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1 Aim of this document

This document’s main aim is to help Teachers on the switch from TWT — Course Site to Moodle
platform. These are two tools which present some differences, with Moodle presenting many
advantages over TWT: more flexibility, collaborative tools such as various types of forums,
chats, online quizzes, backup and replacement of courses, integration with other external tools
such as "YouTube", etc ...

Moodle has already been used as a support tool for teaching along with TWT — Course Area
since 2008.

2 How to access UCP Moodle

2.1 Access through e-SCA

Access can be made through our e-Services to the Academic Citizens (e-SCA), similarly to what
was done for the TWT — Course Site, through the link that there is on the course name.

Teachers who use their Teacher’s number as their username will have direct access to Moodle
when following the link in the list of courses without having to re-authenticate. Teachers
whose username is not their Teacher’s number will have to make a new authentication in
Moodle and use the appropriate username and password.

2.2 Direct access to Moodle platform

Open a new window on a web browser and type the following address:
http://moodle.lisboa.ucp.pt

To log in, type your username and password (the same you use to access your UCP webmail).

Home Log in to the site

(IR,

% UNIVERSIDADE

CATOLICA

PORTUGUESA

_ysiiE,
ﬁ%
Ee»

p T

Log in

Username
Password Log in

[[] Remember username
Forgotten your username of password?

Cookies must be enabled in your browser (2)

Pic. 1 — Moodle login page

DSI—-UCP 2



Switch Guide TWT — Moodle — Teachers

3 Getting started

3.1 Moodle main page
After login on, “myMoodle” is your main page.

On Moodle, the user has 3 areas: 2 side columns and a central block (marked in the picture

below).
MoodieUCP-Dev Home  PastEdilions~ Links*  English (en)~ You are logged in as Utilizador DS (Log out)
Home » My home Customise this page

#7get.  UNIVERSIDADE

! CATOLICA

g
wMPS PORTUGUESA

ysUEEEEEEENIEEEEEEEEEEEEEEEEEEEEEENEg, gsTEEEREREREREREREREn,

U TTCLCI T ITII LTI R . .
:‘ 2@ % | LOURSEO o, .: MY PRIVATE FILES aE ‘-
[ ] LI s n —

. Home " . g — Iphone_upload-image- =
. = WMy home = 5 % =1 201303011119
: Sl i Formacdo Moodle Formacédo e Side Column
. ¥ My profile :: M00d|e E . 0
. ~ My courses - e . .
" ¥ Formacio L = PE ISEDE sns .
H ¥ Miscellaneous "a s a e ESEHS _ = .
: ::  Formacdo Moodle 2 Formagéo e
. ADMINISTRATION =@ g Moodle 2 i E
: i Formacd Central Block jacdo : : .
} i  Moodle 3 -

Side Column us .- .
= : : = You have assignmenis that need attention : : :
. . % TESTE (11C700020113) TESTE o .
- - o 1 .
- : "‘. 0’ - :
% . R % v

R — *tannnsnsnsnansnannnns®

Pic. 2 — Main page - myMoodle

At the upper right corner of the screen you can see your user name. Also, this is where you
should click to "Exit" the platform when you have finished using it.

In the left side column of the screen there is a main block — Navigation — where you can access
your profile and the courses assigned to you.

In the right side column you can find the message block, where you can see the messages that
have been sent by other users to you.

3.2 Language settings

After login on, you see your main page in the language that is predefined for your profile. This
setting is in the user profile, however it can be changed for this session in the upper center
drop-down list, marked in the picture below:
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MoodleUCP-Dev Home

Home My home

Zgy, UNIVERSIDADE
{@ CATOLICA

-
A PORTUGUESA

NAVIGATION

Home
® My home
F Site pages
¥ My profile
~ My courses
¥ Formacdo
¥ Miscellaneous

ADMINISTRATION

Past Editions ~ Links

English (en)~

COURSE OVERVIEW BE

Formacdo Moodle Formacéo
Moodle

Formacgdo Moodle 2 Formacéo
Moodle 2

Pic. 3- Changing language for this session

3.3 Editing your user profile

You are logged in as Utilizador DSI (Log out)

Customise this page

MY PRIVATE FILES =

i iphone_upload-image-
20130301-111918.jpg
Manage my private files

ONLINE USERS BE

(last 5 minutes)
Utilizador DS

The first time you logon you should fill in your profile information. To access your profile,
select the option “My profile settings” » “Edit profile” in the Settings block.

MoodleUCP-Dev ~ Home

Home My home

@ oo
@

PORTUGUESA

NAVIGATION

Home
" My home
b Site pages
b My profile
¥ My courses
P Formacdo
¥ Miscellaneous

Past Editions~

ADMINISTRATION

¥ My profile settings
" Edit profile
® Messaging

Links~  English (en)~

COURSE OVERVIEW Slol

Formagédo Moodle Formacgéo
Moodle

Formacgédo Moodle 2 Formagéo
Moodle 2

Formacao Moodle 3 Formacgao

Pic. 4 — Access to user Profile (Block Settings)

You are logged in as Utilizador DSI (Log out)

Customise this page

MY PRIVATE FILES =ln)|

= iphone_upload-image-
20130301-111918.jpg
Manage my private files

ONLINE USERS =E

(last 5 minutes)
Utilizador DSI

At the profile page, you can complete/change your personal information (name, e-mail,
preferred language, picture, contacts, forum subscription options, interests).

DSI—-UCP
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MoodleUCP-Dev

Home My profile seitings

#7,  UNIVERSIDADE

@ CATOLICA

PORTUGUESA
NAVIGATION

Home
® My home
b site pages
~ My profile
= View profile
¥ Forum posts
" Messages
" My private files
P My courses

ADMINISTRATION

¥ My profile settings
® Edit profile
® Messaging

Home

Past Editions~ Links~ English (en)~
Edit profile
=< Utilizador DSI
~ General
First name*
Surname*

Email address

Sl Email display

Email format

Email digest type (D

Forum auto-subscribe

Utilizador

Dsl

doc@cisbe lisboa.ucp pt

Hide my email address from everyone
Pretty HTML format[~]

No digest (single email per forum post) E‘

Yes: when | post, subscribe me to that forum E

Pic. 5 — Editing user profile page

You are logged in as Utilizador DSI (Leg out)

» Expand al

When you finish editing, you should save your changes by clicking “Update profile” button, at

the bottom of the page.

» User picture

» Additional names

b Interests

» Optional

There are required fields in i)

Update profile

marked *

Pic. 6 — Profile page — saving changes
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4 Course page on Moodle

4.1 Access to course page

To access your course page on Moodle, in the Navigation block click on “My Courses”:

oodle -Dev Home Past Editions~ Links~ English (en) ~ You are logged in as Ulilizador DS (Log out)
MoodleUCP-Di
Home My home Customise this page
f""‘%‘ UNIVERSIDADE
a®~ CATOLICA
~ PORTUGUESA
NAVIGATION =23 COURSE OVERVIEW BE MY PRIVATE FILES BE
Home = iphone_upload-image-
= = 20130301-111918
* My home Formacdo Moodle Formacao T
b Site pages IManage my private files
— Moodle
¥ My courses
¥ Formagdo
I ol
b Formacio Moodie ONLINE USERS o
i = = (last 5 minutes)
b Formacto Moodie 2 Formacao Moodle 2 Formacéao Ui o
¥ Formac3o Moodie 3
¥ Miscellaneous Moodle 2
ADMINISTRATION ==
¥ My profile settings Formacgao Moodle 3 Formacao

Moodle 3

‘& You have assignments thal need attention

Pic. 7 — Acess to course page

When you click on “My courses”, you will find a list of courses by semester. On the example
below, the Teacher has got 3 courses (Formagdo Moodle, ...).

