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Introduction:

Over the past 20 years, powerful software for managing databases has been combined with digital
frameworks for managing curriculum and evaluation tools. The LMS allows creating, tracking, managing
and distributing learning materials in various formats.

The traditional application of LMS is in educational institutions. Learning management systems for years
now is in use to deliver courseware and popularize e-learning in educational institutions. Even
companies have been using learning management systems to deliver training to internal employees and
customers.

Moodle is also an LMS system. IT department and CLT has been working alongside and combining their
expertise to implement latest version of Moodle (3.5+) as a learning tool at Forman Christian College (A
Chartered University). This document comprises of basic guide of how to utilize this tool, focusing on
faculty.

Accessing Courses on FCC Moodle

Go to (tmoodle.fccollege.edu.pk/moodle) and login with the provided password ‘fcc123’:

& C | @ tmoodie fecolage.edu.pk

= Farman Christian College (A Chartered University)

FORMAN CHRISTIAN COLLEGE



file:///C:/Users/Administrator/Downloads/moodle.fccollege.edu.pk
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e

FORMAN CHRISTIAN COLLEGE

(A CHARTERED UNIVERSITY)

Remember username

access

Log in as a guest

Step2:

This is a one-time step and only used when you are logging in for the first time. On log in you will be
redirected to screen for changing password (See below)

ege (A Chartered University)  tmpower SIS

g Shakir Gill A
Home / Dashboard / Preferences / User account / Change password

You must change your password to proceed.
Change password
Username skgill

The password must have at least & characters, at least 1 digit(s), at least 1 lower case letter(s), at least 1
upper case letter(s), at least 1 non-alphanumeric character(s) such as as *, -, or #

Current password 0 rreeesennns
New password 0 cressssanas
Mew password (again) 0

There are required fields in this form marked @ .

NOTE:

Unless you do not change your password you will not be able to proceed further. Also the password
change policy is given as follows:
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“The password must have at least 8 characters, at least 1 digit(s), at least 1 lower case letter(s), at least
1 upper case letter(s), at least 1 non-alphanumeric character(s) such as as *, -, or #”

Once you access the account, your home page will show all the courses you are teaching for the current

semester.

FORMAN CHIRISTIAN COLLEGE

Click on the course that you want to access from the list of courses. You will see a page with horizontal
dividers. Each section has a particular header. (see below)

moodletraining ® -
Home / My courses / moodletraining
General ¢ Edit ~
+ = Announcements #* Edit ~ &
+ Add an activity or resource
+ 1September - 7 September # Edit ~

i The first is ‘General’ and can contain the template to facilitate display of course outline at

the top of the course
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ii. The later sections show ‘Announcements’ that you can use to send important news or
notifications with regards to your moodle course

|5

iii. And then later sections show a weekly breakdown of the semester. Every section will have

its own edit option. However, you need to ensure to ‘turn editing on’ is, as shown below:

& P & o
Wy courses
# Tu
0
& LC
=4 f -l
T Filt
B Grade & Grade
= 11 Backup
1 Restore
I Img
* Share
& Rese
.

= CHEM100ASU18 . o
_ *Intro. to Chemistry Section A L

SOME OF THE MAIN TASKS ARE EXPLAINED BELOW

A. Editing Sections on your course page

Stepl:
Click on ‘Edit’ then click ‘Edit section’. Kindly ensure that ‘turn editing on’ option is enabled.

Edit ~

#* Edit section

—_ 1

Step2:
Once you have clicked on ‘Edit section’ a new page will open. In order to change name of the section
first click on check box saying ‘Custom’ then add ‘Section name’
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Summary of Course Outline
Expand all
General

Section name ¢ Custom

Course Outline

On the same page add the required content in the box ‘Summary’

General

Section name @l Custom
Course Qutline

Summary

1 iv B I = = % % @R & m f

Recommended Template for Syllabus Writing

How to use this template: Treat the italicized text as "instructions.” Edit it out as you fill in the
sections. Include only those sections that make sense for your course or are required by university
policy.

Place the sections in an order that makes sense for your course.

Click on ‘Save Changes’ to save the new content

T ILE LLPLAE S AR LFITH T T AR]EaDELTIALLY § § ILAPY AP L6 [LG L ILLS L TT CLAT AT T ArLATF CLELCeE 115

Course Learning Outcomes:
After successful completion of this course, students will be able to...

