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Introduction

Stage 3 is a part of the LearnI'T2teach.ca programme. It is a learning stage for teachers to:

+ become skilled as editing teachers at using LINC courseware
+ download learning objects from Rollr

+ request LINC courseware and begin editing a course

+ cooperate with their peers to improve blended delivery

+ work with advanced Moodle features in a virtual sandbox

LINC Curriculum Guidelines

Canadian Language Benchmarks

This pyramid illustrates the relationship between the LINC courseware and other CIC
Ontario Region curriculum projects. Elements at the top have been built using the items
below them.
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Technical Instruction Sheets Overview

It is important to understand the basics of the step-by-step PDF files in Stage 3. This page will
orient you to the PDF documents in Stage 3.

Sample Topic

A very brief paragraph appears here describing what it is that you will actually be doing

1. This 1s the first instruction. It is usually, “Surf to you course”

2. 'This is the second instruction - because it has a digit - it means do something!

People oS outine Lt Nwery
Extra text blocks Ri— £~ rn ot e b et
These text blocks provide tips and P srvem - -

. PUN—— ' —
hints through out the course. Note e © v Coree e o 0 cpsamog
that there are many images to assist S J # Cmaam Corase ) T
you to learn to use LINC B pCaraten e Ot

' Swcont rarce Seoore (g e o
courseware! Sawrch Forurm : oy e ey o S 1
\\---cu-wgu -;:..“nr-wm Pt st vty
ey :«-— e -
B T Reaany Cermoe
— ———— i T
© re e e ot
-l
3. Click on the “Turn editing on” button
« Steps with image bullets mean - here is some information! (Tum editing on)
4. 'This is another instruction - usually start with “Click”
« And these are samples of action instructions below People >
5. Click the up arrow DBaxss
6. Click the right arrow & Participants

» Note that the block moves across but to the bottom of the blocks

7. Click the left arrow

» Note that the block moves across but is still at the bottom of the blocks
8. Click on the “Turn editing oft” button

(Turn editing off)

Printing PDF files
You can easily print these files to use in a more traditional manner. Usually File,
Print, OK will do it!

T —— —
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Course Editing on/off

This activity provides the mechanics of toggling the editing mode on or off for an editing
teacher using LINC courseware.

Toggling Course Editing ‘on’ to ‘off’ to ‘on’
This is simple - just follow the steps below. It is like using an electric light switch.

1. Surf to your course home page

 Note that there are no editing icon present on the page

learnititonch - TO_staged Q@ |_Swnch rode 10 BB _Tern ey o
Search Forums Topic outline Latest News
Ge ) Add a rew topic...
Advanced searcthi@ &’ News forum (NG news has Deen posted
& News forum yey
Course categories ~ 1 Canada O Upcoming Events
¥ Training & Keywords - Canada Thare are 10 upcoming
¥ Stage 3 Candidate ~J Classoom Actvities (Canada) events
Nl courses ... & Cumicubum (Canade) Go %o calenc.
9 Canadian Trivia Quiz
e ) Second Chance, Secona Cup Recant Activity
2 Tum edting on —aie o AR n .
2. Click on the “Turn editing on” button
« Note that the editing icons appear (Tum editing 0")
1 Canadaw O
v
& Keywords-Canada » e X a <€ Editing icons
¥

J Classroom Activities (Canada) = §f & % &
&l Curriculum (Canada) = J} & X &

3. Click on the “Turn editing off” button —
 Note that the editing icons disappear. CTurn editing Off)

4. Exit the course
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Managing the Administration Block

This module includes Administration block elements for the editing teacher, as well as creating,
deleting, hiding and revealing, and moving this block.

The section "General", allows the participants to change the manner in which course content is
delivered to the students.

Functions within the Administration Block

Many of the functions required by editing teachers using the courseware are in the
Administration block.

Administration
Baxere
& Turn editing off
« Locate the Administration block in the left column of the screen £ Settings

1. Surf to your course home page

) ) o {3 Assign roles
« Note: you have more functionality than a non-editing teacher = Grades
&5 Groups
“Turn editing on/off” Toggle [ Backup
Fi Restore
2. Click on the “Turn editing off” icon T Import
<
« Editing at this course has been toggled to “off” j 2:::15
3. Click on the “Turn editing on” icon 1 Questions
« Editing at this course has been toggled to “on” _J Files
(& Profile

“Settings” Link
« The settings area allows an editing teacher the ability to customize many settings for

their courses. These settings control the display, security and other function of the

course.
4. Click “Settings”
« The settings page has seven Backup and Restore

sections:
i. General These are very important functions that
. allow the editing teacher to create a
ii. Enrolments . S
_ o duplicate of the course - just in case
iii. Enrolment expiry notification something goes wrong;
iv. Groups
v. Availability [l Backup
vi. Language €] Restore
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General

* Category - At this time, teachers will not have the option to change the course category. In
the future, this may be changed due to demand.

* Full Name - The name of your course is entered here. All LINC courseware courses arrive
with a formal name. The full name appears on the course home page as well as on the top
banner for each page of the course.

* Short name - This is the course code that appears in the breadcrumbs menu as well as the
quick link course buttons.

¢ Course ID number - At this time, leave this blank as LINC courseware targets autonomy
for LINC centres. Individual centres may use this feature in the future.

* Summary - Write concise paragraphs describing the course or simply leave the one
provided by LINC courseware. This description appears in several places depending on the
set up of the LINC courseware.

* Format - This allows a teacher to use either a weekly or a topic course organization. LINC
courseware courses arrive based on topics as the nature of continuous intake in many LINC

centres does not work well with a rigid weekly set up.

Category @ | Trawweg
FUlname® @  Suge'w
Shetname* @ e
Course 1D number @
Summary @

Tebuchet  tl{ampy S g B US WY W 0D
EZEE Mw SR KTy —Jwmee QODOoOSR O P

This is the second stage of the learniT2teach series. This course is designed for
fully online interaction. This course is used for Stage 2 teacher training purposes
only.

Pa

Fomat @ | Topscs forman
Number of weekstopics 15 &
Cousestaricate @ ¢« ! ww 3 w0 3
HIGOHN SOCHONS (@ Hden sacnens are shows is colasiad fonm 3
News tlemstoshow @ s
Show gradebodk %0 students  ves
)
Showactvityreports @  we @
Maximum upload size @ 2w )
15 this a meta course? @  No - This course alreacy has normal envoiments.
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General (continued)
Number of weeks/topics - To add or hide content, editing teachers can change this

number. A good tip is to know that the content is not erased but only hidden. For
example, if you have 15 topics but wish to hide the last two topics which are
preparation for a final assessment, you can change the number of topics to 13 and
the content is merely hidden until the number is changed to 15 again.

« Course start date - This feature synchronizes the course start date with the
calendar on courses set to weekly format. It can also be used as a means to turn off
and on course availability.

- Hidden sections - This feature gives the editing teacher the option of making hidden

topics or weeks invisible or as a numbered place holder to the students. It depends
on how a class is using the materials and the teacher’s preference.
¥ Connigence Builger: First Step
Collapsed form =
—> 2 Not avaiable O
Completely invisible 3 Resources o

J News forum: Overview

) Confidence Builder: First Step

3 Resources
) News forum: Overview

+ News items to show - This setting controls how many teacher-to-student postings
appear in the Recent News block.

+ Show gradebook to students - This is a personal choice. Teachers should stress
that these grades are only a small part of their overall evaluation as LINC students.

+ Show activity reports - Activity reports show students what they have done in their
course. This is a personal choice to be made by each teacher.

+ Maximum upload size - Student uploads can be limited by this setting to prevent
extremely large media files such as sound, video or pictures. The default setting is
100kb.

+ Is this a meta course? - Meta courses may be used if a large centre wishes ,
however they will have to host them on their own server and have a resident expert
at the centre.

Format @ Topis format
Number of weekstopics 15 ¢
Cousestartdate @ (4 & | may 2010 ¢

Hidden sections @

News items to show @
Show gradebook to students

7]

Show activity reports @

Maximum upload size @

Is this a meta course? @

Higden sections are shown » collapsed form o
$

Yes o

NOo o
i
No - This course already has normal enroiments.
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Enrolment

+ Enrolment Plugins - At this time teachers will not have the option to change the enrolment
plugin. An example of a possible plugin (but not for LINC courseware) is a PayPal plugin that
requires a transaction for enrolment. The default is “Internal enrolment.”

« Default role - The default role is the permission level at which everyone is assigned upon
starting the course. Always set this to students. Non-editing teachers can be assigned later
without much problem.

+ Course enrolable - We recommend that teachers control all who enter the courses.
Therefore a No setting prevents students from enroling themselves.

« Start date - If students are permitted to enrol themselves they could be limited to a date
range . This is normally a set up used for distance education.

» End date - Sce start date.

« Enrolment duration - this determines how long a student can be a member of the course.

Many teachers set this to unlimited and manage the student lists at the end of each term.

Enrolments

Enrolment Plugins @ | Site Default tinternal Envolment) & |
Default role | Swe Default (Student) &
Course enrcllable @ ©@No OYes O Date range
Startdate 27 :  Augun : 2000 : @ Disable
Enddate 27 :  August : 2000 : @ Disable
Enrolment duration | uskeites

Enrolment expiry notification

« Notify - If an enrolment duration has been selected (for example 90 days), then a YES setting
determines whether teachers receive email notification when a student is about to be
unenrolled from the course.

+ Notify students - If an enrolment duration has been selected (for example 90 days), then a
YES setting determines whether students receive email notification when a they are about to
be unenrolled from the course.

« Threshold - This is the number of days notice given before students are unenrolled from the

course.
Enrolment expiry notification

Notify @ [(no &)
Notify students @ [ no &
Threshold @ | 10days &)
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Groups

» Group mode -This feature allows teachers to assign teachers and students to one or more
groups. This can be on the activity or on the course level. Using groups allows the teacher to

accomplish three types of separation.

1. Students can be completely isolated by sight and activity from each other.
2. Students can be partially separated. One group can see other groups and each groups'
activity, but not interact with the other group(s).
3. Students can be separated in the same course by time. That is, different groups can start
the course at different times.
Each group 1s identified by a unique name and icon. & GFOUpS

+ Groups must be enabled in the Course Settings. After it is enabled, a group icon will appear

in the Course administration block.

Groups
Group mode @ | visible groups E

Force @ [ nNo &

Group Mode

There are three group mode levels:
* No groups - there are no sub groups, everyone is part of one big community
* Separate groups - cach group can only see their own group, others are invisible

* Visible groups - cach group works within their own group, but can also see other groups

Force

If the group mode is "forced" at a course-level, then the course group mode is applied to
every activity in that course. Individual group settings in each activity are then ignored.

This 1s useful when, for example, one wants to set up a course for a number of
completely separate cohorts.

Availability

This option allows you to "hide" your course completely. It will not appear on any course
listings, except to teachers of the course and administrators. Even if students try to access the
course URL directly, they will not be allowed to enter.

Force Language

LINC courseware only uses English. This setting is not useful at this time.
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Role Renaming (not recommended)

This option allows an administrator to change the displayed names for roles used in courses.
For example, one may wish to change "Teacher" to "Facilitator" or "Tutor". Only the
displayed name is changed - the underlying role permissions are not affected.

These new role names will appear on the course participants page and elsewhere within the

course.
Role renaming g
Administrator Editing Teachers will only
Co 1 see three Roles in this screen.
urse creator This is the full
Teacher administrator's view
Non-editing teacher _
Student
Guest » I —
Authenticated user (i Assign roles

( Save changes )

Assign Roles
 Ensure you are on the course home page
1. Click on the Administration block link “Assign roles”
+ By default, there should be three roles types appearing in a table as pictured here.
2. Select one of the role names (hyperlinked in blue) (Guest is the safest choice)
The screen shot below, displays the administrator’s view. However, the editing teacher will
only see Guest, Student and Non-editing teacher.

Note: This feature may not be active in the LINC courseware.

Assign roles in Course: L2T002¢
Roles Description Users

ACMINISratlor Acminstrators can ussally do anything on e 0
she, in ol courses.

Course creator Course crastons can Croate NEw COXDes. 0
Teacher Teachers can do anything within 3 Course 1 Am Edgar
nudng changng ™ha acivtios and gracing
WOt

Non-editing teacher Non-edting teachens can %each in courses and 0
orade shudents, bt may not aller activises.

Student Sucents gereraly have fewer privieges wnin 40 More than 10

2 course.

Guest Guests have minimal privieges and usualy 0
AN not onder St arywhem
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» The Assign Roles window appears as below

Select a LINC courseware user in the right column

Click the Add button

Continue until you have selected all members for your class
Click the Assign roles in Course: course short name

The roles for your course are now assigned

e A

Return to your course home page

Assign roles in Course: L2T0029

Role to assign | Guest O
Enrolment duration | ualimited 3] Starting from | Today ( 27 August 2010) B
0 existing users 77 potential users
%9
N < — J
. Remove P

_Search

:As\gn roles in Course l?TO-OZV_

Locating Grade Reports

* Ensure you are on the course home page

1. Click on the Administration block link “Grades” \::;'5 Grades
« All of the grades for all permission levels appear in a table as pictured below.

2. Scroll across the screen to reveal individual item grades.

3

3. Click on the drop-down menu, “ Choose an action...” to view the grades in a variety of

formats that suit your needs.
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Grader report

Stage Two-
Fust name / Burvave §

() Owntaion Toy IT _ b [39) Consicnce Buibder: Fint Siep & 559) Peotie:

‘ 0 100.00 oo

. —— T #.00 10000

L =

L T e

B ~—— - — =
In the “Choose an action...” drop-down list, in addition

to altering the views of the grades, choose to export the
grades in three different formats depending on what works
for you and your centre.

4. Click on “ Choose an action...”

5. Click on “Plain text file” in the Export section

« The following options appear (see below)

+ Include feedback in export for assessor’s comments

¢ The amount of rows to view on a screen

» The type of grade to be shown Options
 Real (actual grade)
+ Percentage

o Letter

» Decimals if required

[ Choose an action ...

‘e

Choose an action ...
View
Grader report
Overview report

User report
Categories and items
Simple view
Full view
Scales
View
Letters
View
Edit
Import
CsV file
XML file
Export
OpenDocument spreadsheet
Plain text file

Excel spreadsheet

>

Include feedback in export

Preview rows | 10 $

6. Click on the items to be included in the grade report in the “Grade items to be included”
section
7. C].le the “Submit” button W. nm' to be included
8. The report is generated ) ) ) )
Orientation: Try IT Yourself file Orientation: Try IT #
9. Click the “download” button Yourself file

10. Save the file to your computer

11. Open it in a suitable program

Confidence Builder: First Step #

Mol T IT Vi connls oA

SCORNACC:
Ormmrtatuon SCORMMNCE
- 0 Try IT Yourselt WAI:Q.
Sumname Iratiston Department Ll sddrens le Profie: Ty IT
Try IT Yoursalt
e

Sow - A MOk D et ) (@ W00 8800 81 .00 L]
e .- SHesayrussuoaaca 8900 10000 100 00 L}
s Dutie S ooy Ot Sesins 0050 (8
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Groups &5 Groups
1. Ensure you are on the course home page

2. Click on the Administration block link “Groups”

« All of the groups for the course appear in a table as pictured below.

Click on the button “Create group”

Enter a group name

Type a group description

Enter an enrollment key to prevent lurkers from peering into the group

Choose to upload a group image to represent it or not

Click the “ Save changes” button

S

The group name will appear in the left column (as pictured below)
10. Select the group name

11. Click the “Add/remove” users button

12. Select students (SHIFT an CTRL) keys let you select more than one
13. Click the “Add” button

14. Click the “Back to groups” button

15. Return to the course home page

« At this point, you have the ability to L2T002 Groups
set tasks in small groups
Groups: Members of:
TCOSS Group (ly 14 Stage 1) (8)
AlL(40) Srudent
NMLT (4) i e Bt

OCISO Group (13) .o wa
TCDSE Group Quly 14 Stage 1) (8) & e W o tone
o Sewe.
- G - P

- e - -

(_Edit group settings ) ( Add/rernove users )

( Delete selected group |

( Create group )

([ Auto-create groups |
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Back up

] Backup

1. Ensure you are on the course home page

2. Click on the Administration block link “Backup”

€] Restore

« Backup is pretty important as it allows the editing teacher the power to manage their own

courses back from any major catastrophe or simply to reset it at the beginning of each term

without relying on a technician to accomplish this task.
« It works in tandem with the Restore feature (see below)
« The window pictured on the right appears
« At this time, it is important to take your time

Course backup: Stage Three model course (L2T003-MC)

« At the end of the year, you may not need the nchude AiNare Axhore
« “User Data” as those students are moving on
o Forurs o User Dsa
3. Uncheck any unwanted elements D ——
4. Click the “Continue” button - o
¥ o User Data
« A confirmation page appears (as pictured) o Rescurces ¥ Uswr O
. . . o Upsum o User Data
o This provides the teacher with the file name
. « . ' Users  coww #
5. Click the “Continue” button g (= @
« Look for “Backup completed successfully” el =8
Courne flos v 4}
6. Click the “Continue” button 540 fles used s this corsed) = &)
. . . Grado Malories  ~ &)
7. The file 1s stored in your course files section
BachuD /040 M50 Vs 1r it 10des o ATty
8. Return to the course home page P p—
o Teacter
N et 9000w 20100618 1801 wp :Nmmm
o Guest
Bachup Detads: W ALt uner
ANNore
Inchude Forums with user data — T
Nows toruem
Subsorigtions 0
Daousscrs 0
eats 0
Ratings 0
Inchude Labels with wser date ame Size Modified
InChaot Pasources wih user Gata @l Parent foider
Upsm T 3 backup-12t003-me-20100828-1013.zip 179.5KB 28 August 2010, 10:21 AM
nchuge Course Users
Unars 2
chize Luer Fies What is a ZIP file?
e ! A ZIP file is a compressed file that is used to store large
Incude Course Fles . .
— or complex files. In our example, a course is a series of

file when restoring the course.