Click on the name of the course to open its page:

MoodleUCP-Dev Home  Past Editions~ Links~ You are logged in as Utilizador DSI (Log out)
Home My courses Formacao Formacéo Moodle 3 Tumn editing on
f UNIVERSIDADE
aﬁ | CATOLICA
~ PORTUGUESA
NAVIGATION Bm SEARCH FORUMS olo)
Home ‘%—'h News forum Go
® My home
b Site pages Advanced search (2)
4 My profile
- Topic 1
Current course P G o
* Formagdo Moodle 3 )
b Participants Add a new fopic...
¥ General . Nova data para aula
> Topic T°P|C 2 28 Oct. 12:44 Utilizador DSI
S .
a2 Older fopics
P Topic3
¥ Topic 4 .
P Topic5 Toplc 3 .
» Topicé UPCOMING EVENTS BE
b Topic 7 There are ne upcoming events
» Topic® Topic 4 Goto calendar....
¥ Topic 9 New event...
¥ Topic 10

b My mnurcac

Pic. 8 - List of the Teacher’s courses
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4.2 Course page settings

If the Teacher wants to, he/she can change some of the default settings for the course page.
To do that, click on “Edit settings” on the Settings block:

MoodlelUCP-Dev Home Past Editions~ Links = You are logged in as Utilizador DSI (Log out)

Home » My courses Formacdo Formacao Moodie 3 Tum editing on

785y, UNIVERSIDADE
@) caroiica
NI PORTUGUESA

s

NAVIGATION [=io)

Home I-'I I News forum Go

" My home

F Site pages

¥ My profile )

* Current course Topic 1
¥ Formagao Moocdle 3

F My courses

Advanced search (3)

LATEST NEWS
Add a new topic...

Nova data para aula

Topic 2 28 Oct, 12:44 Utiizador DSI
ADMINISTRATION 0@
ADMINISTRATION 2j Older topics
¥ Course administration
# Tum editing on TOpiC 3

£ Edit settings

UPCOMING E\

There are no upcoming events

T Fiters
P Reporis NE & Go to calendar.
o opic 4
Grades p New event. ..
& Backup
% Restore
* 0 i =
e Topic 5 -
# Reset Activity since Wednesday, 29 October
¥ Question bank 2014, 10:24 AM
} Switch roleto.. Full repert of recent activity
TOpIC 6 COURSE UPDATES

¥ My profile settings
Deleted UCP Summaries

Pic. 9 — Course settings

When editing the course settings, the Teacher can add the course summary (which will be
shown in the Course/Site description block), select the course format and layout, set the
number of weeks/topics and the course start date, set the maximum upload size for files,
parameterize the group mode, hide or turn the course available to students and set the course
language, among other options.

Any changes should be saved by the Teacher by clicking the “Save changes” button, at the
bottom of the page.

DSI—-UCP 7



Switch Guide TWT — Moodle — Teachers

MoodleUCP-Dev Home Past Editions ~ Links~ You are logged in as Utilizador DS (Log out}
Home » My courses » Formacdo » Formacdio Moodied » Editsettings » Edit course settings

. UNIVERSIDADE
ﬁ ! CATOLICA

PORTUGUESA

NAVIETION =%  Edit course settings

Home

L b Expand all
} Site pages ~ General

¥ My profile

¥ Current course

~ Formagio Moodle 3 Course full name* (3)  Formac3o Moodle 3

F Participants

b General Course short name* ()  Formac&o Moodle 3

¥ Topic 1

¥ Topic 2 Course category (7) FormagﬁoE‘

P Topic 3

¥ Topic 4 visible 5 Show|w|

P Topic 5

» Topice Coursestartdate () 25|v| | Sepiember|v] | 2014]v] p

F Topic 7

» :

Toped Course ID number (%)

¥ Topic9

¥ Topic 10
b My courses = Description

Course summary () =l h o o

ADMINISTRATION =@ pemginthy v B X M e MM
* Course administration Formacio Moodie 3 A

#' Tum editing on
4 Edit settings
¥ Users

~ Course format
Format ()  Topics format

Number of sections  10[v|

Hidden sections (7)  Hidden sections are shown in collapsed form

Course layout () Show all sections on one page
~ Appearance
Force language  English (en)
News items to show () §
Show gradebook to students (9 Yes[v]

Show activity reports (3 No

Files and uploads

» Groups

» Role renaming @

Pic. 10 — Editing course settings
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Moodle courses can take three formats, which are described below:

On the weekly format, the course is organized by weeks, with well-defined starting and
finishing dates. Each week includes activities for the week. Some of them, such as assignments,
can be extended for more than one week, remaining inactive on the following weeks.

The topics format is quite similar to the weekly format, except that each week is replaced by a
topic. Topics don’t have a time limit, that is, you don’t have to set any dates. This is the
predefined format for a course page.

The social format is developed around a main forum, a social forum, which is presented on the
main page. This is useful when a less strict format is required.

4.3 Adding blocks to the course page

The course page can be configured with the blocks available on the block list. For that, you
should Turn editing on, by clicking on the button on the upper right corner of the screen.

MoodleUCP-Dev Home Past Editions = Links You are logged in as Ulilizador DSI (Log out) ,

Home My courses Formacdo Formacéo Moodle 3 Tum editing on

#7855, UNIVERSIDADE
@ caroiica

'?e¢\l_,»~,“ PORTUGUESA

NAVIGATION SEARCH FORUMS

Home = News forum Go

® My home =

b Site pages Advanced search ()

¥ My profile

~ Current course TDPIC 1 T e A —

¥ Formagao Moodle 3

Wt
P Participants Add a new topic

¥ General Nova data para aula

¥ Topic 1 Toplc 2 28 Oct, 12:44 Utilizador DSI
F Topic 2 Older opics ...
¥ Tapic 3
¥ Topic4 "
F Topics TDplC 3 5
JPCOMING EVENTS [
¥ Topic 6 L
b Topic? There are no upcoming events
¥ Topic8 TDpiC 4 Go to calendar...
P Topic9 New event...
¥ Topic 10

P My courses

Pic. 11 — Turning editing on

By turning editing on, a new block, named “Add a block” is shown at the end of the left side
column. This block allows you to add all the blocks which still aren’t available on the page:

DSI—-UCP 9
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MoodleUCP-Dev  Home

¥ My profile
¥ Current course
b My courses

ADMINISTRATION oo

¥ Course administration
# Tum editing off
= Activity chooser on
£ Edit settings
} Users
T Fiters
b Reporis
B Grades
fust Backup
¥4 Restore
i Import
© Reset
} Question bank

b Switch role to...

b My profile settings

ADD A BLOCK

Add... |v]

Past Editions > Links ~

W

® Topic 1
&

@ Add a resource...

* Topic 2
o

@ Add a resource...

P
Topic 3
&

@ Add a resource. ..

+
Topic 4
-

@ Add a resource...

Fig. 12 — Adding a block to the course page

| @) Addan activity. .

v @ Addan activity...

@ Addan actiity...

™| @ Addan activity...

