Chiba University

Moodle User Guide

for faculty members

This manual is a PDF version of the "Chiba University Moodle User Guide”
which is available on the web.

Please refer to the web version for the latest information.
https://sites.google.com/office.gs.chiba-u.jp/moodle-manual-e/



Contents

0. CHANGES IN MOODLE 2023........cocctiitiieariaenteentestesteaseseseesseestseateseesasestassssseesnesenasseasssesaeeeensssesssessesseaas 6
0.1 CHANGES TO SCREEN LAYOUT AND NAVIGATION ...uuuuieeeeieeeeieeeeeeeeeseseeeseeeeesesesesesesesssesesssssssssesesssssesssssssssssssesens 6
0.2 CHANGES TO THE COURSE SCREEN ......uuutieteeieeieieeeeeeeeesesesesseesesesssesssesesesssssssesssassssssssssssssssnnsnsnsnsnnnnnnnnnsnnnnnneseseses 7
0.3 CHANGES AND ADDITIONAL FEATURES IN COURSES....uuuuuuteteteeeeteeeeeeseeeseseseeeseseseseseesssssnnnnnnnsnnnssnnnnnsnsnnnnnesesesennn 9
0.4 IMPROVED QUIZ "QUESTION BANK" .....ettitiiitteieitteeeaitteeeaitteeesitteesaatteesssseeesansseeesssnsaeesassseeesssseeessnnsesessnsens 10
LUIINKS ettt ettt sttt et ettt et b e bt bt ea et e e bt e bt sh et sh et e a bt ea bt e bt e bt e bt e b et e Rt ea bt et e et e e b e e sh e e sateeabe e bt e bt e be e beesaees 11
1. BASIC OPERATION.....ueitietieieniee s teste st st eentaeatesse s seeeassee st e st seas e et ease st et asneesseeene st aeneesaseentaentesasasenn 12

1-1. WHAT IS IMOODLE? ...ttt ettt st s ettt e sa e st e e e et e e ne e e saeesaneeene e 12
1.2 LOGGING INTO CHIBA UNIVERSITY MOODLE ....ccooeiiiiiiiiiieieeeeeeeeeeeeeee e 13
Chiba University MOOAIE IOGIT ........c...oeeeuveeeeieesieeeiieeeetteeettesteete et aattaeastsesstsasstseasssssasssnassssssssssassens 13
USEr INfOTMATION TEGISITALION ... veeevveriieeniisesisessiteessitessteesisseastsastssesstssssssseasssaasssassssssssssssssssassssssssssasssnsses 14
1.3 DDASHBOARD ...ttt etteste e st ette sttt et e bt e sb e e s bt ebteeat e e bt embeeshee s htesa bt eab e e bt e bt e bt e eb e e eae e e abeea bt et e e beenheeshae et e eane 15
BIOCK QTAWET ...ttt ettt sttt et siasie e 15
TTMIEIIIC .ottt ettt ettt ettt sttt sttt ettt ettt ie e 15
RECENTIY ACCESSEU COUTSES ..vvvannivaaiiiesiieeeeseeesteete et et e sttt e e ettt e st e st s e st s eastsesstsassssaasssasassssassssnssssasssens 15
OVEIVIEW OF COUTSES ..cuvanieaiasieeieeieestese ettt ettt ettt ettt ettt ettt s st s it e st e st et e s asssssase e 16
104 MY COURSE weviiiiiiniiii ittt a e ae e a e sa s en e b sa s sa s ene e n e sas 16
1.5 ALL COURSES AND COURSE SEARCH.......ccciiiiiiiiiiieiieeeee e 17
COUISE SCATCH .ottt ettt ettt st et ettt s e st s st e st e st e s e sasennes 17
1.6 CREATING A COURSE IN CHIBA UNIVERSITY MOODLE ......cccoiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee 18
FOr a class COUISE APPIICATION ..........vecueveeieesiieesiiseeieee et eettae sttt eeatta et s e st s eastsesstsasssssaasssasassssassssssssssasssens 18
Importing past COUrse CONLENE INLO & NEW COUISEC.....uvrerssueererssiiireessiieeeessttssssssstssssssessssssssssssssstssssssssssssssssssnas 18
TF/TA StUdENE COUTSE TEGISTIALION ...vveuvvevvereeseveriesiseseesieessesieessessesssassetesssessssssessesssassassssssassessssssesssssssssessassons 18
1.7 COURSE HOME SCREEN LAYOUT ...ccciiiiiiiiiiiieeeeeeeeee e 19
1.8 COURSE PREPARATION .....itiiiiiiiiieiitiett et et siee s st et et est e sae e s e e seaesete et e et e e e saeesmeeemneemn e e s e e neesaeesanesaneeane 20
Confirming and €dItING COUISE SELLITIZS .........vvesvressiieesiresiressteesttessttessstsessssssastsesstssssstssssssassssssssssssssssssssens 20
REGIStEring StUACIIES [N @ COUTSE.....vveneveeiiresieeeieeeiieeeessaesttaeasttessttae sttt aastsseastsesstssssssssasssssasssssssssssssssansssns 23
DiSABIING SEIf ENIOMMICIIE ...ttt ete e e et e ettt e e ettt e et e e asts e st seastsesstsassstssasssssassssasssansssssasssens 24
(Setting the regiStration PEIIOA ) ......cveccveccveeeeeiresiressesiiestessesisesisesssesssesssessssssssesssesssesssssssessssssssssssssssesses 24

W e T =T Kl s ¢ Lo (o) « B 25
1.9 EDITING A COURSE ..uuuuiiiiieetitttiiieeeeeeeetrtttiataeeeessarstneaaaeeesssssstnnaaeesesssssssnnsaeesssssssssnaeeesssssssssnmaeseesesssssnnnnnessssees 26
1 .10 EDITING A TOPIC tuutuieiiiieiiiiiiiieeeeeeeetettteaaeeeeessttsannaaesssssssannaaeaessesssnnnnsaeessesssssnnaeeesssssssssnsaseeesesssssnnsneeesssens 27
1.11 EDITING ACTIVITIES AND RESOURGCES. ....uuuieteetttttttieeeeeeretestiniiaeeeesssssssnnsaeesssssssssniaeeessssssssmnmseeeesssssssmneneesssees 28
1.12 DESCRIPTION OF EDITING ICONS ...eitttuuieeeeerietttuieeeeeereersstniaeeeesssssssnnaaaeessssssssnmaeeessssssssmnmneseesssssssmmneeeessens 29
1.13 CONFIRMING A COURSE FROM THE STUDENTS’ PERSPECTIVE .....ccceiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee 30
(Confirmation of graded activities from the students’ PErSPECHIVE) .......ccvevvvevverivesvesiresiieeiiresiresisessvnsvensss 31



2. PUBLICATION OF MATERIALS ...ttt sttt siset st sssssasessssssesat st ssassssesasesassonis 32

2.1 UPLOADING FILES...uuutieeiieitttttieseeeeeeetutuaaaeeesesesssnnaaesesssssssnnaaeessssssssnasaessssssssmnnsesessssssssnnsaessssssssssnnesesssens 33
Method 1: Upload using drag and drOP..............cccveeeevesiiieeiieesieesieesiiteetaeatteesttsesitsassstaesstsassssssssssssssssnnnses 33
(A cautionary note aDOUL fil€ NAIMES) ......cccvvevvesiresisesiiesieeieesieeitestsestsesiestssesssestsesssessssssssssssesssesssssssssssnsses 34
Changing the diSPIAY MEEAOU. ...............cecvveeieeeiieeiieeseesteeeteestteette ettt easteeastsesstsasstssasssasassssssssansssssanssens 34
Method 2: Upload by selecting @ f1l€ fTOIm FESOUICES. ..........ccvveeviveesisesireesiieesireesirsestsasssssesisessssssssssesssssnssses 35
2.2 UPLOADING VIDEOS ..ttuuiieeieetttittieseeeeeeesutiaaaeeeessssssniaaeeesssssssmnaaeeesssssssmmaeesessssssmmmasesssssssssnmmassessssssssmaeeesssens 38
Method 1: Upload using drag and drOP..............cccuveeeevesiiieeiieesieesieesiieeeaesitaesttsesitsassstaessssssssssnssssssssssnnnses 39
Method 2: Upload by selecting @ f1l€ fTOIm FESOUICES. ..........ccvveeviveesiresiiaesiieesieeesiesesisasssssesisessssssssssssssssnsnsns 40
2.3 UPLOADING FOLDERS ...uuiiittttttttieeeeeeetttttiaaaeeeeessasaneiaaeeesssssssnnaaeesssssssmnaeeeesssssssmnassesssssssssnmassessssssssnaneesssees 43
Upload Zip files by drag and drop. .............cceveeeveeeeieeeeeesisesiieeieeeteesitaesttaessttasstassstsanssssessssssssssssssssnsssnnnns 43
2.4 USAGE RESTRICTTIONS ..uuueeieettttttiieeeeeeeeesutneaaaeeeessssssnnaaaeesssssssssnnsaeeesssssssmnnaeesesssssssnnseesssssssssnnsasessessssssnnaneesseees 44
3. USING ASSIGINMENTS.....coteetieteeeeientetentestastaeseseestestestesaseseesesssessessesssensastantassessessesasentestassessessesssensensansans 48
3.1 CREATING ASSIGNMENTS ....otiuiiiiiiiiiiiieiieiet et e sttt siee st e ae ettt e s s s e et e e be e ae e saeesaeesaneeaneenneesneennaesneas 438
Adding an assignment and aAJUSTITG IES SETLINGS........cvveesveesireesisessireesiisesssessissessssesssssessssessissassssessssssssssnsnes 49
g 1Yo 1y 50
(Due date and CUt-OF ALE ) ..co.eeueeeeeeeeeeeeee ettt ettt et entenae s 51
R Y0020 K 1)1 Iy L= TS 51
YT oL Lo gy 4 =X S 52
INOTTTCATIONS ...ttt ettt ettt e sttt ettt st et et et e st e st etssisesaeeseanas 52
(Student replacement of SUDIILEEA TEPOITS ) .vvcvvvevevesivesiresiiesieeisesiseitesttessesisessssesssesisesssesssesssssssssssssssseses 53
3.2 CONFIRMING AND GRADING SUBMITTED REPORTS .. .uuuuuieieeeeeeeeiieeeeeeeeeeeseseeesesesesesesssssssesensnsnnnnnnnsnnnnnnnnnnnens 54
Batch download Of SUDIITLEA FIIES .........co..eeeeeeeeiieiieeeeeeeeee ettt 55
(Corruption of file names for submitted assignments downloaded in bulk )} .........cccoevcveviveciveeiveaieerraennn, 55
L€ Te 1 S 56
[ e) =3 ¢ Ve 17 Y-S 57
(When grading a submitted assignment, is there a way to only give feedback without notifying students of
T Lo (=X g OSSR 58
EXDIANATION OF SEULITIGS ..vvenvvveeiieeeieesteeseesiee e e ettt e et a ettt e e se s et s east s asssseastsa st asassssanssssasssanssssssssssasssssnsssnas 58
A, USING QUIZZES .....coooeeeeeeiieiiieieeeee et e e et e e e et e e e et e e e e e e e e e e e e e e eeeeaeeeeeeaaeaeaeaaaeaeeeeeeeeeeeeeeeeeeeeeeeeeeeaeeeneeeees 59
4-1. USING QUIZZES: SETTINGS «uuuuuuuueeeseeeeeeeseseseseessesesesesesssesesssssessssssssssssssssssssssssssssssssssnssnssssnssnsnnnsssnsnnssssssssssesns 59
4-1.1 CREATING AND SETTING UP QUIZZES. ....vveuveueeeeeeeeeeeeeeeeseeseeeeeseeeeeeeseseeseeeeseseesesseseeeseseseseseeseseeseeeeseneeseeeees 60
(The "When time runs OUL" SELLING ) vocvveevveeveeiresisessesieeitesteeteesttesttesisesssestssssssesssesssesssesssesssessssasssssssesses 62
GIAGING SEUUTIGS ..vvnvveeeeeieeeteeseeee e et ettt ettt e e et e e et e et s e st e s astseasts s et s e s st e st s s astsaasssaaassssanssansssssasssannsssnas 63
Setting QUESHION DEAAVIOUL ............cccuvveeieeeiisesieeeeiieesitesteesttestteesttasastaesstsaesstsesstssssssssasssaasssasssssssssssssssssnses 63
" HOW QUESHIONS DEAAVE " SEULINGS. o..vveeeeveeiiiesiiieeiieesteestieesttee e e sttt essttaesstseasssasssssasssasssssassssssssssssssssssssnans 64
Deterred teedback (AELAUIL SCLLING) .......cveveveeeeeereeeeeeeeieieieieeeeeteeteetestesteiestasesessesssssssessessessssessassassns 64
ROVIEW OPUIOI SELUITIZS ..ttt et et e e ettt e e ettt e e s stte s s assts s s sttt s saasstsssaasstssssanssssnnas 65
WWAEI €O AISPIAY & TOVIEW ...vaeieeeeeeeeeeesteestteete e sttt et e eaatte st s et s e st s aastsessssaasstseasssassssanssssssssssassssnnsses 65



4-1.2  CREATING QUESTIONS .. uuuuiteeeeteeeeeeeeeeeeeseetsesesesesesssesesesesesasesssesasssnnsnsssssssssnssnsnssssnnsnnnsssnsnnnsnsnsssssssesssssesen 67

Creating mMultiple CROICE QUESTION. .........c...vecveeeeiieesiieeiiaesteeeetteestee st easta e st esstasstsaasssasasssesssssnssssssssansnssnns 67
PrOVICWING QUIZZES ..ottt et ea st e e sttt e s et e s e aassts s s sttt s s asstsssassstsasasnsnssnnas 71
4-1.3 CHECKING QUIZ RESULTS «..vveeveeeeeeeeeeeteeeeeeseeseeeeeeueeseeeeseeseseteseeeseeseseeseeeeseneeseeeeseeeesensesenseseseseeseeeeseseeseeens 72
4-2. USING QUIZZES — CREATING QUESTIONS .....eveveeeeeeeeeeeseeeeseeeseteseeseseeseseeseseeseneeseeeeseeeeseseseeseseeeseesesseseneeseeens 74
ClOZE (CIMDEAUACH ANISWELS) woeeeeeeeeeeeeeeeeeeeee e e e et e e et e e e et e e e e et e e e st e s e s et essasaeaeease e s sas s ssaasseesssas 74
SAOTE-ANSWET QUESTIONIS 1...vveuisessiveaissessieessitaesstssassssasssesstssssssssastsasssssaastssssssssssssssssssasssssasssssssssssssssssssssassssases 77
Questions answered usSIng drag AN AIOP............cccveeeveesiieeeiieeeieeeeteestesteestsesttesstseesstsssssassssssssssssssssssnses 80
CROICES ettt ettt ettt ettt ettt ettt ettt 81
4-2.1  CREATING QUESTIONS IN BULK . ....eveuteteeteteeeeeeeeeeeseeeseseseeseseeseseeseseeseseeseseesesseseseeseeseseeseseeseseseeeeseeeseeeens 88
Creating qUESIONS IN GIFT FOTIIAL ........cc.vveeiveesiiiesiieeieestseestteesiiteetsesstsaatseeastsessssssssssssssssssssssassssssssssassens 88
Adding questions USING GIFT fOIIAL..............c.c.eeceiveeeireesieesieeeeieesetieesiiaesiiseestraesstsesstsassstssasssassssssasssssssssssses 89

5. USING QUESTIONNAIRES .....c.uttiieiteeteeteee et rteeseeseeee st eesessseee e ee e asetesat et eaeaentessses e s saaseessesaeeenesansenns 90
5.1 CREATING A QUESTIONNAIRE.......cutveutereeeeeeeteeeeeeseeseeeeseeeseeseseeseseeseseeseseeseseeseneeseseeseeeeseeseseeseseseseeseaeeseneeseeees 91
Adding teedback/adVanCed SCLLINZS ........ccecveveeeeeieseesieeiesireeesieessestestsessesessssessesssassessssssessesssessessssssassesssassens 91
CTOALING QUESTIONS ..vveeieeeeiieeeeieee et e et e e ettt e e ettt e et e s s e tte s e e assts s e s asste s e s stasesastesasasstaassastssssastsasnans 93
[Example of how to create a question in multiple-choice format ] ...........ccevveveeeveveveeeeeeeeieseeieieeenanin, 96
5.2 DISPLAYING AND ANALYZING RESPONSE RESULTS ...cuuiiiiiiiiiiiiiiiiciiiis et 98
ADALYZING FESDOISES ..vvvveieeeesieeesiteeestte et aestts e st e eastaessts e et s sastsesssasasts e st seastseastsaassssssssansssnassssnsssnnses 98
Displaying non-respondents (only when recording USEINamES) ..........c.cocevvereeiveseeeeesresiesresseeeveseessessenens 100
5.3 EXPORTING AND IMPORTING QUESTIONS. ....e.veueeveteueeeeeeeeeeseeeeseeeseseseeseseeseseeseseeseseseseeseneeseseesenseseaseseeenes 101
Exporting and IMPOItING QUESEIONS .............cccvveeeeveesisesirsestsessiesssssessisssssssessssesssssssssssssssssssssssssssssssssssssssssses 101