(e Corve

[ —

folders and files. LINC courseware unzips or opens the

——
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Restore
] Backup

« Ensure you are on the course home page ﬁ Restore
1. Click on the Administration block link “Restore”

« Restore is pretty important as it allows the editing teacher the power to reset a course or make
duplicates for their centres as needed without relying on a technician to accomplish this task.

« It works in tandem with the Backup feature (see above)
» The window pictured appears

Name Size Modified Action
& Parent folder
1 3 backup-2t003-me-20100828-1013.zip 179.5KB 28 August 2010, 10:21 AM Unzip List Restore Rename

2. Click the “Restore” hypertext T
*A confirmation page appears You are about 10 start the restoe process for:
3. Click the “Yes” button Backup-2003-me-20100626-1013.2ip

*A confirmation page appears

4. Click the “Continue” button Laner in this process you will have a choice of adding this backup 10 an existing course
Of Creating & Compietely Ntw COUNSe.

» A page appears

o This is the important part! Do you want to continue?

 There are five “Restore to” option -
» New course (creates a new instance of the course, new long and short name)
« Current course, deleting it first (a true restore of the course)
« Current course, adding data to it (adding content to change the current course )
+ Existing course, deleting it first (a true restore of the course)
+ Existing course, adding date to it (adding content to the current course)
Click the “Continue” button
6. Click the “Restore this course Now!” button

7. Click the “Continue” button

« The revised course appears on the screen Restore 10 (e anemss -
Category | Trainng |
Short name  LaToo3-mC 9

Full name Szage Three madel course

Course start date | s i3] | September i3 | 2010 53] |
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Import Elements from Other Courses _
€l Import

» Ensure you are on the course home page
1. Click on the Administration block link “Import”

 Import is important as it allows the editing teacher the power to transfer group settings,
activities or resources from one course to another without relying on a technician to
accomplish this task.

 This window appears

Import activities from another course
Courses | have taught | stage One 3]
[ Use this cowrse
Courses in the same category | stage One ]

_Use this cowrse |

2. Click one of the drop-down menus to locate the source course

3. Click the “Use this course” button

« An “Include” page appears

4. Check the items to be imported (first time just select one label to practice)

» The teacher has the option of also importing all site files as well as linked files such as

question databases (these might be useful)

5. Choose “No” for both at this time Course files | ves 3]
6. Click the “Continue” button Site files used in this course@ | ves )
« A confirmation page appears ((Continue ) (Cance! )

7. Click the “Continue” button

* Ensure that this message appears, “Exported data from 'from' course successfully. Continue to
import into your 'to' course.”

8. Click the “Continue” button, again and again!

9. The revised course element(s) appears in your course

The Import feature is a great way to share best practices or elements from one
teacher to another!

L — e
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Quickly Reset Your Course for New

Term

The Reset feature is a great
way to empty a course of user
data, while retaining the
activities and other settings.

ﬁ

» Ensure you are on the course home page

1. Click on the Administration block link “Reset”

%2 Reset

« There are five elements that can be reset in a course (usually to start a new term)

o General items
« Roles

o Gradebook

» Groups

e Forums

+ Depending on your requirements,
select the items to be reset
for a new term

2. Click the “Reset” button
3. Click the “Continue” button
4. The revised course appears

without the selected items.

TIP

Before you reset a course for a
new term, consider backing up
the old course. You may need
the student data in the future.

Delete all $orum subscriptions*
Delate all forum tracking preferances

Delete all ratings

AZrenourator
Cowrse Cromor
Teacher

Moo edving leather
ucere

News forus

Sccal forum

Sandard forum v gereral wae
Each peron posts one daculsion
A ngle Smple a0uiaon

Q and A Sorem

General
Course start date @
Delete events
Delete logs
Delete all notes
Roles
Unenrol users
Delete all overrides in course’
Delete all local role assignments
Gradebook
Delate all nems and categores
Delete all graces
Groups
Delete al groups”
Remove all group members”
Forums
Delate all posts
Delate posts from*
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View Student Reports in Your Course

Reports provide editing teachers with data on participant activity over the term
or each day. It is an accurate means of resolving disagreements on submission as
well as calculating effort put forward by the students on individual activities or as
an overview of their commitment to the course. This feature does not report
grades or assessments.

T —

 Ensure you are on the home page

1.

Click on the Administration block link “Reports” —] Reports

 There are 6 elements that can be displayed in a course

oo D

 Course name

« All or a single participant

« A single day or all days of the course

« Single activities or all of the activities

« The type of action (view, update, delete, add)

« Display the report on the screen or export it to one of 3 formats

Choose which logs you want to see:

3] AN parscipants i#) | Teday, 28 August 2010 D]
%) Alactions i3]  ODaslay on page 58] (et thase logs )

|_Stage Two
_ A actheities

Click the desired combination of attributes for your report button

Click the “Get these logs” button

The report appears

The report query can be refined on this screen as all of the report drop-down menus are

available to the teacher.

Time IP Address Full name Action Information
Sat 28 August 2010, 0120PM  216.121.169244  Course Designer  course report log  Stage Two
Sat 28 August 2010, 01:06 PM  216.121.180.244  Course Designer  resource view Profile: Activity
Sat 28 August 2010, 1202 PM 216.121.169244  Course Designer  course view Stage Two
Sat 28 August 2010, 1202 PM  216.121.169244 Course Designer  course report log  Stage Two
Sat 28 August 2010, 10:49 AM 216.121.169244  Course Designer  course view Stage Two
Sat 28 August 2010, 10:49 AM  216.121.169.244 Course Designer  course report log  Stage Two
Sat 28 August 2010, 10:49 AM 216121188244  Course Designer  course view Stage Two
Sat 28 August 2010, 09:50 AM  216.121.199.244 Course Designer  course view Stage Two

Qat 20 Alwviar ANAN NOLED AV

Q48 4924 o0 DAL

Frvwen Naslnnas

Aruiran sanous lns

Crama T
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View Student Reports in Your Course (continued)

Reports are also accessed quickly through the reports screen. The options are:
« Live logs from the past hour

« Activity report

« Participation report

T — s

» Ensure you are on the course home page

1. Click on the Administration block link “Reports” 4] Reports
2. Click the hyperlink, “ Live logs from the past hour” button

3. The report appears in a new window

4. Close the window

5. Click the hyperlink, “Activity report”

6. A report based on the course topics appears

Yopic 8
2 SCORM Activity: Dvervew 23 Py 3T Auent 2000 B30 PN 31 o T
Q SCORM Activiny. Reports 13 Frcey 2T Augent 2040 0428 PV G0 rours &7 el
Q SCORM Activity: Reseting repoms 9 Frcey 1T Augest 2000, 0440 PV G0 hours 53 mred
D SCORM Activiey: Grackes 10 Podey IT Aupesl 500 DAY P G0 s 00 el
) SCORM Activiny: Try IT Yourse 24 Frey IT Augest 1006 04 PN 20 rou M v
) Conticierce Buitder: SCORM Learing Otyects 23 Suncy ' Auguet 2208 D030 AN (13 ceys T houmd
Topic 6
2 Bogs: Overvew 29 Morday Y Avpt 2505 R4 MW 01 dayn 73 howrnd
D Sogs: Bog Tags 20 Monduy " Auguet JE08 SRIT PN (01 Saps 13 hown
N Nenn Deatios an FMWra Aasiowwrued an u Mo A Nondes 0 Autust 2008 B30 PN 01 Gees 13 hourd

Click the Back button on the browser toolbar
8. Click the “Participation report” hyperlink

Activity module | choose... &
Look back | choose.. '#) Show only | Administrator 3] Show actions

[ All actions 30 (Go)

9. Choose suitable options

Page: 1 2 (Nex))
10. Click the “Go” button First name / Sumame ¢ All actions Select

11. The current progress of the class Suzan Asewt Yes (1) O
is reflected in a YES or NO statement. Sar Barws Yes (1) D
Debtse Brume No =
Macihe Barer No =

Hanne Cat No

Loe Cree No

Sangectha Chamrssath  Yos (1)
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Managing Questions

Questions at LINC courseware is a separate module that is quite complex. This
page only covers the surface of managing questions and question banks in the LMS
at edlinc.ca.

S — —

« Ensure you are on the course home page

1. Click on the Administration block link “Questions” )
2«1 Questions

+ There are 4 functions on this screen in tab format
« Add a “new” question
« Adding a “new” question category
« Import questions from another source
« Export questions for sharing or archiving

Questiors ' Categodes | Import | Expont

Question bank

Category | Defauht for Stage Two 13

# Display questions from sub-categories too
[ Also show old questions

) Show question text in the question list

The default category for questions shared in context ‘Stage Two'.
Create new question  Crosse.. [~

No questions have been added yet

2. At this time there are no question banks for LINC courseware, these are being considered for
future development.

3. Return to the course home page.
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Managing Course Files
 Ensure you are on the course home page
1. Click on the Administration block link “Files”

« File management in the LINC courseware can be accessed through the Administration block.
This page only covers the surface of managing questions and question banks at edinc.ca.
« A file directory structure appears similar to this one below

Name Size Modified Action

) g Olintro 11.7MB 5 July 2010, 10:32 PM  Rename
O <4 02.profile 13.1MB 5 July 2010, 09:08 PM  Rename
O 3 03.resources 10.3MB 5 July 2010, 09:45PM  Rename
[ 7J O4.blocks 14.7MB S July 2010, 09:22 PM  Rename
O J 05.scom 9.1MB 11 July 2010, 05:02 PM  Rename
| With chosen files... a

(‘Make a folder ) Select all ) ( Deselect all ) (Upload a file )

2. To open a folder, click on the folder icon or name (ex: Ul.mtro)

3. The “Parent folder” icon appears allowing for upward navigation

< Parent folder

« The drop-down menu “With chosen files...” provides the editing teacher wiui suiic seaiincy
« Move to another folder

o Delete the file or a folder With chosen files... —

With chosen files...
Move to another folder
Delete completely
Create zip archive

 Create a compressed “ZIP” file for archiving purposes

The editing teacher must select the check box next to the file or
Click on the “Make a folder” button :
Type the name of the new folder

Click on the “Create” button

® N e

The empty folder will appear in the files directory listing

1. Click on the “Upload a file” button

blowiR 4P 'aashiHaiion

3. Locate the file

4. Click Open or OK

5. (Click the button “Upload this file”, the file appears in the file directory
6

Return to the home page
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Editing Teacher Profiles

Profiles in the LINC courseware offer more than a simple means of uploading your
pictures and jotting down a few words about yourself.

R — R

1. Ensure you are on the course home page

2. Click on the Administration block link “Profile”

=] Profile

 There are many functions on this screen in tabular format:
« Alter a personal/professional profile
+ View and link to Forum postings in context
« Create a blog
 Add personal, course or site notes
 View a variety of report configurations as well as grades from the course
« Assign or view course roles
« Change your password
« Send messages to course participants

Course Designer

Profile | Editprofile | Forumposts | Blog | Notes | Activity reports | Roles

Country: Canada
City/town: Ottawa
Email address: myemail@gmail.com
First access: Sunday, 18 April 2010, 12:08 PM (132 days 4 hours)
Last access: Saturday, 28 August 2010, 04:22 PM (now)

( Change password ) Messages )

3. Return to the home page
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Managing Blocks Overview

It is important to understand the basics of block management for the
LINC courses. The main items are creating, deleting, hiding and revealing, and finally moving

blocks.

Moving Blocks in Your Course

Moving a block or many blocks around your course is simple - just follow the steps
below. In this example, we will move a few blocks from one place to another.

1. Surf to your course home page

2. The course should more or less look similar to the screen below

People
& Participants

Activities

[ Assignments

¢ Choices

&’ Forums

& Glossaries

) Resources

&) SCORMS/AICCs
£ wikis

Search Forums

(Co)

Advanced search Q_

Administration
{2 Tur editing on
¥ Settings

{2 Assign roles
3 Grades

Topic outline

&’ News forum
&’ News forum

Canada

& Koywords - Canada

~J Classroom Activities (Canada)
& Curriculum (Canada)

Reading

@) Canadian Trivia Quiz

@) Second Chance, Second Cup
) Using Numbers

@) Interpreting Canadian Weather
Tables

Writing

©) Beautiful Canaca

Listening

&9 Four Provinces

) Weather Forecasts

3. Click on the “Turn editing on” button

4. Arrows (and other icons) appear in the block(s)

5. Click the down arrow

« Note that the block moves one space downwards.

6. Click the up arrow

7. Click the right arrow

Latest News

Add a new topic...
(No news has been posted
yet)

Upcoming Events

There are No Lpcoming
ovents

Go %0 calendciyr,,,
New Event...

Recent Activity

Activity since Thursday, 22
July 2010, 0529 PM
Full report of recent activity...

Nothing new since your last
login

@m editing on)

People
Baxs
&3 Participants

« Note that the block moves across but to the bottom of the blocks

8. Click the left arrow

« Note that the block moves across but is still at the bottom of the blocks

9. Click on the “Turn editing off” button

( Turn editing off )
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Moving blocks can bring attention to an item in your course.

R — E—

Adding a Standard Block to Your Course

Adding a block or many blocks to your course is simple - just follow the steps below.
In this example, we will add an “Online Users” block to your course.

— ~
1. Surf to your course home page (Tum editing on )

2. Click on the “Turn editing on” button
« Look for the “Blocks” block
3. Click on “Add..” option Blocks
4. Select “Online Users” ‘
elect “Online Users (Add- a

« The new block appears, but to view it as a student,

click on the “Turn editing off” button.

+ See the sample below

(Turn editing off)

Blocks
Online Users = sm... i

. Admin book K
(last 5 minutes) R

Course Designer Blog Tags
Calendar

Boopesh Chandran & Course/Site Description
Clobal Search
Lee Chan s
2 Miro Nowak = Loan calculator
Mentees
Messages
Network Servers
Online Users
Quiz Results
Random Clossary Entry
Remote RSS Feeds
Section Links
Tags

a

The Online Users block is useful as a communication tool for locating
quick assistance in a course. Since the LINC courseware is used in blended
delivery, this is not a recommended option for our courses.

T — T ———
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Deleting a Standard Block from Your Course

Deleting a block or many blocks from your course is simple - just follow the steps
below. In this example, we will delete the “Online Users” block from your course.

(Tum editing on)

1. Surf to your course home page

2. Click on the “Turn editing on” button

 Look for the “Online Users” block Online Users -
3. Click on the red “X> WBa %«

 The block disappears (last 5 minutes)

4. Click on the “Turn editing off” button 1 Course Designer

(Turn editing off)

Showing and Revealing a Standard Block in Your Course

Deleting a block from your course may be too extreme as you just may need it for
review or next term. The simple solution is to hide it temporarily from your students.
This process 1s a simple toggle button - just follow the steps below. In this example,
we will show and reveal the “People” (Participants) block.

1. Surf to your course home page

+ Look for the “People” block P eople =
3. Click on the negative “-” icon )

« The block hides its content (note the plus icon) CB Participants

3. Click on the positive “+” icon

« The block reveals its content (note the neg. icon) l

People v

The People block allows students to l
see who else 1s registered in the course.
Details such as their location, last

access, a picture as well as functions P 90p|9 -
such as sending a message or leaving a .
note are available at the People block. ({3 Participants

I — ———
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Setting Course Format

It 1s important to understand the mechanics of setting a course format for your LINC
courseware courses. The most common type of format is the “lopic”. The others available
that may be used are “Weekly” and “Social”.

Changing the Course Format to Weekly

Changing the course format is simple - just follow the steps below. In this example,
we will change your course from Topic to Weekly to Social then back to Topic.

1. Surf to your course home page
« The course topic outline area should more or less look similar to the screen below. It is in is in
Topic format:

Topic outline

& Welcome to Ms. Tanya's LINC 4 Class @
&’ News forum

1 Canada o
& Keywords - Canada
-j Classroom Activities (Canada)
&)l Curriculum (Canada)
Reading
[ Canadian Trivia Quiz

2. In the Administration block, click on the “Settings” link

+ Locate the Format options (see picture) Format @ ( Toois forman )
. « ' weeksNooi LAMS course format
3. Click on “Weekly format opecs SCORM format
ormat
4. Choose the # of weeks from the drop-down menu tartdate @ | vopics format
5. Choose a start date from the drop-down menu SOCHONS @ | Weeky format - CS/No tables
6. Scroll down and click on the “Save changes” button

* The course appears as on the next page

Number of weeks/topics (7 %)
Course startdate @ [ 31 ') August 5]/ 2010 %)
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Note the dates, instead of Topic Numbers

Weekly outline

© weicome to Ms. Tanya's LINC 4 Class @
&7 News forum

31 August - 6 September O
Canada

& Keywords - Canada

] Classroom Activities (Canada)

&) Curriculum (Canada)

Reading

@ Canadian Trivia Quiz

[#3 Second Chance, Second Cup

Changing the Course Format to Social

Changing the course format is simple - just follow the steps below. In this example,
we will change your course to Social format.