You are logged in as Utilizador DSI (Log out)

Advanced search (B

LATEST NEWS 2@

Add a new topic...

Nova data para aula
28 Oct, 12:44 Utilizador DSI

Older topics

UPCOMING EVENTS Am
L -
There are no upcoming events

Go to calendar...
New event..

RECENT ACTIVITY o]
LB -

Activity since Wednesday, 29
October 2014, 10:24 AM

(@]
C;) Full report of recent activity...

COURSE UPDATES:
Deleted UCP Summaries

Updated Assignment
Trabalho Pratico 2

To a add a new block, in the Add a block block, click Add... and select a block to add from the

drop-down menu:

ADD A BLOCK

Calendar
Comments

Activities g

Community finder
Course completion status
Course/site summary
Courses

HTML

Logged in user
Mentees

Messages

My latest badges

My private files

Online users

FPeople

Quickmail

Quiz results

Random glossary entry
Remote RSS feeds
Section links

Pic. 13 - List of available blocks

DSI—-UCP
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Each block has some options, which allow you to move, edit, delete or show/hide it R

RECENT ACTIVI

Activity since Wednesday, 29
October 2014, 10:24 AM

Pic. 14 — Example of a block with editing mode on.

When hiding/showing a block, if the block has the icon @ Hide Recent activity block
means that users have access to it. If it’s hidden, users don’t have access to it and the block

2
—

turns light grey and presents the icon = =Now Recent aciivity block
4.4 Viewing the course page as a student

The Teacher can view the course page as a student. On the settings block you will find the
option “Switch role to...”

Home My courses Formacao Formacéo Moodle 3 Turn editing off
f" 5% UNIVERSIDADE
5@:- CATOLICA
“SI®Y PORTUGUESA
NAVIGATION =6 o SEARCH FORUMS =ja
PR + 521 News forum Edit~ & + 8-
Go
%) Add a resource.. v| | | Add an activity... v
ADMINISTRATION @M @ Mo ™ Advariced sereh (D
+
* Course administration + T " 1 ©
# Tum editing off opic @
® Activity chooser on &
¥ Edit settings
b Users (7 Addaresource.. E (@ Add an activity... E
¥ ritters UPCOMING EVENTS [Im@
P Reporis LN -
BN crages + 2 e There are no upcoming events
s Backup Toplc 2 @
) Restore Go to calendar
1 lmpon & New event...
) Reset =
) % Add a resource.. ™| | & Add an activity... |
P} Question bank o J @ J
FACES BE
v Switch role to. .
L non-editing teacher + Tobic 3 (@} e
A student opic @
» Iy profile setfings o RECENTACTIVITY O
— — B
& Add aresource.. vl | & Add an activity... v

Pic. 15 — View course page as a student

When switching roles, the Teacher has on the upper right corner of the page the option
“Return to my normal role”. You should click it if you want to go back to your Teacher viewing
mode.

DSI—-UCP 11
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MoodleUCP-Dev Home  PastEditions>  Links~ You are logged in as Utilizador D
Home My courses Formacdo Formacdo Moodie 3
. UNIVERSIDADE
@) catoLICA
PORTUGUESA
NAVIGATION BE

ADMINISTRATION =

=1

¥ Course administration
% Grades

¥ Switch role to...
A retum to my narmal role

P My profile settings

=
W=l News forum

Topic 1

Topic 2

Topic 3

Topic 4

Pic. 16 — Return to my normal role

5 Editing the course page

5.1 How to view a list of participants

Student (Retum to my normal role)

SEARCH FORUMS B@E

Go

Advanced search ()

UPCOMING EVENTS M@
There are no upcoming events

Go to calendar...
New event..

RECENT ACTIVITY =rE

Activity since Wednesday, 29
October 2014, 10:24 AM
Full report of recent aclivity ..

COURSE UPDATES:

The list of course participants (students, teachers) is available at the “Navigation” block, below
the course name. To view the list, click on “Participants”.

Home My courses Formacao Formacdo Moodle 3 Pariicipants
UNIVERSIDADE
CATOLICA
PORTUGUESA
NAVIGATION . My courses Inactive for more than User list SEARCH EORLIMS —
Formagéo Moodle 3 ~ Select period[v Brief 2
Home - D P |:| \J Go
® My home Current role
b site pages Al participants [v] Advanced search @)
¥ My profile
> Cum ici %
= All participants: 14 = UPEOMINGEVENTS =T
~ Formagdo Moodle 3
~ Participants First name : There are no upcoming events
» AlIABCDEFGHIJKLMNOPQRSTUVWXYZ
Notes Sumiame: Go to calendar...
# Utilizador DS AIABCDEFGHIJKLMNOPQRSTUVWXYZ New event...
Pl nrd Select User picture Firstname / Surname Email address City/t
P Topic 1
¥ Topic 2 O Utilizador DSI dec@clsbe lisboa.ucp.pt Lisboz RECENT ACTIVITY =m
el Activity since Wednesday, 29
i O Aluno Exemplo 1 alunot@ucp.pt Lisboz :
b Tork 4 P - : October 2014, 10:24 AM
b Tanie = e ¥ iaras 2 R
Pic. 17 — Viewing the list of participants
DSI - UCP 12
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To filter by role (student / teacher), use the drop-down list "Current Role" at the center of this
page (with the text "All participants"):

Home My courses Formacéo Formacdo Moodle 3 Participants

q’%‘ CATOLICA
B
e

PORTUGUESA

NAVIGATION om Inactive for more than User list SEARCH FORUMS o
Formacéo Mogdle 3 Select period|w Brief [»
Home e 5 period[v] [v] -—
eacher
* My home Student .
P Site pages All participants vanzed searn )
P My profile

¥ Current course

All participants: 14 »

Iacao N 3 UPCOMING EVENTS =@
¥ Formacio Moodie
T .

* Participants
‘ HIJKLMNOPQRSTUVWXYZ
; NO_I_ES Sl Go to calendar...
Utiizacor DS AIABCODEFGHIJKLMNOPQRSTUVWXY?Z New event..
3
ESTRR Select User picture Firstname/ Surname Email address City/te
¥ Topic1
} Topic 2 O utilizador DSI doc@clisbe lisboa ucp.pt Lisboz RECENT ACTIVITY BmE
P Topic3
» p- O Aluno Exemplo 1 alunoi@ucp.pt Lisboz B ) LR B SR Eppe
TDp.IC 4 X QOctober 2014, 10:24 AM
P Topic5 Full report of recent activity...

=1 Nasanta Cvamnla 1 dAncantad@nen nt ks

Pic. 18 — Course participants by role

5.2 How to turn editing mode on

To do any editing on the course page, you need to turn editing mode on. Click "Turn editing
on“ button, at the upper right corner of the page (highlighted in the image):

MoodleUCP-Dev Home  PastEdiions~  Links~

Home My courses Formacdo Formacdo Moodle 3
. UNIVERSIDADE
ﬁ | CATOLICA
PORTUGUESA
NAVIGATION e SEARCH FORUMS BE
¥l News forum Go
ADMINISTRATION oin Advanced search ()
¥ Course administration
#" Tumn editing on TOpiC 1
& Edit settings UPCOMING EVENTS [E@
b Users There are no upcoming events
Y ritters
- Go to calendar_..
b Reporis TOPIC 2 N it
Bl Grades
& Backup
&
21 Restore
. RECENT ACTIVITY BEE
& Import Topic 3 e
O Reset Activity since Wednesday, 29

Oclober 2014, 10:24 AM

b 5
Question bank Full report of recent activity....