6. CONTACTING STUDENTS .....neecteeteceteieeteestaetest et seeseseessse st ee st asatesaesasasseaseesaeeensaeetenssansesasasneesnsesaenas 105
6.1 Contacting Students all At ONICE USIING ....c...veueeueesieesiiieieeieeeeseeste ettt ettt sse e 105
ANDOUNCEIMIEIILS ..ottt ettt e st s st s st s st s s stsssinssnneanas 105
6.2 Individual cOMMUNICALION USING IMIESSAZES.....vvesvvressireesirsesiressitsestsessssssssssssssssssssssssssssssssssssssssssssssssenins 108

7. USING FORUMS ...t tieeteerteetest et ne e e ste st e st et seat s st s esee st s et e sat e se et aeseaeee st e st e easeaesamesatasatesanensesanannes 112
7.1 CREATING A FORUM.....cuiiiiiiiiiiit ittt sttt st sttt ettt ettt e e e e saee s e e e bt et e meesmeesmaeemneeneeeneens 113
Adding a forumy/adjuSting SEUUIIGS ......cvecveveeeeereeeesireeeseeeiiesiesssessestsessestesssessssssessesssassessssssassessssssesssassessenes 113
7.2 POSTING IN A FORUM....ccttttuieiieeeeeetitiiieeeeeeetettsttaeeeeesesssstnaaeesassssssnnnasaesssssssssnasesssesssssmaaseesssssssnnnneseeseses 114
Using "Simple discussion Of & SINGIE tOPIC" .........veceeveeeiresiieeseeesiieetittestttesiteesitsestsssssssessssesssssssssseassssssssenns 119
03 17Y- B O 2 W (73 ¢ 17 RS 119

8. USING GROUPS ....cieieteeteeeteset e s e et e et e st et st e et s et st st s et s st st ee e e et e s st e eseaaaeneaeane st aatesasensenanaas 120
8.1 CREATING A GROUP ..ottt ettt st st s e s s sn e et e e saeesae e s emaeesneeneens 120

CREATING A NEW GROUP TO OPEN THE SCREEN FOR CREATING A GROUP, OPEN THE BLOCK DRAWER AND CLICK
(@) €5 270]1 6 2P URRR 120

REGISLOITING USCIS L0 @ GIOUD ...ttt e ettt e et e e st e e st e e s ssttasasasssasssstssssnnnsnens 122



8.2 APPLYING GROUPS TO ACTIVITIES AND RESOURCES ....ceeerttteeeriiieeeriieeeenieteessieteessneeeessseeeesssesessssseeesssnees 124

How to apply groups to activities and resources (when making a forum available only to Group A users).... 124

8.3 REFERENCE INFORMATION ... uuuuuuuuuuuunnnnnnnnnnnnnnnnnnnnnnnsnsnsnnssnsssssnsssssssssssssssssssssssssssssssssssssssssssssssssssssssnssssssssnnnns 128
GIOUD TEGISIIATION KEYS ..veevvveuiveesieeaeiieeiisesitaasetsessttessstaesstsaastsseastsssstsassstsaastsasassssasssassssssasssssnsssesssssassssnnsses 128
DISpIaying the CTEALE & GIOUD SCIEEM. .......occcvveeeveesiieesireestsestieesttsesstsessssssastsesstsasassssasssssssssssssssssssssssssssses 129
ADDIVING GTOUDS 0 LOPICS. ...vveeeivesieeesiieesieeeteestteatteeatta e st aastaeastteassassstssasssasassseasssassssssssssasssssesssssnsssanns 129

9. USING A WIKI ... teeeiitiestenit e s te st et st et s et e se e sse et s st s sat e s se st ee e aenee s st e sea et eseesanesat e st esatennesananntasntessean 130

9.1 CREATING A WIKI ..ottt sa et ene e b e a s ens s as 130

0.2 TUSING A WIKI 1.ttt iutteiteete ettt ettt ettt et e e bt sht e st e bt e bt e s bt e e bt e ebb e e ae e et e enbeesheesatesabeeabeenbe e bt e bt e sbeesaeeenbeenbaens 132
47 e B 17) 2 PSR 132
Creating @ PAgGE.................c..ooooueiioiiiiiiiiiiiieiie ettt 134
APPLYING EO GIOUPS ..............c...ooooeiiiiiiiiiiiiiei ettt sttt 136
2 o OO 138
AP IUEIIU ...ttt ettt ettt ettt e e e 140
CONEITDULION ...t et e s et e st a st seesnneesnnnee 141
Displays a list Of PAGES €QNtET BY YOU. ..........ccceeeeieiieiieiiieeiieeeeeeee e 141
LITIKS ettt ettt ettt ettt et te ettt a s e 141
Displays the link sources and link destinations for the current page.................ccccccceceeceeeccecvecccnecncacn. 141
F o o o =X N 141
Displays a list of pages that are not linked from OtAEI PAGES. .......ccccuveeeueeeeeeercieeeeieecieeeeieeeieeeeeeseeenaeenns 141
L Lo L= PO 141
Displays links to pages in alphabetiCal Ordler...................couveeeeiroieeieeieeeeeeeeeeee e 141
UPQGEEA PAGES ...ttt 141
FUIES ...t et n e e 142

0.3 MANAGING A WIKI 1.ttt sttt et ettt stte st st et et e s bt e s bt e sb bt eat e et e e bt esbeesheeeabeeabeeabeenbeenbeesbeesaeeenteenbeens 143

10. USING A GLOSSARY ..t senieetee et e esestee st e st e st e st esaseseesme st sentesat e nesena e e sneesaeeenenntesasaseaneanns 144

10.1 CREATING A GLOSSARY ...ttt ittt ettt ettt st et s st e e e et saeesanesaneemneeneesneesnnes 144
K€ 11 Y e 1 oY= S 145
"EIETTOS " SOULITIZS c.vveeeeeeeeee ettt e et e et e e ettt e sttt e e s sate s e s s sste e e s asstea s s et esasasstssssanstssssasnsesnans 145
"ADDCATAIICE " SEULITIZS .vvvveeeieeeeieee ettt ettt ettt e e ettt e e sttt e ettt s e s assts s s sttt s saasstsasaasstsssssnsssssaas 146

10.2 USING A GLOSSARY ..eeeeeiieeieieieeeeeeee et ee et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aeaeaaaaaaaaaaaeaaaaaaaeaeaaaaaaaeaeanees 147
W Ve (2} 17Y - W 1= 1) o RSN 147
W Ve (2} 17Y - Y1 =3 1 1 o SRS 149
IMPOrting And EXPOITING EIUITIES. ......cc..veevveesiseeireesisesteestseatteessteesstsessssssassseassssssssssssssasssssssssssssssssssssssssses 150

10.3 LINKING A SUB-GLOSSARY AND A MAIN GLOSSARY ...ceiiiiiieieeieeeeeeeeeeeeeeeeee e e e e e eeeee e e e eeeeeeaeeaaeaeeaaeeaaaaaaeaaaeaeeens 152
Exporting from a sub-glossary t0 the MAain GIOSSAIY ..........cccveeeveesveesiiressreesisesisesssisessisssssssssssssssssssssssssssses 152
Deleting entries from the MAIN GIOSSALY ...........ccccvveeeiveesieesiiseesrsesttesstteesttsessseessssssstsessssasssssssssssessssssssssnsnses 152

11. USING THE GRADING TABLE ...ttt ceetectte st te st e saeseseseae e e st e e e s e s sessaee st et seesnaseseeneanns 153



11.1 TOTALING AND MANAGING SCORES ....uettttteeeeeiauiiitttteeeeaaiitieteeeeeeesaartetteteeeseaaannerateteessssasresaeeteessanannseseeees 153

Displaying the grading table (SIrader TEPOIT) ..........oceeeeeeeeeeeeeeeieeieeiesiesiesieeeveeeeateeteieiessessasssssessesessees 153
Selecting a tOtaling METAOU . ...............oeeeeveeeieeieeeieesteste et ettt e e tae sttt e s tta et eastsaasssseastsesstsassssssasssesassenns 154
("Simple weighted average of score"” and "AVerage 0f SCOIE" ) .....ouvmmvresiresivesivesvessiresisesisessesisesisesissnssnens 156
Adjusting settings to allow students to check their grading table (USer r€POIT) ...........c.coveceeeveeeeeeaeeeereannn. 157
11.2 MANAGING GRADES OF TESTS GIVEN OUTSIDE OF MOODLE.......ccctttttiiieeeeeeieeiitiieeeeeeeeereniiiaeeeesesssnnnnnaaaeasens 158
SOULITIGS ettt ettt ettt e ettt e et e e e e stte s e e et e e ettt e e ettt e e e ettt e et e e e ettt e e e ansteaeeaatnaeeans 158
W) T LAl a Y3 & Lo = SR 160
OVErall Grading CAANGES .......oocvveeeieeeeeeeseeee et etee et e e ateee et e et s e asts e st s st s sasssaassseastssssssssassssnnsses 161
11.3 USING CALCULATION FORMULAS ...cevtttuteeeeeeeetittiiiaaeeeeesertsneaaeeeesssssstnnaaeeesssssssnnnaessesssssssnnnasesssssssssnnaaseeasens 161
Calculation fOTMUIA EXAIMPIES ..........cccvveeceeesireesiieeeeesee ettt estteeste ettt ae s e st e st asastssssssanssssassssssssssssssesnsses 163
Main functions that Can DE USEU..............coeeevueesieerieiiieiieeeeeee ettt ettt 163
12. CHECKING ACTIVITY LOGS......o i cieriireieseenteetne et eeeestaesee st e st ettssasesesane st s sntasaesenenensenessnseeneasntenes 164
12.1 COURSE LOG . .ciiiiuiiiiiiiiniiitienieit ittt sttt sttt sa e sa e sh s s ea s s ae st sa e sa bt sheeas s b sasea s sne st e saesns et s 164
LLOG oottt ettt e ettt e ettt et e e e e 164
N B (2 S 166
COUISE PATTICIDALION ...t esiiieeeeiee e et e ettt e e sttt e e sttt e s et e e s st s s s ssttsssaasstsasassstsasaasstsassssstsssasnsssses 169
W Vet a1 o)1) o) (=15 Lo )1 S 172
12.2 ACTIVITY LOGS OF EACH STUDENT ...ceeiiiiiiiiiiiieeeeee e 173
CROOSING @ SEUACIIL....o.vveeeieeieeeeeeeet e et a et e et e et e e sttt e et aeastt e st e s sts e st s et s e st saassasasssaanssssassssnsssnasses 173
VB )y a1 s Y I o) o) o 174
13, BACKIUPS ...ttt ettt s sta e e e st et st eset e se st e et e eat e s st et eata et e s s et e sseaeesane st e st anneesseeananns 178
13.1 COURSE BACKUP....cotiitiitiitiiniiti ittt sr st ea e s ea et a s st a e s ss b eaeea s eae et e b ens et 178
WL YT 8 o Y= 179
SCACITIA SEUUIIGS ..vvveieeiieesieestee et e et e eateeta e st e st a e s st e et s e s s e st s e st s aasssa st s s st s ansssseassssanssanassssansssnasssnns 180
Confirmation and 1eview/PerfOrin DACKUPD. ..............ccccvevveeveivesieeeeieseeeseesieesseiesssssesssessessesssessessssssesssssessns 180
(023 02] ) =1 = 181
13.2 RESTORING A COURSE....ccetttttuiieeeeeetttttuiaeeeeeeetarstnaaeeeessssssnnasaeessssssssnaeeeesssssssmnaasesssssssssnnaaseesssssssnnaeseeseees 182
DIESTNIALION ...ttt sttt e sttt s es 184
SOULITIGS ettt ettt ettt e et e e et e e e e stte s e e ettt e e e ettt e e ettt s e ettt e et e e e ettt e e e aste e e e aitreeeans 184
SCACIIIA .ttt et ettt sttt ettt ettt ettt ettt ettt st e ettt aas 185
14, IMPORTING.....ciiieteecienteeteeetesetsec e e st et e saeste et s et e st e st s et e seesame st e st e et e st e seentae e e sateaseeataenesennesataentanes 186
L. OVEIVIOW ettt ettt e st s ittt s st s est s s ats st snastsnsaneanans 186
2. HOW €O IIIPDOIT ..ottt s st a e st ssseeannees 187

3. Ifthe new course to which I am importing already has topics that have been edited, how will assignments

from previous years' courses be ImMpPOIted? ...........cccouuuuuuuiuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiii 190
P i D



0. Changes in Moodle 2023

The following changes were made for the release of Moodle 2023 in April 2023.

0.1 Changes to screen layout and navigation
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The screen layout in Moodle2023 has greatly changed.

AL A=
. s + The first screen after logging in has been changed from the
o R PFI "Front page" to the "Home" screen.

ARAE * "Navigation" on the left side of the screen has been changed
to "Navigation bar" at the top of the screen. A variety of
information is linked from here
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*The "Block drawer" has been added, which displays related
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0.2 Changes to the course screen
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1. A "Course index" feature has been added to the course screen.
% Clicking on the button shown in 1 will display the course index as
shown on the left. You can easily search for course topics and check
v —i the completion of activities.
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2. The "navigation bar" will display on each screen.

3. It is now possible to switch to edit mode by clicking "Edit mode”

next to the navigation bar.

After entering edit mode, it is now possible to change the location

of topics by drag & drop from the course index.

4. "Context navigation" will appear at the top of the page.

In place of the previous "site management block,” courses are
now managed from the navigation bar,context navigation, and
block drawer.

Course index example
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0.3 Changes and additional features in courses

*Activity and resource icons have changed.
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0.4 Improved quiz "Question bank"

*Comments and other options in the question bank can be displayed by clicking on the eye icon.

*Drafts can now be made and the version is also displayed.
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Links

Creating/applying for a course

In Chiba University Moodle, the administrator creates courses upon receiving an application.
Please apply after reading the "Course application/course usage information (for faculty

members)".

Importing past course content into a new course

You can import course content from a previous year and from another course of the current year into a
new course.

For details, please refer to "14. Importing" in the manual.

TF/TA student course registration

Please apply from "2-4. Registering a TF/TA student course" in the Moodle course "For faculty

members: Course application/course usage information"”.

Setting a registration key

For information on how to change the registration key used as the password for accessing a course,
please see "Setting a registration key".
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1. Basic operation

Moodle provides students with a learning environment to prepare for and review lectures by preparing
lecture materials and various other teaching materials assigned for each lesson in their course. This
section provides information on how to "Accept students into a course", "Edit a course”, and "Confirm a
course from the students’ perspective", all of which is essential for faculty members to become a course
administrator and manage their course.

When using Moodle, users are assigned a role for each course, namely a teacher or student role.
Instructors who have been assigned a teacher role have the authority to edit the course they are in
charge of and prepare various contents for the course. Meanwhile, students are assigned a student role.
The student role does not generally have editing authority, and is mainly for students to access content

provided by an instructor.

1-1. What is Moodle?

Moodle is a software for creating lesson web pages called a Learning Management System (LMS). It is
used mainly by educational institutions around the world as a useful tool and supplement to face-to-
face classes that promotes students' voluntary learning on the web outside of class, and communication
between teachers and students. Moodle is also an open-source software that is constantly being

improved by volunteers.

Moodle enables the following.
® Presentation of lecture materials
Presentation of assignments and submission of reports
Quizzes
Questionnaires
Provision of a forum for discussions

Collaboration using Wikis

Communication with students in the class

Moodle has various other features, but this | chisaunimcodiczozstesting  rome #viamior wramz sacoi— saiv 5o o

manual explains only its basic uses.
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1.2 Logging into Chiba University Moodle

Chiba University Moodle accounts are managed using Chiba University’s integrated authentication
system managed by the Chiba University Digital Transformation Enhancement Council.

Please prepare in advance your user number (the ID used for educational devices), which is the ID of the
information infrastructure system, and password.

Chiba University Moodle login

Access

https://moodle.gs.chiba-u.jp/moodle/

on your browser.

Enter your "User number" and password in the "Login" block on the top left of the screen and click
"Login".

1 You can choose between Japanese and English as the language used in Moodle.

= ]
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User information registration

If your account is not registered in Moodle, you will be prompted to enter your user information
(profile) when you log in for the first time. After setting the following three items, click "Update profile

at the bottom of the screen to update your registered information.
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i Enter first and last name
Please enter your last name and first name that is on file at the university. If your last name or first name

changed at a later date, please contact Moodle Support (moodle-support®chiba-u.jp).

ii Select affiliation
Select your affiliation from the pull-down menu.

iii About Email addresses
When using Chiba University Moodle, system notifications and messages from other users can be

checked via your Chiba University email address ("... @chiba-u.jp" or "... @faculty.chiba-u.jp", etc.). You
cannot change the email address in Moodle. If you wish to receive notifications with another Email
address, please adjust the forwarding settings on your page in the Chiba University webmail system.
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1.3 Dashboard

When you log in to Moodle, you will see the "Dashboard"” screen.

It displays alerts for notifications and messages, and basic information such as "Timeline", "Recently

accessed courses"”, "Overview of courses”, and "Calendar".

ChibalUnivMoodle2023Testing Home

Hy sy hi—F

Block drawer

This feature has been added not only to the dashboard, but to all screens in Moodle.

By clicking the "<" shownin 1., a
screen called the "block drawer" will
appear.

The block drawer displays
information from the main screen
and about any necessary operation
menus.

The following is a description of the
dashboard screen.

Timeline

The "Timeline" in the dashboard
displays schedules, such as
deadlines for submitting
assignments given by the
teacher.