1. Surf to your course home page

*The course should look similar to the screen pictured above. It is in Weekly format.

2. In the Administration block, click on the “Settings” link
+ Locate the Format options

3. Click on “Social format”

4. Choose a start date

| Social format B3]

LAMS course format
SCORM format

5. (Click on the “Save changes” button Social format
« The course appears as below (after a few discussions Topics format
Weekly format
have started) Weekly format - CSS/No tables

» Note the discussions are in the middle of the course

My courses ‘ Test preparation —
by Tarrya Oxgreisc - Tossciay, 3 Augast 2010, 0424 PM Up
7 Torwa Olgreisic ) ) ™
Prp— Any student is welcome 10 discuss warys that they prepare for the weekly tests. any o
suggestions are welcomed.
Administration F
Discuss ™is t1opic (0 reglies 50 far)
& Tum eciting on —
S o tes @ Cenada and Weter Re
@0 by Course Designer - Tuesday, 3 August 2010, 06:23 PM /
;;Gmum | think that peopie in Canada do not appreciate the great resource that they enjoy - water. ,,.:
“Enc wp Ec® | Delete Cot
4 import Disouss this topic (0 replies so far)
£ Resat -~
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Changing the Course Format to Topic
Changing the course format is simple - just follow the steps below. In this example,
we will change your course to Topics format.

1. Surf to your course home page
e The course should look similar to the screen below. It is in Social format.

. by Tarrys Okgretaic - Tomsciay. 3 August 2010, 0524 PM P
¥ Tarya Ogresc The
ey Any stuCent s wolComae 1O CisCuss ways that they prepase 1o the woekly tests. any o
SUOOIITONS A0 welcomed.
Ecit | Delete
Dscuss this topic [0 replies 30 far)
& Tum eaiting on -
7] Setirgs c 4 Wists B
B Assgn s 1 uam.:- Tusacay, 3 Augest 2340, 0539 PM
3 Graces . :
;;&m | Shink that pecpile in Canada do not appreciate the great resource that they enjoy - water. ra
2 Restore Rj0e o,
2 mpon Oacuss this topic [0 replies 50 far)
© Reoset fo:

1. In the Administration block, click on the “Settings” link
« Locate the Format options (see picture)

2. Click on “Topic format” | Social format °
3. Choose a start date LAMS course format
. SCORM format
4. Choose a number of topics g —
5. (Click on the “Save changes” button Topics format
 The course appears as below in Topics format Weekly format

' Weekly format - CSS/No tables

3 Class Glossary
& Class Glossary

4 Canadian Government
il Leveis of Canadian Government

Canadian Stories

Canadian Tip Sheet

text page test

3 An email to My Prime Minister

5 Team Project
33 Canada and You
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The Gradebook and Your Course

There are several features related to using the courseware gradebook to assist with your
administrative tasks as a LINC professional. These elements are revealed below.

Gradebook Overview

The gradebook is a record of the grades that are generated by student activity in the LINC
courseware. It can be used by teachers to monitor student progress in the blended activities.

1. Surf to your course home page
2. Click on “Grades” in the Administration block Administration -
« The “Grader report” appears (see below)

Waxere
& Turn editing off
Drop-down menu ¥ Settings
/ functionality {2 Assign roles
ooe e — Grader report i
&% Groups
Ms Amanda's LING & PM - 1 Backup
First name / Surname &) Orwamob & iy Otfice Vocabutary I 3 Sem 95 Restore
i Import
42 Reset
~| Reports
2« Questions
~j Files
& Profile

%
f
[

A list of students Activities Grades appear here

Note: There are no completed activities in this image, so no grades appear!

[ — ——
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Choose an action.... drop-down menu

-+

[ Choose an action ...

There are many appearance and export functions in this drop-down menu. It is a good
idea to become familiar with the power and flexibility it offers.

I Choose an action ... v All items are briefly explained below. Please
Choose an action ... note that the results in the Grader and the
w’zn PR grades generated in LINC courseware activities are not

User report meant to be a comprehensive report of a
Categories and items student's success but a contributing factor to be
Simple view combined with classroom assessments.
Full view
Scales
View
Letters y
View Choose an action ...
Edit = =
import Choose an action ...
CSV file View
XML file Grader report
EXWO; - - User report
nDocument spreadsheet nd items
Plain text file C‘tegmes -
Excel spreadsheet CareROoLI62 TUa \TEW?
Settings &
Course .
My preferences +| View
Crader report *] There are two options in this section:

“Grader Report” and “User Report”. The Grader Report is
the main teacher view of the grade book.
(See image on previous page)

The User Report shows details of a single student. It can include: a breakdown of
the grades for each assessment (grade item) in the course, optional teacher-given
feedback for each grade, the overall grade for the course (called course total).

. User report - Boopesh Chandran

Select all or one user | soope:

Grade item Grade Range  Percentage Feedback
] Ms Amanda's LINC 4 PM
@) Dream Job - 0.00-100.00 -
1 Office Vocabulary | - 0.00-10.00 -
& Sample Quiz |- 0.00-10.00 -
X Course total - 0.00-100.00 -
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Categories and items - Categories and items
Simple view There are two options in this section: “Simple
Full view View” and “Full View”.

Scales

e Lo ALY

Simple View
Provides details about each assessed item. These can be SCORM objects, quizzes,
assignments, or any other graded element in a course.

Simple view

Max
Name Aggregation ) Credit Actions  Select
grade
7
-] Ms Amanda's LINC 4 PM | Simple weighted mean of grades & - Tad Al
None
£ Dream Job - O 10000 wdaa O
3 Office Vocabulary - O 100 wsaa O
¥ Sample Quiz . O 1000 wisa O
X Course total - 10000 & &3
Full View

As in Simple View, assessed elements are listed, but with more details than the Simple View.

~ Full view
Extra Aqwepate  Aggregate  Ovop
g v v

I M Arandu's UNG 4 PM Sumole weighend mean of gracer 3] ~ 0 Tad :'
12 Oream Joo - J 10008 - - - L8000 00e w2 o
3 Ofce Vocatutary - e - . . 19000 0000 wEed
3 Savve O . 1000 ‘ . . 10000 e &M
X Course ot . 10000 - ’ ’ L aa
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Scales - View
Scales are the assessment schemes. They are selected
for use in or created by the course instructor.

Timry

|Scales" .
View I

{ ottosc

Course scales

Custom scales

Standard scales

Scale Used = Edit

Separate and Connected ways of knowing No
Mostty Separate Knowing, Separate and Connected, Mostly Connected Knowing

([ Add a new scale )

(Grade) Letters L
Assigned grades in relation to the e"e.rs
. View
numeric score. These can be Edit
edited by selecting the Edit option. '

(e moct

Edit grade letters *  Grade letters }
Grade letters Highest Lowest Letter
10000 9300 A ’
Override site defaults % %
9 8299 9000 A-
Gradeletter1 @ » % %
Letter grade boundary 53 % 8999 B87.00 B+
19 ) % %
Grade letter2 8699 8300 B 5
% *
Le" m m S0 %
e ndar; 8299 8000 B- }
% %
Grade letter 3 s- o0 7700 |G /
Letter grade boundary arx % # {
3 7699 7300 C
R W LY P a a j
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Import
Import External grades or offline grades can be
CsV file - imported in two formats. The first is CSV or
XML file comma separated files. The second is XML
Exmoct (extensible mark up language). Both files can
easily be added to your grader through these
menu screens.
CSV file
Import file
File (Max size: 128MB)* Browse. ..
Encoding | utr-8 4
Separator ()Tab ®Comma
Verbose scales | ves (¢}
Preview rows | 10 :
( Upload grades )
Import XML
Import file
Import feedback
File (Max size: 128MB)
Remote file URL |
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Export Export
OpenDocument spreadsheet In LINC programs this is something one might want
Plain text file to remember! Your coordinator might want the results
Excel spreadsheet from the LINC courseware as a part of the student's

overall progress report. Normally the teacher would
export it as a spreadsheet. However, a plain text file
with commas is also common and easy to

fettioae

Export to Excel spreadsheet
Options
Include feedback in
export
Preview rows | 10 $
Grade export display | real B
type
Grade export decimal | 2 %)
points

Grade items to be included

Dream Job #

Office Vocabulary #

Sample Quiz ¥

Course total
Select all/none

(" submit )
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(Settings) course

Sett(l:ng : Course settings determine how the
Lo .?f‘::o_“. A gradebook appears for all participants

in the course. The options appear as
pictured below.

Course settings
General settings

Aggregation position @ | Default tast) ¢ |

Grade item settings

Grade display type @ | Default (Real) n

Overall decimal points | Defauk ) &
9

Overview report

Show rank @ | Default puide) |

Hide totals if contain | Default p4ide)
hidden items? @

-
e’

User report

Show rank @ | Default oiide) &)
Show percentage @ | Default (Show) &
Show hidden items @ | Default (Only hidden until) & )

Hide totals if contain | Default (Hide)
hidden items? @

(" save changes ) ( Cancel )

LINC COURSEWARE | STAGE 3 MANUAL 38 STAGE 3 - EDITING TEACHER...



‘ learniTzteach.ca

My preferences

Grader report

(My Preferences) Grader Report

Allows the teacher to set gradebook appearance and functionality all participants
in the course. The options appear as pictured below.

Show/hide toggles

Show calculations @
Show show/hide icons
7

Show column averages

v
Show locks @

Show user profile
images
Show user idnumber
v
Show activity icons @
Show ranges @

Special rows

Grades selected for
column averages @

Show number of grades
in averages @

General
Quick Grading @
Show Quick Feedback

7
Students per page @

Report default (No) -8

Report default (No) -4

Report default (Yes) 18]

Report default (No) -8

Report default (Yes) &

Report defauit (No) -3

Report default (Yes) a

Report default (No) -3

Report default (Non-empty grades) a

Report default (No) 3

Report default (Yes) &)

Report default (No) 3]

( Save changes ) ( Cancel )
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Managing Groups

It may be important in special situations to understand the mechanics of managing a group in the
LINC courseware.

Groups and Your Course

Groups are very useful in large classes for distance education. Since LINC classes use the
courseware in a blended mode, groups are not recommended as a common feature to be used
in your classes. However, it is a LINC courseware feature and it may be very useful in special
situations. For example, groups should be used when multiple classes at a site share the same
course. Course content is easier to standardize and update using this approach.

In the example below, the LINC class has eleven students and the teacher wishes to create three
groups.

firstname lastname username  password emall city country
sample_john sample_rose sample001 secret s_john@someplace.com Pineriver Canada
sample_jon sample_rise sample002 secret s_jon@someplace.com  Pineriver Canada
sample_jim sample_roe  sampleD03 secret s lim@someplace.com Pineriver Canada
sample_jenn sample_road sample004 secret s _lenn@someplace.com Pineriver Canada
sample_jil sample_rosa sample00S secret s_{ll@someplace.com Pineriver Canada
sample_jose sample _rho sampleD06  secret s lose@someplace.com  Pineriver Canada
sample_jack sample_rin sample007 secret s _lack@someplace.com Pineriver Canada
sample_jordy sample_raise sample008 secret s_jordy@someplace.com Pineriver Canada
sample_june sample_raz  sample00S  secret n me 2.com  Pineriver Canada
sample_juan sample_rich sample010 secret s |uan@someplace.com Pineriver Canada
sample_joan sample_run sample0l1 secret s _joan@someplace.com Pineriver Canada

Groups - why bother?

« With small or large classes a group can be a separate class
» These classes can use the same course

« Students can work on small projects (tasks) together

« Shy students can be isolated on certain tasks

« Can be used to bond certain students together

« Can be used for external twinning projects

T — ——
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Creating course groups at your course is simple - just follow the steps below. In this example,

we will create 3 groups from the 11 students in the class.

Creating Course Groups Administration

(& Turn editing on
7] Settings
2. Click on “Groups” in the Administration block G2 Assign roles
3 Grades
&5 Groups
) Backup
¥4 Restore
T Import
Groups: Members of: & Reset
| Raports
L« Questions
J Files
& Protie

1. Surf to your course home page

« The course groups window appears

L2T003-MC Groups

_Show members $or group | _ASd remave wsers |
LA group setings
_ Defete selected growp
_Creane growp

AU~ Creane §roves

3. Click on “Create group” button
4. Type the name “Group A’, type a very short description “This is group A.”

5. (Click on the “Save changes” button

« Repeat for groups B and C Groups:
« The Groups appear as pictured on the right
6. Click on the “Add/Remove users” button | Group A (0)
Group B (0)
7. Select a student Group C (0)

8. (Click the “Add” button (repeat for a total of 3 students)
9. Click on the button “Back to groups”

10. Select “Group B”

11. Click on the “Add/Remove users” button
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11. Select a student

12. Click the “Add” button (repeat for a total of 3 students)
13. Click on the button “Back to groups”

14. Select “Group C”

15. Click on the “Add/Remove users” button

16. Select a student

17. Click the “Add” button (repeat for a total of 5 students)

18. Click on the button “Back to groups” m

« The Groups appear as pictured on the right Group B (3)

19. Click on the “Overview” tab (at the top of the screen) Group C (4)

» Groups details appear

Fiter groups by: Group s 3

Groups (3 Group members User count
Growp A sampie_jordly sample_rise, sampie_june sampie_raz, sampia_jose sample_rho 3
Growp B sampie_juan sample_rich, sample_jack sample_rin, sample_jon samplo_rise 3
Growp C sampie_jim sampie_roe, sample i sample_rosa, sample_john sample_rose, sample_joan 4

sample_run

20. Return to the course home page

21. You have groups available to you while creating or assigning activities in the future

Administration
To Activate Course Groups [ Turn editing on

#J Settings
1. Surf to your course home page G Assign roles

3 Grades

2. Click on “Settings” in the Administration block
& Groups

» Locate the groups options ) Backup
%4 Restore

T4 Import
Groups <5 Reset

Groupmode @ (Negoups  18) j Reports

L« Questions

&l Profile
« To make every activity in the course separate, Set Force to “YES”
3. Click on the “Group mode” drop-down menu
4. Choose the option best for your course. (See next page.)

5. Click on the “Save changes” button
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Group Mode

« No groups - there are no sub groups, everyone is part of one big community
« Separate groups - each group can only see their own group, others are invisible
« Visible groups - each group works in their own group, but can also see other groups

Force Group?

Sets all activities to separate groups.
Why would you use this - possibly in a
centre, three groups can use the same
course rather than create separate
courses.

To Activate Activity Groups

1. Surf to your course home page
2. Click on an activity (not a resource)
3. Click on the “Update this activity” button (activity = the activity type)

« Locate the groups options

Common module settings
Group mode @ | Nogroups 3]

« To activate groups for this activity,
4. Click on the “Group mode” drop-down menu
5. Choose “separate” or “visible” groups (the option best for your course.)

6. Click on the “Save and return to the course” button

LINC COURSEWARE | STAGE 3 MANUAL 43 STAGE 3 - EDITING TEACHER...



‘ learniTzteach.ca

Enrolling Students (and Non-editing Teachers) in a Course

This activity provides the mechanics of enrolling students into your LINC courseware.
Enrolling is the act of allowing people to participate in a course, in this case, as a
student or non-editing teacher. There are two types of enrollments: internal and manual.

Internal enroliment

Internal enrollment allows students to enroll themselves into a course. The editing
teacher sets an enrollment key. If any student or non-editing teacher uses this key
they can join the course and participate. This is an effective and efficient way of
managing course enrollment if a student population is small and the teacher does not
have allotted time for managing their course.

Administration -
1. Surf to your course home page ‘ N
2. Click “Settings” option in the Administration block ® ;‘:;: editing on
3. Locate the section Enrolments ég Assi;\gioles
« Internal Enrolments is the default for this site 3 Grades
 Ensure the default role is set to student & Groups
 Non-editing teachers can be assigned here [ Backup
4. Click on the Yes radio button for “Course enrolable” 1 Ractom

5. (Click and select a number of days under “Enrolment duration”

Enrolments

Enrolment Plugins @ | Site Defauit Onternal Envolment) 3

Default role | site Defauit (Student) 3]

Course enroliable @ ©ONo @®Yes O Date range
Startdate 1 :  Augun : 2010 : WDisable
Enddate 1 : August : 2010 : ™Disable
Enrolment duration | unkmited )

Date Range

This feature is useful if you have a short course or have a definite term set for

your class. However, in Ontario LINC, many students can exist in a LINC level for
undetermined lengths of time depending on many factors. You might consider not setting
a date range for your class to reflect the reality of your situation.

