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Expected Practices for Designing and Teaching Online Courses
Revised: April 2013

A. The following expected practices should be used as guidelines in the development and teaching
of online courses.

1. Course introduction, syllabus, current schedule, and a personal greeting from the instructor
are available online.

2. Course and unit outcomes are clearly communicated and measurable.

3. Course grading policies are clearly stated, as are descriptions of required assignments and
tasks.

4. Course is designed for interaction between students and student-faculty.

5. Time frames for responses to communications and grading of assignments are clearly stated
and followed.

6. Course design is based on appropriate pedagogy for the media and content.

7. Continued student engagement is expected and required by course design and the
enforcement of timelines/deadlines.

8. Course design should support multiple learning styles and should exhibit high expectations
for student learning.

9. Required resources are displayed in a timely manner and provide the information to support
the student during their learning.

10. Resources should be scholarly and properly cited and permission has been received for their
use.

11. Navigation throughout the course is logical, consistent, and efficient.

12. Multiple points of contact are listed for support resources within the online learning
environment.

13. Course content and presence should be engaging and inviting for learners.

14. Course incorporates ADA standards.

15. Course incorporates principles of academic integrity including those specific to the online
environment.

B. Demonstration examples of these expected practices are available for faculty by one or both of
the following methods:
16. A course designed within the learning management environment that provides a working
model showcasing the expected practices.
17. An online reference area that displays and explains one or more samples of the various
expected practices.
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Checklist for Beginning
a Semester in Moodle

Examine your course design.
Is it logical? Is it consistent, topic to topic?

Are your course dates and times set correctly? Do they
match your syllabus?

Examine quiz settings.
Verify settings are not on adaptive mode.

Verify discussion settings.
Can students post an initial post and reply?

“Change your role” to student and work through your course.
Do resources and activities work?

Do students have proper instructions? For course content?
For Moodle?

Place course content into proper course section, if needed.

If using the grade book, is it set up correctly? Does your
grade book course total match your syllabus course total?

Once course is completed:
Back up your course and then save file to your computer.




Starting in Moodle

v’ Before beginning in Moodle — Review your documents
e Syllabus

= Update preferred communication methods

v Have a plan for your grade book
e How many points will be in your course?

e How do you mathematically calculate the grades?
v Are you using Moodle on campus, online or both?

v’ Configure the grade book. The default grade book setting is Simple Weighted
Mean of Grades. Please contact the Center for Learning & Teaching (CLT) for
someone to assist you with changing grade book configurations if that is needed.

v The Moodle Instructor Training Course is listed under My courses in Moodle. This
training course includes “How to” video tutorials on Moodle navigation, adding
activities such as forums, assignments, quizzes, grade book, and attendance.

N7

Have questions or need help? Contact the CLT at 682-7838 or the Online Course
Support Center at onlinecoursesupport.com/occc.



http://onlinecoursesupport.com/occc

Beginning Online with Moodle

v Review the methods of communication in your syllabus

e (Moodle Quickmail goes to OCCC email)

v’ Load your content into Moodle

e If using a master course — contact the faculty responsible for course for
procedures

e If using your content — upload your content

e If using textbook publisher content — check with a CLT consultant for
information regarding the correct Moodlerooms cartridge format.

v’ Set the number of folders you need in the course
v’ Set dates for access to activities
v’ Configure the grade book

e Categories (if desired)

e C(Calculation method

v Make sure you check your content and activities before you open them up to
students.



Beginning On Campus with Moodle
Set up your grade book categories (if used)

Add grade items in the grade book

e Be sure to assign them to proper category (if used)
Set calculation methods
Set up the attendance activity and sessions (if desired)
Communicate with students how Moodle is being used
Post an announcement about how Moodle is being used
Upload your syllabus in PDF format to your class

e Review communication preferences

e (Moodle Quickmail goes to OCCC email)

Some online components?

e Refer to the activity sections of this survival guide



Moodle Resources: The Basics

General Activity Completion Settings

Pages, Files and Other Resources Activity Completion Settings

The Activity Completion settings allow you to determine what actions a student can
take to mark a resource as complete. An item marked as complete will be displayed on
the course home page with a black checkmark in line with the item, and an
incomplete item will have an empty box.

4™ Chapter 1 readings This item is not marked complete. —_— L]

+ = Chapter 2 readings This item is marked complete. —_— Vv

The most common Activity Completion setting is to allow students to manually mark
items as complete on the course home page. This is the default setting. You can also

prevent the item from displaying any information regarding completion by selecting
Do not indicate activity completion.

Activity completion

Completion fracking Show activity as complete when conditions are met El
@ Do not indicate activity completion
i i Students can manually mark the activity as completed L\,
Require View |show activity as complete when conditions are met

The third option, Show activity as complete when conditions are met, allows you to
choose conditions which, when met, will mark the activity as complete on the course
home page of those students which qualify.

If you use this option, you must select criteria upon which the activity will be counted
as complete:

Activity completion

Completion fracking Students can manually mark the activity as completed ~
@

Require view |_Student must view this activity to complete it

Expect completed an 31 = January * 203 -~ WEnable

@



Require view will mark the item as complete once the student views the instruction
page. No submission is required.

The expected completed on setting is not displayed to the student — it is only
displayed in the Activity Completion report. This report can be accessed from the
Reports heading in the Administration block.

W Reports
[ Dashboard
Logs

W

Live logs

= |

Activity report

= |

Course

X Activity completion

If you have set the Activity Completion settings, this report will indicate completion
information for each student in the course for each assignment and resource using the
settings.
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Moodle Activities: The Basics

v' Discussion forums — Multiple types

Advanced Forums or Forums are available. The CLT recommends using the
Advanced Forum.

= Most faculty select the Standard forum for general use as the forum type
when setting up the forum activity.

v Assignments (Drop boxes)

File submissions — used if you want to allow students to submit one or more
files

= Recommendation: Set the maximum number of uploaded files to 2 or 3
more than anticipated to allow for student error

Require students to click the submit button — students are able to upload
drafts of the assignment before submitting their final version

= Recommendation: Do not use unless it is necessary to revert draft
versions of papers back to students within same assignment

Submission comments - allows students to provide additional information
when uploading files

Online text — provides a text editor box where students can type in text and
submit that text for the assignment

Do not select File submissions and Online Text to create a placeholder to be
used in an online class to allow a grade to be recorded in a grade book for an
assignment in which no files or text will be submitted to you via Moodle

NOTE

When adding activities — be sure to place them in the correct
Grade category.
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Add Topic | Add Resource

Advanced Forums

Settings

Add Block | Tog

Activities

=L

B,

L

§

A

q

Advanced Forum - Workshop
Assignment
Attendance
Chot

Choice

Database
Feedback

Forum

Glossary

joule Synchronous
Lesson

Gluiz

SCORM package

| Survey

Wi

Wiki

Add To

CLT 102

There are two types of discussion forums in Moodle: Forum type, and the Advanced
Forum. The Advanced Forum can be set to function exactly as the Forum type, or can
be set up to take advantage of advanced grading features and allows private
responses to students’ posts. The CLT recommends using the Advanced Forum type

when creating discussion forums.

Add a Forum Name and Description in the indicated fields. There are several options
in the Forum type menu. For a typical forum Standard forum for general use is the

General

best option for the type of forum.

11



General
Forum name* |Unit 2 Forum

Description*
P Paragraph v

In a new post, write a short limerick describing your reaction to the content in Chapter 2 of your textbook. Respond to one other post in the form of a
limerick as well |

Path: p
Display description on course page @
Display recent posts on course page @ ¢

Forum type @ | Standard forum for general use

Post options

Allow marking as substantive @
Allow post bookmarking @
Allow private replies @

Allow anonymous posting @

Display word count @

Attachments

Maximum attachment size @ | 500KB

Maximum number of attachments @ 0 v

Subscription

Subscription mode @ | Optional subscription ¥

Post Options
Set various options for posts, including the option for the instructor to flag posts they

find substantive or to reply in private to a student who made a post. If Display word
count is set to Yes, each post will display the total number of words it contains.