Recently accessed courses
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Displays a list of your most recently accessed courses.
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Overview of courses

"Overview of courses" in the dashboard shows all available registered courses. They are classified as
follows according to the course period.

In progress : Displays courses that are currently in progress.
Future : Displays courses that will be held in the future.

Past : Displays past courses.

Starred : Displays courses that have been marked with a star.

Removed from view : Displays courses that have been deleted from the dashboard display.

1—ZiEE

These classifications are set by the "Start date" and "End date" in the settings screen of each course
(displayed from "Course management" > "Edit course settings" in the management block) (Refer to 1-6
course preparation "Course settings"). Note that even when a course has ended, this does not mean
that you will not be able to access the course.

1.4 My Course

ChiballnivMoodle2023Testing Home Sk

A screen similar to the "Overview of courses" in "1.3 Dashboard" will be displayed.
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1.5 All courses and course search

ChibaldnivMoodle2023Testing Home

Course search

Selecting "Category” will display courses in the appropriate category.

1 Select the "Category" of the course you wish to search
2 Courses in the selected category will be displayed.
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You can search for a course from "Search courses".

To search for a course, enter the course name or class code in the "Search for a course" field and click
on the magnifying glass icon.
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1.6 Creating a course in Chiba University Moodle

For a class course application
Courses are created in Chiba University Moodle by application.

There are two main ways to apply for a course. For details, please refer to the "Course

application/course usage information (for faculty members)".

For a class course application

Click on the "Apply" button under "Create Moodle course" in the syllabus editing system. The

course will be automatically created within about one day after the application is submitted.
For the teacher in charge (teacher role), the teacher registered in the "Teacher in charge”

section of the syllabus is automatically registered with the "Teacher role" for the Moodle

course.

For applications other than class courses and for other applications
Contact Moodle Support to apply, referring to the "Course application/course usage

information (for faculty members)".

* A class course refers to a course that is registered in the student portal syllabus.

*If you have any questions when creating a course, please refer to "Q3-1. Creating and Setting Up Courses'

in the "Q&A" section of the manual.

Importing past course content into a new course

You can import course content from a previous year and from another course of the year into a new
course.
For details, please refer to "14. Importing" in the manual.

TF/TA student course registration

Please apply from "2. Registering a TF/TA student course” in Moodle course “For faculty

members: Course application/course usage information”.
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1.7 Course home screen layout

i When you log in to Moodle and

ChibaUniviMoodle2023Testing Home #HwZafi—F

access a course for which you have

been assigned a teacher role, you 52023-[;uy)-¢:om°od|e
will see the course home screen as D .2 &e sws mr Lot

shown in the figure.

v FEWT 1

v hEwS 2

ii Click the button on the left side
of the screen to open the "Course
index". You can easily view a list of 2
course topics and rearrange their =
order. I
) ) ) v T— R TR
On the right side of the screen is a v bEwS -
button to open the "Block v hEW#H 2 BO—2=T
drawer," which, when clicked, ¥ 11—
. o ) v REwZ3 Y Sl
displays the Administration block e
| At— |
for the course. V. WA -::: R
v FEwZs $ otttk
The center contains the "Course , N
section," which is a space for X et + Uz
positioning content used in the v kEwS 7 Ut
course. & BN PR
v RExd9
¥ FE¥4 10
A You can check system )
y Course index Block drawer

notifications and messages.

B You can adjust your profile settings by clicking your first and last name displayed in the upper right
corner of the screen. You can also log out from here.

C This button is used to toggle edit mode on/off. You can use edit mode to add various contents to
the course.

D Open the "Course index".

E Open the "Block drawer" to display the management block.

F This section contains course content description and is used to add content for the class.
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1.8 Course preparation

This section explains "Course settings" and "Student registration to a course" in preparation for
students to use the course.

Confirming and editing course settings

1. Course settings can be adjusted from "Settings" under the course name, or from "Settings"
in the administration block that appears when the block drawer is opened.

The menu under the course name is called "Course navigation".
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2. A course setting screen labeled as "Edit course settings" will then be displayed.
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A Set by administrator, so please use as is.

B Set "Course Visibility" to "Show" so that students can access the course. If it is set to "Hide", the
course will not be displayed nor available to students. If you want to prepare a 4th term course during
the 2nd term, you can temporarily hide it so that it cannot be accessed by students during the period.

C Please indicate the start date and end date of the class.

D The administrator will set the date, but please modify it accordingly. If you apply for a course from
the syllabus, the start date and end date of the course will be set according to the syllabus.

E By default, the course format is the "Topic format" separated by course topic. A "Weekly format" that
divides the course into weeks is also a convenient setting for weekly lessons. When using the weekly
format, set the "Start date" in addition to the "Number of sections".
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Examples of "Topic format" and "Weekly format"
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Topic format
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v 01/27 - 02/2

v 02/3-02/9

v~ 02/10 - 02/16

Weekly format
Tabs are closed and hidden except for the main configuration items. To configure an item included in this

category, click on the category name to display the configuration item.
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Registering students in a course

Automatic registration through enrollment
In Chiba University Moodle, students are automatically registered for a course after enrolling in it.
Therefore, it is generally unnecessary to register for a course with a Enrolment key.

When registration is not automatic (course registration with a Enrolment key)

If students are not registered automatically, they can register on their own. In this case, it will be necessary
to set a password known as the "Enrolment key" to access the course. Please refer to "Enrolment key"
below for details on the process covering enrolment key setting to student self enrolment in a course.

When registration is not automatic (manual registration)
If students are not registered automatically, they can be registered manually. Please refer to "Manual
registration” below.

Course registration with a Enrolment key
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1. Open the block drawer on the right
side of the course screen to display
the management block.

From the management block, click
on Users > Enrolled users > Enrolment

methods.

2. Click on the gear icon to the right
of Self enrolment (students) to
display the settings screen.

3. Set the "Enrolment key" (click the eye

icon to display the entered characters).

Also make sure that "Allow new
registrations” is set to "Yes" so that the

new registrations are valid.

Disabling Self enrolment
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If you wish to prohibit student self enrolment, click the "Eye" icon in step 2 above to show a slash over

the icon (the eye icon is next to the gear icon). The self enrolment option will then be grayed out and

the feature will be disabled.

{Setting the registration period )

If you wish to limit the period during which self enrolment is possible to a certain range, check "Yes" for

"Start date" and "End date" in the "Self enrolment” settings, and set each date. Meanwhile, there is also

a similar option labeled "Registration period" which is for setting the period during which users who

have self-registered for the course can access it. Therefore, please note that if the registration period is

set to four weeks for example, self enrolment will become disabled (paused) four weeks after self

enrolment, and students will not be able to access the course even if class is still in progress.
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Manual registration

Students can be registered manually from the screen.

1. First, open the "Enrolled users" screen
by one of the following methods.

*Click "Participants" from the menu under
the course name.

*Open the "Administration block" from the
block drawer and click on "Users," then

"Enrolled users".
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2. Click "Enrol users" on the "Enrolled users" screen.

Enter the student's user number,
student ID number, or name (insert a
space between their last name and first
name) in the "Select user" field, and a
list of candidates will appear. Make a
selection by clicking on the student you
wish to register.
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Make sure that the "Assign role" field is set to "Student".

Click "Enrol user".
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1.9 Editing a course

When you click the "Edit mode" button at the top right of the course home screen and switch to edit
mode, you will be able to edit the course. To start editing, first try entering text in the topics section
(editing using the "Add an activity or resource" feature will be introduced in the following chapters).
1. Click "Edit mode" to switch to edit mode.
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2. You can change topic names displayed in the course, "Add an activities or resources" to a topic, or
add a topic itself.
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1.10 Editing a topic

1. Click "Edit mode" to switch to edit mode.

A Click onthe " i " next to the
topic displayed on the screen to
open the edit menu,

B Select "Edit topic" from the
edit menu to display the topic

editing screen.

In addition, you can set highlights,
show/hide topics, move/delete topics,

etc. from the menu that appears.

C The topic name can also be
changed by clicking on the pencil

icon.

2. Editing a topic

Check the "Custom” checkbox if you
wish to enter the "Section name" field.
Enter the name of the class unit, etc.,
and it will become the name of the
topic.

You can enter a description of the topic
in the "Summary" field.

If you wish to set usage restrictions for

each topic, you can do so here.
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Click "Save changes" to save your edited content.
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1.11 Editing activities and resources

The edit menu for activities and resources added to each topic can also be accessed by clicking the " & *
button displayed on the screen to the right of the item.

Each activity and resource can be configured to "Edit Settings", "Move", "Show/Hide", "Duplicate",
"Assign Roles", and "Delete".
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1.12 Description of editing icons

In Moodle, you can edit a course using various editing menus (editing icons). The main editing icons are
introduced below.
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1.13 Confirming a course from the students’

perspective

Courses are set up and their content is added from the instructor's perspective, but in managing the
course, it is also important to confirm how the course appears to students. Teachers and students in the
course differ in what they can do in the course due to the differences in authority. This section explains
how to confirm the course from the students’ perspective to ensure the content you want to show is

visible not only to instructors but also to students.
Use the "Switch roles” feature to view from the students’ perspective.

1. Click the username icon in the
upper right corner of the screen to
display the menu, then click "Switch

role to...".

2. The "Switch role to..." screen
will display. Select "Student".
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3. You will be switched to the student role, so check if files etc. posted in the topics section can be
accessed from the students’ perspective.

To return to your original teacher role, click "Return to normal role" from the menu at the top right
of the screen.
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{Confirmation of graded
activities from the students’ perspective)

When you wish to confirm graded activities such as assignments and quizzes (explained in Chapters 3
and 4, respectively) from the students’ perspective, you will need to set yourself as a "Student” who
is subject to grading. To do so, it is necessary to set up an actual student role, as it is not sufficient to
simply switch to the student role. Here, confirmation of an assignment will be used as an example. Click
on the assignment you wish to confirm from the students’ perspective, and "Manage assignment" will be
displayed in the management block on the left side of the screen. By selecting "Locally assigned role"
here, you will be able to set a new role for the current assignment only, so select "Student" to set a student
role for yourself.

This will allow yourself to be subject to grading, just like the other students are, and receive a grade and
feedback after submitting the assignment. After confirming, exit the student role in the same way.
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2. Publication of materials

In Moodle, content intended mainly for viewing, such as lesson material files and websites related to

lessons, are called "Resources".

By using the modules included in the resource, you can edit text in Moodle, as well as present materials
in various file formats such as PDF files, Word files, and PowerPoint files to students, and link to useful

websites.
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2.1 Uploading files

This section explains how to post lesson material files to a course. There are two ways to upload a file.
One is to drag and drop the file to upload it (Method 1). If the browser you are using does not support
drag and drop, from "Add activity or resource," select "File" and upload the file (Method 2).

Method 1: Upload using drag and drop

1. Click the "Edit mode" button at the top right of the course screen to switch to edit mode.
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2. Drag and drop the file you wish to upload to the topic area in the course. After the progress is displayed,

the file upload will complete.
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3. The file has been uploaded.
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You can also upload multiple files using drag and drop. However, when uploading an entire folder, it is

convenient to do so using a Zip file described later.
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(A cautionary note about file names)

To prevent printing errors on educational devices,

if you use Japanese for the name of the file to be uploaded to Moodle, please keep the file name

within 27 characters.

Changing the display method

After uploading a file, to change its display method or other settings, click the " : " button on the right

side of the file you just uploaded and then "Edit settings". You can adjust various settings as needed

such as the file name and description. The display method can be changed from "Hide" under
"Appearance". By default, it is set to "Open". Other possible selections include "Automatic”, "Embed",
"Force Download", and "Pop-up". However, caution must be used with "Automatic” and "Embed"
because the file may not scroll properly when being viewed on a tablet, etc. Selecting "Hide" under
"Edit" will make the file invisible to students. Upon doing so, the file field will be grayed out and labeled
"Hidden from students" on the teacher's screen.
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Method 2: Upload by selecting a file from resources

After launching edit mode, click the topic "Add an activity or resource" to display available

activities/resources.

Select "File" from the menu to display the file upload settings screen.
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1. Enter the file name to display in the course from "Name" under "General".
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2. Add theicon to add afile.
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3. The file picker will be displayed. After selecting A "Upload a file", select the file to be published from
B "Attachment". If you wish to change the file name when uploading, choose "Save as" and enter
the new name. After selecting the file, click C "Upload this file".
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4. Confirm that the file has been added to the file field, and click "Save and return to course" at the

bottom of the screen.
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5. The file is posted to the course topic.
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2.2 Uploading videos

Video files (MP4 format, etc.) cannot be uploaded to Moodle as they are.
Be sure to use the HLS video management site to create a SCORM package before uploading videos to
Moodle.

@ HLS video management site

You can log in to the HLS video management site with the same ID and password (user
number and password for the integrated authentication system) you use for Chiba
University Moodle.

The manual of the HLS video site can be viewed from the top page after logging in to the HLS

video site once. > HLS video management site

@ HLS video management site point of contact

The Smart Office is the contact point for inquiries regarding how to use the HLS video

management site. > Point of contact

@ Uploading to Moodle
SCORM packages can be downloaded as a Zip file from the HLS video management site.
Please upload such files to Moodle as they are without decompressing them.
‘Usage precautions
If you need to check the viewing status such as when making the viewing of a video an

attendance requirement, be sure to publish the video as a "SCORM package™”. Viewing status is

only recorded when viewed as a SCORM package.

®please note that viewing status is not recorded for "Privately published URLs".

> How to check viewing status of videos (SCORM packages)
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Method 1: Upload using drag and drop

1. Click the "Edit mode" button at the top right of the course screen to switch to edit mode.
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2. Drag and drop the SCORM package created on the HLS video management site to the topic area of

the course.

Upload the SCORM package as a Zip file without decompressing it.
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The progress will be displayed. Select "Add SCORM package" and then click the upload button to

complete -
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3. The file has been uploaded.
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Method 2: Upload by selecting a file from resources

After launching edit mode, click the topic "Add an activity or resource" to display available
activities/resources. Select "SCORM Package" from the menu and click "Add" to display the file upload
settings screen.
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2. Click the icon to add a file.
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3. The file picker will be displayed. After selecting A. "Upload a file", select the file to be published from
B. "Attachment". After selecting the file, click C. "Upload this file".

Select the SCORM package as a Zip file without decompressing it.
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4. Confirm that the file has been added to the file field, and click "Save and return to course" at the
bottom of the screen.
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5. The file is posted to the course topic.
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2.3 Uploading folders

You cannot upload folders directly with Moodle, but you can compress and decompress them on the
server using Zip files, enabling you to upload them to Moodle by preparing the folder you want to upload
as a Zip file in advance. This method allows batch uploading of multiple files organized in folders.

Upload Zip files by drag and drop.

Click the "Edit mode" button at the top right of the course screen to switch to edit mode. Drag and
drop the Zip file prepared in advance to the course and upload the file (A). When you upload the file,

you will be prompted to select a process (B).
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If you select "Extract files and create a folder"” (1), a folder generated after extracting the Zip file will

be posted in the course.

On the other hand, if you select "Create file resource” (2), the Zip file will be posted as it is. Click on

"Handouts" to start the download.
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2.4 Usage restrictions

There is an option labeled as "Usage restrictions" on the settings screen of posted materials (select
"Edit"> "Edit settings"), and it allows you to set usage conditions for content such as materials. In the

condition settings for restricting usage, you can select and set "Date", "Scoring", "Group", "User profile",
and "Restriction set", but this section will explain how to use "Date" to set the usage period of content.

A Click "Edit mode" at the top right of the screen.
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B Click " ¢ " to the right of the content such as the material, and select the "Edit settings" gear mark
from the displayed menu.
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C Click "Restrict access" from the displayed screen.
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E You can limit the timing of the publication/Due
date of an assignment for students by clicking "Date"
and setting the "Start" and "End" dates and times in
the Date field.

* "Activity completed” is displayed only when there is
a module for which "Activity completed" is set in the

course.
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F. Set the start date and time field by selecting "from" from the pull-down menu.

G. Click "Add restriction ...".
H. Set the date and time field to "until” from the pull-down menu to set the Due date.
I. About the "eye icon." An open eye icon means that the item is visible to the student. Click the icon to

hide the item from the student.
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J.Click "Save and display".
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K. "Start date and time" and "Due date" will be displayed on the teacher's screen.

L. Prior to the start date and time, only "start date and time" is displayed on the student screen, and
the "Due date" will not be displayed. When the start date and time has passed, the "start date and

time" display will disappear.
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*Note: On the student screen, the "Due date" will not be displayed until it has passed.

Therefore, it is recommended to indicate the Due date in the "Explanation” section and to check the

option for "Display explanation on course page" to make students aware of the display period on the

screen.
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3. Using assignments

Moodle makes it easy to assign reports and receive submissions. It may be worthwhile to use Moodle to
centrally manage reports. In Moodle, you can check report submission status as a list, as well as set
report submission deadlines. It is also possible to give feedback by adding comments to submitted
reports and returning them.

3.1 Creating assignments

Click "Launch edit mode" at the top right of the screen, click "Add activity or resource" in the topic

area, and click "Assignment” from the list of available activities/resources displayed.
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Adding an assignment and adjusting its settings

First, enter the "Assignment name" and "Description”. In the assignment description, enter the details
of the assignment and any necessary notes.
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If you wish to present an additional file related to the details of the assignment or a template for file
submissions, upload the file from "Additional files". The uploaded file will be presented to students
along with the description of the assignment.