Pic. 19 — Turn editing on
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When editing mode is on the page looks like this:
MoodleUCP-Dev Home Past Editions = Links = You are logged in as Utilizador DSI (Log out]

Home My courses Formacdo Fi Drag and drop files onto course sections to upload them Tum editing off

#7§%y,  UNIVERSIDADE
“@é CATOLICA

L% 7 PORTUGUESA

NAVIGATION ol = SEARCH FORUMS =m
B + Y= News forum o Edit- L g
Go
o I @) Addaresource.. [v]| @) Addan activity... v
ADMINISTRATION ola] s = Advanced search ()
+ B~
* Course administration + T jed 2]
#" Tum editing off opic @
= Activity chooser on o
£ Edit settings
b Users (@ Addaresource... [v] (@ Add an activily... v
Y Fitters UPCOMING EVENTS [
b Reports T
Bl Grades o4 - © There are no upcoming events
%5 Backup Toplc 2 e
s Restore ) Goto calendar...
o Import & New event...
&) Reset e = =
@ Addaresource... | | @ Add an activity... v
P Question bank e J ® _]
FACES EE
¥ Switch role to... -
_ + . © *
¥ My profile seitings TOplc 3 ®
o RECENT ACTIVITY BE
ADD A BLOCK s | | At anacinty 5 & -
= @ aresource.. |V | @) an aclivity... v
Add.. v ® = Activity since Wednesday, 29

October 2014. 10:24 AM

Pic. 20 - Page with editing mode on

On editing mode, the following icons, with the following meanings, are used:

Editing Icons:

“+ _Move =2 - Duplicate
= _ Move right X - Delete
o Update ® HIde/ShOW

Regarding the Hide/show icon, if the resource/activity/topic has the icon # , it means that
participants have access to it. If it’s hidden, users don’t have access to it and the element turns

light grey and presents the icon ™ or

DSI—-UCP 14
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5.3 How to publish an announcement on the course page

To publish an announcement you have to turn on the page-editing mode (see Pic. 19).

Go to the topic where you want to publish the announcement, click on “Add a resource” and

select “Label”:

NI PORTUGUESA

NAVIGATION ojo
S-S

Home

® My home

b Site pages

¥ My profile

¥ Current course
¥ Formagio Moodle 3
} Participants
General
Topic 1
Topic 2
Topic 3
Topic 4
Topic 5
Topic 6
Topic 7
Topic 8

Tranir O

v v W W ¥ ¥ ¥ v WY

L
# Y& News forum 2

® Add a resource...

%
Topic 1

Folder
IMS content package
Label arn

Page

@ Add a resource...

Pic. 21 — Adding a “Label”

v @) Add an activity...

@) Add an activity. .

V| )| Add an activity.

Edit~ &

~

CRlE)

The next step will be writing the announcement text on the label text area. You can format the

text or insert images. Finally, “Save and return to course”.

DSI—-UCP
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Home My courses Formacdo Formagdo Moodle 3 » Adding a new Label to Topic 1

oo UNIVERSIDADE
{% i CATOLICA
s

PORTUGUESA

NAVIGATION = ; i .
.. © Adding a new Label to Topic 1o
o
Hae » Expand all
® My home ~ General
b Site pages
¥ My profile ( \
Label text*
¥ Current course ane
¥ Formagdo Moodle 3 pragaph ~ || B | 7|3 1= B ol

b Participants =

P General Lorem Ipsum is simply dummy text of the printing and A

P Topic1 typesetting industry. Lorem |psum has been the industry's standard dummy

b Topic 2 text ever since the 1500s, when an unknown printer ook a galley of

b Topic3 type and scrambled it to make a type specimen book. It has survived not

» . only five centuries, but also the leap into elecironic typesetting,

Topic 4 remaining essentially unchanged. It was popularised in the 1960s with et
P Topics k j
ath: p
P Topic &
[ 3 i .
LS » Common module settings

P Topic &

P Topic9

b Topic 10 » Restrict access

P My courses

FACES ool ve and return to course Cancel

B -
Pic. 22 — Adding a label resource

The text of the label, on the page course:

Home My courses Formacao Formacdo Moodle 3 Tumn editing

%i UNIVERSIDADE
{ﬁ% CATOLICA

% J PORTUGUESA

NAVIGATION [=la} L SEARCH FORUMS =
e News forum Edit~ & e
Home Go
® My home @ Addaresource..  [w| )| Addanactivity.. [v]
b Advanced search (%)
Sile pages
b My profile
¥ Current course + T a 1 O
* Formagdo Moodle 3 Oplc @

F Participants &

¥ General

¥ Topic1 < Lorem Ipsum is simply dummy text of Editr

¥ Topic2 the printing and UPCOMING EVENTS =

b Topic3 typesetting industry. Lorem Ipsum has + 8

» % been the industry's standard dummy X

N IZE:E; text ever since the 1500s, when an AREEE 0 Ubeing evRal

b raes unknown printer took a galley of e e

type and scrambled it to make a type W 1
» Topic7 : = ew event.
P specimen book. It has survived not
b Tanicg PN TV W - N R e WO

Pic. 23 — Text of the label on the page course

For each resource, the teacher has editing options in the Edit dropdown list (editing settings,
move right, hide/show, duplicate, delete,...):
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P ) ©
Topic 1 ®
¢ ]
< Lorem Ipsum is simply dummy text of Edit~
the printing and ) )
typesetting industry. Lorem Ipsum has Edit seftings

been the industry's standard dummy
text ever since the 1500s, when an
unknown printer took a galley of
type and scrambled it to make a type
specimen book. It has survived not
only five centuries, but also the leap 1. Assign roles
into electronic typesetting,
remaining essentially unchanged. It
was popularised in the 1960s with

Duplicate

¥ Deleie

Pic. 24 - Editing options
5.4 How to publish an announcement on the News forum

The News forum is a special forum for general notices and announcements, which is by default
on the course page. A course can only have one News forum. Only Teachers and
administrators can post in the News forum. The block "Latest News" will display recent
discussions of the News forum. Students may not reply to these forum topics.

Home My courses Formacado Formacdo Moodle 3

f‘m‘*‘kﬁ UNIVERSIDADE
)

i CATOLICA

s PORTUGUESA

NAVIGATION

1
(=]

Home e News forum

" My home

b Site pages
F My profile .
¥ Current course Toplc 1

Pic. 25 — News forum

By definition, all course participants are subscribed to this forum. The Teacher can select the
type of subscription (optional subscription, forced subscription, auto subscription or
subscription disabled).

To place an announcement in the forum, click "News forum" and then press "Add a new
topic":
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Home My courses Formacdo Formacdo Moodle 3 General
f”"“’% UNIVERSIDADE
5@5 CATOLICA
W% PORTUGUESA
HavieaTon % News forum
Home
® My home
b Site pages
P My profile

¥ Curmrent course
¥ Formacdo Moodle 3
P Participants
¥ General
"5 News forum
P Topic1

Nova data para aula

Pic. 26 — News forum — add a new topic

News forum

Started by Replies

Utilizador DSI 0

On the following page you should fill in the subject and message fields. You also have the
indication of this forum’s type of subscription (Everyone is subscribed to this forum).