Attachments
The Maximum attachment size menu can be set to the desired size for attachments,
up to 500MB. If no attachments are desired within the forum this can be set to Do not

allow uploads. Maximum number of attachments determines how many files can be
attached to a single post, and if set to 0 will prevent any files from being attached.

Subscription

The Subscription mode option controls whether students and instructors can choose
to receive emails every time a post is made to the forum.

Post Threshold for Blocking

This can be set to prevent students from posting more than a set number of posts
within a set amount of time.

12



* Post thresheld for blocking
Time period for blocking @ Don't block -
Post threshold for blocking @ 0
Post threshold for warning @ 0

» Grade
Grade Type @ Rating ~
Grade @ Type Point -
Scale | BTEC
Maximurm points 20
Grading method @ | Simple direct grading
* Ratings

Roles with permission to rate @ Manager, Teacher, Non-editing teacher, Master Course Owner
Aggregate type @ No ratings e
Restrict ratings to items with
dates in this range:

From |7 January 2015 15 55

To |7 January 2015 ~||15 ~||55

Grading

There are two ways to grade Advanced Forums: Ratings and Manual Grading.

Ratings Settings:

* Grade

Grade Type @ Rating ~

Grade @ Type Point ~
Scale | BTEC
Maximum points 20

Grading method @ | Simple direct grading

* Ratings

Roles with permizsion to rate @ Manager, Teacher, Non-editing teacher, Master Course Owner

Aggregate type @ Mo ratings t}
Restrict rafings fo items with |0 ratings

s _ | Average of ratings
dates in thiz range: Count of ratings
From | Maximum rating 2015 15

Minimum ratin
To . 2015 ~|[15 [z

)

(4]
m

Sum of ratings — adds the grades for each individual forum post together for a

cumulative score for the entire forum.
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No ratings — there will not be an option to assign grades. This could be helpful in a
general FAQ type forum.

Average of ratings — an average of all grades assigned to the posts in this individual
forum will be recorded in the grade book.

Ratings allow you to set the grade Scale and Restrict ratings to items with dates in this
range. The Restrict ratings to items with dates in this range will only allow posts that
are made within the date range to be graded.

Ratings

Roles with permission to rate @ Manager, Faculty, Non-editing teacher, Master C#lrse Owner
Aggregate type @  Sum of ratings v
Scale 20 Y

Restrict ratings to items with dates ¥
in this range:

- From 27 v November v 2012 v 08 v 00 v
)To 27 v November v 2014 v 08 v 05 ~

Manual Grading settings:

Grade

Grade Type @ Manual -

Grade @ Type Point ~
Scale | BTEC
Maximum points 20
Grading method § éSimpIe direct grading |l}
Simple direct grading

Checklist

SERNIOE Marking guide

Roles with permission to rate @ |Rubric n-aditing teacher, Master (

Simple direct Grading — Posts are graded directly from the gradebook.
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Checklist: Allows the creation of a Checklist which is used to grade posts to this forum.

Marking Guide: Allows the creation of a Marking Guide which is used to grade posts
to this forum.

Rubric: Allows the creation of a Rubric which is used to grade posts to this forum.

For assistance creating and using the Manual Grading features please contact the CLT
for a consultation.

Converting Forum to Advanced Forum
How do | convert my reqular forum to an advanced forum?

Unfortunately, a conversion of a regular forum to an advanced forum isn’t
possible. You would need to recreate the forum as an advanced forum.

Good news! You can copy and paste your description field content from the
regular forum into the advanced forum without issue.

Activity Completion Settings: Forums

The Activity Completion settings allow you to determine what actions a student can
take to mark a Forum as complete. An item marked as complete will be displayed on
the course home page with a black checkmark in line with the item, and an
incomplete item will have an empty box.

&2 Chapter 1 Forum This item is not marked complete. —_ |

&7 Chapter 2 Forum This item is marked complete. e

15



The most common Activity Completion setting is to allow students to manually mark
items as complete on the course home page. This is the default setting. You can also
prevent the item from displaying any information regarding completion by selecting
Do not indicate activity completion.

Activity completion

Completion fracking Show activity as complete when conditions are met El
@ Do not indicate activity completion
i . Students can manually mark the activity as completed [}
Require View ghow activity as complete when conditions are met

The third option, Show activity as complete when conditions are met, allows you to
choose conditions which, when met, will mark the item as complete on the course
home page of those students which qualify.

If you use this option, you must select criteria upon which the Forum will be counted
as complete:

Activity completion

Completfion fracking Show activity as complete when conditions are met  ~
@

Require view [CStudent must view this activity to complete it
Require grade @ [CStudent must receive a grade to complete this activity
Require posts [IStudent must post discussions or replies: |1
Require discussions [[5tudent must create discussions: |1
Require replies [CIStudent must post replies: ||

Expect completed on | 31 January 2013 ~|CIEnable

@

Require view will mark the item as complete once the student views the instruction
page. No submission is required.

Require grade will mark the item as complete once it has been graded.

Require posts will mark the item as complete once the indicated number of posts
have been made to the forum.

Require discussions will mark the forum as complete once the student has created the
indicated number of new discussion threads.

16



Require replies will mark the item as complete once the student has posted the
indicated number of replies.

The expected completed on setting is not displayed to the student — it is only
displayed in the Activity Completion report. This report can be accessed from the
Reports heading in the Administration block.

WV Reports
L Dashboard
i Logs
[ Live logs

i Activity report

n Course

If you have set the Activity completion settings, this report will indicate completion
information for each student in the course for each assignment and resource using the
settings.
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Hssiqnments

General

Assignment name®  Assignment - Essay Unit 1

Descriplion*
D Paragraph -

Please write a 2-3 page essay over the material from Unit 1. Once completed, upload your file(s) here

Path: p

Display descriplion on course page @

Availability

Availability

Allow submissions from@ (29 « |[April 2014 ~|[10 ~|[25 ~|[E ] Enable

4

4

Due date@ (6 +|[May 2014 ~|[10 ~|[25 »|E O Enable
Cut-off date @ (29 +|[April ~|[2014 ~|[10 ~|[25 ~| Bl O Enable

Always show description @

Cut-off date — if enabled, students will not be able to send their assignment beyond
the date and/or time as the button for doing so will no longer be displayed. Note: An
extension can be granted by going to the class assignment grading screen and clicking
the Edit column and choosing grant extension for a student.

Submission Types

Submission types
Submission types Online text @ « File submissions @
Word limit @ Enable
Maximum number of uploadedfiles @ |1 7|

Maximum submission size @  Activity upload limit (1MB) v

Online text — provides a text editor box where students can type in text and submit
that text for the assignment

File submissions — used if you want to allow students to upload one or more files

Word Limit - If students are submitting assignments through the online text editor,
this sets the maximum number of words the student is allowed to submit.

18



Maximum number of uploaded files — increase this to two or three to account for
students accidentally uploading the wrong file

Maximum submission size — if students will be submitting anything other than text
files or word documents, make sure to use the Course upload limit (50MB).

Feedback Types

Feedback types
Feedback types Feedback commenis @ Feedback files @ Offline grading worksheet @

Comment inline @ ||

Feedback comments — if enabled, instructors will be able to leave feedback comments
for each submission.

Feedback files — if enabled, instructors will be able to upload files with feedback when
grading the assignments.

PDF Annotation — if students submit PDF files, they can be annotated within Moodle
on the Submission page and will be returned to the student as a feedback file.

Offline grading worksheet — if enabled, instructors will be able to download and
upload a worksheet with student grades when grading the assignments.

Comment inline — If enabled, the students’ text will be copied into the feedback field
for easier in-line commenting or editing.

Submission Settings

Submission seftings
Require students click submit button@ No -

Require that students accept the No -
submission statement @

Attempts reopened @ Never -

Maximum attempts@ |Unlimited ~

Require students click submit button - students are able to upload drafts of the
assignment before submitting their final version.