O & # =0
[ ]

Template.txt

O BHPOH IFPAIEERLET., @

v FlA

s EE (7] & 55 ¢ 2023 # 00

W

00 ¢ | B & ves

49



Availability

In the " Availability " field, you can set periods such as "Allow submissions from", "Due date", and "Cut-

off date" for an assignment.

The "Allow submissions from" is when students can submit files (please also see "Always show
description” below). If it is not set, it will become available immediately after doing so. "Due date"
indicates the deadline for submitting assignments. The Due date that you set is what students will see
as the deadline for submitting the assignment, so when informing the students of a submission
deadline, make sure it is the date and time set as the Due date.

"Due date" represents the submission deadline, while "Cut-off date" represents the final deadline of
the assignment (the Cut-off date must be set after the Due date). When the Due date and the Cut-
off date are set to different dates and times, students can submit late assignments even if it is passed
the Due date, up until the Cut-off date (you can confirm late assignments on the submission
confirmation screen mentioned below). If you do not wish to allow late submissions, set the Due
date and the Cut-off date to the same values.

If you check "Always show description”, the description of the assignment including additional files will
be displayed even before the start date and time set above (in such cases, the start date and time will
only apply to submissions).
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{Due date and Cut-off date )

When an assignment becomes available, the "Due date" will be presented to students as the deadline
for submitting the assignment. Even if the Due date has passed, it will still be possible to submit the
assignment up until the "Cut-off date" (late submission). The deadline for late submissions set by the
Cut-off date is displayed as "Submissions accepted up to XX" in the "Submission past the submission
deadline" field of the grading summary. If the Cut-off date has passed, students are still able to submit
an assignment when the teacher enables the "Allow extension" setting.

If you do not wish to allow late submissions, set the Due date and the Cut-off date to the same values.
In such case, although you might think that you only need to set the Cut-off date since it is the final
deadline without setting the Due date, the Due date is what is displayed as the submission deadline to
students, therefore, you must still set both the Due date and the Cut-off date.

Submission types

"Submission types" are for setting the submission method of an assignment.

If you wish to make students edit the text of their assignment directly on Moodle and submit it, check
"Online text". On the other hand, if you wish to make them upload a file created in advance in Word

format etc. to Moodle, check "File submissions".
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Feedback types

"Feedback types" are for setting the method of feedback for a submitted assignment.

You can also allow to students view online comments (feedback comments) and files uploaded by the
teacher (feedback files). A feedback file can also be used to correct and return a student's submitted file.
In addition, if you have required students to submit the assignment as a PDF file, you can check its
contents and give feedback on Moodle by enabling PDF annotations.

v 24—RN\wo54147

St — Iy 1T 87— E/w 754> @ O FORER@ O ATS1-FED 03— @ D 74— Ky 777 (L@

A 1 212 [7] No ¢

> $RHHEEE
> D) —TRHESE

Notifications

In "Notifications", you can set whether or not to receive a notification when a student submits an

assignment or when the teacher grades it.

If you set "Notify graders about submissions” to "Yes", an email will be sent to the teacher every
time a student submits an assignment, so it is likely better to leave the default setting as "No".

"Notify graders about late submissions” is set to "No" by default, but if you wish to be notified,

change it to "Yes".

"Notify students” is set to "No" by default.

The default setting for "Notif ; o =
it setting for "oty > J—TiRHHBE
students” will determine the default
setting for "Notify students" on the v A0
grading screen. If it is set to "Yes", FEaECiRt BT S © | No¢

students will be notified of their
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assignment has been graded (here, 3
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actually notify them on the grading

screen). > s
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{Student replacement of submitted reports )

If you set "Require students to

click the submit button" to L IEEHE&E

"Yes", a submission status LU IR O IERDHDS @ | No ¢
labeled as "Draft" will be
: - PECRUFEEORSTRHS No &
added. An "Edit submission" FEICIRUEEEORET KD © A
button will also be displayed on .
Pray NN e |l :

the student screen. When a

student uploads a file and clicks o =

"Edit subr:ission", it will be > djb—j IRHHEE

counted as a "Draft". Students

will be able to replace their submitted report as itis not yet considered a submission. When the student
clicks the "Submit assignment" button, the status will change to "Submitted for grading" and the
student will no longer be able to replace the submission.

This function is usually used "When you want to keep track of the reports submitted prior to the
submission deadline" or "When you want to be able to send back submitted reports and allow them to
be resubmitted". If you want to check submitted reports and start scoring them before the submission
deadline, you can use the "Require students to click the submit button” feature to prevent students
from replacing a graded report, as submitted files will not be able to be replaced. When requesting a
resubmission, you can allow the student to replace the file by clicking the "Return submission to draft"
button on the teacher screen. In addition, since the student will not be notified that the status has
changed to "Draft", you will need to keep "Notify students" checked and request them to resubmit by

updating the "Feedback comments" or sending them a message.

® Precautions
- Sometimes students may forget to click "Submit for grading" and leave the assignment as a draft.
- It is possible to confirm submitted files even if the submission status remains as a draft after the
assignment deadline.
- If a student wishes to resubmit, use "Unlock submission" below to unlock the submission (see

"Explanation of settings" in section 3.2).

® If "Require students to click the submit button" is set to "No", students can replace their assignment

during the submission period.
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3.2 Confirming and grading submitted reports

When you click on an "assignment” set for the course, a screen showing the description of the
assignment, the number of participants (students), the number of submitters, the Due date of the
assignment and the remaining period, etc. will be displayed. Click "View all submissions" under the grade
summary to move to the submission status list page. You can check and grade submitted reports from

here.
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Batch download of submitted files

You can individually check files submitted by students, but it is also possible to download them all at once
by using "Download selected submissions" from "Download selected lines..." in the center of the
screen. The "Upload multiple Zip feedback files" option for uploading feedback files all at once is
displayed when "Feedback files" is enabled in the feedback types explained in section 3.1. Similarly,
"Upload (download) grading worksheets" for batch grading of assignments will be displayed when

"Offline grading worksheets" is enabled.
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{Corruption of file names for submitted assignments downloaded in
bulk )

When downloading submitted assignments in bulk, you can do so as a compressed file (Zip file), but
when decompressing the compressed file, if you use the decompression feature provided in Windows
or decompression software that does not support UTF-8 character codes, the file name of the submitted
assignment may appear corrupt. In such case, you can decompress the submitted assignment file

without corrupt characters by using UTF-8 compatible file decompression software (for example, "7-

Zip").
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Grading

To perform grading (input of grades and feedback), click the blue "Grade" button on the submission
status list screen of the previous page (you can also select "Update grade" from "Edit"). If the menu of
options such as "Save changes" at the bottom of the screen is not displayed, use the "Change user" button
at the top right of the screen to change the user once and the menu will appear.

A : You can change the user.

B : Enter a score in "Grade out of 100".

C : You can give feedback to students here if you have enabled the use of feedback comments and
feedback files.

D : To upload a feedback file, drag and drop the file onto the arrow on the screen (see Manual 2 for
uploading files). E : Lastly, don't forget to click "Save changes" at the bottom of the screen to save your
editing.

F : You can click here to try out three screen layout patterns and change the screen to make it easier to

see and work.
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Quick grading

In addition to the grading method explained in "Grading" above, you can enter grades and feedback
comments on the list screen by checking "Quick grading". By checking this option, you are able to enter
information into the grade and feedback comment fields, so enter the grade and any comments. After
grading, click "Save all quick grading changes" at the bottom of the list to save the grade and feedback
comments. To finish quick grading, uncheck "Quick grading".
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Batch settings for selected rows

It is possible to change settings for the locking, unlocking, and allowing extension of assignment
submissions all at once. The method is as follows. After selecting the user in the selection field at the left
end of the list, select the item you want to set from "For the selected row" and click "Go". If you want to
adjust these settings individually, you can also set them from "Edit" in the list.
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{When grading a submitted assignment, is there a way to only give

feedback without notifying students of the grade? )

Since the grade and the feedback comments are published at the same time, it is not possible to give
only feedback without publishing the grade.

For this reason, many teachers do not enter scores in Moodle and instead manage them separately in
Excel etc., entering only feedback and uploading files in Moodle when they want to only give feedback
without notifying students of the grade.

Explanation of settings

Lock submissions
When you lock a submission, students will not be able to submit (or change) the assignment report. You

can use this to prevent the replacement of submissions after they have been graded.

Unlock submissions

Unlocks a locked submission.
Grant extension

Students are not able to submit a report after the Cut-off date. If you select "Grant extension”, they will
once again be able to submit it.
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4. Using quizzes

4-1. Using quizzes: Settings

Quizzes in Moodle can be automatically graded online. Automatic grading also allows you to instantly

grasp response status and check quiz results before class so that you can go over the most missed

questions in class.

Moodle supports a variety of question types, as shown in the table on the right. Since it is assumed that

students will use the online grading feature in their studies, the types of questions that will likely be

used the most include those where a response is chosen from a list such as "Multiple choice",

"True/false", and "Matching", as well as "Embedded answers (Cloze)".
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4-1.1 Creating and setting up quizzes

After launching edit mode, click "Add activity or resource" in the topic section to display a list of
available activities/resources. From the options, select "Quiz".
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The settings screen will open, allowing you to set up the quiz. First, enter the name and description of
the quiz to be conducted in "General".

A Enter the "Name" of the quiz and its "Description".

B You can set the open date and time of the quiz (it can be set by checking "Yes". The same applies
below).

C You can set the closing time of the quiz. The quiz can only be taken up until the "Close the quiz".

D You can assign a quiz with a time limit during the above quiz period by setting the "Time limit".
Since students will not be able to continue taking a quiz past its closing time, actual test times may be
shorter than the time limit depending on when exactly the student starts taking it.

E You can choose how to treat incomplete quizzes in "When time runs out".
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{The "When time runs out" setting )

If a student is in the middle of a quiz (on the page where the countdown timer is displayed) when
the closing time of the quiz (or time limit) is reached, responses will automatically be submitted at
the closing time when the quiz is over. Conversely, if the student is away from the quiz page (logged
out, etc.) and has not submitted the quiz when the closing time (or time limit) is reached, you can
choose how to treat the quiz by adjusting the "When time runs out” setting. The setting options are
shown below.

1. If you select " Open attempts are submitted automatically ", responses will be automatically
submitted at the closing time.

2. If you select " There is a grace period when open attempts can be submitted, but no more
questions answered" setting to allow students to submit their responses within the grace period (new
responses cannot be submitted).

3. If you select " Attempts must be submitted before time expires, or they are not counted ",
students will not be able to submit responses after the Close the quiz (responses will not be submitted
and the quiz will be treated as untaken).
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Grading settings

The Grading field is for setting the "Attempts allowed" and the "Grading method

method" is set when the quiz can be taken two or more times.

". "Grading
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Setting Question behaviour

The question behaviour field is used for adjusting "Question behaviour" settings. By default, this is set
to "Deferred feedback" which allows students to receive correct answers and feedback after submitting

their responses. After adjusting the settings, click "Save and return to course" at the bottom of the

screen to save the settings.
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" How questions behave " settings

Deferred feedback (default setting)

Displays correct answers and feedback after all quiz responses have been submitted.

Immediate feedback

Judges whether a response is correct or incorrect and displays the correct answer and feedback when
students submit each response and click the "Check" button. Responses cannot be resubmitted even if
they are incorrect, and the quiz will proceed to the next question.

Adaptive mode

Judges whether a response is correct or incorrect and displays feedback when students submit each
response and click the "Check" button. Responses can be resubmitted if they are incorrect. However,
students’ scores will be penalized every time an incorrect response is submitted.

Adaptive mode (no penalties)

Judges whether a response is correct or incorrect and displays feedback when students submit each
response and click the "Check" button. Responses can be resubmitted if they are incorrect. There are no
penalties for resubmitting responses.

Interactive multiple attempts

Judges whether a response is correct or incorrect when students submit each response and click the
"Check" button. When a response is incorrect, a "Retry" button will be displayed with a hint, and
students can re-answer the question. A hint is displayed on each attempt, and students can retry the
question as many times as the number of hints set for the question (set in "Multiple attempts").
However, students’ scores will be penalized every time an incorrect response is submitted.

(cmB)

Stands for Certainty-Based Marking. When submitting a response, students select the degree of
certainty for their response from three levels in addition to their answer. The higher their confidence,
the higher their score will be when their response is correct, but if it is incorrect, the student’s score will

be greatly deducted.
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Review option settings

Used for setting the information presented to the user in a quiz review.
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When to display a review

During the attempt

Displays each time a question is answered (can be set only for adaptive mode and interactive multiple
attempts).

Immediately after the attempt (two minutes)

Displays within two minutes after the quiz is completed (after responses are submitted).

Later, while the quiz is still open

Displays when the quiz is accessed again within the quiz period (the period set for the timing) after the
student completes the quiz.

After the quiz is closed

Displays when the quiz is accessed after the quiz period set in "Timing" (can be set only when the quiz

Due date is enabled).
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Feedback types

Specific feedback
Feedback displayed according to the response selected by the student. Corresponds to the following
two kinds of feedback. Both can be set from the edit screen of the question.
1. One is feedback that is set for the response options in the question. It is displayed
when the response is selected.
2. The other is feedback set in the "Comprehensive feedback" for the question. It is
displayed according to correct and incorrect responses.

General feedback

Feedback set in "General feedback" on the question edit screen. It is displayed for each question after
the quiz regardless of whether a response is correct or incorrect. It can be used to give an explanation
of the question.

Overall feedback

Feedback set in "Overall feedback" on the quiz edit screen. It is displayed after the quiz. You can change
the feedback according to the student's grade.
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4-1.2  Creating questions

This section explains how to create questions: "Multiple choice," "Embedded answers (Cloze),” and
"Questions answered using drag and drop."

When you view a quiz set up for the course, a message reading "No questions have been added" is
displayed since no questions have been added yet. Here, click "Add questions" to create and select
questions to add to the quiz.
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Creating multiple choice question

If a question is already saved in the question bank (the storage location of questions created for the
course), you can select the question from the question bank or designate questions from the question
bank at random, but here we will select "+New question " from "Add" at the bottom right of the

screen to create a new question (the created question will be saved in the question bank).
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Select the type of question you want to create. Here,
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we have selected "Multiple choice.” Then click "Add".

|
- HAEERTSCIMESr TR
| O = SHERME | RLTLEZa.
O en O/«fiS

=i E»entEE

= e

ch  EHEEE
B fexmm
The multiple choice creation screen will be displayed, T e
so enter the title of the question in "Question name" O » wmx
and the content of the question in the "Question DiRE i
L . o 4 [3wperoy
text". Also select whether it is a single-answer Tx=
. . o 4 [Zyoeros
question or a multiple-answer question in "One or Zbaaialn .
o " £S5 Fritil
multiple answers? =l
ZEGRIREEDEN o
TATEREMT
v —fg
b n 15 | smmrmmoRDF AL ¢ |
MmE o | |
5 hrsae e o 1 A« B I = | =l %S | @ | | A | o &
HMAT—52 | mmsT ¢ |
FIAI TS o | [
f_é;.,:.i.'?ﬂj-‘.—-c,.l._ 9 1A~ BlIl[=ElEll% s @ 8 @ kel ox | [
)
IDF ) (— e |
B ST R | = s |

HIREE - vw ILLETTT @

WRECESHILETH?  [abc. ¢

2 7 | | Mo % |

68



Set the choices in "Answer."
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A: Enter the "Answer" in the choices and give a "Score" for that answer.
B: Enter "Feedback" for the answer.

C: In the case of a single answer, the score of the correct answer will be 100%. In the case of multiple

answers, the total score of the multiple correct answers will be 100%.

D: Continue setting the "Answer", "Score", and "Feedback" for each choice.

Initially, there are five choice input fields, but blank choices will be ignored. If you want to create a
question with more than five choices, click "Add three more choice input fields" under "Choice 5" to add

the choices.
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"Interactive multiple attempts" in "Question ENTNORELEC. @ 333

If you have selected "Adaptive mode" or

behaviours" when setting the quiz, students will HIT AT

be able to answer multiple times during a single

quiz. In such a case, you can set the percentage

of points that will be deducted for each mistake as a penalty for incorrect answers in "Multiple
attempts". The penalty is set to 33.3% on the screen, meaning 0.67 points will be given for the correct
response after responding incorrectly once. 0 points will be given for the correct response after

responding incorrectly three times in a row instead of a negative score.

*If the testing mode is set to "Interactive multiple attempts”, responses can be resubmitted for as
many hints provided.

69



Click "Save changes" at the bottom of the screen to save the created question, and the question you
just created will be added to the quiz being edited.
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Previewing quizzes

You can check the created quiz from "Management” > "Manage a quiz" > "Preview" displayed on the
left side of the screen (here, two questions are shown on separate pages).
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4-1.3 Checking quiz results

To check quiz results, you can use the quiz result list sorted by students and the statistical information
of quiz results.

If you click the icon of the quiz added to the course, NTAN  BE FE RRER MECs @Bk
"Attempts:" will be displayed as a link. Clicking on
this will display a list of test results by student. PFAPETLEL-T

TESE BeTm

H n . " &‘_ﬁf ’rL: 5
A: You can download quiz results as a "CSV file" or ik

in "Excel format".

