to save
your response.

Figure 39: Online Text
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Upload a Single File

This could be a Word document, Microsoft Excel agrsheet, Adobe PDF, etc. Multiple files may be
zipped and then submitted. After you upload yolesfithe lecturer will be able to open the subroissi
and use the Moodle interface to assign a grade#edcomments as feedback. A student may submit a
file as many times as they like up until the daaliOnly the latest file is retained, and thidis one the
lecturer marks.

1. Click on theFile submissiondink from the Assignment detail page to expandgbetion. See
“Figure 40:Upload a Single Filé below

[ File Submissiondink ]

Figure 40: Upload a single file

%



2. Once you click on the File Submission link the fildection area will become visible, click on
the “Add a file” button see Figure 41: Add a File Button’ below

[ Add a file button ]

Figure 41: Add a file button

3. TheFile Picker window will load, first click on théJpload a file link if it is not already selected,
then click on thé&rowsebutton to access your computer to browse for be $iee Figure 42:
Upload a File Link” below

Click theBrowse button
to browse for the file on
your computer.

“— L

Click theUpload a file link to
bring up the browse option in th
right side of the page

Figure 42: Upload a File Link



Select the file you wish to
upload

P \ &

Click the Open button
once you have selected th
file you wish to upload

Figure 43: Selecting File for Upload

4. Once you have selected the file you wish to uptbachame of the file will be displayed next to
theBrowsebutton.Once the name of the file is displayed nexheBrowse button click the
Upload this file button to upload the file to tHéle Submissions AreaSee Figure 44: Upload
this File Button”.

Name of file to be
uploaded next to the
Browse button

Click theUpload this file
button to upload the file to
the server

Figure 44: Upload this File Button



File uploaded td-ile
Submissionsarea.

Save Changedutton, the file
will not be saved to the server
until you click the save change
button

Figure 45: Uploaded Assignment in File Submission rka

Note: The file will be discarded if you do not click tBave Changedbutton.

Advanced uploading of files

This type of assignment allows each student toaghime or more files in any format (your lecturdt w
set the limit on the size of the file that can bbmitted); allows students to type a message aldags
their submission; and allows the lecturer to remsubmission made by the student with feedback;
allows the student to resubmit the corrected/umtifile

In this example the student has already uploadediten(10 Point Assignment.docx) and is able to
upload another by clicking the “Add” button to fifsnd the file and then the “Upload this file” thai.
You must click on Save Changesin order to submit your work for grading. Sdeigure 46:
Uploading Multiple Files” below

/ Assignment already

Click theAdd a file uploaded.
button to add another
assignment

Remember to click the
Save Changedutton if
you make any changes on
the page.

Figure 46: Uploading Multiple Files




Offline Activity

This is useful when the assignment is performedidetof the portal. It could be something elsewlvere
the web or face-to-face. Students can see a d#@eorif the assignment, but can't upload files or
anything. Grading works normally, and students g&it notifications of their grades.

Quizzes

TheQuiz activity module allows the teacher to design agtdysiizzes consisting of a large variety
of Question types, including multiple choice, tfiaése, short answer and essay questions. Eachptiem
automatically marked, and the teacher can choosth&hto give feedback and/or show the correct
answers.

Each quiz/exam will have a time limit that is sgtthe lecturer. Students will be able to see akcloc
letting them know the amount of time they have teftomplete the quiz. It is extremely importardtth
students submit their answers before the time kissel. The system will not allow you to submit
answers afterwards and will therefore be awardesra grade for the quiz/exam.

Accessing your quiz/exam:

The availability of a quiz is usually representgualus icon

Once you click on Quiz icon on the Course Pagddhewing screen will appear see
“Figure 47: Starting a Quiz’ below

(CIick the Attempt quiz now \

button to begin the quiz. The
\ recommended browser to do

quizzes in is Mozilla Firefox, and
do not close the browser before
submitting the quiz

g J

% To begin the quiz/exam click on “Attempt quiz now”

Figure 47: Starting a Quiz

Note: If you are not ready to attempt the Quiz DO NOT clck the Attempt quiz now button.

%



Quiz timer,
shows how much
time is left for
quiz

Quiz Navigation, click
on a number to jump to

that question

Finish Attempt link
takes you to quiz
submission page

Next button moves on

4] 1o nextquestion in

sequence.

L
48: Sample Quiz Page

/Question/status \

display shows all the
questions you have
answered or not
answered. You can
click on number link
to go back to that

question.
- /

Return to attempt
button, click to go back
to first page of quiz

Submit all and finish

Figure 49: Submit Quiz Page button. Click to submit
the quiz attempt.




Accessing your grades

To access your grades for the courses you haverbgistered for, you may click on the link called
“Grades” which is located under the blog#ministration > Course Administration. Please view
“Figure 50: Grades Link’ below:

ﬂl’o access your grades in the \

Grade book click the following
links under the administration

block: Administration>Course

Administration>Grades.