Teaching Tip: This feature is not recommended unless students are
working in groups on the file to be submitted. If students do not click
the Submit button, you will not be able to access the document.
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Require that students accept the submission statement - requires that students
accept the submission statement for all submissions to this assignment. Note: If this
is enabled, students will receive the following message before submitting their final
version.

This assignment is my own work, except where | have acknowledged the use of the works of other
people.

Are you sure you want to submit your work for grading? You wil not be able to make any more changes.

Continue Cancel

Attempts reopened - allows instructors to select how student submission attempts
are reopened — Never, Manually by instructor, or Automatically until pass once a
certain grade is achieved.

Maximum attempts — allows instructors to select if a student is allowed to resubmit
and how many times they can resubmit before they are no longer allowed to do so.
(Note: if Automatically until pass is selected and a student has to keep attempting
until they get a passing grade, the instructor might decide that five attempts is enough
even though they have not received a passing grade.)

Group Submission Settings

Group submission seflings
Students submit in groups@ No |+
Require all group members submit@ No ~

Grouping for student groups @ | None -

Students submit in groups — if enabled, students will be able to collaborate on an
assignment. They will be divided into groups based on the default set of groups or a
custom grouping. A group submission will be shared among group members and all
members of the group will see each other’s changes to the submission.

Require all group members submit — if enabled, all members of the student group
must click the submit button for this assignment before the group submission will be
considered as submitted. If disabled, the group submission will be considered as
submitted as soon as any member of the student group clicks the submit button.

Grouping for student groups — this is the grouping that the assignment will use to find
groups for student groups. If not set - the default set of groups will be used.

20



Notifications

Notifications

Notify graders about submissions @ |[No ~
Notify graders about late submissions @ |No ~
Default setting for "Notify students" @ |Yes v

Notify graders about submissions — if enabled, instructors are emailed every time a
file has been submitted.

Notify graders about late submissions — if enabled, instructors are emailed every time
a student submits an assignment late.

Default setting for “Notify Students” — if enabled, the grading form for this

assignment will automatically be set to notify students when their assignment has
been graded.

Grade

Grade
Grade @

Maximum points [100
Grading method @ | Simple direct grading v
Grade category @ | Uncategorised ¥
Blind marking @ No ~
Use marking workflow @ (No v

Use marking allocation @ |/
Grade — choose between a point system or a scale for grading this assignment.

Grading Method — if another Grading method other than Simple direct grading is
desired, please contact the CLT at 682-7838 for assistance.

Blind marking — blind marking hides the identity of students to graders. Blind marking
settings will be locked once a submission or grade has been made in relation to this
assignment. Note: This is not totally blind marking because you can reveal student’s
identities in the assignment settings and you can work out identities from logs.

Use marking workflow — allows use of Marking Workflow settings to stage grading
process and control when grades are released to students.

Use marking allocation: allows grading responsibilities to be assigned among
instructors in the course.
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Activity Completion Settings: Assignments

The most common Activity Completion setting is to allow students to manually mark
items as complete on the course home page. This is the default setting. You can also
prevent the item from displaying any information regarding completion by selecting
Do not indicate activity completion.

Activity completion

Completion fracking Show activity as complete when conditions are met E|
@ Do notindicate activity completion

. , Students can manually mark the activity as completed %

Require VIeW 'show activity as complete when conditions are met

The third option, Show activity as complete when conditions are met, allows you to
choose conditions which, when met, will mark the activity as complete on the course
home page of those students which qualify.

If you use this option, you must select criteria upon which the activity will be counted
as complete:

Activity completion

Completion fracking @ Students can manually mark the activity as completed ~
Require view Student must view this activity to complete it
Require grade @@ Student must receive a grade to complete this activity
Student must submit to this activity to complete it
Expect complefedon @ |19 ~ |[June v | 2013 - Enable

Require view will mark the item as complete once the student views the instruction
page. No submission is required.

Require grade will mark the item as complete once it has been graded.

Require submission means that an assignment may be considered as completed once
the student has submitted - but before the teacher has had time to grade it.

The expected completed on setting is not displayed to the student — it is only

displayed in the Activity Completion report. This report can be accessed from the
Reports heading in the Administration block.
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W Reports
"' Dashboard
Logs

) E] £

Live logs

=

Activity report

=1

Course

[“||“1F‘H :r—wm“r\n
( E Activity completion )
&

If you have set the Activity completion settings, this report will indicate completion
information for each student in the course for each assignment and resource using the
settings.
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Quizzes

General
Name* Quiz One

Descripfion
B Paragraph -

Please complete the following quiz. Please take your time to answer each question to the very best of your ability. Good Luck!

Path: p

Display description on course page @

Timing
Timing
Openthe quiz @ 12 ~ November ~ 2012 v 07 ~ 59 v VEnable
Close the quiz 12 + MNovember » 2012 v 12 v 59 » WEnable
Time limit @ 90  minutes ~ [¥Enable
When time expires @  Open attempts are submitted automatically v
Submission grace period @ |0 minutes ~ || Enable

Open the Quiz and Close the quiz - first check the Enable boxes to activate. Select
the date and time you want your students to be able to access the quiz and when you
want them not to be able to access the quiz.

Time limit — first check the Enable box to activate. Select the amount of time you
want your students to be able to take the quiz.

When time expires — this setting controls what happens if the student fails to submit
their quiz attempt before time expires. If the student is actively working on the quiz at
the time, then the countdown timer will automatically submit the attempt for them.

If you select there is a grace period... then you can check the box to enable the
Submission grace period and specify a period of time during which students may still
submit the quiz after the time is up.

The Quiz set up can be challenging so please contact the CLT if you need assistance.
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Grade

Grade

Grade category@@ Quizzes -
Attempts allowed 1 -
Grading method @ |Highest grade ~

Grade category — this setting controls the category in which this activity’s grades are
placed in the grade book. This setting is only used if you have a grade book with
categories.

Attempts allowed — allows students to have multiple attempts at a quiz.

Grading method — when multiple attempts are allowed, the following methods are
available for calculating the final quiz grade:

e Highest grade of all attempts
e Average (mean) grade of all attempts

e First attempt (all other attempts are ignored)
e Last attempt (all other attempts are ignored)

Layout

Layout

Question order Shuffled randomly -
New page 6 Every question v | Repaginate now
Navigation method” @  Free -

Question order — if Shuffled randomly is selected then the order of questions in the
quiz will be randomly shuffled each time a student starts a new attempt at the quiz.

New page — by limiting the number of questions to a page assists students to navigate
better and not become overwhelmed. The CLT recommends one question to a page.

These recommended layout selections above are to make it harder for students to
copy from each other.
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Navigation Method — by selecting Free instead of Sequential a student is able to
progress through the quiz and be able to return to previous page and skip to a later
one.

Question Behaviour

Question behaviour

Shuffle within questions @  Yes ~

How questions behave @  Deferred feedback h
Each attempt builds on the last® |[No -
@

Shuffle within questions — if enabled, the parts making up each question will be
randomly shuffled each time a student attempts the quiz, provided the option is also
enabled in the question settings. This setting only applies to questions that have
multiple parts, such as multiple choice or matching questions. If a multiple choice

guestion has All of the Above as one of the an answers, Shuffle within questions will
not work.

How questions behave — Deferred feedback is the recommended default. It allows
students to enter an answer to each question and then submit the entire quiz, before
the quiz is graded or they get any feedback. Please contact the CLT if you have other
Question behaviours you would like to discuss.

Each attempt builds on the last — if multiple attempts are selected and this setting is
enabled, each new quiz attempt will contain the results of the previous attempt. This
allows a quiz to be completed over several attempts.