L — —
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6. Locate the section Availability

+ To show or hide the course you have the first option

7. Choose the option “This course is available to students”

8. Click and select text box “Enrolment key” | This course is available to students &

9. Click the unmask checkbox “Unmask” This course is not available to students
’ This course is available to students

10. Type something simple like “abc2011”

11. Itis best not to allow guests in (for privacy issues)

o See results below

Availability
Availability @ | This course is available to students )
Enrolmentkey @  abc2011 ™ Unmask
Guest access @ | Do not allow guests in D)

« Now you must trust us here or use your own test students provided with the course
12. Log out (as yourself)

13. Log in as a new student (provided with your course)

14. Click on the course name that the student wishes to join (enroll)

 The following appears

This course requires an 'enrolment key' - a one-time
password that you should have received from Tanya Olgreisic.

Enrolment key: [ ] { Enrol me in this course )

( cancel )

15. Type the enrollment key “abc2011”
16. Click the “Enrol me in this course” button
« The course appears and the student is enrolled
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Manual Enroliment

Normally, the teacher manually enrolls students in a course to ensure total accuracy

of the class roster. Also, it may prevent student frustration of having to endure

another technical process. PLEASE NOTE: Because of logistical reasons in serving many
centres across Ontario, this feature may be disabled at edlinc.ca.

Administration
1. Surf to your course home page @ Tum. editing on
2. Click “Assign roles” option in the Administration block ¥ Settings
3. Click “Student” to enroll a student (i3 Assign roles
« You may also enroll a Non-editing teacher here X Grades
« Ensure the default role is set to student &5 Groups
« Non-editing teachers can be assigned here [ Backup
@1 Rastom
Assign roles in Course: TO_stage3g
Roles Description Users
Non-editing teacher Nosesteg teachers can teach in Courses and grade udnts, bt May Aot aiter actvities. 0
Student Swdents generally have fewer privileges within a course. 3 KariMoscla
Grigor Nasia
Mirc Nowak
Guest Guests have minmal crivileges and caually can Rt enter lext arrpwherse. 0

+ Ensure that the Role to assign 1s set to “ Student”

4. Select the student name(s) in the list on the right (use the CTRL key to select multiple
names)

5. Click on the “Add” button

» The names appear in the enrolled list on the left

6. Click the button “Assign roles in course....”

7. Click the button “Return to your course”

Assign roles in Course: TO_stage3g

Role %0 assiQn | ssee 8

Ervciment Guration | unsmaes 3] SEarting from | Tader (1 Auges 20104 B
3 exdating users

'l Mossa, hanrighnc ca
Crger Nasha. grog edemnayehoo ca
Vs hnmsh mrofinre 14

You can also use this Manual
enrollment feature to remove
students or

non-editing teachers from
the course.

P—————
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Managing Windows for Resources

When adding new resources to your LINC courseware courses, it is important to understand the
windows management feature in the LINC courseware.

Adding a New Window “resource” to Your Course

Adding a new window resource to your course is simple - just follow the steps below.
In this example, we will add the “Teacher contact details” resource to your course.

1. Surf to your course home page - =
2. Click on the “Turn editing on” button (Tum editing on )

 Look for the “Add a resource...” drop-down menu at the top of the course

3. Click on “Add a resource...” option

4. Select “Compose a text page” )| Add a resource...

» The Text page editing page appears | Insert a label

X - Compose a text page
5. Click on the name text field | Compose a web page
. . Link to a file or web site
6. Type a title (eg: Teacher's contact details) Display 2 directory
| Add an IMS Content Package
7. Click in the Summary text field
8. Type a short summary (eg: This is a document that provides the teacher's contact details for

the students.) Full text* @ [Tanya Olgresic
9. Click in the Full text* text field 0ffice:r 2014

. . . . Tel: 905-683-2231 ext 45
10. Type information as in this sample email: tolgresic@lincoentre.ca

11. If the “Show Advanced” button appears , click on it
12. If the “Hide advanced” button appears - do nothing; "(_Show Advanced )

 The section below should be revealed to you

Window | Newwindow %)
Show the course blocks*
Allow the window to be resized” ()
Allow the window to be scrolled” )
Show the directory links*
Show the location bar® O
Show the menu bar*
Show the toolbar’
Show the status bar® )
Default window width (in pixels)* soo
Default window height (in pixels)” 600
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Window Options

Adding a new window resource or presenting a new resource in the current window involves
some options. Try the steps below to practice.

Same Window Options

13. Click “Window” options menu
14. Choose “Same window”

« The only real option you have here is to hide the LINC courseware blocks when this resource

displays. The options from “Allow the window to be resized” to “Default window height” are
disabled.
15. Check the option “Show the course blocks” (Save and di5p|ay)

16. Click the button “Save and Display”

17. Notice the blocks around the resource (teacher contact details)

18. Click the “Update this resource” button

19. Uncheck the option “Show the course blocks” (Update this Resource)
20. Choose the button “Save and Display”

« Notice there are no blocks around the resource (It looks very clean or bare)

21. Click the “Update this resource” button

With learnit2teach » L2T003-MC “ Update this Rescurce )
blocks e —
atOEs Tanya Olgresic Latest News -
Baxe= Baxes
& Participants Office: 2014 Add a new topic...
Tel: 905-683-2231 ext 45 (No news has been posted ye()
Activities email: tolgresic@linccentre.ca
Baxte= Upcoming Events
. Be xers
Without learnit2teach » L2T003-MC » Resources » Teacher's contact details ((Update this Resource )
blocks

Tanya Olgresic Office: 2014 Tel: 905-683-2231 ext 45 emalil: tolgresic@linccentre.ca
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New Window Options

1. Click “Window” options menu
2. Choose “New window”

« The only option you cannot use is “Show the course blocks” as the LINC courseware blocks
will not display within a new window. The options from “Allow the window to be resized” to

“Default window height” are available.
3. Choose the button “Save and Display” (Save and diSp|aY)

» Note: A single window appears with the resource (teacher contact details)
AN Mozilla Firefox

- %'mo f Mweww Jearni ..,]

« Possible caveat! If the window does not appear,...

4. Click on the hypertext as pictured below.

» Sometimes the window feature needs assistance. Tanya Olgresic
Office: 2014
Tel: 905-683-2231 ext 45
This resource should appear in a popup window. emaik: tolgresic@incoentre.ca

If it didn't, click here: Teacher's contact details

) @ Moodm Docs for this page

You are logged in as Jorn (Logout)
L2T003-MC |

Close the resource window

5
6. Click the “Update this resource” button (Upd ate this Resource)
7. Check the option “Allow the window to be resized”

8. Check the option “Allow the window to be scrolled”

+ These allow the window to be scrolled and resized in ALL browsers

« Scrollbars should only be used on pages with ample content

9. Choose the button “Save and Display”

 Note: The scroll bars only appear when the the content is larger than the window size.

10. Close the resource window

11. Click the “Update this resource” button

12. Click the next five options

« These only set the possibility to “on” as the participants must have these set to “on” in their

browsers.

 These options are described in the following feature:
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Not all browsers are the same.

(1) Show the directory links - displays the user’s favourites bar in their
browser

(2) Show the location bar - displays the address bar or the URL

(3) Show the menu bar - shows the menu bar - it allows the user to set
bookmarks, print and other browser functions

(4) Show the toolbar - displays the browser toolbar - it has the back and
forward buttons, as well as the reload and stop buttons.

(5) Show the status bar - displays the status bar in the lower area of the
browser that shows how much of the page has loaded and the target of a link

T — T

In the Safari browser B OO hup://waw.learnit2teach.ca . ew.phplinpopupstruedid=1319
-|» 4+ | T hurp / fwww learnit2teach.ca/moodke ¢ B Q- Google

Tanya Olgresic

Office: 2014

Tel: 905-883-2231 ext 45
email: tolgresic@linccentre.ca

(® Moodie Docs for this page
You are logoed in as Tanya Olgremsic (Logout)
L2T003-MC

In the Microsoft browser

roehid= 1319 -
K er e th e " T———————— | (% £ | |-
Me ESL Vew Favoes Toch b
% @ Cowert v [\ select
i Fowms | o3 B upiested S = @ Wb Sice Galery *
Ti o B - e bagee Seley- Teks- @53

Tarya Okyesic

Office 2014
Te G s eds
emal toigresiciincoantre ca
@ Moode Docs for ths page

You 2w logged m as John Allan (Logeut)

T T T S et | Pretncied Mode: On o~ [Rwow
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Browsers in my lab look different - why?

End user’s browser set up will determine how the window options
will appear, but at least you can allow them or restrict these

options to suit the needs of your instruction.

Ask your local technical support to make the appearance of

toolbars in your lab as uniform as possible.

R — EE —

34. Choose the button “Save and Display”
35. Notice the extra features (tool bars)

36. Close the window

37. Click the “Update this resource” button

« Another option 1s to set the default of the window’s dimensions in height and

width. You can use the previous options to allow the students to change the size

after a window is opened.
38. Type 800 pixels for width as pictured
39. Type 600 pixels for height as pictured

Default window width (in pixels)”
Default window height (in pixels)*

40. Choose the button “Save and Display”

41. Close the window

42. Click the “Update this resource” button

43. Choose the button “Save and return to course”
44. Click the ”Turn editing oft” button

45. The resource appears as shown

Teacher's contact details

800

600

(Turn editing off)
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Assignment: "Upload a single file"

It 1s important to understand how to set up an "Upload a single file" assignment for your
LINC courseware.

Setting up an Assignment: "Upload a single file"

Setting up a single file upload assignment is simple - just follow the steps below. In

this example, we will simple set up a basic assignment.
gugnmmrs

1. Surf to your cou.rse home pagf.: ' . Advanced uploading of files
2. Locate the “Topic” that you will place the assignment in. Online text
. « PEPNET) . Upload a single file
3. Click on the “Add an activity” option Offline activity
4. Click on the option “Upload a single file” g::“
5. Enter a title for the assignment Database
s : Forum
6. Inthe dCSCHptIOI’l,. type the text that the student will use to Glossary
commence the assignment. Hot Potatoes Quiz
Lesson
Quiz
SCORM/AICC
Survey
Wiki
Add an actvity... 3]
Assignment name*® Canadian Personalities
Description* @
_Trebuchet #) aew ¥ g i®) BZ US % B ©

EEIE Mu SERE T —DJesee QOQSPR © 2

Type a paragraph using Microsoft Word this week in the CALL lab. The
teacher must approve your Canadian personality. You must type, save then
upload a paragraph that answers four questions posted in the class about your

noareanslite.

7. There are several important settings after the description.

Grade @ [ 100 D)
Available from (3 3] August i3] 2010 i3] 20 &) os &) Disable
Due date | 10 i8] seprember i8] | 2010 i3] 20 [&)( os &) . Disable
Prevent late submissions

 You must decide how these fit your specific assignment
« It is best to not block late submissions as students at times can have technical
problems.
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« Further options such as allowing resubmissions or sending email alerts as well as
the maximum size of the files. (normally -250kb)

Upload a single file

Allow resubmitting @ | no &)
Email alerts to teachers @ | ~o 3)
Maximum size | 1vs 3

8. (Click on the “Save changes and return to course” button.

9. Click on the “Turn Editing Off” button

8 (Canadian Assignments
[7] Canadian Personalities

e The link appears on the right.

 The assignment appears as below for the students.

« Itis a good idea to walk the students through the upload process before expecting
them to complete this on their own.

Type a paragraph using Microsoft Word this
week in the CALL lab. The teacher must approve
your Canadian personality. You must type, save
then upload a paragraph that answers four
questions posted in the class about your

personality.

Available from: Tuesday, 3 August 2010, 08:05 PM
Due date: Friday, 10 September 2010, 08:05 PM

Upload a file (Max size: 1MB)

( Upload this file )
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Standard Blocks Overview

It is important to have a general understanding of the standard blocks that are available to you at
LINC courseware. This will allow you to choose blocks that can assist your blended teaching,

Standard Blocks in the LINC Courseware
Blocks
By accessing the “Blocks” block in “editing on” mode editing

teachers can see what standard LINC courseware blocks are Add... $
available to them.

Activities
Blog Menu
Blog Tags
Course/Site Description
~ Courses
s e Global Search
Activities Activities block HTML
[] Assignments Lists 2‘111 of the 'activity types thaF have m;‘:‘zs
# Choices been included in a course. Chck.m.g. on OnllneOUsers
& Forums one of the hyperlinks in the Activities Quiz Results
&Gl o8 block (on the left) provides a list of all Random Clossary Entry
the specific learning activities of that Recent Activity
J) Resources ity tvpe | Remote RSS Feeds
) SCORMS/AICCs activity type in a course. Saarch Forams
Wiki Section Links
(23 Wikis Tags
Blog Menu block Blog Menu :
P1?0v1des teachers ar.ld students Add a new entry
with a faster set of links to create .
. . View my entries
and organize their blogs, as well as Blo p
locate other students’ blogs. g pre emnceg
View course entries
View site entries
Blog Tags block
Displays a list of blogs

Blog Tags -

where size visually

blogging first-time | indicates cach tag's

use. This format is

fliers Savmg sometimes called a
shopping "tag cloud".
techniques Caveat - sometimes

links to blogs students
cannot access.
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Course Description block

Provides a summary and description Course Summary

for your course as contained in the This is the course for
summary text of the course settings. It candidate Tanya Olgreisic.
may be useful in the first few weeks but The base course is LINC 3
might be hidden afterward unless it is a Canada.

continuous intake class.

= My Courses block
My cou Lists all of the courses that a student is
%1 Stage Three model course a member of. It also provides a quick

link to all courses at the site.

J Tanya Olgreisic

All courses ...
Messages block Messages =]
Lists all of of the waiting messages
from other users. Not very effective in No messages waiting
a blended environment. Messages...
Global Search block
Only effective in very large sites and
not functioning well at this time.
Online Users block
Lists all of the participants currently -
logged into a course. This block may Online Users
be particularly useful in a blended (last 9 minutes)
context if students are accessing the Tanya Olgreisic
courseware outside of a computer lab. John Allan =
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Remote RSS Feeds block

This block links automatically to a media
feed that will be pushed to your students.
These are not recommended as they might
slow down the basic LINC courseware
service.

Recent Activity block Recent Activity :
Lists all of student’s activity since your last log on. If

students complete tasks from their home computers this ctivity since Thursday, 9
oh September 2010, 03:30 PM
might be helpful.

Full report of recent activity...

Liiliol o Quiz Results block
There is an error right now Lists all of student’s quiz scores. Most likely the image
with this b'°°k‘ you need to the left is what you will see if you try this block.

to select which quiz it

should display results

from.

Section Links block " : -
Provides quick access to the Topics in the Section Links .

main area of the course from 1 to the
final Topic. (the sample course has ten
sections)

12345678910

Search Forums =

Search Forums block

. . . { Go )
An effective way of locating forum entries ~—
with a large class or from the past. Advanced search @
Tags - Tags block
badminton ballroom dancing Not the best feature for LINC classes as all of the tags

for the site are listed here. The teacher does not have

Barbie being a home-owner
much control over the content.

Biking blogging boating

Fuirdant framnina Candlalinke
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Moving blocks to the top of the course home page can be used to heighten
the importance of an item in your course.

R — e —
Adding a Standard Block to Your Course

Adding a block or many blocks to your course is simple - just follow the steps below.
In this example, we will add an “Online Users” block to your course.

1. Surf to your course home page

2. Click on the “Turn editing on” button (Tum editing Ol'l)
* Look for the “Blocks” block
3. Click on “Add..” option Blocks

4. Select “Online Users” | Add... Ea
« The new block appears

5. To view it as a student, click on the “Turn editing off” button

( Turn editing off )

+ See the sample below

Blocks
Online Users = oy :

(ast 5 minutes)
Course Desigrer
Boopesh Chandran
Lee Chan
Miro Nowak

Admin bookmarks

Blog Menu

Blog Tags

Calendar

Course/Site Description
Clobal Search

HTML

Loan calculator
Mentees

Messages

Network Servers
Online Users

Quiz Results

Random Clossary Entry
Remote RSS Feeds
Section Links

Tags

BEE

There are more standard blocks being released through Moodle.org.
Be careful or avoid them as they may cause problems until they are included
in the standard Moodle releases.

T — B
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Deleting a Core (Standard) Block from Your Course

Deleting a block or many blocks from your course is simple - just follow the steps below. In
this example, we will delete the “Online Users” block from your course.

1. Surf to your course home page

2. Click on the “Turn editing on” button (Tum editing 0")
e Look for the “Online Users” block inine Users
3. Click on the red “X” Baxer
(last 5 minutes)
« The block disappears L Course Designer

5. Click on the “Turn editing off” button

(Turn editing off)

Showing and Revealing a Core (Standard) Block in Your Course

Be careful when you delete a block because you may need it for review or in a future term.
The simple solution is to hide it temporarily from your students. This process is a simple toggle
button - just follow the steps below. In this example, we will show and reveal the

“People” (Participants) block.

1. Surf to your course home page People =
« Look for the “People” block &) Participants

2. Click on the negative “-” icon

« The block hides its content (note the plus icon) ¢
3. Click on the positive “+” icon People .

- The block reveals its content (note the neg. icon)

The People block allows the students to see
who else 1s registered in the course. Details People -
such as their location, last access, a picture,
as well as functions such as sending a

&3 Participants

message or leaving a note are available in the

People block.

B ——
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Managing HTML Blocks Overview

It is important to understand the basics of HI'ML blocks management in your LINC courseware.
These blocks give the editing teacher the ability to include visual links or features from any source
on the Internet.