\ _/

Figure 50: Grades Link

After clicking on the link you will the Grade-Bogdage will be loaded, sédgure 51: Grade-Book
below showing your grades for the course:

(* 61 -

5AA 9

Figure 51: Grade-Book
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Help Desk
Who Do | call for Help?

If you experience technical difficulties with thealning portal, issues logging in, or require
assistance you may call Church House at 926-82%3334, 920-2714 or send an email to
helpdesk@stpetersonline-edu.o@hurch House normal office hours are from 8:08a4m00pm
Monday through Friday.

Note: After-hours support is not available.

Glossary of Terms

A

Activities - in Moodle are educational things to do. They inelutr example: discussing a topic in a
forum, writing a journal entry, submitting an assigent, or completing a quiz etc.

Address Bar -The graphical control element address bar (alsatime bar or URL bar) shows the
current URL and accepts a typed URL that navigtitesiser to a chosen website in a web browser.

Assignments -The assignment module allows teachers to colleck 'vom students, review it and
provide feedback including grades. The work stuslsnbmit is visible only to the teacher and nahto
other students unless a group assignment is selecte

B

Block - Blocks are items which may be added to the leftght or centre column of any page in
Moodle. They may also be added to the centre oiMpélome (My Moodle) page. You can theme the
position of blocks in the centre of pages as well.

Blog -A type of website usually maintained by an indivati(Blogger) with regular entries of
commentary, description of events or other materiah as graphics or video. Entries are commonly
displayed in reverse chronological order. In one li It is a sort of online diary.

Book Module- Makes it easy to create multi-page resources withak-like format. Previously
created websites can be imported directly intadBbek module. Books can be printed entirely or
by chapter.

Breadcrumb Trail (Navigation bar) - A series of hyperlinks that keep track of wheoe ware in the
Moodle site. They allow for simplified backtrackibgtween pages that you have.

C



Calendar Block —A digital calendar that displays various eventstifier Moodle site or a
particular course.

Chat - The chat activity module allows participants to haveal-time synchronous discussion in a
Moodle course.

Choice—the teacher asks a question and specifies a cbbineltiple responses. It can be useful as a
quick poll to stimulate thinking about a topic;aftow the class to vote on a direction for the setior to
gather research consent.

Course -Courses are the spaces on Moodle where teachetsadihg materials for their students.
Courses are created by admins, course creatorarmagars. Teachers can then add the content and re-
organise them according to their own needs. The lrelow will provide more information about
creating, organising and managing courses.

Course Category €ourse categories organize courses for all Modt#eparticipants. The default
course category on a new Moodle site is "Misceliase (although this can be renamed) A Course
creator, Administrator or Manager can put all cesrim the Miscellaneous category. However, teachers
and students will find it easier to find their cdas if they are organized in descriptive categories

Course Format -Refers to the layout of a course.

Course Fullname -This is the name of the course. It is displayed Bsk on course lists on the
Front page and on My Moodle and in reports. 1i$® aised in the browser title bar when the
course is viewed.

Course Shortname Many institutions have a shorthand way of refertim@ course, such as BP102 or
COMMS. It will be used in several places whereldmg name is not appropriate, such as the Navigatio
block.

D
Database -An electronic collection of information, storedtables of data. For example,
Moodle contains a table of all users in a site.rélae many brands of database software, but
most people use MySQL.

Discussion Board-see Forum.
E

E — Learning- the use of electronic media, educational technoéogl information and communication
technologies (ICT) in education.

EBSCO Host -EBSCO Information Services provides a complete@ptanized research
solution comprised of research databases, e-bauwks-gournals—all combined with the most
powerful discovery service and management resodocgspport the information and collection



development needs of libraries and other instihgiand to maximize the search experience for
researchers and other end users.

Enrol — The process of registering a user to a course.

External Tools - The external tool enables Moodle users to intesdttt compliant learning resources
and activities on other web sites.

F
File —Resources made available to students for downtbade can bsimple files such as a
Word-processed document or slideshow (E.g. craat®ts Word, Powerpoint, or Open Office) or
complex files such as music files or videos.

File Picker - The File picker enables files to be selected ardlayed in Moodle.

Forum - The forum module is an activity where students t@adhers can exchange ideas by
posting comments. There are four basic forum tyesim posts can be graded by the teacher
or other students.

Front page-is the initial page seen by someone reaching a Mastk. It is not the home page
for a course or classroom, but rather for the wisake

G

Glossary -The glossary activity module allows participantgteate and maintain a list of definitions,
like a dictionary.

Groups - A teacher can organise users into groups withirctugse or within particular activities.

H
Hardware - is the collection of physical elements that consts a computer system.

Hyper Text Mark-up Language (HTML) is the standard mark-up language used to create web
pages.