Review Options

Review opfions @

During the attempt Immediately after the attempt Later, while the quiz is sfill open  After the quiz is closed

The attempt @
Whether correct @ Whether correct Whether correct
Marks @ v| Marks v| Marks Marks

Y| The attempt ¥| The attempt ¥| The attempt

Whether corect

Specific feedback @
General feedback @
Right answer @
Overal feedback @

Specific feedback
General feedback
Right answer

v| Overall feedback

Specific feedback
General feedback
Right answer

¥ Overall feedback
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This section activates what information students will be shown when they review their
past attempts at the quiz.

The various sections of information that can be set are:
The attempt — will show how the student responded to each question.

Whether correct — shows whether the students’ response to each question is correct
or incorrect.

Marks — shows the marks (grades) given to the student and the grade for the quiz.

Specific feedback — shows the feedback for the response to the answer as set when
adding the question to the quiz. Each response to a question can have feedback for
both correct and incorrect answers.

General feedback — shows the general feedback for the whole question as set when
adding the question to the quiz. You can use the general feedback to give students
some background to what knowledge the question was testing.

Right answer — shows the correct answer to each question.

Overall feedback — shows feedback for the entire quiz as set in the quiz settings.
For each of the items above, you can select when students will be allowed to see
them.

During the attempt — only available for some behaviours, like 'interactive with
multiple tries', which may display feedback during the attempt. The default
behaviour is Deferred Feedback. Other behaviours are not recommended.

Immediately after the attempt — students can see a review quiz attempt for the first
two minutes after 'Submit all and finish' is clicked.

Later, while the quiz is still open — students can review a quiz attempt after 2
minutes, and before the quiz close date.

After the quiz is closed means after the quiz close date has passed. If the quiz does
not have a close date, this state is never reached. Make sure that Marks is checked
under this option or students cannot see their grades — the box is highlighted in
green.
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Extra Restrictions on Attempts

Extra restrictions on atempts

Require password g Unmask
Require network address @
Enforced delay between 1st and 2nd |0 minutes - Enable
attempts @
Enforced delay between later attempts |0 minutes -« Enable
&

Require password — a student must enter a specified password in order to attempt
the quiz.
NOTE

The enforced delay fields are optional and are only set if
more than one attempt is allowed.

Enforced delay between 1st and 2nd attempts — if enabled and a specified time is set,
students will need to wait for the specified time to elapse before attempting the quiz
a second time.

Enforced delay between later attempts - if enabled and a specified time is set,
students will need to wait for the specified time to elapse before attempting the quiz
a third time and any subsequent times.

NOTE

Do not set the access dates using the Restrict Access settings
if you are using the enable dates from the Timing settings as

directed. They will prohibit the quiz grades from recording in
the grade book.

Restrict Access

If you wish to add additional restrictions to your quiz, please contact the CLT at 682-7838.
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Activity Completion Settings: Quizzes
The Activity Completion settings allow you to determine what actions a student can
take to mark an activity as complete. An item marked as complete will be displayed on
the course home page with a black checkmark in line with the item, and an
incomplete item will have an empty box.

+[F] Chapter 1 quiz This item is not marked complete. —_— L]

+7 | Chapter 2 quiz This item is marked complete. —_— v
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Quiz Creation

Moodle refers to tests, exams, or quizzes as quizzes. Creating quizzes is a two-step
process in Moodle. We discussed in an earlier section the first step of proper settings
on the quiz regarding dates the quiz is available to the students and other specific
settings for quizzes. These settings will need to be set regardless of whether an
existing quiz is being set for a new term or if a new quiz is being created.

Step two of the process of creating a quiz applies to the quiz content or questions.
To access the area in which content is to be added to a quiz, access the quiz from the
course content page and scroll down the right side of the page to the Administration

block.

Click on Edit quiz.

Administration

W Quiz administration
Edit settings
Group overrid

User overr
« Edit quiz

Preview
IJ' Results

Locally assigned roles
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On this page, the first task is to set the maximum grade for the quiz. You can do that
simply by typing in the box next to Maximum grade and clicking Save.

Editing quiz: Quiz One @ TheBasic ideas of quiz-making

Total of marks: 0.00 | Qu&stions: 0 | This quiz is open

r_ =
Maximum grade: 100.0CERe\YE

Page 1

Empty page X

Add a question ... Add a random question ...

Add page here

It is now time to add the quiz questions. This can be done in a couple of ways
depending on the options available to the quiz creator.

Editing quiz: Quiz One  @The basic ideas of quiz-making — _
This option is to add random questions
from a question bank that either you
have created or has been provided by
your textbook company.

Total of marks: 0.00 | Questions: 0 | This quiz is open

Maximum grade: 100.0C

Page |

Empty page ' X

Add a guestion ... Add arandom question ...

This option is for manually
typing in questions.

Add page here
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There are several options regarding the types of quiz questions to add. There are
some special considerations regarding matching and calculated questions. For
assistance with these, please contact the CLT or the Online Course Support Center at
onlinecoursesupport.com/occc.

‘ ,,,,,

0 2§ Calculated multichoice
0 4 Calculated simple
0 2= Embedded answers [Cloze)
D [F Essay
7 823 Matching
0 3= Multiple choice
D &5 Numerical

| © 373 Random short-answer matching
0 = Short answer
D «a True/False

| © = Description

Choose a question type to add

4

Select a question type
to see its description.

The most common question type used by instructors is Multiple choice so it will be the
example of the process.

General

This category assists
with organizing
questions into
question banks

Adding a Multiple choice question @

Category Default for Quiz One -

Question name*
Question text*

The actual question text
goes in this area. It wil
display exactly as you type

it in the box.

How many points is this
question worth? This
value can be edited
later, if needed

Default mark*

Paragraph -

Path: p
1
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General feedback @ | —

=  Paragraph * |\ B| 1 =|i= I;‘ E
How many answers
are required fo Shuffling answer choices seems
have a complete, like a good idea. However, if you
correct answer? have an answer option that is "all of
the above”, it i1s not a good idea. If

that answer option is first, it causes

sl difficulties for the student.
One or mulliple answers? DHW
shuffle the choices? @
Number the choices? a b ¢ - 4—‘ How do you want the answers labeled? Numbers? Letters? I

~ Answers
This area is onl Choice T = ) [ =iz B
y for the [  Paragraph *|B |7 =iz |E| E
first answer option of the
multiple choice question. _b
If the answer is incorrect, R
choose NONE from the drop
down menu. %None @ I th I t f
ol e answer is correct,
dback 100% IR select 100%. G
90%
83.33333% 5
80% L
P175% 3
70%
66.66667%
. 60%
If there were 3 answers needed [hoice 2 50% | B I = 1= =lEE]
to have a complete correct 10% . =1"= -
answer, 33.33333% would be
chosen for each answer to be 33 33333%
added to the proper point Pi 30%
awarding for the question. 25%
Grade |20%
16.66667%
Feedback |14.28571% v | 7 |[e=] 3= N
12 5% B I H=N [ EH
11 11111%
10% -
Path: p

Once all answer information and points have been added to the quiz, scroll down to
the bottom of the page and click Save Changes.

Repeat the process for each additional question.
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Gtadinq in Moodle

Grading items in Moodle can be done a few different ways depending on instructor
preferences. This document will provide illustrations on a couple of ways to grade
items but acknowledge that other ways are possible. As long as you are able to review
and grade student submissions, that is the only requirement for a manner in which the
grade to be correct. If you have questions about how to grade your items, you can feel
free to contact the CLT or the Online Course Support Center at
onlinecoursecupport.com/occc.

Forums
To grade forums, you will need to enter the forum to allow you to see the students’
postings. The postings will appear in a list under the area where you created the

discussion topic. The discussion forums shown are for those forums set to a Standard
forum for general use.

To Grade a Forum by Discussion Thread

Click on the title of the discussion.

