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Your local Moodle site

When we create a Moodle site for your school district, it is an empty shell. We usually begin by grabbing
some graphics off your district’s Web site and then using it to create your Moodle site. At first, your
Moodle site is an empty shell that looks like this:
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Your Site Administration panel

We have included you as a local Moodle administrator. Initially, you and | are the only administrators on
the site. As you work your way through this Guide, please remember that | am ready to work with you
and support you every step of the way. Feel free to email romeo@romeomarquis.com or call 978-606-
7023. Let’s begin . . . Loginand you will see your Site Administratiopanel.
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Creating teacher accounts

Before you can create course sites for your teachers, we have to create accounts for them in your
Moodle site. | can usually do this for you. When | receive the names and email addresses of your
teachers who will participate in the Moodle course, | then prepare a CSV file and create their accounts in
the Moodle Online Professional Development server and then add those teachers to the Moodle course.
Then | use the same CSV file to create accounts for the teachers in your local Moodle site. Once that has
taken place you will be able to create course sites for these teachers and add them to their course site
with teacher privileges

To see the list of users (teachers) in your site, go to
Site Administration > Users > Accounts > Browse list of users
If you want to add another teacher or two, go to

Site Administration > Users > Accountsde a new user
Enter the required information; scroll down and Update profile
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Creating course sites
From your Site Administration panel, go to

Courses > Add/edit coursasd you will see
Course categories

Course categories Courses Edit Move category to:
Miscellaneous 0 =w= TupE|

|f’-".dd a new cnurse”ﬁdd new categorﬂ

At this point you have to decide whether or not you want several categories. Categories can be schools
within your district or departments/grade levels within a school. If you want to create categories, you
should do that now. Then you would have to enter each category to create course sites within that
category. If you don’t want categories, then proceed to Add a new coursand you will see

Edit course settings

General
Category (3 | Miscellaneous[~]
Fullname®™ (3  Course Fullname 101

Short name™ 3 CF101
Course ID number (33

Summary (3
Trebuchet [=]1@Ep) [+] [#]ltang [+] B & U & | % x* | 8] | 3 4
EEEEIMMN|IE=ZEE T —heode DOQsB| @
Path:

Enter the course title in the Full name box and a shortened name in the Short name box.
Example: Advanced Placement Chemistry . .. APChem

Scroll down but do not change anything else on this page. Your teachers will find instructions for this
page in the Moodle course. Go directly to the bottom of the page and Save chages.You will see



Assign roles in Course: CF101 3@

Roles Description Users
Administrator  agministrators can usually do anything on the site, in all courses. 0
Course creator | o rse creators can create new courses and teach in them. 0
Teacher 0

Teachers can do anything within a course, including changing the activities and
grading students.

Non-editing teacher | nop-gditing teachers can teach in courses and grade students, but may nat alter 0

activities.
Student gy dents generally have fewer privileges within a course. 0
Guest | Guests have minimal privileges and usually can not enter text anywhera. 0
Click on Teacheland you will see
Role to assign | Teacher |E|
Enrolment duration | Unlimited |E| Starting from | Today ( 20 January 2010) |E|
0 existing users b potential users

(g )] Don Langenhorst, dlangenhorst@dedham.k12.ma.us
Faula Marini, pmarini@dedham. k12 ma.us
Susan Pepin, spepin@dedham.12.ma.us

Dan Rouse, drouse@dedham k12 ma.us
Rosemary Simmons, rsimmons@dedham k12 ma.us

Admin User, romeo@romeomarguis.com
Remove »

Search

Select the teacher for this course and then Add

That’s it! The teacher in the Moodle course will receive all instructions for developing his or her course.
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Designing the look and feel of your Moodle site

From your Site Administration panel, click on Front Page > Front page settingsl you will see

Front Page settings

Full SiFB name Dedham Public Schools

Short name for site (eg Dedham
single word)
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In the Front Page Descriptidsbx you can enter a brief statement — “Welcome to our online center,
etc.” — whatever you want to say. Keep it brief so as not to take up too much space on your main (front)
page. Scroll down and check the small box to the right of Include a topic sectiofmhen scroll down and
click on Save Changes

Go back to on Front Page > Frit page settingand experiment with the two pulldown menus just
below the Front Page Descriptiofhese two sets of menus will determine what your main (front) page
will include. Most local sites will leave the settings as then are so users can see the course titles. If you
have many course titles, you might want to select List of categoriesstead. Go ahead and experiment.
Remember to Save Changesf you would like to chat about the various options, feel free to call.
978-606-7023

Next ...

Once logged in as the administrator you will see a Turn editing orbutton.
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Click on it and you will see
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If you do not see Main Menuand Course/Site Descriptipgo to Blocks > Addnd add them. If they do
not appear in the locations in the above image, use the small arrows to move them.

Main Menu: Please use the Add a resourcenenu to add the resources listed below. The Learning Curve
portal includes sections for consortium members only. That includes your teachers. The other resources
include free digital content provided by our partners.

The Learning Curve Consortium www.thelearningcurve.org

Blended Learning Open Source Science or Math Studies
http://blossoms.mit.edu/

MIT OpenCourseWare
http://ocw.mit.edu/OcwWeb/web/home/home/index.htm
Software Tools for Academics and Researchers
http://web.mit.edu/star/

Teachers’ Domain

http://www.teachersdomain.org/

Course/Site DescriptiorClick on the small hand with a pencil in it. This will take you back to your Course
settingswhere you can include a brief description of your site or perhaps a welcome, then Save changes
— whatever you like. If you don’t want to use this feature, Xit out.

Blank section at the top of the center columalick in the small hand with the pencil in it. In this section
you can really go to town! Note how I've used that section in the front page of our Online Professional
Development Center at http://imoodle.imgsoftware.com/img/. It looks like a regular Web page.

Blocks:In this area you will find many additional features that you can add to your Moodle front page.
Go ahead and experiment. Once you’ve added a few features you can change the location of items bu
using the tiny left-right-up-down arrows at the top of each block. One final word — Try to keep your front
page relatively simple. Sometimes less is more.
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