Adding an HTML Block to Your Course

Adding an HTML block to your course is simple - just follow the steps below.
In this example, we will add a link to an employment assistance resource for teachers
“Settlement at Work” block to your course.

1. Surf to your course home page

2. Click on the “Turn editing on” button (Tum editing On)
« Look for the “Blocks” block Blocks
3. Click on “Add..” option Add... :
4. Select “HTML” Admin bookmarks
| Blog Menu
« The new block appears Blog Tags
Calendar
- Course/Site Description
(new HTML block) | Clobal Search
MTML
% AR A | Loan calculator
Mentees
] o Messages
5. Click on the edit icon ® | Network Servers
. Online Users
« An editing screen appears (see below) Quiz Results
Random Clossary Entry
6. Type in a Block title Remote RSS Feeds
. . L Section Links
7. 'Type in a short “title or description” | Tags
8. Click the “Insert Image” icon
« An upload window appears
Configuring a HTML block
Block Title:  Settiement At Week ' (leave blank to hide the title)
Content: | Trebuchet dlamey ¢ g ) B Z U S X% B o

EEIN M e Ty — s QOQSR © 3

Employment Help

Path: body
€1

" Save changes )

e
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Adding an Image to the LINC Courseware: Resource Overview

It is important to understand the mechanics of adding (uploading and assigning) images to your
LINC courseware. Images provide clarification, as well as orientation markers in your course.

1.

vk

6.
7
8
9

Locate the directory on your local hard drive

Click on the file name

Click “Open” or “Save” (depending on your operating system)

In the “File Browser” area of the “Insert Image” window, open the destination folder
Click on the “upload” button

In the “Insert Image” area the message “File uploaded successfully” appears

Click on the file name
. It appears in the “Image URL:” text box as well as in the “Preview” area
. 'Type the description (three words or less) in the “Alternate text:” text box
. Click OK
Insert Image
Image URL: ] (o« )
Aternate text: [ Canced )
Layout Spadng Size
Alignment:_Not Set 9‘ Honzorkal: Width:
—— I —
— Vertcal: Mesght
Fike Browser Previcn:
O J Sanada - Hstory 6 Sep 2010, os;oﬂ
O J Snadan Acors 6 Sep 2010, 08:0¢
O Sanadan Symdols 6 Sep 2010, 08:0°
O J Display Coguments 6 Sep 2010, 08:0¢
L SCORM.packngos 28 Aug 2010, 10:3
O J athomecommunity 28 Aug 2010, 10:3
U O o & Sep 2010, 0800 *
¢ ——y “a >
e gvmmn e pwm—— Propertics
Seloction: | Delete | | Move | | Zip | [ Rename |
Size: Type:
aw———r—
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; 7 S
. . ¥ hetoc . , -
As it appears just Image URL: http://www.learnit2teach.ca/moodie/file phpy 17/settlementatworidog /, \,
before Click QK Atemste te: Scttiement.org logo ([ Concel )
m M Size
thickness: Vertical: Heght: 63
fle Browser Preview:
T & reen shot 20100718 74515 PHong
Spep— 0
- At Work
C B ' Settiemendt.
) & p073-80 LINCS-7.Curricudum Guidelines pdf
oy . 2. ) ines.pdf
O @ settiementatworkiooo oif
O O vickwion -

10. Click “Save changes”

11. Note: The logo in this example is “261” pixels. It displays too wide for the block

« To correct this:

12. Click on the “edit icon” &

13. Click and hold down the mouse button on the bottom right corner of the graphic
14. Drag towards the upper left corner (a pop up appears with the current dimensions)
« Stop at anything less than 200

15. Click on the “Save changes” button

 The block appears in the same proportions as the blocks (Tu rn editing off)

16. Click on the “Turn editing oft” button

17. The block h
7 e block appears to the students as Settlement at Work

(A ' Work

Settlerend . Or g
employment help

Uploading Images Tips (HML blocks)

*Know where the image is stored locally

*Make sure it is optimized (reasonable dimensions and size)
+Size usually less than 50KB

*Dimensions: Width less than 200, Height less than 200
‘Prepare an alternative text for the image eg:“Settlement logo”

[ — T

LINC COURSEWARE | STAGE 3 MANUAL 61 STAGE 3 - EDITING TEACHER...



‘ learn

Linking from HTML Blocks in Your Course

teach.ca

Linking to other resources from an HI'ML block is a common strategy. In this example, we
will link from an image in an HTML block to an Internet resource.

[

Surf to your course home page

10. Click on the “Turn editing off” button

11. Locate the block, click on the image

2. Click on the “Turn editing on” button (Tum editing on)

3. Click on the “edit icon” | g

4. Click on the graphic

5. Click on the “Insert Web Link™ icon Insert Link

6. Complete the URL text box

7. Set the “Target” to New window SRR hitpe//stveork.setfiomant.crg/ATWORK/Romae.A%p
8. Click OK Lo

9. Click the “Save changes” button x'( :“ sendon __

)( )

+ A new window should open with the target website

Oon P | e | Abowt thin Ste | Cantact Us
Work =
Scttlerment. Oy g
b
Sector for thone 9 with N L)
Assisting Clionts [ At Work Headlines
Access & fquity
Communlty | ratey. et 53 050 What's New! 1)
Netweebing Repart: New Model for Settiement
Services in Pesl [POF) ALEL Dewtinpenesl ol 2 MRl
Counseling & TR IECH TEI0T SO 8 v 3O U § “ew —o0e Py Catddae Quatty A kesit
Case Management Vo setiemest servams The model & Sased o0 &
= s o A e Ay v ) e Lravation
Informaticn RCOTES TN SR OF BRI Mt IS
Referral 0T 1707 1N O NeCOme” YTEBGy LG (emmaiios i Actien Fremram
P, Local Immiaration Paciershies
Serving Specific . . ars
Refupee Reform Act Arten! imetaraety’ Amactoes ol
TS SPTRAN B Rk IS B G0 R agcess e, Une of, Red SERaticien SIS
SN0V GIA0I W TR0 FUR00N SRUTEIER Sy STt Seryiies @ Yook Aegeet
B NUTANVIAT B B GO MR ONCE e |
Administration RO, AT CMGEL 70 TR Papeina VB Fromineg PraCKes @
Agency sreresey At Based Prosramenng to Addomas
Isawes of Yimtence aod Communtty Safets
FROARpeahont Wetncadse. Sectember 01 1016
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Deleting an HTML Block from Your Course

Deleting an HT'ML block or standard blocks from your course is simple - just follow the steps
below.

1. Surf to your course home page
2. Click on the “Turn editing on” button (Tum editing 0")
« Look for an HTML” block

3. Click on the red “X” Settlement at Work =
« The block disappears % AT Ret

5. Click on the “Turn editing off” button !
At Work

Settiement. Oryg
employment help

(Tum editing offj

Showing and Revealing an HTML Block in Your Course

Deleting a block from your course may be too extreme as you just may need it for review or
next term. The simple solution is to hide it temporarily from your students. This process is a
simple toggle button - just follow the steps below.

Settlement at Work
1. Surf to your course home page

e Look for the “HTML” block %’t;sv or k

Settlornent. Orys
o

2. Click on the negative “-” icon employment help

The block hides its content (note the plus icon) ¢

3. Click on the positive “+” icon

The block reveals its content (note the neg. icon) Settlement at Work [

v

Settlement at Work
At Work

Settlerent . Ory
employment help
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Managing the Blog Tags and the Blog Menu Block

To understand the basics of Blog Tags block as well as the Blogs Menu block management for
your LINC courseware, just follow the steps below.

Adding the Blog Menu block to Your Course

Adding a block to your course 1s simple - just follow the steps below. In this example, we will
add the “Blog Menu” block to your course.

1. Surf to your course home page Blocks
2. Click on the “Turn editing on” button (Tum editing On) Add... :
« Look for the “Blocks” block Admin bookmarks

. i Blog Menu
3. Click the on “Add...” drop-down option Blog Tags

« ’ Calendar
4. Select “Blog Menu Course/Site Description
Clobal Search

« The Blog Menu block appears, there are no editing options for this  prme
Loan calculator

block Mentees
. .. ioi ) Messages
5. Click on the “Turn editing off” button (Turn editing off ) Network Servers
Online Users

6. These functions are now available to the students and teachers in  Quiz Results
Random Clossary Entry

this course Remote RSS Feeds
Section Links
| Tags
Blog Menu
Add a new entry
View my entries
Blog preferences

View course entries
View site entries

Blog Menu - Why?:
If your students are using blogs to submit written assignments,
write reflective statements, read the opinions of others or write
reflective statements then this menu may make your time in the
computer room more efficient.
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Adding the Blog Tag Block to Your Course

Adding a block to your course is simple - just follow the steps below. In this example, we will
add the “Blog Tag” block to your course.

1. Surf to your course home page St
2. Click on the “Turn editing on” button , ) ot -
« Look for the “Blocks” block (Tum editing on ) o
3. Click the on “Add...” drop-down option ?:;2 'L?"
4. Select “Blog Tags” g?:gfg::(g’“""“”
« The Blog Tags block appears HL:::LuIculator
: el : Mentees
5. Click on the editing icon Blog Tags - :‘::::? :SSQM“
® Bawxer Sot
fliers SAVING ShOPPING | remore ass reets
- - Section Links
Tags
6. Enter a Title such as “Class Blog Tags”
7. Restrict the number of tags to display (20 is a reasonable number)
8. Set the time limit for the tags (suit this to your class)
9. Set the tag display to either “Tag text” or “Date Tag...”
Configuring a Blog Tags block
Blog tags block title:  meg Tags
Number of tags to display: (20 1d)
Display tags used within this mary days: | sodsn 18)
10. Click “Save changes” button Sortthe teg dlspleyby:  (Supess S
11. Click on the “Turn editing off”” button o s

12. These functions are now available to the students and teachers at this course

Tag Display
This option allows the teacher to display tags in alphabetical order (Tag text) or
by the latest usage (Date Tag was last used).

R — ————
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Managing the Calendar

It is important to understand the mechanics of managing a calendar for your LINC courseware.
Items for consideration are adding, hiding, revealing, and moving the calendar block itself. As
well, other elements to be considered are the events key, changing months, creating, editing,

moving and deleting events.

The Calendar and Your Course

The calendar is an organizer that can be used in your LINC courseware. The course
calendar links directly to the Upcoming Events block. Adding a calendar to your course 1s
simple. When the course arrives - it may not have a calendar (as pictured below)

People Topic outline Latest News
23 Participants Add a new topic...
o & News forum (No news has been posted
& News forum yet)
[ Assigrments 1 Canada Upcoming Events
Choices eywords - Canada
2Forums bt . There are no UpCoMing
- 2 i events
&G “J Classroom Activities (Canada)
) Resources 4 Curriculum (Canada) Go to calendar...
#) SCORMS/AICCs Reading Ntwr Bouct.
&0 Wikis ) Canadian Trivia Quiz
[¥) Second Chance, Second Cup Recent Activity
S_eerch Forums i @) Using Numbers Actiity since Thursday, 22
(Go) (@) Interpreting Canadian Weather July 2010, 05:29 PM
Advanced me Tables Full report of recent activity..
Writi NOThing rew Since your last
Administration ) Beautifua Canada -
(& Tum editing on Listening
¥ Settings {#) Four Provinces
B Assign roles ) Weather Forecasts
3 Grades
Calendars
 Teachers can..
« post special dates (birthdays, holidays,...)
« post times for exams
 post personal reminders
« delineate time spans for events
+ post special instructions to groups
« link events to the “Upcoming Events” block
— —
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Adding a calendar to your course 1s simple. Just follow the steps below. In this example, we
will simply add a calendar and position it.

Adding a Calendar to Your Course

1. Surf to your course home page

2oz . ;\
2. Click on the “Turn editing on” button (Tum editing on )

e Look for the “Blocks” block

) _ Blocks
3. Click on “Add..” option
| Add... ¢
4. Select “Calendar” B
5. To move the Calendar block use the move icons. Lo
6. Click on the “Turn editing off” button(to view it as a student).
Blocks
Add...
CTurn editing off) [ Admin bookmarks
Blog Menu
Blog Tags
Calendar
Course/Site Description
Clobal Search
HTML
- See the sample below rrearemay
Calendar * Show/hide icon
Editing icons Ba xer
Previous month < August 2010 >
Next month
Sun Mon Tue Wed Thu Fri  Sat
- foked d 1 2 3 4 5 8 7
erlinked days .
P 4 ¢ 9 10 M 1272 W u Weekends in red
15 16 17 18 19 20 21
22 23 246 25 26 27 @8
% [ Current day in a border
Events Key
Events Key .
& Global 2 Course User-level access 1s

indicated by the Events Key.
# Group % User
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Deleting a Calendar Block from Your Course

1. Surf to your course home page

-~ N\
2. Click the “Turn editing on” button (Tum editing on ) Calendar
e Look for the “Calendar” block Ba ket
3. Click the red “X” < August 2010

 The block disappears “"‘ ":" 1\; V‘:d Tzu

5. Click the “Turn editing off” button (Tum editing off)

« The calendar is gone (and so are your entries in the Upcoming Events block)

Showing and Revealing a Calendar Block in Your Course

Be careful when deleting a Calendar block from your course as it also deletes the history of
events stored in that course term. The simple solution is to hide it temporarily from your
students. This process is a simple toggle button - just follow the steps below. In this example,
we will show and reveal the Calendar block.

1. Surf to your course home page

 Look for the “Calendar” block (é:lendar -
. PP ARet
2. Click on the negative “-” icon < oo >
« The block hides its content (note the plus icon)
3. Click on the positive “+” icon i
« The block reveals its content (note the neg. icon)
Calendar *
Ba et
Event Types
User Only the individual can view the entry ¢
Course Only Participants in the class can see
the entry -
Group Only members of a group can see the C_alendar
entry Wa et
Site Everyone registered at the site can view < Auaust 2010 >
the entry
[ — ——
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Showing and Revealing Calendar events

A calendar event may need to be quickly hidden from the students. There is a very fast means
that the teacher can use to accomplish this. However, it will hide all events of that event type.

1. Surf to your course home page

« Look for the “Calendar” block

+ To hide the Course events:

2. Click on the course hide/show icon

3. The block hides all Course events

« Note the hide/show icon changes

L3
Calendar -
< September 2010 =3
Sun Mon Tue Wed Thu Fri Sat
o2 [8] ¢ -
s 6 7 8 Wellw 1 Calendar
12 43 14 15 18 17 18 < September 2010 >
" 20 21 2 2 24> Sun Mon Tue Wed Thu Fri  Sat
26 27 28 29 v 2 [a] 4
5 & 7 8 9§ 10 11
Events Key 12 13 14 15 6 17 18
19 20 21 22 23 24 25
& Global & Course
26 27 28 20 30
a Group a User
vents Key
& Global < Course
& Group & User
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Adding an event to your class calendar. This is review, in case you need a little help.

Adding a course event to your course

Adding a course event to your course is simple - just follow the steps below.

1. Surf to your course home page

» No need to “turn editing on”

Calendar
< _)September 2010 =

2. Click on the “Month Year” hypertext ==

« The calendar entry page appears (see below)

3. Click on “New Event” button

4. Select

“Course event”

5. Click the “OK” button

Dotnded Month Views 0 waget 4]

e

<4 Avgust 2010 Seprember 2010 Ocnoter 2090 »
Srday » Tharsiey Fradey Bator by
' 2 » .
I
L] . L . . L) "
Mo Caaden
e 4w P e
e tene
. - . " " " .
- = » n » - -
—
s s
Cre ey
= » - Bl »
Ghotal everts: Wrown (Do 1o haowl Courne svents: Wown (Cich 12 hde|
Oroup evant: Bhowe [chox 1 o) Unor swantac shown ook %0 how)

LRI

10. The event appears in the calendar

Enter your event data
Enter the time frame
Click the “Save changes” button

home page

Use the breadcrumb menu to return to the course

Sun Mon Tue Wed Thu Fri Sat

1 2@4

5 6 7 8 8 10 N
Type of event:
@ User event
O Course event

Oll/ I:Cmﬂ J

\

© [ 8 9 M0

1314 15 16 17 18

Mday. 13 September events

j Free USS sticks!

x, x*

Oz

New Event (Course event)
Name: Free USB sticks!
Description: | trebuchet #) (1o 9) “ ey ¥ B 7 US
EEINE M T4

EiE Tads —Dbeesew QODQHM © A

Dynacorp Inc. will be distributing a free 1MB memory stick to students at one
p.m. today. The Dynacorp representative will be in the lunch room with a
multimedia display on their company. They have 100 USB sticks to give out on
that day. It will help you the computer room this term.
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Creating a “Choice” in Your Course

This activity explains how to add an original poll (choice) to your LINC courseware.
These choices are created within the Moodle LMS. They are useful to provide

motivation, direction, consensus, and spark debate but they will not occupy too much time in the
classroom.

Composing a Poll

Adding a poll is simple - just follow the steps below.