List learning outcomes here. If your course contributes specifically to university learning outcomes, they
should be included here as well. Ensure to employ Dee Finks's educational taxonomy for these SLOs

Save changes Cancel




B. Adding files on Moodle

Step 1:

Click on ‘Add an Activity or Resource’. Kindly ensure that ‘turn editing on’ is enabled:
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& Panticipants

U Badges

+ #
¥ Competencies

+ #

Step2:

On clicking ‘Add an activity or resource’ list of activities and resources will appear. Scroll down to

‘RESOURCES’ and under the ‘RESOURCES’ select ‘File’ and then

click ‘Add’

Add an activity or resource
‘i' AL the hibe w D& displayed wathan the fourse
1 Warkshop prompted to downlos Th &
nclude supoortin P——
RESOURCES HTML page may have embec bge
lask -
L] e F s their
* conben
i nackags - - -
T e a mim website as 8 course
Ao#
Add Cancel
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Step3:

On clicking ‘Add’ a new page will open. Provide ‘Name’ and ‘Description’ under the section ‘General’ of
the File

Adding a new File to 19 June - 25 June

b Expand all
~ General

Name L] TEST

Description

1 iv B I E=E % S @ K & m P

TEST

¥ Display description on course page

Step 4:
To upload the required file click on ‘Add’

Select files Maximum size for new files: Unlimited

()
@
it

i

Add...

~

You can drag and drop files here to add them.

Select the required file from ‘File Picker’ and upload it. You can select files from the following options
available under ‘File Picker’:

Option Description

1. Upload aFile This option is selected if you want to upload a file
from your PC or Laptop

2. Wikimedia If you want to import an image from online
source then you can select Wikimedia

3. Google Drive You also have the option of importing content
directly from google drive



4. Drop Box
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Another option is to import the content from

your drop box account

NOTE: On selecting Google drive and Drop Box options you would be asked to provide login details for

Google Drive and Drop Box

File picker

h Server files

Th Recent files

I &a Upload a file

&, URL downloader

Attachment

| Choose File | Mo file chosen

th Private files Save as
9 Wikimedia
@ Moodle Author
Raheel Robson
Choose license
All rights reserved v
Upload this file
Step 5:

After you have named the file with description and selected the desired file, next step is to select
‘Appearance’ settings. This option is available to facilitate the appearance of your file, however, it is not

mandatory to fill these options
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Appearance

Display

Pop-up width (in pixels)

Pop-up height (in pixels)

Use filters on file content

Automatic =

Show size

Show type

Show upload/modified date

620

450

# Display resource description

L L

Mone

C. Add a Book
Step 1:
Click on Add an ‘Activity or Resource’. Kindly ensure that ‘turn editing on’ is enabled:
= CHEM100ASU18 & -3
= + A
v o g
v r + A
+ 4
Step 2:

On clicking ‘Add an activity or resource’ list of activities and resources will appear. Scroll down to
‘RESOURCES’ and under the ‘RESOURCES’ select ‘Book’ and then click ‘Add’
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Add an activity or resource %

«

B

SCORM package

Survey multi-page resource in a book-like format, with
chapters and subchapters. Books can contain
Turnitin Assignment media files as well as text and are useful for

displaying lengthy passages of information
Wiki

& OE

which can be broken down into secti

J Workshap

A book may be used

RESQURCES « Todisplay reading material for individual

modules of study
. I:l Boak . Asa

As & showcase portfolio of student work

staff departmental handbook

File
O Morehelp

Folder

IMS content

i

package

Label

= Page

URL

nl. Cancel

Step3:

On clicking ‘Add’ a new page will open. Provide ‘Name’ and ‘Description’ under the section ‘General’ of
the File

E Adding a new Book to 3 July - 9 July

General

Name o Seven Habits of Highly Effective Deople|

Description

3 iv B I = E % S @ W ¢ w3

The 7 Habits of Highly Effective People, first published in 1989, is a business and self-help book
written by Stephen Coveyl'l Covey presents an approach to being effective in attaining goals by
aligning oneself to what he calls "true north" principles based on a charz
universal and timeless.