The messages published in the forums will be sent by e-mail to subscribers. In this case, the
Teacher can choose to send the message right away, by e-mail, by ticking “Mail now”:

News forum
General news and announcements

= Your new discussion topic
Subject*

Message*

Subscription ()

Attachment (7)

Lorem Ipsum is simply dummy text

Paragraph  w [ 3 f

11
[
©
=

Lorem Ipsum is simply dummy text of the printing and

typesetting industry. Lorem Ipsum has been the industry's standard dummy

text ever since the 1500s, when an unknown printer took a galley of

[Path. [
Everyone is subscribed to this forum
G

» |l Files

Mail now [

Post to forum

Pic. 27 — News forum — New topic

~

Maximum size for new files: 2MB, maximum attal

You can drag and drop files here to add them.

DSI—-UCP
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Because the option “Mail now” was selected, Moodle warns you that an e-mail is going to be

immediately sent to all subscribers:

rfl']htt;:n:,'f.‘mom:lIe.Iist:l...mod}ﬁ"orurmfr_lost.;:nhr_n| + |

This post will be mailed out immediately to all forum subscribers.

(Continue)

Pic. 28 — Warning of immediate e-mail sending

Forum discussion:

News forum

General news and announcements

Add a new topic

Discussion Started by Replies Last post

Lorem Ipsum is simply dummy text Utilizador DSI 0 Utilizador DSI
Wed, 29 Oct 2014, 12:05 PM

MNova data para aula Utilizador DSI 1] Utilizador DSI

Tue, 28 Oct 2014, 12:44 PM

Pic. 29 — News forum - List of topics in discussion

The block “Recent activity” will show that there is a new topic on the News forum:

RECENT ACTIVITY

Activity since Wednesday, 29 October
2014, 10:24 AM
Full report of recent activity__.

0]

—
4]

COURSE UPDATES:

Deleted UCP Summaries

Updated Assignment
Trabalho Pratico 2

Deleted File

NEW FORUM POSTS:

Utilizador DS 29 Oct, 12:05
"Lorem Ipsum is simply dummy text "

Pic. 30 — Recent Activity block with the news

DSI—-UCP 19



Switch Guide TWT — Moodle — Teachers

5.5 How to publish a file on the course page
To place a file on the course page, you have to turn on the page-editing mode (see Pic. 19).

Go to the topic where you want to publish the file, click on “Add a resource” and select “File”:

Add a resource...
Book
File
e >
IMS content package
Label
Page
URL

Pic. 31 — Adding a resource to the page course

Next, fill in the fields name and description and select the file(s) you want to publish. Click on

~" button to send a file or drag and drop them:

NAVIGATION =lal & = & .
- Adding a new File to Topic 2&
d 8- -
Hoiie ¥ Expand all
® My home
P Site pages
¥ My profile G
.
¥ Curmrent course il 1
¥ Formagio Moodie 3 Course information
¥ Participants
b
Ehik Description*

¥ Topic 1

» Topic 2 Paagaph v | B | [ | 2|2 M@ B m

¥ Topic3 : : =

b Topic4 Lorem Ipsum is simply dummy text of the printing and

} To tvpesetting industrv. Lorem losum has been the industrv's standard dummy 4

k5 Path: p E

b Topic6 -

¥ Topic7 Display description on course page (3 [

¥ Topic &

» ronic ~ Content

b Topic 10

P My courses

Maximum size for new files: 2MB

n
»
Q
m
w

1]
oo

ADMINISTRATION =il
v
¥ Course administration
#" Tum editing off
& Edit settings

Pic. 32 — Adding a new resource - File

Then, select where the files are.

To send files from your computer to Moodle click on “Upload file” and then “Browse...”.
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File picker b4
™ Server files
E‘..Uploadaﬁle Aftachment:
Save as:

™1 Private files

Author: Docente DSI

Choose license:  All rights reserved -

Upload this file

Pic. 33 — Adding a resource - select a file

Select the file you want to publish:

File picker
[
wF&-U'i d
. J®| |« UserDisk (D:) » temp » temp-files v | ®¢ || Search temp-files L
i1 Server files @u |-i | | |
Organize v New folder
it Upload a file RecentPlaces = Mame ’ Date ]
Bl Deskto s
- Ip 4 =[1.1.jpg 2013-01-23 14:54 JPEG image
: ownloads ;
T Private files o 2012-03-1512:16 Microsoft Office ..,
i &= iInvestigagdo cientif... YM-01-2314:54 JPEG image
ibraries i
‘?I_.ﬁ s i || livro.jpg 2013-Q1-23 14:53 JPEG image
|| Documen
; Mers @ MoodleToolGuidef.,  204#F06-26 15:07 Adobe Acrobat D...
usic
= pi E T 2013-01-2314:54 Bitmap image
|| Pictures
J ) 'E] trabalho_alunol-pr..  2003-05-06 16:45 Adobe Acrobat D...
(=1l Subversion |
E Videos
18 Computer =4 e | +
File fhame: - Al Files ) -|
[ Open ] l Cancel l

Fig. 34 — Adding a resource — selecting a file

Select “Upload this file” to publish the file on the platform:
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File picker

™ Server files

hd

i Upload a file Aftachment  Ditempltemp-filesiMao

Save as:

™1 Private files

Author: Docente DSI

Choose license:  All rights reserved

Upload this file h.

Pic. 35 — Adding a resource — uploading a file

The file has been added. You should now click “Save and return to course”.

f D, & \ S BE

» | Files

k iphone_upload-image- j

b Appearance

» Common module settings

» Restrict access

Save and return to course @ Cancel

Pic. 36 — Adding a resource — save changes

Finally, the file is published on the course page. To update, delete, hide, move or duplicate it

use the editing options that are on the right (identified on the picture). These options are only
visible if the page’s editing mode is on:
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+
Topic 2
i

i
+ Course information »

Edit-

O
@

Editing
options

Pic. 37 — Resource added with editing mode on

5.6 How to place a file request (assignment)

To place an “Assignment” activity you have to turn on the page-editing mode (see Pic. 19). On

the topic you want to post the activity, select the item “Assignment” from the drop-down list

“Select an activity”:

4
Topic 3

" {

Add a resource...

26} Add an activity...

Assignment
Chat

3

N Topic 4
o

{5 Add a resource...

o+

Choice

Database
External Tool
Forum

Glossary

HotPot

Lesson
Questionnaire
Quiz

SCORM package
Survey

UCP Course Form

Pic. 38 — Adding an Assignment activity

Then, fill in the fields “Name”, “Description”, and define the ”"Assignment settings” and the

submission settings of the file (maximum size, number of upload files, ...)

DSI—-UCP
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NAVIGATION BE = = =
- 2 Adding a new Assignment to Topic 3@
L -
N ) Expand all
* My home ~ General
F Site pages
F My profile .
~ Cument course Assignment name
¥ Formagdo Moodle 3 Lorem Ipsum
¥ Participants
3
EEIEEL Description*
» Topic 1
> Topic?2 Pamgragh  ~ 3 [ == W © M
» Topic 3
) Topic 4 Lorem Ipsum is simply dummy text of the printing and ~
» Topi tvoesetting industrv. Lorem Ipsum has been the industrv's standard dummy e
[T2E Path: p £
} Topic 6 |
¥ Topic 7 Display description on course page (7 []
¥ Topic 8
U Ter=e ~ Availability
b Thnic4n

Pic. 39 — Adding an Assignment activity

Finally, click “Save and return to course” at the bottom of the page:

Save and return to course Save and display Cancel

There are required fields in this form marked *.