Add a new discussion topic

Discussion Started by Replies Last post

S - o LT Studentooz
Hi, I'm Sally - CLT Student002 1 Tue, Mar 20, 2012, 03:57 PM

Once the next page opens, you will have several options regarding how you view the
posts and replies. The view you select could impact the ease at which you can grade
the same forum.

ome » CLT 102 » CLT 102 » Iniro Forum » Hi

Intro Forum

Display replies in nested form |LE
Display replies flat, by user first name Maove thi
Display replies flat, by user last name
™ Hi Display replies flat, with oldest first
e by CLT Student00Z - Wednesday, 23 April 2014, 3:54 FM Display replies flat, with newest first
Display replies in threaded form
Hello, | am Sally. Display replies in nested form
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If you choose to Display replies flat... (regardless of whether you see the oldest post
first or last or if results are sorted by student name), the replies are shown in a format
that prohibits you from being able to tell if a student’s post is an initial post or a post
that is in response to another student. For some instructors that distinction is

important regarding points awarded for posts.

\l Display replies flat, with oldest first = Move this discussionto =
™ Hi, I'm Sally

L — ) by CLT Student002 - Tuesday, March 20, 2012, 03:55 PM
Hi. I'm Sally. I'm a first year nursing student, well, ok, | hope to be a nursing student. This is my first semester at OCCC and | really want to do well to

allow me to get into nursing school. | have been married five years and have a one year old son, Mike. | look forward to meeting each of you.

Sum of ratings: 30 (1) 30 - Edit | Delete | Reply

Re: Hi, I'm Sally
by CLT $tudent002 - Tuesday. March 20, 2012, 03:57 PM

ta

Hi Sally, I'm Jake. | too am married but don't have children yet. We are hoping to finish our degrees first. | am wanting to pursue a careerin
automotive technologies.

Sum of ratings: 20 (1) 20 A Show parent | Edit | Split | Delete | Reply

If the settings are to Display replies in a threaded form as shown below, the
instructor will only see the initial posting and only a link is provided to the response

postings.

\. Display replies in threaded form ¢ Move this discussionto .. -
™~ Hi, I'm Sally

St by CLT Student002 - Tuesday, March 20, 2012, 03:55 PM

Hi, I'm Sally. I'm a first year nursing student, well, ok, | hope to be a nursing student. This is my first semester at OCCC and | really want to do well to
allow me to getinto nursing school. | have been married five years and have a one year old son, Mike. | look forward to meeting each of you.

Sum of ratings: 30 (1) 30 - Edit | Delete | Reply

Re: Hi. I'm Sally by CLT Student002 - Tuesday, March 20, 2012, 03:57 PM

The Display replies in nested form setting is the one that is recommended as it allows
instructors to see the initial post as well as replies in context. It allows you to see

these posts and rate (grade) them from one screen.

T, Dispayrepicsinnestedfom  ~ Move this discussionto ,

~ Hi, I'm Sally
[~ by CLT $tudent002 - Tuesday, March 20, 2012, 03:55 PM

Hi, I'm Sally. I'm a first year nursing student, well, ok, | hope to be a nursing student. This is my first semester at OCCC and | really want to do well to

n l allow me fo get into nursing school. | have been married five years and have a one year old son, Mike. | look forward to meeting each of you.
Edit | Delete | Reply

Sum of ratings: 30 (1) 30 ~
~ Re: Hi, I'm Sally
=" by CLT Student002 - Tuesday, March 20, 2012, 03:57 PM

Hi Sally, I'm Jake. | too am married but don't have children yet. We are hoping to finish our degrees first. | am wanting to pursue a careerin

automotive technologies.

Sum of ratings: 20 (1) 20 - Show parent | Edit | Split | Delete | Reply
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Each of these types of grading requires the instructor to move back to the forum page
to grade the next discussion thread began by the next student.

To Grade a Forum by Student
Go to the desired forum and open the forum to allow you to see the student posts.

Click on the student’s name in the discussion posting list.

Add a new discussion fopic

Discussion Started by Replies Last post

™~
Hi, I'm Sally e CLTStudent002 1

Clicking on the student’s name will open the student’s profile.

CLT Student002 (Glenda Prince Sandbox2)

Eme clt_studentOdZ2@nemail.cccc.edu

address:

Last access: Monday, 16 July 2012, 12:31 PM {121 days 3 hours)

Roles: Student

Course Ornline Grade book Glenda, On Campus Grade Book, CLT Video Course, Jan 2012 GradebookTraining,
profiles: Glenda Prince Sandbox2, Glenda Prince Sandbox3, Morgan Felty Sandbox3

Once the student’s profile is shown, access will be given to the Navigation block.
Scroll down to the Navigation block on the lower right hand side of the page. Look for
Forum posts. Click on the triangle next to Forum posts.

Navigation

Home

Oty home

P site pages

> My profile

| 2 My courses

¥ Users

¥ CLT Student002

[l View profile
> Forum posts
L) Messages
0 Notes
¥ Activity reports
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This will provide the option to choose to view the posts or discussions. Selecting Posts
will allow you to see all of the postings the student has made.

Navigation

Home
O My home
P Site pdges
> My profile
2 My courses
¥V Users
¥ CLT Student002
L] View profile
%, Forum posts
U Posts
U Discussions
O Messages
U Notes
F Activity reports
® Courses

Grading an Advanced Forum

If you are using an Advanced Forum type with Ratings selected as the grade type, you
can use the steps for grading a Forum activity to grade your Advanced Forum. The
Ratings feature is the easiest way to grade an Advanced Forum.

The Advanced Grading type allows you to grade responses based on a specific set of
criteria. If you wish to use an Advanced Grading type (Checklist, Marking Guide, or
Rubric) to grade your Advanced Forum, please contact the CLT for assistance with
creating and using this grading type.
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Assignments

The joule Grader in the Administration block on the course content page can allow
you to see all of the ungraded work that has been submitted in your course to an
assignment. You can then sort the information by student or assignment. You can
view the document submitted, add comments, and grade from one screen.

Administration

W Course administration
= Turn editing on
# Edit settings
# Course completion

b Users

2 Unenrol me from
MFeltySandibox3

7 Filters

b Reports
¥ Grades
> Badges
B Backup
M Restore

Import

@ Publish
® Reset

Commercial content
P> Question bank
¥ Repositories

Joule Grader
e joule Reports

Grading from an Individual Assignment

To grade an assignment, enter the assignment by clicking on the title of the
assignment from the course content page.

Once in the assignment, you will see the Grading summary. To grade the assignment,
you will need to click on the View/grade all submissions link.

Grading summary

Participants

Submitted

Needs grading

Due date Tuesday, 23 December 2014, 12:00 AM

Time remaining 5 days ¢ hours

View/grade all submissions 4
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Quick Grading of Assignments

Moodle provides Optional settings for grading assignments. It is our recommendation
to set the Assignments per page to the number of students in your class, check the
box Quick grading, and set the filter to Requires grading.

Options
Assignments perpage 20 ~
Filter Requires grading ~
Quick grading @

Show only active enrolments @

Type in grade here Assignment Access student file
submission here
select |+ First name / Sumame £ tus Grade Edit Last modified (submission) File submissions eedback comments + Final grade
| e N - e = | ] =]

[} CLT Student003 Submitted V Tuesday, 1 July 2014, 9:43 ] -

for AR Assignment

grading /100.00 .pdf
4 1 »

) o - i Add feedback
Don't forget to Save or Save all quick grading changes comments here

the grades you type in
won't be saved

Instructors also have the option to download all of the documents submitted to an
assignment (drop box) as a zip file. To download the submissions as a zip file, in the
drop down menu in the upper left corner of the submissions page that says Choose...

Select Download all submissions

rses - 1.35P_SPE » 135P BIO-1023-EW 1 » Assignments ocd Diary Drop Box

Choose =

Choose.

View gradebook
Download all submissions
Select User picture First name / Lazt name Status Grade

Once you have selected the download option, the file will automatically begin
downloading. To access the students’ individual assignments, click on the file folder
that was downloaded. It will open to show the individual documents. If you have
guestions or difficulties with this process, please contact the CLT or the Online Course
Support Center at onlinecoursesupport.com/occc for assistance.
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Quizzes

To access the completed quizzes, click on the title of the quiz from the course content
page.