HTML Anchor - The HTML anchorelement is used to create a link to a resourcetifen web page, a
file, etc.) or to a specific place within a web pag

Hyperlinks - A hyperlink is a word, phrase, or image that yon ckck on to jump to a new document
or a new section within the current document.

IMS Content Package 4MS is a body which helps define technical standdiod various things,
including e-learning material. The IMS Content Regikg specification makes it possible to store &sun



of material in a standard format which can be redua different systems, without having to conike
material into new formats.

J
Jpeg -is a commonly used method of lossy compressiodifgital images, particularly for those
images produced by digital photography

L
Label - A label serves as a spacer on a Moodle course fiaga be used to add text, images,
multimedia or code in between other resourceserdifferent sections.

Latest News Block -Recent posts made in the News forum are displayéuki Latest news
block, along with a link to older archived news.

Learning Management System A learning management system (LMS) is a software
application for the administration, documentatiwacking, reporting and delivery of e-learning
education courses or training programs.

Lesson -The lesson module presents a series of HTML pagtreetstudent who is usually asked to
make some sort of choice underneath the conteat are

Link - a reference in an electronic document that letsea display or activate another document
or program

Login — act of logging into a system or database.

M
Main Menu Block — Allows resources and activities to be added to the fragep

Manual Enrolment — When users are allowed to enrol themselves in eseday clicking a link in the
course administration settings.

Moodle was originally an acronym for Modular Object-OrietitDynamic Learning Environment, but
now it's just a name.

Moodle Media —Plugin that allows Moodle to add embedded med@otose.

My Profile Setting Block —Consist of links that allow user to manage thearspecific options
such as their profile etc.

N

Navigation Block —It contains an expanding tree menu which includgsHdme, Site Pages, My
Profile, and Courses. What appears in the navigdtiock depends on the role of the user, where éney
in the Moodle site, and any settings that have laggtied globally

Navigation Bar (Breadcrumb Trail) - Moodle has a navigation bar in the header (ananaliy
footer) that shows the location of the current paghin the site structure

%



P
Participants - Participants are the teachers and students whaearef a course.

Page- The page module enables a teacher to create pagebresource using the text editor. A page can
display text, images, sound, video, web links amtdedded code, such as Google maps.

Portable Network Graphics (PNG)- is a raster graphics file format that supparssless data
compression.

Presentation Area -Main area of course where course content is digplaysually is the
central column in the course.

Q
Quiz - The quiz activity enables a lecturers to createzs comprising questions of various types,
including multiple choice, matching, short-answed aumerical.

R
Resources an item that a teacher can use to support learsiray as a file or link. Moodle supports a
range of resource types which teachers can adetiodourses. In edit mode, a teacher can add res®u
via a drop down menu. Resources appear as a $imgheith an icon in front of it that representsttype
of resource.

Role —A role is a collection of permissions defined fioe twhole system that you can assign to specific
users in specific contexts.
S

Search Forum Block The Search forum block allows you to search thesmtorums for a word or
phrase. Type the word or phrase you want to finthéntext field

Section -Courses can be divided into sections to organigeurees and activities for students.
Each section can have a description and can comiamy activities and resources as the teacher
desires.

Section Header -are "Chapters in the course" that may assembleesegs.

Sharable Content Object Reference ModglSCORM) is a collection of standards and specifications

for web-based e-learning. It defines communicatioetsveen client side content and a host systeractall
the run-time environment (commonly a function dééarning management system). SCORM also defines
how content may be packaged into a transferraliefi.

Simple Weighted mean of Gradesitems are weighted based simply on their maximumtpo
value.



Site Administration Block - The site administration block is seen on the home page Mdhbele site by
administrators.

Site News -4is a special forum for general announcements.

Software -programs and applications that can be run on a atenpystem

Subscription - This is an option within forums that will generatatifications via email to users
within a course based on forum posts made withah ¢burse

Survey -The survey activity module provides a number offiegt survey instruments that have been
found useful in assessing and stimulating learivingnline environments.

U
Uniform Resources Locator (URL) is a specific character string that constitutesfarence to
a resource. In most web browsers, the URL of apege is displayed on top inside an address
bar.

Upcoming Events Block -displays future events in a summarized list.

User Profile —Displays information about the user such as endaitess, name etc.
Vv

Virtual Learning Centre - is an e-learning education system based on thetheglmodels

conventional in-person education by providing eqléat virtual access to classes, class contems, tes
homework, grades, assessments, and other extesmairces such as academic or museum website links.

W
Webpage -a single, usually hypertext document on the Worid&WVeb that can incorporate text,
graphics, sounds, etc. 2. Website

Wiki - The wiki activity module enables participants tal@hd edit a collection of web pages.

Workshop - The workshop activity module enables the collectieniew and peer assessment of
students' work.