The activity has been added to the course, as you can see on the following picture:

i
Topic 3 @
&

4 <! Assignment Lorem Ipsum Edit~ &

F

() Addaresource .  |¥| (3 Addanactvity  [V]

Pic. 40 — Course page with Assignment activity

The students see on their home pages the following information:
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Formacao Moodle 3 Formacao Moodle 3

M_You have assignments that need attention

Assignment: Assignment: Lorem Ipsum
Due date: Wednesday, 5 November 2014, 12:00 AM
My submission: Not submitted yet, Not graded

|
ld,_l There are new forum posts

Pic. 41 — Assignment Activity — seen by a student

To check the assignments that have been submitted by students, the Teacher should click on
the assignment name (“Assignment — Lorem Ipsum” in the example below). On the next page,
the Teacher has some summary grading information about the assignments:

Assignment: Lorem Ipsum

Lorem Ipsum is simply dummy text of the printing and

typesetting industry. Lorem Ipsum has been the industry's standard dummy
text ever since the 1500s. when an unknown printer fook a galley of

type and scrambled it to make a type specimen book.

Grading summary

Participants 12

Submitted 0

Needs grading 0

Due date Wednesday, 5 November 2014, 12:00 AM
Time remaining 6 days 11 hours

View/grade all submissions

Pic. 42 — Checking the Assignment activity

If a student submits an Assignment, the Teacher will have the following information:
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Assignment: Lorem Ipsum

Lorem Ipsum is simply dummy text of the printing and

typesetting industry. Lorem Ipsum has been the industry's standard dummy
text ever since the 1500s, when an unknown printer took a galley of

type and scrambled it to make a type specimen book.

Grading summary

Partici ;ams

Submitted

Needs grading

1

Home

NAVIGATION

Home

* My home

b Site pages

b My profile

¥ My courses
F Formacdo

P Miscellaneous

My home

Due date

Time remaining

Wednesday, 5 November 2014, 12:00 AM

6 days 11 hours

View/grade all submissions

Pic. 43 — Checking the Assignment activity

Information in my home page:

UNIVERSIDADE

CATOLICA

PORTUGUESA

COURSE OVERVIEW

Formacao Moodle 3 Formacao
Moodle 3

You have assignments that need attention

Assignment: Assignment: Lorem Ipsum
Due date: Wednesday, 5 November 2014, 12:00 AM
Submissions not araded: 1

Pic. 44 - Checking the Assignment activity

If the Teacher clicks on “assignment not graded”, he/she will have access to the following

page:

NAVIGATION

Home
" My home
b Site pages
¥ My profile
¥ Current course
¥ Formacdo Moodle 3
F Participants

Assignment: Lorem Ipsum

Grading action

Choose..

Firstname: AHNIABCDEFGHIJKLMNOPQRSTUWVWXYZ
Surname: AIABCDEFGHIJKLMNOPQRSTUVWXYZ

Page: 1 2 (Next)

' @ Select Userpicture First name/ Surname Email address  Status Grade Edit Last modified (submissio
O = = B =] 2
} Topic 1 - & =
¥ Topic 2 O Aluno Exemplo 1 alunoi@ucp.pt  Submitted @ ER*  Wednesday, 29 October
~ Topic 3 for grading - 2014, 12:37 PM
&l Assignment: Lorem
[ [} Aluno Exemplo 2 aluno2@ucp.pt  No Ir B -
b Tonic 4 [
Pic. 45 — Checking the Assignment activity — submitted assignment
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5.7 How to send participants an e-mail

To send an e-mail on the course page, for the first time, you have to turn on the page-editing
mode (see Pic. 19) and add the “Quickmail” block to the page.

MoodleUCP-Dev Home  PastEdifions=  Links~

Home My courses Formacdo Formagdo Moodle 3

You are logged in as Utilizador DSI (Log out)

Turn editing off

UNIVERSIDADE
CATOLICA
PORTUGUESA
NAVIGATION ol # SEARCH FORUMS =]}
i & W2 News forum Eait~ & o
Go
Add aresource.. || Add an activity...  [v =—
ADMINISTRATION R @ u @ L :‘ Advanced search ()
+ &
& " O
Topic 1 ®
ADD A BLOCK
o
Aclivities
Calendar 4 Lorem Ipsum is simply dummy Edit~
Comments text of the printing and UPCOMING EVENTS lelal
Community finder typesetting industry. Lorem Ipsum & o
S"“rsefgmp'em" =huy has been the industry's standard
QUTse/siie summary . Assignment: Lorem Ipsum
Courses i) Wednesday, 5 November
HTML text ever since the 1500s, when e d 7
Logged in user an unknown printer took a galley g
Mentees f
Messages @ § Go to calendar..
My tatest badges type and scrambled it to make a e,
" ype specimen book. I has
Online users survived not
People .
Oiliickiiail I} only ﬁve cemune;. but also the
Quiz resuits leap into electronic typesetting, FACES BE
Random glossary entry remaining essentially unchanged. e
Pic. 46 — Add Quickmail block to the page
“" H HL H “ H 4
On “Quickmail” block, click “Compose new e-mail”:
Home My courses Formacéo Formacdo Moodle 3
UNIVERSIDADE
CATOLICA
PORTUGUESA
NAVIGATION EE B SEARCH FORU
- =
2 + lﬂ,,;l News forum 4 Edit~ &
Add 3 resource. .. v Add an activity . |w
ADMINISTRATION B2l o D ® D Advanced
S
® ; 2
Topic 1 @
QUICKMAIL [alal
-]
5 Cormpree New Emdh Lorem Ipsum is simply dummy Sdit-
#' Signatures text of the printing and UPCOMING EVI
£ View D_rans typesetiing indusiry. Lorem Ipsum
? has been the industry's standard :
#' Alternate Emails dummy &l Assignment: L¢
# Configuration text ever since the 1500s, when Wetmesday, o
. 12:00 AM
an unknown printer took a galley
Pic. 47 — Sending messages to participants
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First you must select the recipients in the "Potencial Recipients" or “Potencial Sections”
column and then, click Add to join “Select Recipients” list:

Quickmail

View Drafts | View History

From doc@clsbe lisboa.ucp.pt

Selected Recipients*®

Aluno Exemplo 1 {Not in a section)

Role Filter
No filter

Potential Sections

Mot in a section

Potential Recipients
-4 Add

Aluno Exemplo 10 (Not in a section)
Aluno Exemplo 11 (Not in a section)
Aluno Exemplo 12 (Not in a section)
Aluno Exemplo 2 (Not in a section)
Aluno Exemplo 3 (Not in a section)
Docente Exemplo 3 (Not in a section)
Aluno Exemplo 4 (Not in a section)
Aluno Exemplo 5 (Not in a section)
Aluno Exemplo 6 (Not in a section)
Aluno Exemple 7 (Mot in a section)
( )
( )

Remove

Add All

Remove All

Aluno Exemplo & (Not in a section
Aluno Exemplo 9 (Not in a section

Screen down to attach files and write your message, and then click the button “Send Email”:

Attachment(s)
RN ]
> Gl Files
Subject*
Message Formatacio v || B | ] i= 1=
Endereco:
signatures  No Signature|v|

Receiveacopy (7) ©® Sim O Nio

Send Email Save Draft

Tamanho maximo para novos fich

~

‘You can drag and drop files here to add them.

| © |k &

®ormulario assinalados com *

Pic. 48 - Sending messages to participants
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5.8 How to display UCP summaries

What are the UCP summaries? "UCP Summaries" means a tool developed for
teachers record digitally, the summary lecture class in Moodle.