B: Click "Review attempt" to see a detailed review of the quiz results for the selected student.

You can sort items into descending/ascending order by clicking on headings such as "Student ID" or

"Grade" on the list screen.

BB b
21

ITFA GE fiE f-et] B/ (>4 E5Ic v

o

ZEAMS
FATEFOERD

v LiR—FIEBHS
BEE ISFAERBLIECEOSEEEEHF LY &
BT BT GEEIN GET BFRRE

| I-HTEICBRXBORT LERBERTRT 3 (BETS)

BBROHETTD O BRESN/EFENBEIZEI—IETNEER0H
v REATS3>

R—H1X 30

P EDfFa Yes %

LA— EEFTD

TATEENETZ Z2UBETEEFTESTS

ENENOA-YOFERHDIURFEOBBERT L TVFT. FERFOBRDI 151 FENTULEY, CONTAMOFEAERZ BSFS TY.

LENEl » 2 Cc D E F G H I KlLM N O|pla|RIS|T|u|v | W|X|Y¥
M ERSHN A B C D EF G H I ElLMNO|lPlQlRIS(T|u|V|W|X|¥Y|Z
|?—71L?‘—9%»§*7>:|—r=?§ H2REOE (csv) + | dozo-—F A
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. ¥xo03 i ¥ 20210188 20214018 8
1612 500 « 2.5 00
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[ 1223 Y 50 00
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REETRE
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: v ERCHASNELRE.
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The above can also be confirmed from "Quiz results" > "Grade" displayed by clicking the gear mark to
the right of the quiz. From here, you can also access features such as "Answers", "Statistics", "Manual
grading"”, etc.
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4-2. Using quizzes — Creating questions

Cloze (embedded answers)

As with the explanation on creating multiple-choice questions, select "Embedded answers (Cloze)" from

"Select the type of question to add" and click "Add".

BT SMEY 7 TEEIRTS X
For Cloze questions, you can create "Multiple-choice,” "Short- = * ~7#== R
answer,” and "Numerical" questions by providing blanks in *oonsT i;é:iiz s
the text. You can have multiple blanks for one question. =~ * e T
However, when creating a question, you need to write a code = ¥ Ut

YT R

for creating the question in "Question text". O v ax

S LEREH
ShEmE

) % sEms

I@ 5F FUZOREE (Cloze) ]

) ¥ BEERGEES

o B o8

TUESRIRE (Cloze) DR

v —ig
BEDHFT Cloze (TUESHERE) DT IALE @)
=3y SoZazen
1R BEF 20234 028 16H(RER) 14:56 (1—1 S 02)
L o !-’\.*1coczleQuizO‘I::Cloze}[\’:C "l
RIS R A o (([a~[B[r][=le|[ss| @ a]@we|[sr o |[w

FEAFTHRUTVEFEEES AT ALMS)(F2MCS: ~=Moodle #IE T ~Sakai # REFTT
~Blackboard Learn # R IEfTT) TT. COZ AT AFER{TMCG~=21 ~22 ~23}EECEA=NEL

e

ICa

Below are concrete examples which explain how to create Cloze questions.
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Multiple-choice questions

Question types

MULTICHOICE (or MC; MCS when shuffling choices)
Choices are displayed in a drop-down menu, and select the correct answer from the menu.

MULTICHOICE_V (or MCV; MCVS when shuffling choices)
Choices are lined up vertically. The radio button displayed next to the choices is used to respond.

MULTICHOICE_H (or MCH; MCHS when shuffling choices)
Choices are lined up horizontally. The radio button displayed next to the choices is used to respond.

When using the created questions in a quiz, choices will not be shuffled when using "MC", "MCV", and
"MCH" even if shuffle is enabled in the quiz settings ("Question behaviours"> "Shuffle question
contents" set to Yes). Use "MCS", "MCVS" and "MCHS" to shuffle choices.

Format

{1: MC: = Correct choice #Correct response feedback ~Incorrect choice 1 #Incorrect response

feedback 1 ~Incorrect choice 2 #Incorrect response feedback 2... (Repeat thereafter)...}

Enclose the question type symbol (MC, etc.) in a colon (;). Change the "MC" portion to "MCV", "MCH",
"MCS", "MCVS", or "MCHS" according to the type of question being created. It does not matter whether
the incorrect or correct answer choices are entered first. For example, if the correct answer is attributed
to the second choice, it will look as follows.

{1: MC: Incorrect choice 1#Incorrect response feedback 1 ~= Correct choice #Correct response
feedback ~Incorrect choice 2 #Incorrect response feedback 2... (Repeat thereafter)...}

Explanation of symbols

~ Each choice is separated by "~".

= Indicates the correct answer by adding it just before the correct answer choice.

# Indicates the start of feedback (optional).

. Represents the weight of the score (optional). If there is one blank in the
The number just

question, or if there are multiple blanks but the weights of each grade are equal,
before :MC:"

the numbers can be omitted.
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Specific examples

Ex 1: Inline, weighted scoring

Chiba University {2:MCS: ~ = Moodle #correct ~Sakai #incorrect ~Blackboard Learn #incorrect}
started operation in the academic year {1:MC:~= 2009 ~2010, ~2011}.

If there are multiple blanks in the question, you can change the weight of each point. The ratio of each
score of {1:MC: ...} and {2:MCS: ...} is 1:2.

Ex 2: Display choices vertically
Select the correct Learning Management System (LMS) used at Chiba University:

{{MCVS:~=Moodle #correct~Sakai #incorrect~Blackboard Learn #incorrect}

Ex 3: Display choices horizontally
Select the correct Learning Management System (LMS) used at Chiba University:

{{MCHS:~=Moodle #correct~Sakai #incorrect~Blackboard Learn #incorrect}

g}

FEAETHEL TV SEEEEL AT AMS) ¢ TT. COSATLEFH ¢ &
[CEBAENE Uk

1R 2 B AT M SR R A
S FTEAFTHALTVSZEEELAT L (IMS) ELTEULWSOEBRU TS
' Mocdle
Sakai

[’Blackboard Learn

FTEAFTIRALUTVSFEEESAT A (IMS) ELTIELWEOZEERL TS

_Sakai CMoodle Blackboard Learn

Examples 1, 2, and 3 on the screen
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Short-answer questions

Question types

SHORTANSWER (or SA, MW)
Used when not distinguishing between capital and lower-case letters

SHORTANSWER_C (or SAC, MWC)
Used when distinguishing between capital and lower-case letters

Format

{:SA:=Correct choice #Correct response feedback ~% Score percentage% Partial point choice

#Partial point response feedback ~ * #Feedback other than the displayed choices}

Multiple partial point choices can be provided.

Explanation of symbols

Represents the percentage of the score given as partial points. %50% is a
%Percentage of score% ,
half score (optional).

* Represents all but the displayed choices (optional).

77



Specific examples

Ex 4: Short-answer: Not distinguishing between capital and lower-case letters.

Please answer with the 6 letters of the alphabet for the LMS currently used at Chiba University.

{:SA: =moodle #correct ~% 50% noodle #typo. Moodle is correct ~ * #incorrect. Moodle is the

correct answer}

Ex 5: Short-answer: Distinguishing between capital and lower-case letters

The LMS used at Chiba University is {{SA: = Moodle}.The LMS used at Chiba University is {:SA: =

Moodle}.

The LMS used at Chiba University is {{SAC: = Moodle} (distinguish between capital and lower-case

letters).

mE 4
BoNICER
050/ 1.00

BES

BIRCIERE

1.00/2.00

REFTEAFTHALTVBIMSZETILI 7 Ay ReXFETER T EEL) :

noodle BoCIER
SR TT. Moodle /' ERFTT
1EAZ: moodle
0.50 / 1.00

FEAFETHALTLSIMSIE moodle v TY,

FRAZETHAL TLBLMSIE moodle x TF (AXFIXFERBILET) .

Examples 4 and 5 on the screen

78




Numerical questions

Question type

NUMERICAL (or NM)

Format

{:NM: = Correct number: tolerance #Correct response feedback #Feedback}

Explanation of symbols

Correct number: tolerance
The method of expressing tolerance. For example, for "= 73:2", the correct answer would be "73 + 2",

and any values from 71 to 75 will be counted as correct.

Specific examples

Ex 6

The measured values on two sides of a rectangular board were 16.3 + 0.1 cm and 4.5 £ 0.1 cm.
Therefore, the area of the board is {NM:=73:2#16.2x4.4 = 7.1x10, 16.4x4.6=7.5%x10, so 73 * 2is

. 2
considered correct. } cm.

B 1

Es EHHORD 2 DODOEEBN163 £ 0.1 cm&45 £ 0.1 cmTHo 2. Lo THROEER 71 v m2TH3.
100 j.OO_m . e
Mg 16.2x44=7.1x10, 164x4.6=7.5x10THBIDT, T3+2&FMELTLET.
- IERZ: 73
1.00/1.00

Example 6 on the screen
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Questions answered using drag and drop

There are three types of questions that can be answered by drag & drop: "Drag and drop into text,"
"Drag and drop onto image,” and "Drag and drop markers."

Drag and drop Text

Questions that are answered by arranging words SFASNIAAZEL CHUBER TSN

and phrases into blanks through drag and drop. ‘ ‘ | ‘ ’ ‘ |

|FhFzvs|l uvs || eve— |

- JOOEMETT B OOMFFEMOE LU EFRIC RS v
B PFOvILT, BEEERREE T EEL

Drag and drop Images
Questions that are answered by dragging and dropping 2

1|3

images or text into the appropriate blank spaces of a

background image.

415/ 6

BEOTERRENTNET—— ( (T98, ERRATE, ) ) ETnTABELD
Drag and drop Markers ELWRMIE K5y /& FOYZUTCHEW (FSY V& ROy TIBMI, Y—N—DELOR
DEANFERCEENS LS CENELET) .

Questions that are answered by dragging and
dropping text into the appropriate area of a
background image.

Instead of dragging text to a specified blank, it is =

) —
) ERv 5

28

dragged into an area set on the background image.

e \
ki TP T

ji

—
gl atRbeur DA
STy

BRUE= by
BRoLI—

1vn
BETFUr-

g eeE AR

e
w B g
[ £
RERAON Y vARAE T SRR
B EORRADR A I TR BT
FEERE L ARAREDZRECRSMION
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"General "

Enter the name of the question in "Question name" and the text of the question in "Question text".
Create a fill-in-the-blank area by enclosing numbers in [[...]], such as [[1]], in the part of the question
you want students to fill in the blank for.

v —h%
BEQOHTT FSwda 0w FHIRG8 OF 4L (1)
Ji—Ta A==z
VERIEE 20235 028 205(REE) 1057 (31— %S 02)
BEL 0 | rSvdarOvTFHERL
BETTAN 0 1 Av | B I =i=|% || [ = @[ @ ue| o] o~ :
SAaNEEazEL ImER TS
g} 31
a
n 4 n
Choices

Create choices for the fill-in-the-blank part of the question. The response to [[1]] in the above question
text corresponds to Choice 1, and each number corresponds in the same way (it is also possible to
create incorrect choices by creating more choices than the created fill-in-the-blank parts).

If you check "Shuffle", the choices will be randomly shuffled and displayed each time.

By classifying choices into different groups using "Group", you can separate the range of fill-in-the-
blank fields to which the choices apply.

If you check "Unlimited", students will be able to use the choice as many times as they want when
responding.

v =R
B =ew2l
HAREE [ 52 | PrFEes | -7 a s |Oms
—.
SIRES [[2]] B3 | e | =T | A 2 | O
MAREE (31 Fx | mue— | “H—2 |~_- R

Finally, click "Save changes" to save the created question.
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Drag and drop onto images

"General "

Enter the name of the question in “Question name” and the text of the question in "Question text".

v —H
BEORFIU ESusa KOs T (3-S5 @FIn
r-sa> -
mE2 I
mETEIH ° 1Ay B I EBEE %% @B G £
SAODHEMETT BOOBFES = PEFOSTUT, B gEeTiET

"Preview "
Upload the image file to be used as the background image.

v JLEa—

MR A—SEBALT FSw IR A—S@|ELeR. FouwdTiceadftrA—smroy V-5 al
T A
M S —= DrfilEEiRd s | LU D7 ILoBRET 2100 MB
®
BRERDFOILECISIC Ry FOvI LTRIITSET

Before uploading the image file

h 4

A — D VERRT S LA T LB 100 MB

After uploading the image file
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"Draggable items”
Set the image and text to be used for the answer.
In “Type”, set a "“Draggable image” or “Draggable text".

As with drag-and-drop into text, you can use "Group" to classify choices into different groups and
separate the range of fill-in-the-blank fields to which the choices apply. If you check "Unlimited",
students will be able to use the choice as many times as they want when responding. Repeat the same
steps for the number of draggable items, and finally click "Refresh preview" in "Preview" to reflect the

uploaded file.
v RSYTREEFAFA If you select draggable
e image, upload the image
e GE TR file (A)
_JT'-(_ILT"’_-‘J!HT:'J_ ¥ oAt 22 100 MB
® If you select draggable
BRI FAILECSIC Sy 8 FOy SLTBITEST, teXt, enter the text (B)

83



"Drop zone"

Decide on which part of the background image the draggable item should be dropped to be counted
as a correct answer.

First, select an item from "Draggable items" (1). Next, specify the location to drag and drop the item
(2). To specify the location, you need to enter the coordinate value, but you can also drag and drop the
item in "Preview" used when uploading the background image earlier to determine the location
(coordinate values are set automatically in conjunction).

v KOYTY—>

FOw =21 = | | P | | Koy STIREP{74 | 2 (DD520 20 111513png) § | 73
[ T S S = ke FSwdaREPr T4 | 3. {DD6 2023-02-20111555.png) $ | FEA
o = b STEIREP4F A | 1. (DD4 20 20 111407.png) ¢ | 53
" v ) -~
v ROyJIY—>
ROwFY—21 E| 20 hwF | 228 FSwdalgEPA7 A | 2.(D 2 ng) FTHEAR
rOwFU—22 i hwF | 124 FSw a7 A | 3.(DD62023-02-20 111555png) ¢ | A
FOwFY—3 S bwF | 122 FSwATRlgEP{ T | 1.(DD4 2023-02-20 111407png) ¢ | TFEAL

53 BOZAOFOYTY—EENTS

Preview screen

Finally, click "Save changes" to save the created question.
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Drag and drop markers

"General"

Enter the name of the question in "Question name" and the text of the question in "Question text".

-—

REOHTI')  IntroMoodle DF 7Lk (1) ¥ ZOAFTUEERT S

e S

AFJVEREFETS IntroMoodle @77 A )L b (13)

BEf FIvd&ROvIv—H—

mEF¥2b gl (uv (B 1l[=lE]le |28 o]

RO TlcRRENTWEY—hA— ( TTHER, TEEHEFIE "HRE ) £22hzh
HEEFOELWERIC RS v 7&kOyZLTLEEW (Foy/akOv 7938, v—
H—OEFOROHTHBEICESENALSCBEIEEXT) |

FZHI R 1

ERIECHTZI I —ENvoI O

ad | BE B || <

ELWY—h—dRAavZahTWiZWRAYFIYV—2VENALSAT TS
"Preview"

Upload the image file to be used as the background image.

v Thta—
HEAMAA—SIFAILERBRLTYT -H—0TFARS~AULEANLEE. FSyIiENInsoEs8r XA —
TOFOvIV-LEERULTIIEL,
JUEa—-&YILwEad3
ERAA— FPSIEBRTS .. HLWIT7ILOBAT A X 100 MB

®

BEkRIFILECCCFSy Ve ROov I LTIEBMTEETY.

Before uploading the image file

h 4
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HEA A=Y FPAIEBRTZ .. HILWLWI 7AILOERT X 100MB

campus_map_nishichiba.png

FAENB 77T

1 A—3 (GIF) gif

- A—3/ (JPEG) .jpe .ipeg .ipg
A A—3 (PNG) .png

A A—3 (SVG+XML) svg .svgz

After uploading the image file
"Markers"

Enter the name of the markers to be dragged and dropped when responding.

If you set the number of markers to "Infinite", they can be used as many times as desired, but if set to

an option other than unlimited, the markers can be used only the specified number of times.

v T—H—

0 MEORBTEICRSYIPATLES P YIILTS

T—h—1 | T¥E <—p-%[1 ¢
Y—-hH-2 | ERRSEEED S—H—#| 1 $ |

?—H—3 | Eins T—h—% | 1
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"Drop zone"

While checking the background image in "Preview", set the area to be counted as a correct answer
when the marker is dropped.

v ROYvIY—->

KOvIJ=2,1 ® M| Ak s  Y-h- e s | EBI® | 212,269,253,268;255,327:255,364;297,
FOwIFJ—>202 R | BEARE ¢ | ¥—h— | GIRERTE ¢ | B8 | 1641874453
EFOwIVJ—>-3 R M : | ¥—h— MR s | BEE | 13410331

How to specify the area

- When coordinates are expressed as "x, y", x indicates a horizontal position and y indicates a vertical

position.
- The area can be specified as three types: "Circle", "Rectangle"”, and "Polygon". Each of these are set as
follows.
. x and y are the coordinates of the center of the circle, and r
Circle X,y;r ) )
is the radius.
Rectangle x and y are the coordinates of the upper left corner of the
X,y;w,h rectangle, and w and h are the width and height of the

rectangle, respectively.

x1,y1;x2,y2;:x3,y3; ... Repeat | x1 and y1 represent the coordinates of the first point, and in
Polygon | for the number of points. | the case of a polygon, it is necessary to specify three or

more points.

