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1. Dashboard

The Dashboard is a page for providing users with details of their progress and upcoming

deadlines. In the centre is the Course overview block which allows students and teachers

to easily track required activities and filter courses.

Options

1. Course overview block shows a list of all courses in which a user is enrolled/has

an assigned role.

2. Recently accessed courses block shows the recently accessed courses.

3. Navigation block is used to access pages such as Dashboard, Site home, My

courses, etc. It is also known as sidebar. The sidebar/navigation block can be

hidden/shown by choosing ‘hide/show sidebar’ option.

4. Timeline block shows the upcoming course activities

5. Private files block is used to manage private files as resources used for courses

6. Online users block shows the list of online users.
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7. Profile allows the user to view or update his/her profile information such name,

description, email, phone, profile picture, etc

2. User Profile

​Every user has a profile page which may be reached from the user menu top right and

then clicking Profile. This page contains links to further

pages allowing the user to edit their profile information

and preferences, view their forum/blog posts, and

check any reports they have access to.

​

Steps

1. Profile option is used to view or update

logged-in user’s information such as user

description, profile image, etc.

2. Preferences option allows the user to change
his/her password and other preferences.

3. Logout option is used to end the current user
session.
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3. Course Overview

Courses are the spaces on LMS where teachers add learning materials and activities for
their students. Courses may be created by admins, course creators or managers.
Teachers can then add the content and re-organise them according to their own needs.

1. Sections: Course is divided into various sections such as General, Week 1, Week

2, etc.

2. Modules: Each section consists of four modules and a Discussion Forum/Live

Session. Each module consists of eContent, Audio/Video resources and

Assessments.

3. Expand All: This option is used to expand all the resources and activities under

each module.

4. Course Management: Allows teachers to manage various course related Activities,

Resources, Question Bank, Course Settings, Students details and Reports.
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5. Modes: There are two types of modes available on each course; they are view

mode and edit mode. In view mode, teachers can only view the activities and

resources but they can not make changes.   ‘Turn Editing On’ option allows

teachers to switch to edit mode to make changes in any modules such as changing

the activity settings, updating contents of resources, etc. ‘Turn Editing Off’ allows

teachers to switch to view mode.

1. Edit Settings option enables teachers to configure various settings for the

selected activity or resource such as setting up the due dates,

description, grading options, appearance options, etc
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2. In order to preview/open the activity/resource, teachers have to click on

the activity/resource link.

3. Turn Editing Off option will switch to view mode.
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4. Activities/Resources

4.1 Flip Book Activity

The course eContent pdf is converted into a flipbook from a third party tool and embedded

in the course section as a page.

Steps:

1. Insert a resource “Page” from the list

2. Provide name for the page and turn on the “<>” button in the editor to embed HTML

code of flipbook

3. Save and Return to the course

Note: The HTML code of the flip book needs to be copied from the flip conversion tool and

paste here (refer to the image below where you need to click on “copy html code” button to

copy the code after click on “Share” button)
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4.2 MCQ/QUIZ Activity

The Quiz is a very powerful activity that can meet many teaching needs, from simple,

multiple-choice knowledge tests to complex, self-assessment tasks with detailed feedback.
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​ Questions are created and stored separately in a Question bank and can be reused

in different quizzes.

​ When creating a Quiz you can either make the questions first and add them to the

Quiz, or add a Quiz activity and create the questions as you go along.

i) Steps – Edit Quiz

1. Click on the Quiz link to

open the Quiz page.

2. Click on Preview button to

start the preview of the

Quiz.

3. Edit Question option can be used to edit

the question text and answers.

4. Click on Next Page to goto the next

question in the quiz.
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5. Update the question name.

6. Update the Question text. It can contain text, images, etc. Various options are

available in the editor’s tool bar.

7. Enter the mark for this question.

8. Edit Answer under choices.

9. Select 100% under Grade if the answer is a correct answer otherwize select None.

10.Click on Save

Changes button to

save the question

and goto the preview page.

11. Once the last question is reached then ‘Finish attempt’ button will be visible. Click

on it to finish the review.
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12.Click on ‘Submit all and finish’ to submit quiz or click on ‘Return to attempt’ to goto

the preview of questions again.

13.Click on ‘Submit all and finish’ again to confirm the submission or cancel this popup.

14.Summary of the attempt such as grade, time taken, etc

15.Shows the correct answer.

16.Click on ‘Finish review’ to close this page.
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17.Click on ‘Back to the course’ button to goto the course page from the quiz.

ii) Steps – Manage Question Bank

This feature allows a teacher to create, preview, and edit questions in a database of

question categories. Questions are organised into categories. Initially each course has

only one category called "Default". It is good practice to create more categories to

organize your questions.
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1. Create Question Category: Goto ‘Course Management’ option and Click on

‘Question Category’ link  under the Question Bank block.