Find the "UCP Summaries" in the list of activities on your course page. On each course page, is
suggested to be added only 1 "UCP Summary" activity, for example near the News forum:

Home My courses Farmacao Formacao Moodle 3

UNIVERSIDADE
CATOLICA
PORTUGUESA
NAVIGATION e
¥ News forum
ADMINISTRATION @=E Course summaries

Pic. 49 — Activity — UCP summaries on the course page

To add the activity “UCP summary” on your Moodle course, the Teacher should:

1. Turn editing mode on (see Pic. 19)
Identify the topic where he/she wishes to add the activity
Select “UCP summaries” in the “Add an activity” drop-down list.

Home My courses Formacdo Formacgdo Moodle 3 Turn editing off
7%, UNIVERSIDADE
€% CcaTOLICA
ey PORTUGUESA
NAVIGATION gl e SEARCH FORUMS =0
SN + W=l News forum Edit- & + o
Go
ADMINISIRATION BRI - “{ Assignment Advanced search (3)
e Chat
Choice
P Database
Topic 1 External Tool
ADD A BLOCK Forum
i o Glossary
o HotPot
v
A M Lesson
< Lorem Ipsum is simply dummy guesnonna\re
i iz UPCOMING EVENTS sl
fext of the printing and SCORM package NG P
typesetting industry. Lorem Ipsu = E
has been § e standard UGF Course Form
dummy UCP Summanies 5 ‘tl:sswgnmem Lorem Ipsum
text ever since e Wiki ”e“”ﬁ;&)- Shg
an unknown printer took a galley i HEUE

Pic. 50 — Adding and activity — UCP summaries

4. After adding the summary, you need to fill in the name and the description of the
activity.
5. Finally, click “Save and return to course”
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E) Adding a new UCP Summaries(®
General
Summary® (3 Course Summaries
Description Font family |~ || Font size ~ || Paragraph -} ey

2

B 7 U s

X, X

= =E w2 H & Q Em |
Course Summaries
Path: p
Common module settings
Group mode (33 Visible groups =
Visible  Show =
ID number (3
Restrict access
Allow access from (3 | 24 January 2013 00 00 - [ Enable
Allow access until 24 January 2013 00 00 [C] Enable
Grade condition (B (none) ~ must be at least % and less than

[Add 2 grade conditions to form]

Before activity can be accessed  Show activity greyed-out, with restriction information -

—
C [Save and return to course] [Sa\re Mlay] [Cancel]

Pic. 51 — Configuring the Activity — UCP summaries

The activity “UCP summaries” will be visible on the course page:

Home My courses Formacdo Formacdo Moodle 3
—r']
(ixh, UNIVERSIDADE
oy CATOLICA
% PORTUGUESA
NAVIGATION alal

4 News forum

=

jQL‘@@ A'?' S R

%

There are required

ADMINISTRATION

: Course summaries

Pic. 52 — Activity — UCP summaries on the course page
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5.8.1 Writing a course summary

The Teacher should click on “Course Summaries” to manage the class summaries. On the next
screen he/she will find a list of summaries regarding the selected course, as well as options
that allow him/her to write and print the summaries.

Course Summaries

Classes: T1(TESTE - Lic) » [Shuw summa@s] [Write summat‘ry [Priﬂsummaries

Summaries for class: T1 (TESTE - Lic)

Date: 2012-12-19 Start: 12H30 Finish: 12H45 =& w

Summary:
sumaric 1B

Docente 51, Recorded on 2012-12-19 12:47

Date: 2012-12-19 Start: 13H00 Finish: 13H15 & x¢

Summary:
Sumario3 - o texto do sumario

Docente 0S|, Recorded on 2013-01-09 15:44

Pic. 53 — Checking UCP summaries

Click on “Write summary” too add a summary. Then, tick the class(es) and time of the lesson

and write the respective summary.

Finally, click the “Save changes” button.
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Classes

T1 (TESTE - Lic) T2 (TESTE - Lic)

Write summary

Summary:* Font family || Font size ~||Paragraph |~ || <} =]
¥ & @ || A - | 1Y
20 & Q= |-

Lorem Ipsum is simply dummy text of the printing and typesetting industry. Lorem
Ipsum has been the industry's standard dummy text ever since the 1500s, when an
unknown printer took a galley of type and scrambled it to make a type specimen book.

B 7 U # x, x°

i— a—
B—a—
i=

i
i
"

It has survived not only five centuries, but also the leap into electronic typesetting,
remaining essentially unchanged. It was popularised in the 1960s with the release of
Letraset sheets containing Lorem Ipsum passages, and more recently with desktop
publishing software like Aldus PageMaker including versions of Lorem Ipsum.

Path: p
Date: 24 = January * 2013 -
Start:™ v -

Finish:*® v o -

[Save char@ [Cancel]

Pic. 54 — Writing a summary

There are required fields in this form marked *.

5.8.2 Editing a course summary

To edit a summary click on the icon = , Which is at the end of the Date and Time line:

Course Summaries

Classes: T1 (TESTE - Lic) ~ lShow summaries] lWrite summary] lF’rint summaries

Summaries for class: T1 (TESTE - Lic)

Date: 2012-12-19 Start: 12H30 Finish: 12H45 & w

Summary:
sumario 18

Docente DSI|, Recorded on 2012-12-19 12:47

Date: 2013-01-24 Start: 15H00 Finish: 16H1f =0

Summary:
Lorem Ipsum is simply dummy text of the printing and typesetting industry. Lorem Ipsum has beer
text ever since the 1500s, when an unknown printer took a galley of type and scrambled it to make

It has surived not only five centuries. but also the leap into electronic typesetting, remaining essent

in the 19605 with the release of Letraset sheets containing Lorem |psum passages, and mare recen
like Aldus PageMaker including versions of Lorem |psum.

Pic. 55 — Editing a summary
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5.8.3 Deleting a course summary

To delete a summary click on the icon X | which is at the end of the Date and Time line:

Course Summaries

Classes: T1 (TESTE - Lic) ~ lShow summaries] [Write summaryl ’Print summaries

Summaries for class: T1 (TESTE - Lic)

Date: 2012-12-19 Start: 12H30 Finish: 12H45 @

Summary:
sumario 1B

Docente 0S|, Recorded on 2012-12-19 12:47

Date: 2013-01-24 Start: 15H00 Finish: 16H15 & %

Summary:
Lorem Ipsum is simply dummy text of the printing and typesetting industry. Lorem Ipsum has beer
text ever since the 1500s, when an unknown printer took a galley of type and scrambled it to make

It has survived not only five centuries, but also the leap into electronic typesetting, remaining essent
in the 19605 with the release of Letraset sheets containing Lorem |lpsum passages, and mare recen
like Aldus PageMaker including versions of Lorem Ipsum.

Pic. 56 — Deleting a summary

Then, confirm you want to delete the summary:

Remove this summary ?