Finally, click "Save changes" to save the created

Questions.
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4-2.1 Creating questions in bulk

Moodle offers several ways to create quiz questions in bulk. This section explains how to use "GIFT
format", which is a format used for importing quiz questions from a text file.

Creating questions in GIFT format

GIFT format is used as follows (the method for creating individual questions will be explained later).
@ Answers are represented by enclosing them with "{}" as in "{answer}".

® Insert "#" after each answer and then add a comment to provide feedback on the answer.

® \Words between ":" such as in ": Question name :" represent the name of the question.

® Lines starting with "//" are treated as comments.

® \When inputting multiple questions, separate each question with a blank line.

When using GIFT format, it is necessary to save the character code of the text file as UTE-8.") The

differences between question types when creating questions in GIFT format are summarized below.

Multiple-choice 0w .

i Input the correct answer after "=" and other choices after "~".
questions

Combination .

i Input choices with "=" and the match to the choices with "->".
questions

Numerical
. Input the correct answer after "#".
questions
True/false If correct, enter "T", and if incorrect, enter "F".
questions
Short-answer Input the correct answers after "=".1It is necessary to list all correct answers.

questions
Please refer to "GIFT format example" below for specific details on creating questions.

1) Use caution when using "Notepad" which comes with Windows 10 to edit GIFT format because if
your version of Windows 10 is 19H1 or earlier when saving a character code in UTF-8, it will be
accompanied by unwanted data called a Byte Order Mark (BOM) (as of March 2021). An example of an
alternative text editor is the free software "Mery", which allows you to create an appropriate text file by
selecting UTF-8 (without BOM) and saving it. UTF-8 without BOM may also be expressed as "UTF-8N".
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GIFT format example

<Notes on handling mathematical formulas>

Due to the processing order of PHP and LaTeX, when using the above symbols in LaTeX format, they
should be preceded by a "¥ (backslash)".

The "¥ (backslash)" may be displayed as a "¥ (yen mark)" depending on your PC settings, in which
case you can use the "¥ (yen mark)" as it is.

Adding questions using GIFT format

From "Course management" in the "Administration" block installed on the right side of the course top,
select "Question bank" > "Import" to display the screen for importing externally created questions.

[ZLs$HTDMoodle
— . EiL &0 v
> —8 , EREERGREE G
> REVZ 1., : jotp
> hEwD 2,
> hEVYD 3,

> FEYD 4, '
> NEYD S5,

IT7AIWHSBEEA ViR— T 3e

v IPANITA—IY

0 AmenTa=Ty bk @

BRERIPALBCICFSyIAFOy7 LTENTEEY,

A : Select "Gift format".

B : Upload the question file created in Gift format to Moodle-
C: Import the file selected in A and B.
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5. Using questionnaires

This section introduces how to conduct a questionnaire using "Feedback", a standard module of Moodle.
With feedback, you can create not only multiple-choice questionnaires, but also free-form ones as well.

Poir—hOiESE N B

SRRREE SR OEERBOTHSEEEBRT HRTT
: ZRERROBRKRICFTFRERITZIENTESL

EEERREGE) o 1oz foRETEOTL LB CEET

o {EE HiEE AN LTEETBHRTT

S EERRTEETZHATT
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5.1 Creating a questionnaire

Adding feedback/advanced settings

After launching edit mode, click "Add |#@zrERUY—2EENTS

activity or resource" in the topic

it
M

section to display a list of available
= UY-2

activities/resources. Select
"Feedback" and click "Add".

B
3
®
% |
=

SCORM/wér
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Set the feedback "Name" and its "Description”.

Set the feedback period and implementation method (anonymous, display of results) as needed.

TATEERTD
v R
e 0 | TEAEMoodklIONTOT VS — b
i 3 |A~ 5| Bl W A Mp | f O
= cSE
FEAFMoodle B TFIAVEREBOH L DTS VET.
SBEsciER FOEROCERESHEN TS,

0 O—AN—Z[CHAZETRIS 0
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v FIA

ij—b,-(gf;?z%:-eaz% |1 2|38 || 20232 || 152 || 152 | BYes

D — ) woRTES [15 || 38 s || 20, :_|| 158 || 152 |62 EYes
v BESBIUOESE
Bl H&zE#73 | E& :
clEEmErsaTS @ |[MNos |

BEESNEENCTS @ | Nos |

SHOSHESTT 0 @ | Mot |
v EIEXER
QY srin—=2ETT3 | Mo e |
= ia-(BlI|[=|=E|% S| @B @ w0

Fur—NCTBAVRES. BRI ESTENELE.
i

> B3I —)LILESE
> FIHHIR
> EEIRT
O AT LYEEENEEETS 0

RaLErTs

A: Allow answers from/Allow answers to

By checking "Yes", you can set the response period at the time of confirmation.

B: Select between anonymous/nominal names for the questionnaire
Select "Anonymous" if you want students to answer anonymously, or "Record usernames and display
them with responses” if you want students to include their name.

C: Allow multiple submissions
In the case of anonymous responses, each submission will be treated as a different response, but in the

case of recorded usernames, they will be overwritten as a new response.

D: Show analysis page
Select "Yes" if you wish to display to students the aggregated results of the responses. After submitting
their answers, students will be able to view the aggregated results of the responses at the time of

confirmation.

E: Completion message
Input the message to display on the screen immediately after students submit a response.
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SBTSCERLTUEL LD, FUBBOTERZSH T

BHOE. £3L<BBVELET.

rit
L}

ENTRETS BEELE2-T3

=

EEEAEE:O
B0

XTAYE—

FrAr—COBAWERSE, &nisaTENnELE

Screen after clicking "Save and display”

Creating questions

You can add the following items to questions.
*There is a character limit of 255 characters for the question text.

Items that can be added when creating a question

Label

Used when displaying the explanation etc. as a label.

Multiple choice

Creates a multiple-choice question.

Multiple choice (graded)
93



You can provide scores for multiple-choice options and average the results. However, this score is not
reflected in the student's grade.

Information

Response time: Displays response date and time.

Course: Displays the course abbreviation (class code) of the course.

Course category: Displays the course category to which the course belongs.

Add page break
Inserts a new page.

Numerical response

Allows responses with an integer value in the given range.

Short answer
You can limit the number of characters that can be entered. The response will only be one line and
cannot contain line breaks.

Note) If the return (enter) key is pressed in the short answer field, a response may be unintentionally
sent. It is generally recommended to use "Long answer" and set up a free entry field.

Long answer
Multiple lines of sentences can be entered. Used to provide a free entry field.

Next, the procedure for creating a question is explained below.
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1. Click the feedback for the content m if,.-ﬁ—. & joc“e EDNTDT o —
from the course topic

BB A 20235 038 18 (kEEE) 1513
activities/resources. R i een e

2. Select the "Edit question” tab.
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(1) Select "Add question".

(2) Click the box in the "Choose..." column to select items to be added as shown in (3).
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[Example of how to create a question in multiple-choice format ]

When selecting "Multiple choice" for a question, proceed as follows.

A: Enter the content of the question in
"Question". You can check "Required”, to
make an answer required.

*There is a character limit of 255
characters for the question text.

B: Input the answer to the question.
Enter one answer per line.

C: Click "Save changes" to save the
created question.

*: "Label" is used to create an answer-
dependent question (see "Creating an
answer-dependent question” on the
next page).

Click "Save question” to preview the
question you have entered.

v SEHEIR
O &
= =
Sl | a2 |
SEEIRG AT | smar-s—m

[HBR] ATZS | ves o |

EET
FIFFCEREET | no s
= §
smaRE B
Tri— hoEE
A —Z LoFA
et
A
TNTNOEECTERLTUEEL!
Azzas R

C{
EETREIS [Eauly

Fa—FJwa

(02) Moodle THICBEALTHELRAT LD B ~

O BRoEs
OBEQRT, LAK- hOESE
ONFA hoEE

OF Y5 — oSk

O T — S LD

O Zofs

HFUWTI T —ELTEETS

EHET M-S

To add a question, select the question type and repeat the process.
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Creating answer-dependent questions

The feedback module can also display subsequent questions
depending on the answer to a question. As an example, here, a
question is being created that leads to Q2 if the answer to Q1 is
"Yes" and to Q3 if the answer is "No".
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When creating a question for Q1 that is the branch source, a
"Label" is set so that it can be referenced from other questions (Q2
and Q3 in this case). When creating questions for Q2 and Q3, which
are the branch destinations, use "Depend on the item" so that the
question branches depending on the answer to Q1.
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5.2 Displaying and analyzing response results

You can check aggregated response results and individual responses from each respondent in the

setting screen displayed by clicking the feedback icon.

Analyzing responses

To display responses, select the "Analysis" tab on the settings screen. For multiple-choice responses, the

number of responses to the choices and their ratio are displayed along with a bar graph. In addition, the

content of each response is displayed for written responses. The results can be exported to an Excel file.

1. Select the "Analysis" tab to see the analysis of the responses.

2. You can download the analysis results as an Excel file by clicking "Export to Excel".
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Displaying individual responses

To view individual responses from each respondent, select the "Responses” tab on the settings screen. If
you have changed the "Record username" setting when giving feedback, "Non-anonymous entry" and
"Anonymous entry" will be displayed.

The contents of individual responses can also be downloaded as a "CSV file" or "Excel file".
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Displaying non-respondents (only when recording usernames)

When using the option to record usernames, "Display non-respondents” tab will be added. Select this
tab to view a list of students who have not yet responded. You can also select a student and send them
a message reminding them to respond.

*If recording and using usernames: When creating a questionnaire in Announcements, if selecting
"Record usernames and display them with answers" in the "Question and Answer Settings" section in
Announcements
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5.3 Exporting and importing questions

If you want to set the same feedback for multiple items in the course (such as for a questionnaire following

every lesson), you can easily copy it by using the "Duplicate" content feature (see page 14).

To use created feedback in other courses, you can use "Export/import question" to duplicate the

feedback into the other courses.

Exporting and importing questions

Exporting questions

Click "Export questions” on the
edit screen that appears under
"Edit question”.
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A file named "feedback_XX.xml" will be created in the "Downloads" folder on your computer.

Importing questions

Open the other course from which you want to import questions.
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Add "Feedback" to the topic you
want to import.

Open the other course into which
you want to import questions.

Set a name for the feedback and
click "Save and display".

Open the other course into which
you want to import questions.
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Click "Edit question" on the
Feedback screen that appears.

Click on the box labeled "Add
questions” and select "Import

questions”.

Specify the file to be imported.
Specify the "feedback_XX.xml" file
that you exported earlier.

Select the file from the "Select file"
button or drag and drop it into the
designated box in the Explorer.
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Delete old items: Overwrites existing questions with questions in the template file (existing responses

are also deleted).

Add new items: Adds questions from the template file while leaving alone existing questions.
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If the questions are successfully
imported, "Imported
successfully” will be displayed on
the screen.

The imported questions will
appear on the screen.
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6. Contacting students

If you want to contact all students in a course, you can use "Announcements” to do so all at once.

Conversely, if you want to contact only one or some students, you can use "Message".

6.1 Contacting students all at once using

Announcements

Announcements refers to the forum found at the top of the course screen by default, and only teachers
can make a post (students can only view them). Content posted in an announcement will be displayed in
the forum and sent to the email address of the student enrolled in the course. Announcements are very

convenient for contacting students all at once.

Click on the "Announcements" | . i.ucodeinsmesing dome 0saier wro—x Titmi—z shce 0 O o v kit @0
icon on the course screen.

2023-[2UHTDMoodle

Click on the "Add discussion topic"

icon.
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1. Subject : Enter a subject.

2. Message : Enter the content of the notification to the students.
If you want to attach a file, click "Advanced" to display the file attachment field.

3. Pinned
If you check the "Pin" box, the topic will appear at the top of the forum.

"Send forum post notifications with no editing-time delay™

If you check here, your post will be e-mailed within about 5 minutes . If you do not check here, you can
edit your message for 30 minutes after posting, but the emails will be sent 30 minutes later. If many

people are using the system at the same time, the sending of the messages may be delayed
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4. Click "Post to forum".

*Click on "Advanced" to display an entry field for attachments.
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the "Announcements" section of the Moodle |LZ=2° T F7#=Th > FFIVRALE 2

course.
A copy of the content will also be sent to
students by email.

Please note, however, that students are not

able to reply to these emails.
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6.2 Individual communication using messages

If you want to contact only one or some students, you can use "Message" to do so.

There are two ways to display the message sending screen.

Method 1: Click on "Participants”

from the menu under the course

name.
Method 2: Open the block
drawer and click on "Enrolled

users" in the management block
that appears.

The "Enrolled users" screen will

appear.

A list of faculty members and
students registered in the course is
displayed.
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1. Check the box at the beginning of 1 / Last name / % / First name gEgEE « 0O LT
| - — — —
the line for the student(s) you wish to |
O o #50 Group stu
send a message to. —
0O ZM MoodleHR XY E—IEEETD Group sty
TN ES I3 o
2. Click on the "With selected O o3 $££00 P> REFIDE (csv) Groi st
. . Microsoft Excel (xlsx)
users..." field to select an action. 1 0 e g201 HTMLZ— )L P—T
Javascript Object Notation (json)
i " " b X 02 OpenDocument (.ods) Group stu
3. Click "Send message". AT EF2 A R TA—TV b (pdi)
h= £ 03 FaEH Group sty
BRUEI-HOBSEEETS
b FE04 BRENEI-HOEEFERTS S~
Sk
Sl $E 05 BRUEL - EREEETS > Group sty
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Enter your message in the message body field.
The title will display as "New message from
XX", with the first and last name registered in h&EAY —TEEETS
Moodle displayed in place of XX. By default, the

content of the message is also sent to

their Chiba University webmail

address. However, the email address shown

as the sender of the email is one that cannot

ABICAvtr—UERETS

be replied to, so if you need to contact each

other outside of the message, specify your
contact information in the text.

Note about student email addresses:

The e-mail address distributed by the university, "XX@chiba-u.jp" or "XX@student.gs.chiba-u.jp", is the
e-mail address to which notifications are set to be sent from the university. In general, this is
"XX@student.gs.chiba-u.jp" for undergraduate students and "XX@chiba-u.jp" for graduate students. (This
does not apply when forwarding settings have been activated.)

After entering your message, if you are satisfied with the content, select "Send message to X person" to
send it.
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View from the student’s perspective 1

A red balloon icon will appear on the navigation bar of the Moodle screen of the student who has received
the message, indicating that a new message has arrived.

Clicking on this icon will open the message window, where the student can open and read the messages
addressed to him/her.
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View from the student’s perspective 2
When a message is sent, a copy of the content is also sent to the student by email.

Please note, however, that students are not able to reply to these emails.
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When a message is sent in Moodle, the sender will not receive an email

When sending a message in Moodle, it will also be sent to the recipient’s email address, but following

the Moodle 2021 version upgrade, an email will no longer be sent to the sender.

[Dealing with this changel

*How to check if a message has been sent
Select the balloon icon on the upper right to open the "Message" screen, and if there is a message in

"Private", it has been sent.

* An alternate way for sending messages to all students in the class

You can make a post in "Announcements" instead of using the message feature to reach users (all
student and teacher roles) enrolled in the course.

An email will also be sent to the sender.
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7. Using forums

Moodle has two types of forums: "Announcements,” which acts as a bulletin board for contacting course
students, and a regular "Forum" that provides a platform for discussions.

Announcements (see "Chapter 6: Contacting Students")

This is used for communication from the teacher to the students. Posts made as an announcement will
be sent to all students by email, providing an efficient way to contact students participating in the course
(see section 6.1).

Forums (explained in this section)

Students as well as faculty members can make posts, providing an opportunity for mutual learning in
which students can express their questions and opinions on matters related to the class. Use it to promote
discussion among students. Instructors can pick a topic to encourage discussion.

The types of forums available in Moodle are shown in the table below.
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7.1 Creating a forum

Adding a forum/adjusting settings

Add a "Forum" to the course topic.

After launching edit mode, click "Add
activity or resource" in topics to display a
list of available activities/resources. Select
"Forum" from the list and click "Add".

Set up the added forum.

1. Enter the forum name.
2. Enter the forum description.
3. Select the "Forum type".

There are five types of forums that can be
used, but in general, please use the
"Standard forum for general use" (the

features of each are explained below).

In the standard forum for general use,
students can also create topics and post

to them.
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After adjusting the settings, click "Save and return to course” at the bottom of the screen to save the

settings.
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7.2 Posting in a forum

The method of posting and replying to messages differs depending on the type of forum. This section

explains the differences between each forum type.

Using a "Standard forum for general use”, "Standard forum displayed in blog format” or
"Each person posts one discussion”

Differences between these three forums

The two standard forums allow users to create as many topics as they wish.

In an "each person posts one discussion” topic, only one can be created.

Other than that, all three can be used in the same way.

Starting a topic

From the course, select the "Forum” il T R oyl s P ——
you wish to adjust by clicking on it. -
v E2EEE
m iﬁzlg—i Lrzia s
FERSHE
v EammE
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The forum will open.

Initially there are no topics or posts.
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The forum posting window will open.

Enter a topic subject and message content, and click "Post to forum".
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Viewing and replying to messages

From the course, select the "Forum" you

wish to view by clicking on it.