er ethic that he presents as

Display description on course page
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Step 4:
Under the Appearance section first select Chapter Formatting
Options Descriptions
None Chapters and subchapters titles have no formatting
Numbers Chapters and subchapter titles are numbered 1, 1.1, 1.2, 2, ...
Bullets Subchapters are indented and displayed with bullets in the table of
contents
Indented Subchapters are indented in the table of contents

¥ Appearance

Chapter formatting (7] Numbers =
None

Style of navigation (7] m
Bullets
Indented ©

Step 5:
Then under the Appearance section select Style of Navigation
Options Descriptions
Images Icons are used for navigation
Text Chapter titles are used for navigation

¥ Appearance

Chapter formatting (7] Numbers &

Style of navigation e Images %
TOC Only
Images 7]

Text
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NOTE:

Under the appearance section there is an option to select Custom titles. Normally the chapter title is
displayed in the table of contents (TOC) and as a heading above the content. If the custom titles
checkbox is ticked, the chapter title is NOT displayed as a heading above the content. A different title
(perhaps longer than the chapter title) may be entered as part of the content.

Appearance
Chapter formatting Numbers =
Style of navigation Images &

Custom titles

Set the Common Module settings. It basically has two options.

i Availability:
If the availability is set to ‘Show on course page’, the activity or resource is available to
students (subject to any access restrictions which may be set). If the availability is set to
‘Hide from students’, the activity or resource is only available to users with permission to
view hidden activities (by default, users with the role of teacher or non-editing teacher).
ii. ID number:
Setting an ID number provides a way of identifying the activity for grade calculation

purposes. If the activity is not included in any grade calculation then the ID number field
may be left blank.

Set restrictions on the book if required.
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Add restriction...

Require students to
complete {or not complete)
another activity.

Activity completion

ﬂ Date Prevent access until {or
from) a specified date and
time.
Grade Require students to achieve

a specified grade.

User profile Control access based on

fields within the student's
profile.

Add a set of nested
restrictions to apply
complex logic.

Restriction set

Cancel

Step 8:
Apply activity completion settings

Activity completion

Completion tracking

L1

Show activity as complete when conditions are met

Do not indicate activity completion

Require view Students can manually mark the activity as completed
Show activity as complete when conditions are met
Expect completed on 30+ | August ¢ | 20182 | 094 554 B @Enaple

NOTE:
If you select; Show activity as complete when conditions are met, then you will be able to select; Require
view or Expect completed on.
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Activity completion

Completion tracking

1

Show activity as complete when conditions are met
Require view ¥ Student must view this activity to complete it

Expect completed on 30+  August * 20182 094 | 553 = @Enable

At the end of the page click on ‘Save and Return to the course’. Then you will be redirected to your
course page

In order to Add chapters and sub chapters, on your course page, click on the book

+ 3July - 9July » it -

<

+ t Seven Habits of highly effective people #* Edit ~

=+ Add an activity or resource

On clicking on the title of the book appearing on course page, you will be redirected to a new page
where you would have the options to ‘Add chapters’ and ‘Sub chapters’ for the book. You will be asked
to add a chapter. The add sub chapter option will be only available if you have at least added one
chapter:




Add new chapter

Chapter title

Subchapter

Content

[}

(Cnly available once the first chapter has been created)

1 i B I EE % S AW ¢ o md

Step 12:

Then you will be required to provide ‘Chapter title’ and ‘Content’ of the chapter. (see below)

Add new chapter

Chapter title

Subchapter

Content

o

]

Forman Christian College

(Only available once the first chapter has been created)

1 iy B I EE % % @ W & w3

Forman Christian College was founded in 1864 by Dr Charles W Forman, & Presbyterian missionary
from the USA. The college was initially known as the Lahore Mission College, but in 1894 the name
was officially changed to Forman Christian College in honar of the founder. In the early years, degrees
were awarded through the Calcutta University. College level instruction was interrupted in 1869 due
to the illness of key faculty members. College classes resumed in 1886, with degrees being awarded
through the University of the Punjab. In 2004, FCCU became a chartered University and from 2009
onwards has awarded its own degrees.