[Eﬂntinue] [Eancel]

Date: 2012-12-19  Start: 12H30 Finish: 12H45

Summary:
sumario 1B

Docente 05|, Recorded on 2012-12-18 12:47

Pic. 57 — Confirming the deletion of a summary
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5.8.4 Printing a list of summaries

To print a list of summaries, select from the drop-down list the class you want to and click on
“Print summaries”:

Course Summaries

Print summaries

Classes: T (TESTE - Lic) - [Sht}w summaries] [Write summa

Summaries for class: T1 (TESTE - Lic)

Date: 2012-12-19 Start: 12H30 Finish: 12H45 & %

Summary:
sumario 18

Docente D51, Recorded on 2012-12-19 12:47

Date: 2013-01-24 Start: 156H00 Finish: 16H15 & %

Summary:
Lorem Ipsum is simply dummy text of the printing and typesetting industry. Lorem |lpsum has been the
text ever since the 1500s, when an unknown printer took a galley of type and scrambled it to make a ty)

It has survived not only five centuries, but also the leap inte electronic typesetting, remaining essentially
in the 1960s with the release of Letraset sheets containing Lorem Ipsum passages, and more recenthy v
like Aldus PageMaker including versions of Lorem Ipsum.

Docente D51, Recorded on 2013-01-24 18:08

Pic. 58- Print summaries

The user will have access to a list of all the course summaries. On that page you should click on
“Print Summaries”:
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1) Course Summaries ® |§http:ffmoodg jsessPrint+summaries X | et |

Print
summaries

Course Summaries

Universidade Catolica Portuguesa
Lective year 2012/2013

Seminario Pratico I (59C100820123)
1* Semestre

UCP SUMMARIES

Summaries for class: T1 (TESTE - Lic)

Date: 2012-12-19 Start: 12H30 Finish: 12H45
Summary:

sumario 1B

Docente DSI, Recorded on 2012-12-19 12:47

Date: 2013-01-24 Start: 15HO0 Finish: 16H12
Summary:

Lorem Ipsum is simply dummy text of the printing and typesetting industry. Lorem Ipsum has been the industry's
standard dummy text ever since the 1500s, when an unknown printer took a galley of type and scrambled it to make a
type specimen book.

Pic. 59 — Printing a list of summaries

5.9 How to turn the course form available

UCP course form on Moodle, gives access to the course curriculum which is previously
available on Sophia +.

On each course page, is suggested to be added only 1 "UCP Course Form", for example near
the News forum:

Home My courses Formacdo Fermagdo Moodle 3

#en.  UNIVERSIDADE

& i CATOLICA
o

o PORTUGUESA
NAVIGATION m
¥iedl News forum
ADMINISTRATION = Course summaries
Course form

Pic. 60 — UCP Course Form on course page
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To turn “UCP Course Form” available on Moodle course page, the Teacher has to:

1. Turn on the page editing mode (see Pic. 19).

Select the topic where he/she wants to add the activity.
Select “UCP Course form” on the “Add an activity” drop-down list.

Home My courses Formacdo Form Drag and drop files onto course sections to upload them

Z@x, UNIVERSIDADE
| i CATOLICA
%NS PORTUGUESA

NAVIGATION R

ADMINISTRATION FR

8 SE
+ 52 News forum Edit~ &
+ Course summaries 5 Edit~
(3 Add aresource... V] @} Add an activily
Assignment
Chat
Choice
N Database 5
Topic 1 External Tool L=
Forum i
Glossary
L] HotPot
Lesson UF
+}» Lorem Ipsum is simply dummy Questionnaire
text of the printing and Sﬂ'é
- BUlpaciage
typesetting industry. Lorem Ipsum, Survey Y
has been the industry's standQ UCP Course Formi ‘>
dummy S e e
text ever since the 1500s, when "ﬁmik i
an unknown printer took a galley ofkshop Go

Pic. 61 — Adding an activity — UCP Course form

4. After that, you need to fill in the name and the description of the activity.
5. Finally, click “Save and return to course”
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E} Adding a new UCP Course Form®
General

LICP Course Form™ @ Uér—"”éou[se .l.:grm

Description Font family || Fontsize | Headngz  |=||¥F - ||48 5|3
B I U & x ,‘1;%:' "J‘élﬁé‘m;:ﬁvﬁv:'hﬂﬁ“i
S AN QA

UCP Course Form

R
Wi g R
—3—

.F'ath: h2 main help

LN

Common module settings

Group mode (3 Visible groups -
Visible  Show -

ID number (33
Restrict access
Allow access from () 24 - | January 2013 | 0o 00 ~|[ Enable
Allow access until |24 - ||January v (12013 ~ iEIEI = || 00 [71 Enable
Grade condition (@ (none}) - must be at least % and less than %

[Add 2 grade conditions to form |

Before activity can be accessed  Show activity greyed-out, with restriction information -

@ve and return to course‘ Save and display m

There are required fields in this form marked ©

Pic. 62 — Configuring an activity — UCP Course form

“UCP course form” will be viewed on the course page with the name you previously defined:

Home My courses Formacdo Fermagdo Moodle 3
#785y, UNIVERSIDADE
aﬁs CATOLICA
Q’-". j PORTUGUESA

NAVIGATION FE

¥iedl News forum

ADMINISTRATION e £l course summaries
Course form

Pic. 63 — Activity — UCP Course Form on course page

5.9.1 Viewing the “Course form”

To view the course form, the Teacher has to click on the activity’s name, which will be “Course
form”.
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On the next screen, you can find a list with the course name, academic year, semester and a
list of “Type of information”, where you can find the several items defined on the course
curriculum.

When you select an item from the “Field type” list, you will view it, in case there is some
information about it. If that doesn’t happen is because there is no information to provide, and
yoU’ll see a warning message: There is not a description for this field (“This field has no
description”.)

-0
! UCP Course Form

Course: 53C1008 - 2012/1° Semestre ~ [Shuwcuursesﬁelds

Programa - Seminario Pratico | (59C1008 - 2012/1® Semestre)

Description:

ants
This field has no description.

Pic. 64 - Viewing UCP Course form curriculum)
5.9.2 Printing the course form

To print the course form, the Teacher has to click on the activity, which will be “Course Form
(Programme, Bibliography,...)” on the example. Then, select the type of information on the
drop-down list and click “Print”:

=10
! UCP Course Form

Course: 59C1008 - 2012/1° Semestre ~ ’Shuw Course's ﬁelds]

Field type: Programa - [Showdeaﬁptiun] [F'rint]

Programa - Seminario Pratico | (53C1008 - 2012/1® Semestre)
Description:

ants
This field has no description.

Pic. 65 — Viewing UCP Corse form (Curriculum)

You will have access to a list with the printing page of the Course form. On that page, you click
“Print” to finish the operation:
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| 71 UCP Course Form - | @ httpi//moodieisb..primifichs=Print x| + |

Print

UCP Course Form

Universidade Catolica Portuguesa
Lective year 2012/2013

Semindrio Pratice [ (59C100820123)
1° Semestre

UCP COURSE FORNMS

Programa - Semindrio Pritico I (39C1008 - 2012/1° Semestre)

Description:

This field has no description.

Pic. 66 — Printing UCP Course Form (curriculum)

6 Where to get more information

Official Moodle documents can be found on the platform webpage at: http://docs.moodle.org

You can access this address on the menu “Links”, at the left upper corner of the platform
(below Moodle icon):

T Moodle@UCP: My home |+ |

Thoo

Home  Past Editions| Links

Moodle Community
Moodle Docs

Navigation Moodle News iew
My home formagio e Comunica:
= Site home

Assinnment Assinnment - T3

Pic. 67 - Links Moodle.org
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