Whether you take all of your classes online or you take some on campus and some online, you should know where to
find information, how to access resources, and whom to ask questions. Open the college's home page

[http:/ /mww.occc.edu) in @ new tab in your browser. You'll want fo keep this activity and the college’s web site open
tn comnlete this nctivity. For each item, compile the information and answer the questions.

Click _her_e to see stude_nt
submissions for the quiz. This quiz closed on Sunday, 17 June 2012, 11:45 PM

Grading method: Last attempt

Attempts: 18
No more attempts are allowed

Back to the course

If quizzes contain only multiple choice questions, they will be automatically graded by
Moodle. However, some quizzes contain short answer or multiple choice questions
that require manual grading.

There are a couple of ways to grade questions that need manual grading but the way
that seems to be the most efficient for instructors is the grade by question method.

download attempts [Cthat are graded for each user | Last attempt)
[Clthat have been regraded / are marked as needing regrading

ifor this report

p .
Eosicl 0 Graded questions
load marks for each Yes = Questions that need
question - grading
:

Regrade all Ir)-r run a full regrade

and ungraded attempts for each user. The one attempt for each user that is graded is highlighted. The \grading method for this quiz is Last
attémpt.

Download table data as  ERES Gt separated values text file -

ame Started on Completed Time taken Q. 1 Q.2 Q.3 Q.4 Q.5 Q. é Q7' Qs Q.9 Q. 10 =
/2.00 /2.00 /2.00 /2.00 /2.00 /2.00 /2.00 /2.00 /2.00 /2.00

10 June 10 June 50 mins 19 Requires Requires Requires Requires Requires Requil
201202:40 2012 03:30 2004 20047 200¢? 2007 o0 av au v a au
sECS grading grading grading grading grading  gradir

P P

10 11
1ick 201;;;15 201;?29:36 Bhoursﬂl 100 100 20047 20047 Requlires Reqt{ires Rquires Reqt{ires Requlires Requlil
mins grading grading grading grading grading  gradir

P AN

11 11
H 201;;96:01 201;?[‘)3:25 1hour23 20007 20047 20047 2004 Requlires Reqt{ires Rquires Reqt{ires Requlires Requlil
ona ona mins grading grading grading grading grading gradir]
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Scroll down to the Administration block. Under Results, click on Manual grading.

Administration

W Quiz administration
O Edit settings
O Group overides
U User overides
= Edit quiz
Q Preview
W Results
@ Grades
© Responses
@ statistics

© Manual grading
Clicking on grade all opens a new page that displays student responses.

Questions that need grading

Click on "grade all"
to grade all of the
responses to this

question.

ns that hawve been graded automatically

e To grade Already graded Total

1 Labs & Cen | grade 14 update grades 17 grade all

2 Login 16 update grades | 17 grade all
3 Search Courses | grade update grades | 17 grade all
4 Bookstore | grade 14 update 17 grade all
5 Student Life 17 grade O rade all
& Frograms 17 grade 0 17 grade all
7 Financial Aid 17 grade | O 17 grade all
8 Advising 17 grade 0O 17 grade all
9 College Calendar 17 grade 0 17 grade all
10 Student Handbook 17 grade O 17 grade all
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To help with grading, there are some settings that can expedite the process.

Set the questions per page to Grading question 5: Student Life

equal the number of attempts

for the question Back to the list of questions
Options Set to order attempts by
student name to prevent
Moodle from displaying

ANempts to grade Al (17) -
student responses that you
Questions per page 17 have previously graded.
Order attempts By student name -

Change options

Once these settings have been set, proceed down the page to the student responses.

. . ] = 2" - -
Essay: In Cateh-22, what does Yossaron mean when he asks, "Where are the Snowdens of yesteryears

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Cras friingilla turpis o massa ormnare aliguam. Donec pellentesque
condimentum facilisis. Duis mollis est vitae dolor malesuada. id dignissim tortor ultricies. Sed a neque felis. Duis at blandit
erat. Phasellus consectetur enim nisl, quis interdum mauris pretium in. Praesent blandit, mauris at scelerisque tempor,
massa quam interdum magna, vel congue velit velit et elit. Nulla vllamcorper magna lectus, eget luctus sem mollis nec.
Praesent pulvinar lacus eu arcu ullamcorper, quis suscipit libero consectetur. Proin mattis tempor lacus id congue. Cras wvel
nisi varius, consequat nilbh id, facilisis erat. Pell sque eleifend sit amet arcu feugiat fringilla. Etiam sed facilisis sapien, id
semper elit, E\K

| Student's Answer

Comment .
Paragraph = 4 . e

Area to provide a /

comment to the
student regarding this
specific answer

Enter Points Pati p
earned for this \ :
question Mar out of 1.00

Be sure to click Save and go to next page at the bottom of the page.

and go to next page

Save and go to next page will return you to the same page. Click Back to the list of
questions to select the next question to grade.

Grading guestion 1: Labs & Centers

Back to the list of questions
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Attendance

Moodle allows instructors to take attendance within Moodle as well as take
attendance that counts as a grade in the course.

To include the attendance features, the Attendance activity must first be added to the
course. This can be added by choosing Add Resource from the course content page
and select Attendance from the list of Activities.

Add Topic | Add Resource | Add Block | Topic Settings

Activities Resources
= wiki ‘
Advanced Forum s Wiki - Book
» - e
= Assignment ’*d’ﬁrkshop LIFile
%Aﬂendonce‘ [jFolder
¢ Chat B | MS content package
¥ Choice == Label
# patabase | Page
i External Tool == URL
“TFeedback
& Forum
Aﬁ'Glossor\g

= joule Synchronous
=- Lesson

==

ElQuiz

iSCORM package

D Survey

Add To
Topic list =

Once the Attendance activity has been added to the course, some options appear.

NOTE

If you choose to add the Attendance activity with a grade
associated with it then it will automatically be added to the
grade book. If you choose to add the Attendance activity
without a grade (Grade Type, None) associated with it then it
will not automatically be added to the grade book.
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General
Name® Attendonce

Grade Type Mone -

Scale | BTEC
Maximurm points (100

Select Grade Type, None if you do not wish for the attendance item to be counted for
a grade.

Once the settings have been saved, you will notice the Attendance block in your

course will have changed. (Please be aware that the attendance feature must be
added for each course.)

The Attendance block now has options to look at Attendance, Take Attendance, Add,
or Report.

Attendance [
bE X w R

Attendonce
Take attendance
Add

Report

To finish set up of the attendance function in your course, please click on Add to bring
up the Session screen.

Attendance [

LE X =

Attendance
Taoke attendance

Add -+

Report
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There are settings that need to be adjusted to fit your course.

S Adcizesdion Checking this box will
Session type @ Common allow students to keep

Selecting this box . X track of their own

will allow you to set z @ ([ Create multiple sessions / attendance

up the entire term's @ Allow students to record own attendance

attendance at one

time

Set this to the length of your

Session Date 17 v |[December v[[2014 v |[16 v|[05 ¥ [
‘ class period

Duration 00 v[/00 ¥ _

Session end date |17 v |[December v |[2014 ¥ [
Set this to the last day . .
class meets Session Days Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Frequency |1 ¥ |week(s)

D infi Leave the
€SCrpion || == || NN Frequency set to 1 s
= if your class meets ][R &

every week

Check the
boxes on the
days your

class meet
this term

Path: p

—
Taking Attendance in Moodle

To Take attendance in Moodle, you can access it two ways:

Either from the Attendance block:

Attendance |]|_|

Attendance

Take :::’r’rend::mce‘.!
Add

Feport
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OR from within the Attendance Activity:

Select the Sessions tab

F__._l_!__.._..-.--—* Sessions Add Report Export Settings

Pl 512812 [ Al All past | Months | Weeks | Day
# Type Date Time Descriplion Actions []
1 Common 5.12.12 (Wed) 09:40 - 10:40 Regular class session = (|
/ x
Click on the green hexagon to
enter attendance for the session
@ Hidden sessions: 0 Choose -
Sessions Add Report Export Setfings
Select the appropriate
button next to each 13 09:00 - 10:20

student's name to
indicate their attendance.
You have the option to
make Remarks.

session

#  First name / Surname

CLT StudentDOl

2 ™ CL1 student002
el
3 ™" cL1 studentoo3
-
Click Save 3
attendance

when finished.