The early years of the college were marked by rapid growth in enrollment, and a constant struggle to

find enough space to house the growing college. Enroliment grew from 18 students in 1886 to 130in
1890, 311in 1900, 426 in 1910 and 600 in 1915. Enrollment had reached 1,500 students by the time

the college was nationalized in 1972. Enroliment in the University section alone stands at 3,200

students today. -

Step 13:

Then at the end click on ‘Save Changes’

D. Adding Page on Moodle

Step 1:

Click on Add an ‘Activity or Resource’. Kindly ensure that ‘turn editing on’ is enabled:

Page |16
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7 CHEM100ASU18

Step2:

On clicking ‘Add an activity or resource’ list of activities and resources will appear. Scroll down to
‘RESOURCES’ and under the ‘RESOURCES’ select ‘Page’ and then click ‘Add’

Add an activity or resource

[EEE

&

Survey

Turnitin Assignment

% Wiki
Hg  Workshop
RESOURCES
b 2ok
File
Folder

i

IMS content
package

Label

Page

URL

-

* To embed several videos or

The page module enables a teacher to create a
web page resource using the text editor. A page

can display text, images, sound, video, web links

and embedded code, such as Google maps.

Advantages of using the page module rather
than the file module include the rescurce being

maore accessible

(for example to users of mobile

devices) and easier to update,

For large amounts of content, it's recommended

that a book is used rather than a page.
A page may be used

* To present the terms and conditicns of a

course or a summary of the course syllabus

sound files

together with some explanatory text

@  More help

Add Cancel

Step3:

You will be redirected to a new page. Under the section ‘General’ you are to Provide ‘Name’ and

‘Description’ of the page:
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intro to moodle

Display description on course page

General
Name o intro to moodle
Description . 4
1 i~ B I == % 9

Gal W8 & w A

Then you will be expected to provide ‘Content’ of the page that you want students to see once they click

onit

Content

Page content

1

v

B

Human Skefe:cn:|

Appearance

Rest of the steps are same as covered in section adding a File.

E. Student View:

The student view appears 3 main sections separated by dividers
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This section as explained earlier can be edited to course outline. See below the student view for the
‘General section’ appearing as ‘Course Outline’

Principles of Manage Section F

Home / Courses / BUSN170FFA18

Your progress
Course Outline
Principles of Management Course Outline
Faculty of Business Management
Teaching Session: 2018, Fall
Credits: 3
Course Instructor: Shakir Khurshid Gill
Telephone: 03370452588 Email: shakirgill@fccollege.edu.pk
Reference Book: Management, Michael A.Hitt, J. Stewart Black and Lyman W. Porter. 2nd Edition, Pearson.

1. What is this course about?

Below the General Section or in this case after course outline the students have the option to access the

course announcements, as shown below:

Announcements

The third section is weekly outline. In this section all the content upload or created can be viewed by

student on weekly basis:
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1 September - 7 September
Class 1: Introduction to Moodle

Class 2: advance moodle techniques

Mot available unless:
s |tis on or after 3 September 2018
s |tis before end of 9 September 2018

Moodle training

training session for moodle

Hiding and Showing Content to Students:
By default the all the content while uploading is set to ‘Make the content available to students’.

Step1l:
If you require to hide any content while uploading it, under ‘Common Module Settings’ while uploading
any resource you can set the drop down option ‘Hide from students’ next to Availability:

Common module settings

e

Availability Show on course page =

Show on course page

D number Hide from students

Alternatively, after you have uploaded the content, on your course page you can edit the view settings
as well.

Step1l:
For this please ensure to enable ‘turn editing on’ then click on edit in front of the File that you want to
hide. On clicking you will see the drop down. See below:
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+ 1 September - 7 September ¢ Edit
Class 1: Introduction to Moodle

Class 2: advance moadle techniques

L moodle training & Edit ~
Naot available unless: £ Cdit settings
» [tis on or after 3 September 2018 2 Move right
s [tis before end of 9 September 2018
@& Hide
training session £ Duplicate
+ @& Mood e training & O Assign roles
@ Delete

training session for moodle
B4 Notifications
&+ @6 Tazchar &

Step2:
Click on ‘Hide’ to block the view of the file for the student. After clicking on ‘Hide’ underneath the file
the message will display ‘Hidden from students’:

+ 1 September - 7 September ¢
Class 1: Introduction to Moodle

Class 2: advance moaodle techniques

+ moodle training &

[¥5]
T
Ls

L
L
=