1. Surf to your course home page — —
2. Click on the “Turn editing on” button (Tum editing on )
3. Locate the TOpiC in which you will place the link
4. Click on the option “Add an activity...” \Assignments
5. Click "Choice” | Advanced uploading of files
6. Click in the “Choice Name” textbox Online text
7. Enter a descriptive name for this poll Upload a single file
« This example is “Favourite Canadian Celebrity” Offline activity
Chat
Choice
Database
»Adding a new Choice to topic 7@ | Forum
Clossary
SRS, | Hot Potatoes Quiz
Choice name* poll, who is your favourite Canadian celebrity? Lesson
Choice text* @ Quiz
SCORM/AICC
Trebuchet B e 9| g @B US a:zey
EFIAN v Tk G —Jleswe OQOg [Addana - q

Of the following Canadians, who is your favourite celebrity?

8. Type this summary “Of the following Canadians, who is your favourite celebrity?”
9. In the second section, enter the following options: Celine Dion, Jim Carrey, Mike
Myers, Howie Mandel and Justin Bieber.

10. In the section below, toggle a date restriction to on, as polls are effective when

taken by the students at the same time. Be careful that the dates in the LINC courseware
matches your class timelines!

Restrict answering to this time period

Restrict answering to

this time period @
Open (2 &) August &) 2010 i8) 09 i3)( 20 &)
Until (2 &) August 8] (2010 i8] [ 11 58] 20 &)
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* In the “Miscellaneous Settings”, you may set the polls results view to horizontal

or vertical. In addition, you have the option to allow your choice (poll) to be updated in
the future without affecting the vote results, and you can set the choice results to

hide or show elements that did not receive any votes.

* In the same section, two of the most important options are: privacy and display
timing,

* Timing - When will the results be released to the students? These are self

explanatory.

Do not publish results to students 5‘
Do not publish results to students

show results to students after they answer
show results to students only after the choice is closed
Always show results to students

« Display timing is locked as students’ votes are anonymous, but this may be
altered in the future.

12. Click on the “Save and Display” button (Save and displ ay)

View 0 responses
Of the following Canadians, who is your favourite celebrity?

Sorry, this activity closed on Monday, 2 August 2010, 11:20 AM and Is no longer avallable

Responses

Celine Dion Jim Carrey Mike Myers Justin Bieber Howie Mandel

| |

0 | 0 0 0 0
(0.0%) (0.0%) 0.0%) 0.0%) 0.0%)

13. Your poll is ready for the students. The date should be closely watched.
14. When satisfied, Click on the “Course” button (bottom of the screen)
15. Click the “Turn editing oft button

+ The link on the course appears as below

( Turn editing off )

é» Poll, Who is your favourite
Canadian celebrity?
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Showing a “Directory” in Your Course

This activity provides the mechanics of adding a link to display a directory of files

to your students. The practical uses of this are providing an archive of materials, a set
choices of materials, a compacted listing of items and a multimedia storage area for
potential materials for a course.

Showing a Directory within a Topic

Adding a link to a web page or web resource is simple - just follow the steps below.
The directory must be created by the course administrator or the teacher before this
process will work.

(Turn editing on)

1. Surf to your course home page

2. Click on the “Turn editing on” button

3. Locate the Topic in which you will place link to the directory

4. Click on the option “Add a resource”

5. (Click “Display a directory” | Display a directory )
e . . Add a resource...

6. Complete the description of the directory as displayed. Insert a label

7. In the section “Display a directory”, click on the option Compose a text page

8.

Compose a web page
Link to a file or web site

Locate and click on the desired directory

| Add an IMS Content Package

Name* Canadian Actor Profiles

Summary @

Trebuchet ) 1@y 99 W g ) BZ U S %< ) e
EEIE N SR iy — e QOQSR © @

This directory contains PDF documents that discus the careers of famous
Canadian actors.

Display a directory

Display a directory | main files directory D

Main files directo:

. Canada_-_History
Common module settings canadian_Actors

Display_Documents

. audio
\ﬁsable canada

IN niimbar &3  S&nada/classroom. activities. canada
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9. Click the button “Save and display” Name Size Mod
10. It appears as pictured here & Jim_Carey.pdf 61.1KB 1 August 2010, 04:3!
11. Click on the course button 4 keanu_reeves.pdf  90.6KB 1 August 2010, 04:3!
12. Click (?n the “ Turn editing off” button 4 lome_greene.pdf  74.6KB 1 August 2010, 04:2
13. The directory appears as below &) mattperry.pdf 124.7K8 1 August 2010, 04:2!
6 Famous Canadians
~Jj Canadian Actor Profiles

Directories

Ensure that your directory has been

created in the Moodle file system. In

the administration block click on the

link Files to check if the directory and

files are present before trying to

display the directory.

[ — —
Directories

Students now have access to all of the files that you place in the directory. If you
wish to temporarily hide the directory, in edit mode, simply use the Show/Hide
button to hide the link.

Common module settings
Visible | srow 3]

ID number @
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Adding a File Link to Your Course Home Page

Although it's easy to generate content directly in the courseware using the tools in the LMS, you
can also upload any type of electronic file you like. If you use special types of files, ensure that
your students can view them on their computers. An example of this is playing Flash files with a
Flash plug-in. This activity provides the mechanics of adding a link to a file resource in your
LINC courseware. The featured items are element descriptors and display settings.

Adding a File Link

Adding a link to a file resource is simple - just follow the steps below. In the first
example, we will link to a word processed document. In the second example, we will
link to an audio file.

Surf to your course home page

Click on the “Turn editing on” button

(Tum editing on)

Click on the option “Add a resource”

1
2
3. Locate the Topic in which you will place the link
4
5

Click “Link to a file or website” Add a resource... v
« Note that the Descriptors page appears as below. Add a resource...
Insert a label

Compose a text page
Compose a web page

Link to a file or web site
Display a directory

Add an IMS Content Package

General
Name* [7|
Summary @
Tretachet B 1 9| B @®Bsrus =< B oo

EEIN nuw e T —~lwmse QDOOGR © @

Enter a descriptive name for this file “Canadian Charter of Rights and Freedoms”
7. 'Type this summary “Canada’s Charter of Rights and Freedoms are described
here as cited in the Canadian Encyclopedia.

8. In the section below, as pictured here, click “Choose or Upload a file...”

Location hup// ( Choose or upload a file ... )
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*A new window appears

Name Size Modified Action
< Parent folder
O & CANADIAN_CHARTER.doc 31.5K8 25 July 2010,01:46 PM  Choose Rename

With chosen files... 18]
( Make a folder ) (Setectait ) ((Deselect all ) (‘Upload a fie )

9. Click on the link “Choose”

10. Se?ect New Window (Turn editing off)
11. Click on the “Save and return to Course” button
12. Click on the “Turn editing off ” button
« The link on the course appears as below
®; Canadian Charter of Rights and Freedoms
You have chosen to open
# CANADIAN_CHARTER.doc
14. Click on this link Which ks a: Word Document

. from: heep:/ /www.learnit2teach.ca
+ A new window should appear

15. Choose Open with I' What should Firefox do with this file?
16.Click OK | [t (Groosez:
« The resource should appear within its software, [ Osave File

e.g- MS-Word, a PDF reader, etc

_ Do this automatically for files like this from now on.

( ) GRS
([ Cancel )

in April 1982 the CANADIAN CHARTER OF RI(
force. The Charter reinforces previous constitution:
federal courts and the courts of Québec and Manito
bilingual services in the federal administration and
completely bilingual province. It also breaks new g
language education rights in Canada, guarantecing
citizens who find themselves in an official-languag
their own language wherever numbers warrant it. T

that minaritv lanonaoe adncatian riochte mav he the
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Adding a File link (audio)

| Add a resource...

1. Surf to your course home page
2. Click on the “Turn editing on” button Insert 2 label
3. Locate the Topic in which you will place the link Compose a text page
4. Click on the option “Add a resource” Compose a web page
C e - < Link to a file or web site
5. Click “Link to a file or website Display a directory
» Note that the Descriptors page appears as below. Add an IMS Content Package

6. Complete the Name (required) and Summary (optional) as below.

Name* welcome to edlinc.ca

Summary @

Trebuchet W 1w ) Mg e BZ US % x 8 o
EEINE M SSEE T —Jesde QOQSHR © @

This is the official non-official welcome to the edlinc.ca series of web resources.

7. Click “Choose or Upload a file...”
8. Navigate to (or upload) an audio file, e.g. “welcome_to_edlinc.mp3”

+ A new window appears

Name Size Modified Action
<% Parent folder
2 &) welcome_to_edlinc.mp3 524KB 25 July 2010, 02:10 PM Choose Rename

9. Click on the link “Choose” (next to the audio file name)

10. Select “New Window™

11. Click on the “Save and return to Course” button .(Turn editing Off)
12. Click on the “Turn editing off” button

* The link appears on the course home page, as below

4] Welcome to edlinc.ca

13. Click on this link

+ A new window should appear

14. Play the file

15. Close the window when complete

welkome to edinc
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Managing Forums Overview

It is important to understand the mechanics of forum management for your LINC courseware.
Forums allow editing teachers to create original discussions or single submissions in the course.

Adding a Forum (Standard forum for general use) to Your Course

There are four kinds of forums in the LINC courseware. In this example, we
will add a “Standard Forum for general use”. Just follow the steps below.

1. Surf to your course home page . \Em e i.
2. Click on the “Turn editing on” button (Tum editing on

< Assignments
. . . Advanced uploading of fil
« Look for the Topic that you wish to insert the forum ot st O
. L. Upload a single file
3. Click on the “Add an activity...” drop-down menu Offline activity
Chat
4. Select “Forum” Choice
Database
. .. Forum
The Editing Forum page appears Glossary
5. Click in the “Forum Name” text box [on Poratoes Quiz
. Quiz
6. Type in a forum name SCORM/AICC
: 13 bl surm
7. Click the “Forum Type” drop-down menu Wiki

LSEmdard forum for general use &

A single simple discussion
Each person posts one discussion
Q and A forum

Standard forum for general use

 There are four options

8. Click “Standard forum for general use”
9. Click in the “Forum introduction” text box

10. Type a suitable introduction for your forum

Simply, a Forum is an online discussion. Users can
select a discussion topic within the forum, and
respond or post to the topic.

7‘
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Forum types

Standard forum _for general use - a good general use forum where a student can start a new
topic at any time.

Single simple discussion - best for a short, focused discussion on a single topic, all on one
page. Also, these are useful as an alternative to a short assignment.

Each person posts one discussion - each student can post only one new discussion topic,
although everyone can reply to them.

Q and A forum - the “question and answer” forum requires students to respond before
being able to view other students’ postings. The students are forced to present their
thoughts.

R — —

Force everyone to be subscrioed? @ | ves, imsally
Read tracking for this forum? @ | on C
Maximum attachment size @ | tooxs

12. Choose “Yes, initially” to “Force everyone to be subscribed?”

13. Set “Read tracking for this forum” to “On”

14. Set the “Maximum attachment size” to “100kb” (Students might want to upload a picture.)

15. Click the “Save and display” button

+ A warning message appears (There are no questions yet in this forum)

16. Click the “Add a new discussion topic” button

17. Click in the "Subject" text box

18. Type a short title

19. Click in the "Message" text box (This is the prompt for the students.)

20. Change the “Subscription”setting as needed. Choose between (getting emails of student
postings or no email)

21. Click the “Post to forum” button

22. Click the hypertext “Continue”

« A link to this new forum should appear on the course home page.
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Adding a Q and A Forum to Your Course

Adding a forum to your course is simple - just follow the steps below.
In this example, we will add a “Standard Forum for general use” a course.

1. Surf to your course home page

Add an activity... s
2. Click on the “Turn editing on” button (Tum editing on) Frrr——
. . . Advanced upl £ fil
« Look for the Topic that you wish to insert the forum Ouline t08 Dacing of fes
. .o Upload a single file
3. Click on the “Add an activity...” drop-down menu Offline activity
Chat
4. Select “Forum” | Choice
Database
« The Editing Forum page appears | Forum
g page app il
5. Click in the “Forum Name” text box [on Poratoes Quiz
6. Type a forum name &gm JAICC
. Survey
7. Click the “Forum Type” drop-down menu Wiki

[ Q and A forum a

A single simple discussion
Each person posts one discussion
Q and A forum

_Standard forum for general use

8. Click “Q and A forum”

9. Click in the “Forum introduction” text box

10. Type a suitable introduction for your forum

12. Click the “Save and display” button

+ A warning message appears (There are no questions yet in this forum)

13. Click the “Add a new question” button

14. Click in the "Subject" text box

15. Type a short title

16. Click in the "Message" text box (this is the prompt for the students.)

17. Change the “Subscription” setting as needed. Choose between getting emails of student
postings or no email.

18. Click the “Post to forum” button

19. Click the hypertext “Continue”

« A link to this new forum should appear on the course home page.
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Adding a Forum (A single simple discussion) to Your Course

Adding a forum to your course is simple - just follow the steps below.
In this example, we will add a “Standard Forum for general use” a course.

1. Surf to your course home page EW ——r— i.
2. Click on the “Turn editing on” button (Tum editing on)

Assignments
. . . Advanced up! f il
« Look for the Topic that you wish to insert the forum Oufine S8 Oacing of e
. .. Upload a single file
3. Click on the “Add an activity...” drop-down menu Offline activity
Chat
4. Select “Forum” | Choice
L Database
« The Editing Forum page appears | Forum
Clossary
5. Click in the “Forum Name” text box rxw':'"“’ Quis
6. Type a forum name ggm JAKCC
. Survey
7. Click the “Forum Type” drop-down menu Wiki

Standard forum for general use

gle simple discussion
Each person posts one discussion
Q and A forum
Standard forum for general use

Click “A single simple discussion”

9. Click in the “Forum name” text box

10. Type a suitable title for your forum

11. Click in the “Forum introduction” text box

12. Type a suitable introduction for your forum

13. Click the “Save and display” button

14. A warning message appears (There are no discussions yet in this forum)

15. Click the “Add a new discussion topic” button

16. Click in the "Subject" text box

17. Type a short title

18. Click in the "Message" text box (This is the prompt for the students.)

19. Change the “Subscription” setting as needed. Choose between getting emails of student
postings or no email)

20. Click the “Post to forum” button

21. Click the hypertext “Continue”

22. The link to this new forum should appear on the course home page.
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Adding a Forum (Each person posts one discussion) to Your Course

Adding a forum to your course is simple - just follow the steps below.
In this example, we will add a “Standard Forum for general use” a course.

1. Surf to your course home page Em ——r— 2 :
2. Click on the “Turn editing on” button (Tum editing on)

Assignments
. . . ! f il
« Look for the Topic that you wish to insert the forum 3::::::(: proading of fies
. .. Upload a single file
3. Click on the “Add an activity...” drop-down menu Offline activity
Chat
4. Select “Forum” | Choice
. Database
» The Editing Forum page appears | Forum
Glossary
5. Click in the “Forum Name” text box [‘;‘w':"'“’ Quiz
. Quiz
6. Type in a forum name SCORM/AICC
: 3 Survey
7. Click the “Forum Type” drop-down menu Wiki

( Each person posts one discussion —»%)
A single simple discussion

Each person posts one discussion
Q and A forum
' Standard forum for general use

« There are four options, for now

8. Click “Each person posts one discussion”

9. Click in the “Forum name” text box

10. Type in a suitable title for your forum

11. Click in the “Forum Introduction” (topic) text box

12. Click the “Save and display” button

13. A warning message appears (There are no discussions yet in this forum)

14. Click the “Add a new discussion topic” button

15. Click in the "Subject" text box

16. Type in a short title

17. Click in the "Message" text box (This is the prompt for the students.)

18. Change the “Subscription” setting as needed. Choose between getting emails of student
postings or no email.

19. Click the “Post to forum” button

20. Click the hypertext “Continue”

21. A link to this new forum should appear on the course home page.
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Adding a “Glossary” to Your Course

This section explains how to add an original glossary to your LINC courseware. Custom
glossaries can be shared between courses/teachers as well as be linked to other glossaries.

Creating a Glossary

Adding a glossary is simple - just follow the steps below.

Surf to your course home page

Click on the “Turn editing on” button

Locate the Topic in which you will place the link
Click on the option “Add an activity...”

Click “Glossary”

A preferences page appears

The first section, “General” is the descriptor section.

Enter a descriptive title for this glossary

e Al

Type a description, 1.e. the purpose of the glossary

« A series of options should be considered as described below

(Tum editing on )

~

Entries shown per page* 10
Is this glossary gicbal? @ (O
Glossary Type @ Secondary glossary
Duplicated entries allowed @ | ~o 13
Allow comments on entries @ [ no %)
Allow print view @ | ves &
Automatically link glossary entries @ | ves &
Approved by default @ | ves i3}

Display format @ | Simple, dictionary style )

Show 'Special' link @ | ves i3}
Show alphabet @ | ves &
Show '‘ALL' link @ | ves i@

Editalways @ [ ~o %)

'Asygnmtms
Advanced uploading of files
Online text
Upload a single fle
Offline activity

Chat

| Choice

Database

Forum

Clossary

Hot Potatoes Quiz

Lesson

Quiz

| SCORM//AXCC

| Survey

| wiki

[ Add an activity...

Entries shown per page: The glossary can be configured to restrict the number of entries

shown per (screen) page.

Is this glossary global?: Global entries are used to create automatic links throughout the

whole site. (not recommended)
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Glossary Type: The glossary system allows you to export entries from any secondary glossary
to a course’s main glossary. In order to do this, the main glossary must be defined. Note: You
can only have one main glossary per course and only editing teachers are allowed to provide
updates.