The Attendance function has many feat

View mode Sorted list

-

Clicking one of the
letters below will

populate every field
in column.

Remarks

Save attendance

ures and variables to choose from in order to

meet your needs. Please contact the CLT if you would like to discuss the Attendance

activity further.
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The Moodle Grade Book

The Moodle grade book provides instructors many options regarding how the grade
book is set up.

The grade book can be accessed from the Administration block on the course content
page.

Administration

W Course administration
& Turn editing on
* Edit settings
* Counse completi
b Users
W Filters
B> Reports
¥ Grades
b Badges
2l packup

i

The grade book has multiple views in which you can see the grade book and each has
unique functionalities.

"Original" Moodle grade book can Student view
override grades from this view Moodlerooms grade book that of grades

has some additional features

View Cc:’rechmdﬁems Soqles‘éﬂers Import  Export Seﬂn*s My preferences

Grader report  Joule Gradebook Owerview report  User report

In the screenshot above, joule Gradebook is grayed out which indicates that the
active view being seen on that screen is the joule Gradebook.

Teaching Tip: The grade book does not work with all browsers.
Unfortunately, Internet Explorer does not show items correctly so it is
recommended that it not be used when working in the grade book.
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Categories and Items View of Grade Book

To set up the grade book calculation method, you need to access the Categories and
items page of the grade book.

Home » CLT 101 » Grade administration » Joule Gradebook

\ Joule Gradebook

View Categories and iterns  Scales  Letters Import Export  Settings My preferences

Grader report  Joule Gradebook Owerview report  User report

The Categories and items page allows you some additional options for setting up the
grade book. There is a lot of information on this page so it is important to know what
area speaks to which items in the grade book.

This particular grade book shows a course SCL 1001_EWO7. It has categories set up
for Moodle Orientation, Pre-Assessment, Major Project, Quizzes, and Final Exam. The
individual activities are shown under each category heading in white.

Name Aggreguh‘ﬂn@ Exira Max Actions Select
ODtiOﬂS for credit grade
aggregation @
. P Pink area shows the area " 5
SCLICOI_EWO7 080182 = " 4 -+ i being calculated :Sum of grades 1= - E=®H NAH
by the course Weights mean of grades
Wesdlz Geiisien aggregation method Simple weighted mean of grades [ - EXa= Al
Mean of grades (with extra credits) @ Mone
Lowest grade
- Highest grade -
[E] Moodle Orientation Sum of grades L 50.00 = l, . ﬁ] (]
5 Category tetal - 50.00 Be&
Pre-Assessment Blue/gray area shows the Sum of grades - =) - EX= All
4'/ items in the course that are & Nens
being calculated by the
T Category total category aggregation methods | _ 0.00 Bsf
Major Projsct Sum of grades v [l - EX= Al
@ Mone
D Career Portfolio Assignment (Turn in Career Portfolio Here) - [} 100.00 | = l_ . @ ]
d§ Career Portfolio Part 2 - 0 1w EFEX1 O
|
S Category tetal - 20000 @M
Quizzes and Final Exam Sum of grades - I o =, X l. . All
@ Mone
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Aggregation Methods

There are several options regarding how the grade book is calculated. It is important
to have the calculation method match what your course syllabus indicates as the
manner in which grades are calculated.
Aggregu’rinn@
Simple weighted mean of grades El

Mean of grades
Vieighted mean of grades

Simple weighted mean of grades
Zum of grades
Simple weighted mean of grades |L|

We only recommend a few of these aggregation options:

1. Sum of grades
e Grade is calculated: Points earned by student/total points possible in class
e Aggregate non-empty grades does not work with this grade book settings

= |mplication: Students will see their percentage average based on all
activities in the class - regardless of whether the activity has been available
for student yet or not.

o Students will most often have a failing grade in the class until the last
couple of weeks of the term

¢ Hide totals if they contain hidden items should not be used

e The students will experience a building effect of points - not a real time
percentage
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e Instructors should configure the Sum of grades grade book to show only point
totals (real), not percentages.

2. Simple weighted mean of grades

e Best used when activities are given an arbitrary number of points

= Each activity has a different number of points

e Instructors wants all activities to be weighted appropriately according to the
maximum number of points available

e Students will see real time grade percentages (not point totals)

Other Grade Book Configurations
(not recommended by CLT)

1. Weighted mean of grades

e Can be used to determine a weight for individual categories or activities

e Can choose weights for categories or individual assignments

2. Mean of grades

e All activities are given an arbitrary number of points

e All activities should be worth the exact same number of points

NOTE

It is strongly recommended that the grade book be
configured prior to the beginning of the course and not be
adjusted as it can impact the calculation of students’ grades.

50



Entering Student Grades for Offline Activities

The grade book defaults to the joule Gradebook and will show grades at the category
level.

If using categories, this can be changed by selecting the proper category from the drop
down menu. Choosing a particular category will allow you to see and interact with
particular assignments and student grades on those assignments.

All Categories =]
All Categories

- Quizzes and Final Exam

- Exercises |
- Pre-Assessment

- Discussions

- Extra Credit

- [tems not contributing to ..

- Major Project

- Journals

- Moodle Orientation

If no categories are being used, the Show uncategorized items button will be visible
and will allow the individual assignments to be visible.

View Categoriesanditems Scales Letters Import Export Settings My preferences
Grader report  joule Gradeboo Outcomesreport  Owverview report  User report
@ Allows uncategorized items to be

viewed. This button will allow activities Show uncategorized itemns

to be viewed in courses that aren't
using categories in the grade book.

All Categories ~

last name ©* Fist name  Course fotal
et studenooz B 2E0I0NSESOEY

Overall average 260.00 (96.30 72}

The joule Gradebook has some nice added features to allow instructors additional
functionality in the grade book.
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One of the added features allows column actions. All of the options seen below are
accessed by clicking on the column actions button as indicated by the arrow.

Forum Three: Crfical ... Forum Four: Mote-Taking ... Forum Fve: Test-Taking Forum 5o C

I Module Grader

= PR

Column Grader

s

S0 Message to Incompletes
Message to Grade Range

e e s

= PR

Change all grades in this column fo...

s

s0.0o Toggle Visible/Hidden [Currently Visible]
Mowve this to a different gradebock category

30,00
(PR, - - -

Most of these options are obvious as to their action but the Column Grader is worthy
of some additional explanation.

Forum Three: Critical ... Forum Four: Note-Taking ... Forum Five: Test-Taking Forum S

— Module Grader /
Column Grader

S0.00 Message to Incompletes

Message to Grade Range

e s
e B R

Change all grades in this column to...

e

S Toggle Visible/Hidden [Currently Visible)

Mowve this to a different gradeboock category

30,00
(ERECE - - -

Teaching Tip: Column Grader is a nice way to manually enter grades as
all students are displayed on the screen at one time.
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ritical ...

Student names would

be in the left column.

T sror—ror.00 i
50.00 /50.00 F
50.00 /50.00

1 / 50.00 T
30.00 /50.00
30.00 /50.00
50.00 /50.00
50.00 /7 50.00

n 50.00 /50.00

ly / 50.00 i

e empty cells =0

Save Cancel

The grade book is an integral part of any course and requires serious consideration
prior to the beginning of the course. Please feel free to contact a CLT consultant to
discuss the specific aspects of the grade book that will be most beneficial to you and
your students.
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ILP Block

The ILP block is a block that allows for communication between Ellucian and Moodle.
ILP stands for Intelligent Learning Platform. This block will allow you to enter
retention alert information, final grades, and never attended reports through Moodle.