2. Enter Category title and optionally the category information.

3. Click on ‘Add Category’ to create the category.

4. Create Question: Click on ‘Questions’ tab.

5. Select the Category to add the

question to.

6. Click on ‘Create a new

question’ button to create a

question.

7. Select a question type from the

list such as multiple choice,

true/false, etc.

8. Click on ‘Add’ button.
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9. Enter Question name.

10.Enter Question text.

11. Enter Mark for this question.
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12.Select answer type, suffle the choices and number format.

13.Enter the Choice and grade for the choice.

14.Enter the grade for the choice. If this choice is correct then the grade should be

100% otherwise None. Repeat for more choices.

15.Click on ‘Save Changes’ to save the question.
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iii) Steps – Add Questions to a Quiz activity

Open the quiz activity by clicking on the quiz link.

1. Click on gear icon on the quiz page.

2. Click on ‘Edit Quiz’ to goto the edit page.
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3. Click on ‘Add’ option.

4. Select ‘from question bank’ option to select questions from the question bank.

5. Select the Question Category and the list of questions will be displayed from the

selected category.

6. Select all or individual questions from the list.

7. Click on ‘Add selected questions to the quiz’ button to add the selected questions to

the quiz activity.
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4.3 Discussion Forum activity

The Forum activity allows students and teachers to exchange ideas by posting comments

as part of a 'thread'. Files such as images and media maybe included in forum posts.

Steps – Creating Post in the Forum

1. Open Discussion Forum Link by clicking on it.

2. Click on ‘Add a new discussion topic’ button to create a new topic for discussion.

3. Add the subject for the forum topic.

4. Add the description for the topic.

5. Click on ‘Post to Forum’ button to create it.
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6. Click on the topic link to list the posts on a particular topic.

7. Click on ‘Reply’ option to reply to a post.

8. Enter the reply.

9. Click on ‘Post to Forum’ to save it.
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4.4 Assignment activity

Assignments allow students to submit work to their teacher for grading. The work may be

text typed online or uploaded files of any type the teacher’s device can read.

Steps – Assignment Evaluation

1. Click on the assignment link to open the assignment submission summary form.

2. Click on ‘View all submissions’ button to get the list of all submissions.

3. Click on ‘Grade’ button to start evaluating the assignment for a student.
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4. View the submitted assignment file.

5. Use annotations to highlight and give feedbacks on the file.

6. Comments can be added in this box.

7. Grade/Marks can be given in the given box.

8. Option to select the next student after saving the current assignment.

9. Click on ‘Save changes’ button to save the assignment grades.

Steps – Edit Assignment

In order to update the Assignment Title and Description, click on ‘Edit Settings’ under ‘Edit’

option of the Assignment

Activity.

1. Add/Update the

Assignment title.

2. Add/Update the

Assignment

Description.

3. Upload required

files for reference.
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4. Set various dates for submission such as due date, cut-off date, etc

5. Submission type, word limit, upload file size and file type can be set

6. Click on  ‘Save and return to course’ to save the settings.
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4.5 Video Conference/Live Session

BigBlueButton is an open source web conferencing system for online learning. The goal

of the project is to enable instructors to effectively engage remote students anywhere in

the world. The project supports live online classes, virtual office hours, and group

collaboration with remote students.

BigBlueButton supports real-time sharing of slides (including whiteboard), audio, video,
chat, emojis, breakout rooms, and screen. It also record all content for later playback.

Steps:

1. Click on the Live Session Link to goto the Live Session Page.

2. Click on the ‘Join Session’ button to join the

video conference.

3. Mute/Unmute Audio

4. Share WebCam

5. Share Desktop screen

6. Change Slides

7. Options to Leave Meeting or End Meeting

8. Start Recording option.
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9. Option to upload PPT/PDF files for presentation.

10.Click ‘Manage Presentations’ to upload the present files.

11. Upload files from local drive.

12.Confirm after uploading the file or cancel this page.
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5. Reports

There are many reporting options available for the teachers to track students progress.

These options are available under the Reports block from ‘Course Management’ Link.

5.1 Activity Completion Report

1. Click on the ‘Activity Completion’ Link under Reports block to get the report.

2. Report of activity completion against each activity of a course.
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5.2 Grade Book

A sample grade book – Report shows grades obtained for each activity of all

students. The grade book can be generated from ‘Course Management’ ->

‘Students’ block.

5.3. Log Report

Various activities performed on the course can be generated.
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