Duplicated entries allowed: You may want duplication if you use the glossary as test review
or if students are submitting examples of a term. (Be careful if this is set to ‘on’.)

Allow comments on entries: A teacher can add comments at any time.

Allow print view: This option formats all of the glossary entries into a single page, printer-
friendly format.

Automatically link glossary entries: When set to ‘on’, the automatic link feature will allow
the entry to be automatically linked, whenever the concept words and phrases appear
throughout the rest of the same course. This includes forum postings, internal resources, week
summaries and so on. If you do not want a particular text to be linked (in a forum posting, say)
then you should add <nolink> and </nolink> tags around the text. (not recommended)

Approved by default: This is useful if students or other teachers are entering definitions. It
allows the teacher to define what happens to new entries added by students. They can be
automatically made available to everyone; otherwise the teacher will have to approve each entry.

Display format: This setting specifies the way that each entry will be shown within the

glossary. The default formats are:

o Simple Dictionary: looks like a conventional dictionary with separate entries. No authors are
displayed and attachments are shown as links.

« Continuous: shows the entries one after other without any kind of separation.

o Full with Author: a forum-like display format showing author's data and attachments are shown
as links.

o Full without Author: a forum-like display format that does not show author's data Attachments
are shown as links.

o Encyclopedia: like 'Full with Author' but attached images are shown inline

« IA4Q; Usetul for displaying lists of Frequently Asked Questions. It automatically appends the
words QUESTION and ANSWER in the concept and definition respectively.

Show ‘Special’ link: This setting enables or disables browsing by special characters like @),
#, ..

Show alphabet: This setting enable or disables browsing by alphabetic letters.
Show ‘ALL? link: This setting enable or disables browsing by all entries at once.

Edit always: YES: students can always edit entries; NO: students can edit only during the
time period specified by the teacher

LINC COURSEWARE | STAGE 3 MANUAL 84 STAGE 3 - EDITING TEACHER...



. learniT2teach.ca

10. Enter grade options as well as rating options
11. Click “Save and display”
A Glossary editing page appears

Vocabulary related to field trip to the sugar bush are contained in this glossary.
(Search ) # Search full text
{ Add a new entry )

Browse by alphabet Browse by category Browse by date Browse by Author
Browse the glossary using this index

Special |A|B|C|D|E|F|G|H|I|J|K|LIM|N|O
PIQIR|IS|T|UIVIWI|X|Y]|Z|ALL

No entries found in this section

12. Click the “Add a new entry” button

13. Type the keyword in the “Concept” text box

14. Type the definition in the “Definition” text box

15. At this time, ignore Categories

16. Type one or more than one keyword separated by commas in the Keywords text box
17. Do not auto link as it may interfere with other courses at your centre

18. Click the button “Save changes”

19. The definition appears as below
Auto-linking

This entry should be ()
sap: . automatically linked @
The juice or fluid of a plant or tree. This entry is itive @

Keyword(s): | plant, tree B‘ Match whole words only @

20. Create more entries

21. Click “Save and return to course”

22. Click the “Turn editing off ” button

 The link on the course home page appears as below

( Turn editing off )

& Sugar Bush Field Trip
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Exporting a Glossary

1. Ensure you are on the glossary page.

B-NC - Glossaries - Sugar Dush Miedd Trip

Vocabulary related 1o feid 7D 10 The sugar Bush am contained in s glossary.

eans

Add o - ey

Brrene by sprate Browne by cetegory L]
Browss the glossary usin

Specl |AIB|CIDIEIFIG N
PIQIR|SITIVIVIWY

-
maple:
A %ype of tee o & hype of Savour

s
san
The e or Suid of & plavt or bee.

2. Click the “Export entries” hypertext

. ( N\
+ A confirmation page appears (_Update this Glossary |

3. Click the “Export entries to file” button

« A confirmation page appears Import entries / Export entries {)
4. Click the “Save” radio button (to save the file to your computer)
5. (Click the “O.K.” button

6. Return to the course, “course button” or the breadcrumb link
Importing a Glossary

1. Locate the glossary you wish to import the items. It can be a new glossary or one with
existing items. (Importing will not affect the existing words in a glossary.)
2. Ensure you are on the glossary page as a teacher

3. Click the “Import entries” hypertext
4. Click the “Browse” button

(Update this Glossary)

+ Locate the glossary. XML file (not the actual name) Import entries / Export entries &
5. Click the “Open” button

6. Click the “Save changes” button

7. Click the ”Continue” button

8.

Return to the course, “course button” or the breadcrumb link
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Creating a Random Glossary Block in Your Course

This activity provides the mechanics of adding a random glossary block linked to one of your
course glossaries. Random glossary blocks can serve many functions in a course.

Adding a random glossary block is simple - just follow the steps below.

Steps
1. Surf to your course home page (Tum editing or"‘)
2. Click on the “Turn editing on” button Blocks
3. Locate the “Blocks” block Add... 0
4. Click on the option “Add...” -
og Tags
5. Click “Random Glossary Entry” Course/Site Description
Global Search
« A “Random Glossary Entry” block appears HTML
Memees
Messages
- Online U
Random Glossary Entry o
% AT Het Random Glossary Entry
Remote RSS Feed
Please configure this block Semo: um“ ’
using the edit icon. Tags

6. Click the “edit” icon

7. A “Random Glossary Entry” block page

8. Enter a descriptive title for this block

9. Choose an existing glossary from the “Take entries from this glossary”
10. Set the “Days before a new entry is chosen to “0” (rotates on each refresh)

11. Choose an option for “How a new entry is chosen”: (random, last/next entry)
12. Check “Show concept”

13. Alter the text links as they apply to your class.

14. Click “Save changes”

15. Click the “Turn editing oft” button

16. Return to the course home page via the breadcrumbs menu

Configuring a Random Glossary Entry block

THE  tancon Gomwy by
Takn ortries Srom this GIOSSATY. | Caeee 8
Days Sefore 2 new oy s chosen: o
HOW & ftw oYy & CNOSN. Ranous sy ]
Show concept Peadng) ¥ cach ertry. o
You can display ks 10 actions of The gloasary this Dlock is asscciated with. The block will onfy Skaplay ks 50 actions which ase enablod for that glossary.
When USens Can 800 ontries 10 The JROSSAn: SNOw B Ik with TS ML Acd vour own Sevene Smew
When Laers Can viow the goasdry St fot 8dd entriens, Show & Ik with 1his text: e gt

When users Cannct ot Or viow the glossary. Show this e IWEhout Ikl o e cemmmvest

[PSN—
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The block appears as: Sugar Bush —
season
One of the four periods of the
year (spring, summer, autumn,
and winter).
Add your own favorite quotes!
More quotes...

Variations

Student of the day

Word of the day

Random poems

Class built glossary

Visual dictionary (low levels)

B ——
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Adding a Hot Potato Quiz to a Course

Adding Hot Potato quizzes to your course can be beneficial to your LINC students. Many
educators find the Hot Potato program easy to learn and use. As a result, using existing or
creating new Hot Potato quizzes may help your course become a richer learning environment.

Adding a Hot Potato Quiz to your course

Adding a Hot Potato Quiz to your course is outlined in the

steps below. In this example, we add a matching quiz to
your LINC courseware course.

1. Locate a quiz “jmt” file on your hard disk

2. Surf to your course home page

3. Click on the “Turn editing on” button

« Look for Topic that will host the quiz

4. Click on “Add an Activity...” drop-down menu

5. Select “Hot Potatoes Quiz”

« An editing page appears with six sections

« In this introduction we will address the most pressing
elements in these sections

 In the General section,

6. Leave “Name” = “Get from Quiz”

7. Leave “File Location” = “Course files”

8. Click the button “Choose or upload a file...”

9. Click the button “Upload a file”

10. Click the “Browse” button

11. Locate and click on the file

12. Click “Open” or “Ok”

13. Click the button “Upload file”

14. After uploading the file, click “Choose” next to the

file name

15. Leave “Add quiz chain” = “No”

What formats to
import?

The file formats that work
well with “edlinc” are:
Matching .jmt
Crossword .jew

Mixed format .jmx
Multiple choice .jqz

P————

(Tum editing on)

k

l Add an activity... i‘

Assignments
Advanced uploading of files
Online text
Upload a single file
Offline activity

Chat

Choice

Database
Forum

Clossary

Hot Potatoes Quiz

Lesson

Quiz

SCORM/AICC

Survey

Wiki

NAME Gt vom quar v.’

File I0Calion | Cowse hes &)

Flo rame
Ohoone or uohoad 3 Me

Addgizchen@ ([ w &)
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Display

Output format @  (best &
Navigation @

Force media plugins @ | no

Student feedback @ | None

|
|

Shownextquiz@ (No &

Access control
opa\thequz g 18 ¢ September ' 2010 S ' 20 ¢ w : #Disable
Close the Qllz 0 18 ¢ September 2010 < 20 30 S !Dlsaue

Require password @
Require network address
v

Allow review @ | ves ¢
Attempts allowed @ | unlimited attempts 3

Further options for Hot Potatoes Quizzes

We recommend accepting the defaults set for you at the LINC courseware hosted at
edlinc.ca

Three options that may be commonly altered are:

Grading method- can be set Highest, average, first attempt or last attempt
Open/close the quiz- can be set to limit the times that the assessment is available
Require password- can be used to limit access without using open/close quiz

Grades

Grading method @ | Highest grade B
Maximum grade @ | 100 B

Reports

Enable click reporting @ (N0 &
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[ Match the national animal symbol with the country

16. Click “Save and return to course”

17. Click the “Turn editing off” button CTum editing offj

» The quiz link appears to students as pictured above
18. Click the quiz link

 The quiz appears as pictured below.

Match the national animal symbol with the country.

Match each pakr, and then dlick the Check button.

[Arpentina_| | Beaver |

« A student completes the quiz

UL

« The Hot Potatoes quiz 1s automatically added to the student's grades

u ORISSAry VWOTUS Msssgrirmesnt - VUU= TV -

| Match the national animal symbol with the country. 100.00 |0.00-100.00 100.00 %

Hot Potato Quiz Types

Crossword HOt POtatoes-
. From Half-Baked Software Inc

Matching

Cloze

Multiple choice

Multiple select (select many answers)
Short answer
Sequencing - words,sentences
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Adding a “Label” to Your Course

This section explains how to add a label to your LINC courseware. There

are two types of labels. Within each topic, a label can be inserted as an image or
text. Also, there are topic labels which define each topic in the main content area of
each course.

Adding a Label within a Topic

Adding a label is simple - just follow the steps below.

Surf to your course home page
Click on the “Turn editing on” button (Turn editing on)
Locate the Topic in which you will place the label
Click on the option “Add a resource”

Click “Insert a label” R

« Note that the Descriptors page appears as below. Insert a label
Compose a text page
Compose a web page
Link to a file or web site

“-?Addil'lg a new Label to topic 50 Display a directory

Add an IMS Content Package

Add a resource...

Ot o

Label text* @
Labels can include marked

Trebuchet W) 1spy 8 #) g ) B 7 U up text such as colours,

EEIE MW SEEE BE —Jese Qo styles and other attributes,
emoticons, shapes and

images. These are great for
organizing content on the
screen.

6. Enter content for this label “Canadian Stories” —

7. Click Save and return to course.

(Save and return to course)

5 w O
v
i3 Levels of Canadian Government - &= X & & a
Canadian Stories =« P ® X & .
@  Add aresource... 3 @ | Add an activity... +&-
Note that this label can be edited by clicking on the edit icon. =
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Also note that the Topic “5” does not have a title or label to define its purpose in the

course. This Topic 1s missing its Topic Label. Follow the steps below to create a
topic label.

Adding a Topic Label
1. Select the edit icon beside the topic number as pictured here.

* The number is not important
2. Complete the summary as pictured below

Summary of topic 5

Tresuchet #) 180 @) W g i) BZUS S B oo
SUMmaY: SEAM v EERE BA —lwee QOOSR © @

Canadian Government
ADOt hese summanes @

Abot the HTML ector (@

_Save changes

3. Click on the “Save changes” button (Turn editing Off)
4. Click on the “ Turn editing oft” button

« This topic appears as shown below

5 Canadian Government
23] Levels of Canadian Government

Canadian Stories
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Making a Quiz in the LINC Courseware

This section explains how to add quizzes to your course using the quiz tools within the LINC
courseware. Aside from creating questions, managing the quiz bank is extremely important as
questions can be duplicated, recycled, or imported from or exported to other courses.

Adding a Quiz to Your Course

Adding a Quiz to your course is outlined in the steps below.

In this example, we create the shell for a quiz, “Canadian Geography”. This quiz will require
questions (that is done in the next section) to be imported into the quiz shell from the Quiz
Bank..

1. Surf to your course home page (Tum editing on)
2. Click on the “Turn editing on” button k
. . . Add an activity... =
« Look for Topic that will host the quiz w
. 113 st %) _ Assignments
3. Click on “Add an Activity...” drop-down menu Advanced uploading of files
4. Select “Quiz” Online text
Upload a single file
+ An editing page appears Offline activity
Chat
« In the General section, enter the Name of the QUIZ Choice
.. . Database
« This is not the name of a question Forum
_r . Glossa
5. Enter a description of the quiz Hot Po::toes Quiz
Lesson
Quiz
SCORM/AICC
Survey
| Wiki
General
Name® Canadian Ceography Quiz
Introduction @
_Trebuchet ST @B 7Us %<0

EEINE v S KA —Jewesew QOQOG@ ¢

| This is a sample quiz to demonstrate the edlinc.ca quiz module in action.

Introduction (why bother?)

Typing a concise quiz description serves three purposes.

1. Students can be provided with orientation instructions

2. Other teachers can use this description in considering recycling this quiz
3. It will be useful when uploading the quiz to the ROLLR LINC repository

[ — T
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In the Timing section, the quizzes can be set to specific dates and timings, however, instructors
may disable this feature to allow students to complete the quiz at home or out-of-sequence (a
common issue with continuous intake). It is, however, an option to all LINC courseware editing
teachers.

As well, a time limit may be imposed on each quiz. This might be useful for summative
assessments. Time delays between attempts may also be set.

Timing
OpentheqQuiz @ 17 : September : 2010 : 22 : o0 : #Disable
ClosetheqQuiz @ 17 : September : 2010 : 22 : oo : #Disable
Time limit (minutes) @ o CEnable

Time delay between first and | None B
second attempt @

Time delay between later attempts | None 8]

The Display section provides options
for how many questions appear on a
screen. This is a personal choice for each
instructor based on their comfort with
their students scrolling downwards to

reveal new questions. Display
The Shuffle feature reorders questions Questions per page @ | unlimited 3}
(usually for multiple choice). To prevent Shuffle questions @ [ ves %)

copying on a quiz, the shuffle feature
creates the illusion that each students 1s
taking a different test.

Shuffle within questions @ | ves %)

The Attempts section provides options

for unlimited to only 1 attempt.
Attempts “Adaptive mode” allows participants to

retake a question but with a percentage

Attempts allowed @ (3 #! deduction if they get the correct answer.
Each attempt buildsonthe last @ [ no &) “Each attempt....” keeps the previous
Adaptive mode @ [ ves 7% attempt’s responses for the participants to

consider when retaking the questions.
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In the Grades section, editing teachers have the option of selecting the highest grade, first
attempt, last attempt or average grade. If the quiz is set to Adaptive mode, then penalties
for multiple attempts will be deducted.

Grades

Grading method @) | Highest grade %)

Apply penalties @ | ves &
Decimal digitsingrades @ 2 &

Review options
Review/feedback options are to be considered in the )
Review Options section. These options are based on Immediately after the attempt

the needs of your students.
# Responses
™ Answers
¥ Feedback
# General feedback
¥ Scores
# Overall feedback

Security

Secure Tests?
Browser security @ | Nore Yes you can offer secure tests in

Require password @ which you can CS)ntrol who can
attempt the test in a locked or

Require network address @ secure window. It also prevents
students from copying the content
on the page. (There is always the
screen grab method which cannot
be prevented.)

The common module settings
Allow group settings for separate sections
of the same class.

Common module settings

Group mode e | Separate groups @

Visible | show %)
IDnumber @

Grade category | uncategorised 18
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6. Click “Save and display”
« The Edit > Questions editor appears

« Note: there are no question in this quiz

- 2 Y
._Save and display |

« At this point the editing teacher must create questions

7. Click the “Category” drop-down menu
8. Choose an existing category or

9. Click “Categories” in the Edit tab menu

10. Choose a parent category (usually the name of the course)

11. Type a name for the category
12. Type a brief description of the category
13. Click the “Add category” button

14. Click “Questions” in the Edit tab menu

Info ' Results

Provers Eon

Qutz Questions Categores Import  Export

Questions in this quiz

No questions have been added yet

Question bank

Catogory | Defaur for Stage Three model course ]
o Display questions from sub-categories 100
. Also show old questions

 Show question text in the question list

The default category for questions shared in context
‘Stage Three model course',

Create new question | Choese... )]

No questions have been added yet

Creating Questions for Quizzes in the LINC Courseware

1. Click on the “Create new question” drop-down menu

Click on the “Description”

Click in the “Question name” text box
Type a question name

Click in the “Question text” text box

Type a description (instructions for quiz)

e A o

Click “Save changes”

A Description question displays
text/images like a label. No answer is
expected. It can be used as a
descriptor for a section within an
assessment.