The list of forum posts will be
displayed.

The area labeled "Discussion”
corresponds to the "Subject” when you
enter a topic.

Click on the topic you wish to view.

This will allow you to view the posts.

If you are enrolled in the course as a
teacher, you can "Edit", "Delete", and
"Reply" to discussion posts.In this
example, "Reply" is used.

To reply, click "Reply" in the lower right
corner of the screen.
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Click "Reply" to display the "Write your reply..." field.
Enter your reply and click "Post to forum".

Your post and reply will be visible to all teachers and students participating in the same forum.
(If you have specified a group in the "Restrictions" setting, your reply will be visible only to the group

you have specified.)
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Editing a message

Open the list of forum posts as described
in "Viewing and replying to messages" to
open your post.

Select "Edit" from the actions displayed at
the bottom.

The "Edit discussion topic" window will

appear.

You can change the subject, message,
attachments, display period, etc.

In the figure, the text is added to the
original post as indicated by the red

frame.

After editing, click the "Save changes"
button.
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Using "Simple discussion of a single topic"

If you select "Simple discussion of a single topic" when setting up the forum, you can reply only to the
first topic set, and you cannot add a new topic (the button "Add discussion topic" will not appear).

Using a "Q&A forum™

To use a Q&A Forum, click "Add new question" and enter the "Title" and "Message" for your
question.
However, in order to view other students' answers in the Q&A forum, you must first post your own

response.

If the responses of the other students are not displayed immediately after posting, please check again
after the editing grace period (set to 30 minutes) has passed.

If you haven’t posted your own response:
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8. Using groups

Within a Moodle course, participants (students, etc.) can be grouped using the group feature.
Topics, activities and resources can be assigned to each group to perform group work.

8.1

Creating a new group

To open the screen for creating a
group, open the block drawer and

click on "Groups".

Click "Create group™.
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The group settings screen will

be displayed.

1. Enter a group name.
2. Click "Save changes".
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Registering users to a group

Click "Save changes" on the previous
screen to return to the group
settings screen.

Click "Add/remove users".

The "Add/remove users" screen will
be displayed.

Course participants are displayed in
the "Potential members" box. Select
the users you wish to add to the
group and click the "Add" button.

The selected users will be moved
from the "Potential members" box
to the "Group members" box.

After moving the user(s) you wish to
add to the group to the "Group
members" box, click the "Back to
groups” button to return to the

previous screen.
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When you return to the
groups screen, you will see
that users have been
registered to the groups you
have registered.

Repeat the above steps for
each necessary group,
registering users to each

group.
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8.2 Applying groups to activities and resources

Groups that can be used for activities such as forums and tasks, resources such as files and pages, or

topics where their contents are placed, can be specified in the "Module common settings" and "Usage

restrictions” of the topic, activity or resource.

In this section, we will assume that the groups are applied to "Forums".

How to apply groups to activities and resources (when making a forum

available only to Group A users)

Set the group mode

1. Click "Edit mode" to launch edit
mode.

2. Click on the menu icon next to the
activity (in this case, the forum) for
which you wish to configure group
settings.

3. Select "Edit settings" from the drop-
down menu that appears.

Module common settings

Set the "Group mode" field.
Select

*No group mode

2. Click on the menu icon next to the
activity (in this case, the forum) for
which you wish to configure group

settings.

3. Select "Edit settings" from the drop-

down menu that appears.
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Usage restriction settings

Click the "Access restrictions"

field.

Usage restriction settings

Click the "Add restriction..."
field.
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A dialog box reading "Add restrictions" will be
displayed, so select "Group".
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- Slashed eye icon: This forum will be hidden to participants outside of Group A

Click "Save and return to course" when you have finished adjusting the settings.
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Visibility to students

A message reading "This content is unavailable to those not meeting the following conditions:

Belonging to Group A" is displayed.

ChibaUnivMoodle2023Testing Home Fwz-afi—F T4O1—2 THTEOI-2 &S5iCv O o8~

= v H3IEEER

E F ST Omoodle WEI—7F—

127




8.3 Reference information

Group registration keys

When using the group feature, you can set a "group registration key" (to distinguish this from a course

registration key, we will call it a "group registration key").

A group registration key, like a course registration key, is used by participants to self-register for a
course. When a participant joins a course, he/she is also registered as a group member.

For example, in a situation where a participant is asked to enter a registration key when first joining a
course, the group to which the participant belongs is automatically classified as below according to the
type of registration key entered:

1. "No Group" when the registration key set at the time of course setup is entered.
2. "Group A" when the group registration key set for Group A is entered.
3. "Group B" when the group registration key set for Group B is entered.
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Displaying the create a group screen

There is another way to open the create a group screen besides the method described in 8.1.

Select "Participants” from the

menu tab on the course screen.
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Click on the "Enrolled users" box
shown to display a drop-down

menu.

Select "Groups".

This will bring up the create a

group screen.
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Applying groups to topics

You can also assign topics to groups using the same method described in "Applying groups to activities

and resources".
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9. Using a Wiki

A Wiki is a tool for creating single content with multiple participants. It can be used for group learning,

etc.

Wiki types
There are two types of Wikis in Moodle: "Collaborative wiki" and "Individual wiki".

Personal Wikis

One participant creates a single piece of content.

Joint Wikis
All participants or a group of participants create a single piece of content.

9.1 Creating a Wiki

Adding and setting up a Wiki

1. After launching edit mode, click "Add activity or resource" for the topic to which you want to add a

wiki.

2023-(ZU&HTDMoodle

@ B e
FFODAAL - #

+ | REFELCEUY-AZENTS

130



2. Click on "Wiki" from the list of available
activities and resources displayed.

The Wiki settings page will open.

3. Enter a name for the Wiki page.
4. Enter a description of the Wiki page.

5. Select "Collaborative Wiki" or
"Individual Wiki" from the "Wiki mode"
field.

6- Enter the name of the first page of
the wiki.

Click on "Save and return to course".
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7. A screen for creating a page with the name entered in the "Name of first page" field will be displayed.
Click "Create page" to create the wiki page.
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9.2 Using a Wiki

With the current settings, the Wiki is available to all students participating in the course.

This section describes how to edit and add pages to a Wiki.

Wiki input

1. Click the icon of the .
installed Wiki to display the 2023-[FU&HTDMoodle
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2. Click on the "View" box in the
figure to select an operation for
the wiki.

Click the box on the left side of
the screen to display a drop-down
menu.

Select "Edit".

3. Enter the text in the "Edit this
"XX" page" field.

Click the "Save" button when you
are finished.
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Creating a page

You can create a new page that is linked from the first page created in "9.1 Creating a Wiki".

When you save your changes, the name of the newly created page will appear as a red link. Clicking on

this link will create a new page and bring up the page's edit window. The page can be edited in the

same way as before.

In this way, you can create new pages one after another.

When using multiple pages, be careful not to create unlinked pages (lost pages).

1. Surround the names of
the pages you wish to
create with [[...]] and save

your changes.

2. The specified pages are
displayed in red.

Clicking on an area in red
will display a screen for

creating a new page.
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3. Click "Create page" to create
the specified page.

4.The edit screen for the new
page will appear, so fill in the
required information and click the
"Save" button.

To create multiple pages, repeat
this process.
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Applying to groups

Course participants can also be divided into groups to work as a group.

In this case, please configure the settings using the "Restrict access" option, etc. of the Wiki.

1. After grouping the
participants in the
"Participants" section of the
course, open the "Usage
restrictions" section of the
Wiki settings page.

Click the "Add restriction"
button.

?é%l-*.l'c Moodel¥ =1 7 I)LZ{EKT S

Wiki HE 3=ty

¥ 5B 8 Eli%E D Wiki ZE=#e
O

» TJA—<wv bk

> EV1—ILRERE

v FFHIR

T RHER
oL

HEZEMTS ..

> BERT

O 327 vEE@8iTEEvrsd @

BELTI-ALES | #ELTERTS Enaulh

2. Select "Groups" from the "Usage HIPEEBHN9 S .
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3. Click "Select" to display the
groups set in the "Participants”
section, select the group that
will use the wiki, and click "Save
and display".
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History

You can check the history of changes to the Wiki you created and revert to an older version if

necessary.

1. Check the history of
changes to the wiki.

To check the history, open
the Wiki and click on the
"View" box to display the
menu.

Select "History".

2. The modified/saved
version will be displayed on
the screen.

You can view the changes. If
there are more than three
versions, select the version
you wish to compare and
click "Compare selected".
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In this example, we will compare versions 2 and 3.
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3. The changes are highlighted as
shown in "A" on the screen.

To revert to the previous version, click
"Restore" as shown in "B".

In this case, the version is not
reverted to 2, but a new version 4 is
created.
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Map menu

If you open the "Map" tab and use the map menu, you can check the connection of links for pages

edited so far or that are included in the Wiki you are currently using.

1. Open the Wiki and click on
the box marked "View" to
open the menu of
operations.

Select "Map".

2. Select the item you wish
to examine from the "Map

menu".

WIKI

REARTMoodelI=1 7 I EERT D

Wiki FRIE EB(Cv

BEOPRT, EZMETHEEEEEZNBL TN Za P EFERLFET.

o I—a7)
dA P

e (CMoodieyT— 1 PILE R LET,
MT=>7

JrAIL [REIDYT, BEEROA-SEERLET.
EiE
T =AETE- - - FEO0
REDIET - FE02
IFAR - - - FE0s

FTROUINSENENSA—DEERLTIEE,

BEFIEE
FREDER

INTA

EDm|

WIKI

LS BRI TMoodelR=1 7L EERT 3

Wiki E =hlCv

!

(5]

BxowT, 22N TEYEEEBL T2 FILEFRLET.

| ~wF |

Moodle¥—=317)L

140




Map menu choices

Choice

Description of choices

Contribution

Displays a list of pages edited by you.

Links Displays the link sources and link destinations for the current page.
Lost pages Displays a list of pages that are not linked from other pages.

Page index Displays the tree structure of the pages.

Page list Displays links to pages in alphabetical order.

Updated pages

Displays recently updated pages and the date of the update.
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Files

By default, students are not able to upload to the "Files" area of the Wiki, therefore, if you want to allow

students to upload files in the "Files" field, change the permissions to allow them to do so. The steps are

as follows.

1. After installing the Wiki, click the Wiki icon.

2. Select "Permissions” in Wiki management under "Administration " on the right side of the

screen.

3. In "Manage Wiki Files (mod/wiki: managefiles)", click the "+" under a teacher who does not

have editing authority, a teacher, or a manager.

4. Select "Student" in "Select Role" and click "Allow".

5. Confirm that "Student" has been added to "Manage Wiki files (mod/wiki: managefiles)".

By following these steps, students will also be able to upload files from the "Files" field of the Wiki,

allowing you to create a file-sharing environment.

Display the Wiki and click
"More" from the context

navigation.

Click on "Permissions" in the

menu that appears.

Under "Manage Wiki files",
allow students to manage
files.
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Students will be able to upload files from the "Files" section of the wiki, creating a file sharing

environment.
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9.3 Managing a Wiki

Teachers can delete pages and page versions from the "Administration” menu of the Wiki.

Teachers can manage their
Wiki pages from the

Wiki

"Administration” menu

(not visible to students).

You can

“delete a Wiki page, or
=555 S
“delete a page version.

=
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2. Deleting a Wiki page

You can delete files uploaded as
o gEx=a] ~—EEBTS s |
Wiki pages or attachments.
M n * n ,\_:E
Click "List all" on the screen to ”
display a list of page names, . Motiew = ik
select the page you want to i BRIRE
delete and click the trash can P ISR OBEE TS

icon.

When deleting a page, be careful not to delete the page in question or create a page that is not linked

from anywhere in the process.

3. Deleting a page version

EiEs = |
You can check the contents of i324=1
each page version and delete =) (—
unnecessary versions. To check Ele

contents, click the numbers in

the "Version" column. To delete

a page version, select the

unwanted version and click

"Delete page version".
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10. Using a glossary

A glossary is a list of terms and their definitions. In general, a teacher prepares a glossary for students to
explain terms to them, but Moodle glossaries are not only unilaterally created by the teacher; instead,
students can also participate in editing them. The following two types of glossaries are available in
Moodle.
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In a main glossary, not only can you edit entries directly, but you can also export entries from a sub-
glossary. Therefore, after all participants have added entries to the sub-glossary, it is possible to export
the best ones to the main glossary to create a main glossary for the course. Since only one main glossary
can be set for the course, it is recommended to place it in the topic section at the top of the course (the
topic where the news forum has been set in advance).

If you prefer to set a glossary that anyone can easily edit, it is better to set up only one sub-glossary
instead of a main glossary.

10.1 Creating a glossary

After launching edit mode, click "Add activity EREREUY-AEENTS
or resource", and click to select "Glossary" o=

from the list of available activities/resources ¥

displayed.

This section explains the main settings
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"Appearance”. There are also other Fedl | F=FNp | Ix=3h | JaAd
additional items related to evaluation. If you
want to include glossary contributions in
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student evaluations, set those as well.
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"General" settings

Enter the "Name" and "Description" of the glossary. The default glossary type is set to "Sub-
glossary”. There is also a "Main glossary" that can be used by exporting the entries created in a sub-
glossary, but only one can be set for the course (see previous page).
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"Entries” settings

An entry refers to each item added to the glossary. If you enable "Automatically link entries", identical
term entries in the course will be automatically linked. Note that in addition to the settings here, similar

settings are required when creating entries.
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"Appearance” settings

In the "Full without author" Display format, "Last updated date" is displayed in addition to "Term" and
"Definition". Attached files are displayed as links. "Full without author" will not display the author’s name,
but if you also want to display it, select "Full with author".

In addition, there are also a "FAQ" that has "Question" and "Answer" headings added to the "Term" and
"Definition" parts of the entry, as well as an "Entry list" that lists terms as links.
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After adjusting all settings, select "Save and return to course” at the bottom of the screen to save the
settings.
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10.2 Using a glossary

Adding a category

To add a category, set a non-default value in the appearance settings. (In this case, "Full with author" has

been chosen).
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Entries are classified by "Browse by alphabet" or "Browse by date", but if you wish to perform other

classifications, you need to create a category for the classification in advance (classified by "Browse by

category").

To create a category, first click the glossary icon in the course to open the glossary,

A.Select the "Browse by category” tab.
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B. Select "Edit categories".

C. Click "Add category" to proceed to
the screen for adding a category.

D. Enter the "Name" of the category

to be added and click "Save changes"

E. The added category will be

displayed on the screen.
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Adding an entry

When you open the glossary of the course, the entries added so far will be displayed on the screen. To

add a term,

A. Select "Add entry".

B. In the settings screen, enter the
"Concept" and its "Definition". If you
want to use an alphabetical order index,

half-
in the

enter
width alphanumeric characters

term field.

C. If a category is set, select the
category.

D. If enabled, the same word or
phrase as the entry will be
automatically linked when it appears

in the course.

E. If Japanese characters are entered,
they will be classified as "Special”
and the index will not be usable. You
can also select a category for classifying

terms and attach a file to supplement

the explanation as needed.
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Importing and exporting entries

By using the import/export feature, you can link with other glossaries. When you select a glossary and
display the glossary page, "Import entries" and "Export" are displayed on the left side of the screen. Use

these to import and export entries.
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Exporting entries

To export an entry, select "Export" and click "Export entry to file". You will then be able to save entries
contained in the glossary as an XML file.
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Importing entries

To import entries, select "Import entry" then select the XML file to be imported in "A. File to import",
and choose from "Current glossary" or "New glossary" in "B. Destination of imported entries”. Use "C.
Import category" to specify whether or not a category is to be included.
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If the import destination glossary is set to "New glossary", a new glossary containing the imported data
will be created in the top topic (where the news forum is located).
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10.3 Linking a sub-glossary and a main glossary

With Moodle's glossary, you can export the entries contained in a sub-glossary to the main glossary. This
allows outstanding entries from the sub-glossary edited by students to be reflected in the main glossary
of the course. If you want to use category classification for the main glossary, you need to prepare the
same category as in the sub-glossary in advance.

Exporting from a sub-glossary to the main glossary

In a sub-glossary, you can export an entry to the main glossary by clicking the icon at the bottom right

of the entry. This icon only appears if a main glossary is available in the course.
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Entries exported to the main glossary can only be edited in the main glossary and cannot be edited or

deleted from a sub-glossary. However, if deleted from the main glossary (see below for how to delete),

you will be able to edit and delete the entry again in the sub-glossary.

Deleting entries from the main glossary

You can delete an entry from the main glossary by clicking the "Trash" icon at the bottom right of the

entry.
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11. Using the grading table

Each activity in Moodle is individually graded, but activities can be viewed collectively in the grading
table. With the grading table, as explained in section 11.2, it is also possible to grade activities assigned
in and outside of Moodle together, including activities other than those in Moodle.

11.1 Totaling and managing scores

The grade assigned to each piece of content is calculated using the grading table (grader's report)
displayed in the "Grades" feature of Moodle. In addition, you can adjust grading table settings in
"Gradebook setup" found in the settings tab.

By default, Chiba University Moodle hides the grading table from students. If you want to enable
students to be able to check their grades (user reports), change the settings described later (see section
11.2). However, even if the grading table is hidden, students can check their scores for individual

activities (assignments, quizzes, etc.) in each assigned activity content.

Displaying the grading table (grader report)

Click "Grades" from the context navigation of the course screen to display the "Grader report".