To use the ILP block, you do not have to use the Moodle grade book nor do you have

to use Moodle for course content. You only need to log into Moodle to complete the
Never Attended Report and Final Grades.

Go to My courses in the Navigation block on the right hand side of the page.

P site pages
P My profile

Navigation

Home
O My home

P My courses

Calendar []H

« January 2013 »
Sun Mon Tue Wed Thu Fri Sal]

1 2 3 4 5

é 7 8 9 10 1 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 3

Technical Support []H

For assistance with technicg
issues, please click to visit th
Online Course Support
Center.

Clicking on the words, My courses will reveal the list of courses assigned to you. Your
current courses will be listed at the top of your course listings.

¥ My courses
qﬁ 135P SCL-1001-EW08

P ]13SP HIST-1483-1J1

| N—

Click on the name of the course in which you
want to enter the final grades or the never
attended reports. That will open up the course

= itself.
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Home » My courses » 135P HIST-1483-1J1
e B HE=
Topic list Latest news I
- Add a new topic...
& News forum (No news has been posted
vel)
= TOPIC 1 o
Calendar ]
B TOPIC 2 o - January 2013 >
Sun Mon Tue Wed Thu Fi Sal
= TOPIC 3 ] o2
£ 7 &8 5 10 n 12
[ESE PR EER VR A E )
TOPIC 4 [m] m N m ;o2 kw2
Events key
B TOPIC 5 m}
» Global @ Course
TOPIC & [m] » Group @ User
= TOPIC 7 o i ]
Upcoming events
TOPIC 8 [m] There are no upcoming
B events
Go to cglendar...

Go down the right hand column of blocks and find the ILP Integration block. Click on
the Final Grades link in the ILP Integration block.

Technical Support (8

For assistance with technical
issues, please click to wvisit the

Online Course Support
Center.

ILP Integration J]I

Back to FPortal
Retention Alert
Final Grades

~

Latest news I[N

If you don’t see the ILP Integration block on the right side of the page, check the dock
on the far left side of the page. If you see ILP Integration in that area, click the blue
rectangle icon to |]:| move it back to the right side of the page.
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Never Attended Report
NOTE

You will need to complete this report even if all of your
students have attended/participated in your class.

Once you have access to the ILP Integration block, Click on Final Grades.

ILP Intfegration |

Back fo Portal
Retention Alert

Final Grqdesk\

For the never attended reports, you will simply check the box for Never Attended for
those students that have met the criteria set for never attending your class.

ILP Integration

Final Grades = Retention Alert

Final Grades @
Populate with course grade |Z|

First name / Last name Current Grade | Never Altended

v Retention Alert

Submit Grades

Grader Report

Once you have marked the students that have never attended, click Submit Grades.

If all students in your section have attended, you must still submit a never attended
report. This can be done by not checking any never attended boxes and simply
clicking Submit Grades. You MUST click Submit Grades to meet the qualification for
completing this required report for your course. If you have any difficulties
completing your never attended report or if you need assistance with this process,
please feel free to contact Online Course Support via the link in Moodle or the CLT at
682-7838.
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Final Grades Report

Final course grades will be entered in Moodle.

You do not have to use the Moodle grade book nor do you have to use Moodle for
course content. You only need to log into Moodle to complete this report.

Go to My courses in the Navigation block on the right hand side of the page.

Navigation

Home
0O My home

P site pages
P My profile
P My courses

Calendar In

« January 2013 »

Sun Mon Tue Wed Thu Fri Sat
1 2 3 4
6 7 &8 % 10 1 12
13 14 15 16 17 18 19
2 21 22 23 24 25 26
27 28 2% 30 31

Technical Support I

For assistance with technical
issues, please click to visit the

Online Course Support

Center.

Clicking on the words, My courses will reveal the list of courses assigned to you. Your
current courses will be listed at the top of your course listings.

\"M‘f COourses Click on the name of the course in which you want
~a 135P SCL-1001-EW08 to enter grades. That will open up the course
P 135P HIST-1483-1)1 itself.
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Home My courses » 135P HIST-1453-J1 m
B E=]
Topic list Latest news Il
: Add a new topic...
©F News forum {No news has been posted
yet)
= TOPIC 1 a
Calendar I
= TOPIC 2 o < Jaway 2013w
e e i
= TOPIC 3 opp oy 2 e e
s 7 8 s W om o2
7ouos e W
TOPIC 4 [u] 0 2 2 ;oM ;2%
Events key
B TOPIC 5 m]
w Clobal @ Course
TOPIC 6 m] =« Group @ User
= TOPIC 7 a . Il
Upcoming events
TOPIC 8 [m] There are no upcoming
B evenis
Go fo calenddr...

Go down the right hand column of blocks and find the ILP Integration block. Click on
the Final Grades link in the ILP Integration block.

Technical Support ]

For assistance with technical
issues, please click to visit the

Online Course Support
Center.

ILP Integration [N

Back to Portal
Retention Alert
Final Grades

~

Latest news I]|

If you don’t see the ILP Integration block on the right side of the page, check the dock
on the far left side of the page. If you see ILP Integration in that area, click the blue
rectangle icon to |]:| move it back to the right side of the page.
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Once you have access to the ILP Integration block, click on Final Grades.

ILP Intfegration I]I |

Back to Portal
Retention Alert

Final Grodes&

From the final grades screen, you will enter their final grade, an expiration date for
incompletes (I's), and a last date of attendance for F’s. All dates should be entered in
MM/DD/YYYY format (i.e, 04/27/2013)

Home » My courses - classes

ILP Integration

Final Grades = Retention Alert

Final Grades @

Populate with course grade. E

First name / Last name Current Grade | Final Grade | Expire Date | Last Date of Aftendance

Retention Alert

Submit Grades

Grader Report

If you are using the Moodle grade book, there is an option that allows you to populate
the final grade field with their current course grade at that time as shown below.

ILP Integration

Final Grades = Refenfion Alert

Final Grades @
opuiate with course grade |~ ]
opulate with course grade...
Final Grade _

iB

First name / Last name: Current Grade Last Date of Attendance

Retention Alert

Submit Grades

Grader Report
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Once you have finished entering grades, hit the Submit Grades button at the bottom
of the page. If you need to change a student’s grade that has already been submitted
and the submission window is still open, first delete that student’s grade and
expiration/last date of attendance information from the form and click Submit Grades
to submit a blank grade for that student. Next, enter the correct grade for the student
and click Submit Grades.

Submit Grades

Grader Report
- |

Please notice if you have any fields turn red. If a field appears red after you hit
submit, there is some wrong data in the field. For example, if you entered the date of
last attendance as 4/7/13, you will get a red field. It will ask you to enter them as
04/07/2013. To correct this, delete the offending date from the fields which produced
errors, and click Submit Grades while the fields are blank. Re-enter the data in the
correct format and click Save Grades.

NOTE

Printing Final Grades from Moodle. Don’t forget to print your final
grades once they are correctly entered into the fields and turn them
into your division office. The final grades link will not be available
after the deadline for final grades has passed.

You can simply print your grades by taking one of the following actions:

1. In Chrome or Internet Explorer, right clicking on the final grades screen and
select Print

NOTE

If you are using Internet Explorer — it will not print the second page so
you will need to move to the next page and then select print again.
You can also select Print Preview and use the Shrink to Fit option.

2. Simply taking a print screen. (If your students span more than one page, you
will need to go to the next page and then do another print screen.)
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3. If you are using Firefox — click File in the upper left toolbar then click Print
Preview, or in the upper right corner of the page click on the open menu icon
with three lines then click the Print icon. You have the Shrink to Fit option by
using Scale to decrease the font.

If you have any difficulties completing your final grades or if you need assistance with
this process, please feel free to contact Online Course Support via the link in Moodle
or contacting the CLT at 682-7838.
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