A list of users and activities that can <'
be graded is displayed. In addition, 2023-[FL$HTDMoodle I
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Selecting a totaling method

You can choose how to calculate the total in the grading table.

1. Click "Grades" in the
context navigation of the
course screen to display the
grading table.

Click on the box labeled
"Grader report" to open the
menu of operations for the
grader report, then click on
"Gradebook setup".

2. The grading table setup
screen will be displayed.
Click "Edit" on the far right of
the course name (in this case
"2023 - First time using
Moodle") and select "Edit
grades" from the drop-down
menu that appears.
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Upon doing so, the *column will show the currently selected totaling method.
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3. The "Edit category" screen will be displayed.

Click the box next to "Total" to display the calculation methods that can be used for totaling. Select an
appropriate method.
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Selectable calculation methods include:

Average of score

Weighted average of score

Simple weighted average of score
Average of score (additional points)
Median of score

Minimum value of score

Maximum value of score

Mode of score

Natural
*Natural: Sum of score

Do not check the box "Exclude blank scores".

If you check this box, the calculation results will not include activities that the student did not
take/respond to (e.g., quizzes not taken).
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("Simple weighted average of score” and "Average of score" )

With "Simple weighted average of score”, the weight when taking the weighted average is

calculated as the "maximum score - minimum score” of each grade item.

For example, for grading items A1 and A2 (minimum score: 0, maximum score: 100) and A3
(minimum score: 0, maximum score: 10), the weight of A1, A2, and A3 is 100, 100, and 10,

respectively.

Now, when the scores of A1, A2, and A3 are set to 80, 90, and 5, respectively, the ratio of the
scores for the "Simple weighted average” is

((80/100)*1001 (90/100)*100t (5/10)*10)/210=0.8333

Therefore, if 100.00 is considered a perfect score for the "Course total”, the "Course total" will be 83.33.

On the other hand, the ratio of scores in the case of an "Average score" is

((80/100)+(90/100)+ (5/10))/3=0.7333
Therefore, the "Course total" is 73.33.
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Adjusting settings to allow students to check their grading table (user

report)

1. Click "Settings" from the context
navigation of the course screen to open
the course settings screen.

Under "Appearance”, change "Show
gradebook to students " to "YES" and
click "Save and display".

2. "Grading" will also appear in the
context navigation on the student's
course screen and can be selected.

3. A grading table (user report) will be
displayed, listing your scores in the
course.
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11.2 Managing grades of tests given outside of

Moodle

It is possible to manage scores using the grading table for tests given outside of Moodle, such as mid-

term exams.

Settings

1. Click "Grading" in the context
navigation to select it, then click on
"Grading table setup” from the box
that appears to display the "Grading
table setup” screen.

2. Click "Add new grading item" on the
screen to display the "New grading item"

setting screen.
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3.In the "New grading item" screen, set the necessary items such as "Item name" and "Maximum
(minimum) score" and click "Save changes" to save the settings.
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4. The items entered above will be added to the grading table.
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Inputting grades

Enter the score for the grading item (here, the mid-term exam) added to the grading table.

1. Open "Gradebook setup” by clicking "Grades" in the context navigation of the course screen.

]
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2. Click "Edit mode" at the top right of the screen to begin editing, and then enter the score in the
blank of the newly added grading item. To save the grade, click "Save changes" at the bottom left of
the table. If you want to add a comment in addition to the score, click the gear icon on the upper right
of the blank and enter it in "Feedback" on the displayed screen.

3. Enter the grade in the space provided for the added grade item.

To save the grades. Click "Save changes" in the lower left corner of the table. If you want to add a
comment in addition to the grade, click the gear icon in the upper right corner of the blank column and
write your comment in the "Feedback" field.
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4. Click "Exit edit mode" at the top right of the screen to finish your input.
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Overall grading changes

In the grading table, you can change not only the grading items added as described above, but also
scores related to activities in Moodle and feedback comments in general. However, if you change
scores or feedback comments in the grading table, the score or feedback comment added in the
original activity will be overwritten and you will not be able to enter it from the activity content
afterwards (grading table changes will be prioritized).

11.3 Using calculation formulas

You can also use a calculation formula to calculate the "Course total”, which is the total of each grade
item.

1. Click to select "Grading" in the context navigation, then click on "Gradebook setup" from the box that

appears to display the "Gradebook setup” screen.
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2. Select "Edit calculation" from "Edit" under "Course total".
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Note) Values calculated using a calculation formula will not exceed the perfect score of the course total
(100.00 on the screen).
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3. Give a name (ID numbers) to the item to be used in _—

the formula. B ®

The items that can be used in the calculation are displayed.
In the box next to the item, enter a name for the calculation
and click "Add ID Numbers" to save the ID number.
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The formula starts with "=".ID numbers in the formula are | #E2
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Click "Save changes" to save, and the changes will be

‘ =[[Videa1]]+[[test1]]+[[test2]] + [[midterm_test]]

reflected in the "Course total" of the grader report. ‘
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Calculation formula examples

Here, it is assumed that Assignment 01 (KadaiO1), Assignment 02 (Kadai02), and Quiz 01 (Quiz01) have
been completed (numbers in parentheses are ID numbers; It is assumed that the perfect score for
Assignment 01 and Assignment 02 is 100 points, the perfect score for Quiz 01 is 10 points, and the

perfect score for the course total is 100).

Ex 1) Simple total calculation:
=[[Kadai01]]+[[Kadai02]] +[[Quiz01]]
Note) The result of the calculation does not exceed the perfect score of the "Course total".

Ex 2) Average score calculation:
=([[Kadai01]] +[[Kadai02]] +[[Quiz01]]*10)/3

Ex 3) Calculation when the average score of Assignment 01 and Assignment 02 is calculated only
when Quiz 01 is a perfect score, and when 0 points are given if the Quiz 01 is not a perfect score:

=max(min([[Quiz01]]-9,1),0)*([[Kadai01]] +[[Kadai02]])/2

Main functions that can be used

Function format
Sum: sum(Value 1, Value 2, ..)
Average: average(Value 1, Value 2, ..

Maximum value:

max(Value 1, Value 2, ...)

Minimum value:

min(Value 1, Value 2, ...)

Remainder: mod(Value, Divisor)
Power: power(Bottom of power, Exponent )
Round off: round(Value, Digits after decimal point)

Maximum integer less than or equal to a given

real number:

floor(Value)

Minimum integer greater than or equal to a

given real number:

ceil(Value)

Square root:

sqrt(Value)

Absolute value:

abs(Value)

Power with e as the bottom:

exp(Value)

Pi:

pi()

Select the totaling method to calculate the "Course total" which totals up the scores of each grade item.
The "Simple weighted average of score" is the default setting in Chiba University Moodle. "Exclude
blank scores" is also disabled. In this case, items that have not been graded, such as ungraded
assignments or quizzes that students have not yet taken, are treated as zero points.
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12. Checking activity logs

You can check activity logs saved in Moodle to grasp the activity status of students in the course.
Activity logs in Moodle can also be used to check the access status of course content or the access
status of students for specific content in addition to basic activity history displayed in chronological
order.

12.1 Course log

This section explains the "Log",

Live log", "Activity report", "Course participants”, and "Activity
completion" features that show activity status in the course.

Log

1. Click "Reports" from the course navigation on the course screen.
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2. Click "Logs" from the list of logs that can be displayed.
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3. Specify the log conditions to be displayed.
Normally, the required logs can be acquired by specifying columns A, B, and C.
Specify the necessary items and click "Acquire these logs".
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A: The course name is displayed. (Cannot be changed).

B: Specify the participants. You can select specific students.

C: Specify the date.

D: Select the type of activity. You can select from resources/activities in the course.

E: You can select the actions you want to display. Choose from "All actions", "Create", "View", "Update",
"Delete" or "All changes".

F: You can select the source of the action for the change in Moodle, but you do not need to change this
item.

G: You can select from "All events”, "Teaching", "Participating”, or "Other", but you do not need to

change this item.
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4. The log will be displayed.
The "Download" button at the bottom allows you to download the file in a specific format.
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Live log

Selecting "Live log" will display the activity log for the past hour in the course. The content displayed is
the same as that of the activity log.

1. Click "Reports" from the course navigation on the course screen.
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2. Click "Live logs" from the list of logs that can be displayed.
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3. The live log (activity log for the past hour) will be displayed.

You can temporarily stop the log from updating by clicking "Pause live updates".
be displayed together after you update them using "Resume live update".

The updated logs will
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Activity report

Select "Activity report" to display the viewing status of course content.

1. Click "Reports” from the
course navigation on the course
screen.

2. Click "Activity report" from
the list of logs that can be
displayed.

3. The activity report will be
displayed.
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Course participation

Select "Course participation” to display student participation status for specific course content. You
can set the criteria for the participation status to be displayed.

1. Click "Reports” from the

course navigation on the 2023-(FUHTDMoodle

course screen. -2 HE smEs FE| Li-k | Esicv
v —h% TRTEFORED
v B1EEE

2023-[F L HTDMoodle
2. Click "Course

participation” from the list

-2 BE EmEsE HFE -kt Tk

of logs that can be

displayed.
2023-(Z LT MDMoodle
3. Specify the course -2 ®mE SmSs FE  LA-b EsEv
participation log conditions Sen )
to be displayed.
Specify the necessary items S Ae.

and click "Go".

A: Select the course content and resources/activities for which you would like to acquire a course
participation log.

B: Specify the period of time (past days, past weeks, etc.) for which you would like to acquire a course
participation log.

C: Specify the role of the participant for whom you would like to acquire a course participation log.
D: Select the type of activity. Select from "All actions," "View," and "Post".

E: If you have set up groups in the course, specify the group for which you would like to acquire the
course participation log.
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4. The "Course participation” log
will be displayed.

5. The "Course participation” log
will be displayed.
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6. "To selected users" can also be used to send a message to multiple selected users at once. For

example, you can send a message to students who have not taken a quiz just before the deadline, to
urge them to do so.
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Activity completion

If you enable "Completion tracking" in "Edit Settings" under course management and set "Activity
completion” for each resource/activity, you can check the completion status of activities in the students’
course. There will be a check shown in the completed activity field.

1. Click "Report" from the
course navigation on the 2023-[Z U TDMoodle

course screen. i i
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12.2 Activity logs of each student

The previous section showed how to acquire logs related to a course or course content, but it is also

possible to display the activity status of a specific student. You can display "Today's log" "All logs,"

"Outline report," "Detailed report,” and "Grading summary".

Choosing a student

1. Click "Participants” from

the course screen.

2. Click the participant whose
report you want to see from
the list displayed, and the
student's individual page will
be displayed.
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Displaying a report

On the displayed student's individual page, select the report you wish to view from the "Report" field
indicated by the red frame.
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Outline report
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Grades overview

The course name will be displayed, and clicking on it will display the grading report of the participant
(student) you specified.
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Checking video (SCORM package) viewing status

SCORM packages used on the video management site (HLS) are given a score according to the position
of the slider, and when the video is watched all the way to the end, the score will be 100, so you can
check viewing status by choosing to "Prohibit" "Skip playback" in the SCORM package settings.

You can check viewing status by checking the score in the SCORM "Report".

To check viewing status with more details, you can follow the same procedure as in "12.1 Course log" to
acquire a video viewing log.

Acquiring a video viewing log
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13. Backups

You should back up your course on a regular basis. Backup data is useful not only for saving data, but
also for preparing for the coming year's course by utilizing past resources with reference to the previous
year's course.

13.1 Course backup

Select "Backup" from "Course administration” in the "Administration” block of the block drawer on
the right side of the course screen.

Backups are performed by navigating through the following steps: "Initial settings", "Schema

settings", "Confirmation and review", "Perform backup", and "Complete".

Each procedure is explained below.
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Initial settings

Select the items to back up and click "Next" at the bottom of the screen.
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Schema settings
Select the topic and items to be backed up for the activities/resources included in the topic, and click
"Next" at the bottom of the screen.
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Confirmation and review/Perform backup

Confirm the backup items and click "Perform backup" at the bottom of the screen to begin the backup.
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Complete

If the backup completes successfully, the screen below will be displayed. Click "Continue" to confirm that
the backup file has been saved in the "User private backup area". You can also navigate to this screen by
selecting "Course Management" > "Restore" in the management block displayed on the right side of the
screen.
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If you want to restore course data used in the previous year's Moodle to the new year's version of
Moodle, first download the backup file created here to your own PC. Then, upload the downloaded file
to the new year’s version of Moodle and restore it (see the next section for details).
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13.2 Restoring a course

Select "Restore" from "Course administration" in the "Administration" block located in the block
drawer on the right side of the screen to display the restore settings.
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Selecting a backup file to use for a restore

There are two types of backup files used when restoring: (1) a backup file created with the current
year's version of Moodle, or (2) a backup file created with a previous years' version of Moodle or
another version of Moodle.

Backup files described in (1) will appear in the "User private backup area", so select restore for the file
you want to replace. To use backup files described in (2), first © upload the backup file to the current
year's version of Chiba University Moodle, and then @ select restore.
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After confirming the backup file to use, the restore will be performed by navigating through the

following steps: "Destination”, "Settings", "Schema", "Review", "Processing", and "Completion". Begin by
confirming the contents of the backup file and then click "Continue" at the bottom right of the screen.
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Destination

Here you will set the restore destination. You can restore the data to the current course or a different
course you operate as a teacher. In addition to the restore destination, select the method of data
restoration. There are two restoration methods: keep existing data and add backup data (addition), or
delete existing data and add backup data (overwrite).
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Settings

Select the items to restore and click "Next" at the bottom of the screen.
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Schema

Select the topics and the items to be restored for the activities/resources included in the topics, and
click "Next" at the bottom of the screen.
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Review/Processing/Completion

A confirmation screen will be displayed. After confirming, click "Execute restore" at the bottom right of
the screen to begin the restore.

If the restore is successful, the screen below will be displayed.
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14. Importing

1. Overview

Using the import feature to reuse content

"Import" is a feature for adding content from other courses you taught in the previous year with a teacher
role to the course currently in use. By importing, you can easily reuse content from the previous year's

course.

Content that can be imported includes topics and their resources as well as activities

A Topics
Register activities and resources such as assignments, quizzes, etc. on the course home screen, in areas

grouped by class times, units, etc.

B Resources/activities
Refers to materials, assignments, videos, quizzes, etc. included in the course.

2023-Moodle;FRBE

== T Mok = iz =
d—X BE Ehia = LoR— b =5C v

fil

<
I
=
o
o
™~
R
2
I II
i
[

Student information and activity details cannot be imported.

Registered student information and activity details (assignment files submitted, quiz results, forum posts

and uploaded files, Wiki edits, etc.) cannot be imported.
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2. How to import

Importing is done in a new course to which you want to import topics from another course.

It is recommended to import at the start of a new year when you have not yet created any content for

the course.

1. Open the import screen
Method 1: Opening from the block drawer

Open the block drawer and select "Import".
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Method 2: Opening from course navigation

(1) Click "More" from the course navigation at the top of the screen.

(2) Click "Course reuse" in the menu that is displayed.

(3) Click the box on the screen to display the operation menu, and then click "Import".
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2. Find a course to import data from

The "Find a course to import data from" screen is displayed.

Courses for which you are registered
as a faculty member will be
displayed in the list. If the course
you need is not displayed, you can

search for it using the "Search" field.

When you find the course you wish
to import data from, click the "O*
at the top, then click the
"Continue” button.

3. Select the type of items to import
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The "Import settings" screen will be displayed.

Select the type of items to import.

Basic items are selected by

default. If you have not changed
permissions, blocks, or filters in
previous years' courses, you do
not need to make any changes.

Click "Next".
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4. Select the items to import

A list of topics, activities and resources from
the source course will be displayed.

All topics, activities, and resources from the
source course will be shown selected.
Uncheck any items that you do not need.

Uncheck "General" and

"Announcements"”.

Click "Next".
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5. Confirm the items to import and execute the import process.

The import settings specified in 2, 3, and 4
will be displayed. Check the contents, and
if there are no errors, click "Execute

import" to import.

If any of the settings are incorrect, click

"Previous" to correct them.

Make sure that the imported items are added to the new course. Even if resources and activities are placed
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in the topics of the imported course, they will not be overwritten or disappear.
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3. If the new course to which I am importing already has topics that
have been edited, how will assignments from previous years' courses

be imported?

"In this case, topic titles and summary text entered in the new course will remain unchanged and
the original content in the new course will also remain (it will not be overwritten nor appended).
On the other hand, the activities and resources from the import source will be added to the new
course for assignments and resources, and both the original content in the new course and the
content added by the import source will be displayed.

Importing topics

The topics of the previous year's course from which you are importing will be imported into the new
course topic whose position in the display corresponds to that of the previous year's course.
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Importing the previous year's course into the current year's course
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A. If you have changed the name of the first topic to "Guidance" in the current year's course, the topic

name in the previous year's course will not be copied and will remain the same after import.

B. The "Guidance materials" posted in the current year's course will not be overwritten after import.

C. Resources and activities from the previous year's course will be added to the current year's course
after import.

D. The second topic in the current year's course will be copied from the previous year's topic name
since the topic name and outline have not been changed.

E. The previous year's resources/activities will be added to the second topic of the current year's course.

191



Chiba University Moodle User Gide for faculty members

Smart Learning Center
Smart Office, Institute for Excellence in Educational Innovation
Chiba University.

192