B —
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Creating Questions for Quizzes in the LINC Courseware (continued)

Adding a Matching Question

e S S e

—_ =
— O

Click on the “Create new question” drop-down menu

Click on “Matching” P———
Click in the “Question name” text box

Type a question name

Click in the “Question text” text box

Type instructions for the quiz

Check “Shuffle” Question 2

There are other options (explore later)

Enter the data as shown

. Click “Save changes”

. The question appears as pictured below Question 3

Question Ontaric

Answer Toreato

Question British Columbia

Answer victoria

Question ®anitoba

Answer [lngna
Match the provinces with their capital cities.
Ontario
British Columbia ' Choose... B‘
Manitoba | Choose... 9‘
Preview a Question
Click on the Preview icon
Action Question name
QT IX O Introduction
QT IR O Provinces and Capitals
L — —
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Creating Questions for Quizzes in the LINC Courseware (continued)

Cholkce 1
ACGWET  Mla Regon
Adding a Multiple Choice Question Grade Fsow
1. Click on the “Create new question” drop-down menu
2. Click on the “Multiple Choice” S oA0m
EEIN v Tk T
3. Click in the “Question name” text box Welt done
4. lype a question name ‘
5. Click in the “Question text” text box 3
6. Type instructions for the quiz
7. Click “One answer only” Chetees
. ACGWET  Paw prowmin
8. In Choice 1, Type the correct answer Grade (o
9. Select Grade to 100% R
10. Type “Well done” in the Feedback text box Linerwt Loem :
EEEAN A EERE
11. Continue to enter three more distracters Yoo far west!
12. Click “Save changes”
13. The question appears as pictured below

Which region is in the eastern part of Canada?

Choose (O a. Rocky Mountain

one O b. Prairie provinces
answer.
O c. Pacific Region
O d. Arctic Region
O e. Atlantic Region
Submit

Question Types not introduced here
Calculate- for math courses

Numerical-best for science courses

Cloze - no graphical interface yet (use Hot Potatoes)
Essay-use the assignment feature

T — T——
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Creating Questions for Quizzes in the LINC Courseware (continued)

Adding a Short Answer Question

Click on the “Create new question” drop-down menu
Click on the “Short answer”

Click in the “Question name” text box

Type a question name

Click in the “Question text” text box

Type the question

Click “One answer only”

In Answer 1, Type the correct answer
Select Grade to 100%

S T A Sl A

—
)

. Type “Well done” in the Feedback text box

—
—

. You can add other acceptable answers

—
N

. Click “Save changes”

—_
(@)

. The question appears as pictured below

1 According to our reading from the Fedora Canadian Experience
Marks: article, what is the most famous tourist destination in Canada?
-/

Answer:

( Submit )

Wildcards

When accepting answers, sometimes variants can be
accepted. Wildcards such as * for any amount of characters
or ? for one character are acceptable.

Example Question:
What do you carry to school that you write in?

Possible answers: textbook, workbook, notebook, book
You can use the wildcard: *book

—_— C —
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Creating Questions for Quizzes in the LINC Courseware (continued)

Adding a True-False Question

Click on the “Create new question” drop-down menu
Click on the “True/False question”

Click in the “Question name” text box

Type a question name

Click in the “Question text” text box

Type the question or statement

Click the “Correct answer” drop-down menu

Choose your response

S A A e

Type in the incorrect feedback text box
10. Type in the correct feedback text box
11. Click “Save changes”

The sun, cloud, and lightning are all terms related to measurement.

Answer: OTrue
O False

( Submit

Faster question making

When creating questions of the same format there is a fast
trick.

+Click the edit icon for an existing question
*Change the name of the question
*Change the details of the question

+Click “Save as a new question”
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Adding Questions to Your Quiz

Now that you have created questions, you need to add them to a quiz.

' Info | Results | Preview l Edit |
Quiz  Questions  Categories Import  Export

1. Click on the “Quiz” link in the Edit tab Action Question 1
* Look at the right side for the questions “awdx O Introduction
. . = '
2. Click on the blue double arrowhead beside the RS S p"’"‘"‘.’“ md'Capnals
“awdx O Canadian Regions
Introduction question «arax O Tourist destinations
« The question is now in the quiz dnaaiaduh— Geographic categorization
) Select all / Deselect all
3. Select the checkboxes for all of the questions With selected:

( 4 Add 10 quiz ) ( Delete ) ( Move 10 >> )

you wish to move

4. Click the button “Add to quiz”

Questions in this quiz
Order # Question name Type Grade Action
1 Introduction Q AT »
t + Provinces and Capitals £ 2% N
t Canadian Regions S AT M
t Tourist destinations = A% »
t Geographic categorization s 1 3" »
Total:4
Maximum grade: 10 9
Sm changes |

In the questions in this quiz area, change the maximum grade to match the grades.

There are many options to be explored here.

(Turn editing offj

5

6

7. Click the “Save changes button”

8. Click the “Update this quiz” button

9. Click the “Save and return to the course” button
10. Click the “Turn editing off” button

11. Locate the quiz and click on it

12. Click the “take the quiz” button (It may appear as preview to the editing teacher.)
13. Complete the quiz

14. Click “Submit All and Finish”

15. Return to the course
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SCORM

Although there are over 300 SCORM learning objects at the ROLLR repository, it only takes a
few basic steps to add some of them to the LINC courseware at edlinc.ca As the ROLLR
repository grows, this will be an excellent skill to have for the future.

SCORM learning objects from ROLLR
Log in to the ROLLR resource

Search for the object

Review the object

Download the object

Load the object into edlinc.ca course

‘ ROLLR.ca
ingest Object
':j Home Sweet Home « Items in this collection

) Housing in Canada

e 2-1-1 Community Services Information
@ Invitations e 2-1-1 Quick Facts
¢ A Dream Job
o AMemo or a Letter
’ ‘

Locating a SCORM object in ROLLR.ca

There are two main ways for locating a SCORM learning object at ROLLR. The first
1s to browse the complete list by title. The second is to use the Advanced Search
feature.

Home About Advanced Search Browse Links

1. Surf to rollr.ca
2. Click the “Login” link Contact Login
3. Login using your username and password. (Click the

Register link if you don’t have valid login credentials.)
4. Click on the “Browse” link
« Alist of over 300 SCORM learning objects appears E
5. Locate a resource by title Ingest Object

. vl in thi llecti
« Note that the Descriptors page appears as: SUSIR SRR SShe

6. Click on a learning object o 2-1-1 Community Services Information

e 2-1-1 Quick Facts
e A Dream Job
o AMemo or a Letter
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 The learning object appears

 There are 4 sections:

I. A SCORM player previewing the
contents of learning objects

II.  Hyperlinks to the activities

III. MetaData - contains keywords and I

information, e.g. Canadian
Language Benchmark data

IV. Detailed List of Content - use this
section to download the learning

: 2-1-1 Community
object
) Services
Information
e 2-1-1 Community Services Information . v;m ;:‘:;,W&
II o 82-1-1 Community Services Information A
o [J2-1-1 Community Services Information Ex. 1
e [J2-1-1 Community Services Information Ex. 2
o [02-1-1 Community Services Information Ex. 3
e  [12-1-1 Community Services Information Ex. 4
e [O2-1-1 Community Services Information Ex. 5
MetaData
III title 2-1-1 Community Services Information
language eng-CA
Students read about the 2-1-1 community
description a variety of questions on what the service |
subject ESL
subject LINC

IV Dublin Core Record for this object View

subject LINC4

subject Community and Government Services
subject reading

subject CLB4

subject 2-141

subject 1

subject telephone service

subject municipal

Download ) 1

fvariwww/htmldrupal/sites/default/files/SCORM
staging/NMLT.LOs.update.16.09.2010 View ¢
fcomm.services.info.SCO.zip

Download

Fedora Object-to-Object Relationship Metadata View (ﬁcload t
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™ Opening var, e, e, drupa, sines defoch, fes, SC

You have chosen to open
7. Click the “Download” T MLTAOS mpdane. 16.09.2910_comm services e SCO0 Hip
« button beside the “.ZIP” file el
8. Save the file as your computer requires Vst shovtd Povien do wih 0%s B2
» Make a note of the SCORM LO location é':":" =
9. Surf to your course home page e R —

10. Click on the “Turn editing on” button

11. Locate the Topic where you want to add the activity (o) &5
12. Click on the option “Add an activity”

13. Click “SCORM/AICC”

14. Type in a suitable title in the “Name” text box

15. Type in a suitable description in the “Summary” text box (Tum editing on)
16. Click the button “Choose or upload a file...”

General | Add an activity...
‘Assignmenu
Name®  txtra Activity Advanced uploading of files
mmary* Online text
Summary* @ Upload a single file
Offline activity
{_Trebuchet # e &) 3 g 3 Certificate
EEIN M1 SERie By —~Jws Chat
Choice

This is an extra activity if you have more time. Database

Forum

Clossary

Hot Potatoes Quiz

Path: body Lesson

=) Quiz
SCORM/AICC

Wik
(_Choose or upload a file .. ) [Md an activity... »

Package file* @

17. Click “Upload a file”

18. Click “Browse”

19. Locate and the file on your computer (you just downloaded it in Step 7)

20. Click on the button “Upload this file”

21. Locate and the file on the LINC courseware file directory

22. Click “Choose” (next to the file name)

» The Editing SCORM page appears. There are several options available, select
based on your needs.

24. Click the button “Save and return to course”

25. A link to the SCORM activity will appear on the course home page, similar to
the one here: @ Extra ACtIVIty
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Advanced Search

repository ofionlinellanguageilearning resources

Home About Advanced Search Browse Links

1. Login to ROLLR
) Ccl’.gf © hO“A anced Search” ik Advanced Search
. 1CK on the varnce earc m Use the form below 10 juct a t sed

« A search feature appears as at right search of ROLLR SCORM objects.
Title )
3. Choose the “title” drop-down
Search ROLLR 4. Choose one of the options as left

 There are two more options that —
(Tive 4]  canbe combined in a more Subjet 3
Title complex search with and/or ’
Creator | options to refine your search )
Description 5. Click the “Search” button w‘ = .
Date CSubjecyms)
Contributor
Identifier Cooma)
| Language e
Publisher -
Rifhts
Format ROLLR Search Results
' Source + On the right, tags appear that can
Coverage expand your search * subject
| :elatlon « On the left the learning objects links ~ * CLB3 66
F:ﬁeText . appear e LINC 66
6. Click on the SCORM object ¢ LINC3 65
- hyperlink to access this page e ESL 62
e reading 40
¢+ PID nmit-1622 * listening 30
title Occupational Conversations » CLB4 29
contributor Citizenship and Immigration Canada e women 13
subject ESL, LINC, LINC3, Employment, reading, CLB3, wt ¢ Canada 12
type oncab.ulary o safety 12
2 PID nmit:1623 * contributor
title Older Workers: Ready for Change? o Citizenship and
enntribitar  Citizanchin and Imminmtinn Canada Immigration Canada
66

7.Repeat from Step 7 on Page 3.
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Adding a Text Page to Your Course

This section explains how to add an original text page to your LINC courseware. These
webpages are created within the LINC learning management system(Moodle). They differ
from webpages as they do not include all of the attributes of an HTML page.

Composing a Text page

Adding a text page is simple - just follow the steps below.

Surf to your course home page

Click on the “Turn editing on” button
Locate the Topic in which you will place the link (Tum editing on)
Click on the option “Add a resource”

O N

-~
Click “Compose a text page” [ Add a resource... B
. N ote that there are three sections required to create Add a resource...

a text page in the LINC courseware. Insert a label
Compose a text page

Compose a web page

Link to a file or web site
Display a directory

Add an IMS Content Package

General
Name* ||
Summary @
_ Tebuchet o) 1 8| gt BZ US 2 B oo
EEIE M S5 iy —Jwmow QODoOGH © @

« The first section, “General” is the descriptor section.

6. Enter a descriptive name for this website “An email to My Prime Minister”
7. 'Type this summary “This is an email from me to my Prime Minister.”

« In the second section, “Compose a text page”. Note that there is no toolbar
for formatting your document.

Four options are available below the Compose a text page editing area.

Moodle auto-format: best for newbies - it automatically

makes hyperlinks and some other formatting,

' N
HTML format: Assumes you are making a pure HTML Moodie-auto=format
document from your own code. | Moodle auto-format

HTML format

| Plain text format
Markdown format: Creates XHTML pages from your text. Markdown format

Plain text format: Displays exactly as typed.
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8. Type in text to be displayed as typed. Note the URL or web address at the bottom
and the emoticon at the end of the first paragraph.

Compose a text page

Full text* @ |[Dear Madame Prime Minister:

Lorem ipsum dolor sit amet, consectetur adipiscing
olit, Sed vestibulum oleifend posuere. Curabitur
consectetur facilisis ante, a ultricies urna placerat
placerat. Pellentesque cursus eros ut est porttitor im
lobortis purus pharetra. i=)|

Donec non ligula elit, st amet dapibus metus. Aescan
porttitor velit id felis tempor congue. Cras noa velit
quam, ac rutrum arcu. Suspendisse potenti. Ut vitae
lacinia magna. Pelleontesque ot lacreet ipsun.

Puis faucibus ormare pulvinar. Duis ac nisl neque, sed
tristique lacus. Sed fringilla enim ac justo
adipiscing tempor. Cras a iaculis quamn. Pellentesque
diam massa, luctus sit amet tempus i{n, pharetra ecu
sapien.

yours,

Tanya
www.edlino.ca

Format @ | Meodie auto-feemar 13

9. Select Moodle auto-format

10. Choose Window display options C Save and displ ay)
11. Click on the “Save and Display” button

» Note: the emotion displays as does the hyperlink

« The following screen shots are representations of the four display options

Moodle auto-format

Dear Madame Prime Minister:

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Sed vestibulum eleifend posuere. Cul
consactetur facilisis ante, a ultricies urna placerat placerat. Pellenesque Cursus eros ut est gx
lkobortls purus pharetra, &

Donec non ligula elit, sit amet dapibus metus. Aenean porttitor velit ki felis tempor congue. Ci
quam, ac rutrum arcu. Suspendisse potenti. Ut vitae lacinia magna. Pellentesque et lacreet ip

Duis faucious omare pulvinar. Duis ac nisl neque, sed tristique lacus, Sed fringila enim ac jus!
tampor. Cras a laculis quam. Pellentesque diam massa, luctus sit amet tempus in, pharetra et

yours,

Tanya
www.edlinc.ca
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HTML format
Dear Madame Prime Minister: Lorem ipsum dolor sit amet, consectetur adipiscing elit. Sed vestibulum
eleifend posuere. Curabitur consectetur facilisis ante, a ultricies urna placerat placerat. Pellentesque cursus
eros ut est porttitor in lobortis purus pharetra. & Donec non ligula elit, sit amet dapibus metus. Aenean
porttitor velit id felis tempor congue. Cras non velit quam, ac rutrum arcu. Suspendisse potenti. Ut vitae
lacinia magna. Pellentesque et laoreet ipsum. Duis faucibus ornare pulvinar. Duis ac nisl neque, sed tristique
lacus. Sed fringdla enim ac justo adipiscing tempor. Cras a iaculis quam. Pellentesque diam massa, luctus sit
amet tempus in, pharetra eu sapien. yours, Tanya www.edlinc.ca

Plain text format

Dear Madame Prime Minister:

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Sed vestibulum eleifend px
consectetur facilisis ante, a ultricies urna placerat placerat. Pellentesque cursus ert
lobortis purus pharetra. :-)

Donec non ligula elit, sit amet dapibus metus. Aenean porttitor velit id felis tempor
quam, ac rutrum arcu. Suspendisse potenti. Ut vitae lacinia magna. Pellentesque e

Duis faucibus ornare pulvinar. Duis ac nisl neque, sed tristique lacus. Sed fringilla e
tempor. Cras a iaculis quam. Pellentesque diam massa, luctus sit amet tempus in, |

yours,
Tanya

www.edlinc.ca

Markdown format
Dear Madame Prime Minister:

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Sed vestibulum eleifend pc
consectetur facilisis ante, a ultricies uma placerat placerat. Pellentesque cursus erc
lobortis purus pharetra. ®

Donec non ligula elit, sit amet dapibus metus. Aenean porttitor velit id felis tempor |
quam, ac rutrum arcu. Suspendisse potenti. Ut vitae lacinia magna. Pellentesque e

Duis faucibus ornare pulvinar. Duis ac nisl neque, sed tristique lacus. Sed fringilla e
tempor. Cras a iaculis quam. Pellentesque diam massa, luctus sit amet tempus in, |

yours,

Tanya www.edlinc.ca
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« Click on the “Save and display” button (to try this yourself) (Upda(e this Resource )
« Decide on the format that suits your needs

12. Click on the “Save and return to Course” button
13. Click the “Turn editing off” button
 The link on the course home page appears as below

( Turn editing off )

An email to My Prime Minister

LINC COURSEWARE | STAGE 3 MANUAL 110 STAGE 3 - EDITING TEACHER...



. learniT2teach.ca

Adding a “Web page” to Your Course

This section explains how to add an original web page to your LINC courseware. These
webpages are created within the LINC learning management system, (Moodle). They are
web pages in the sense that they include all of the attributes of an HTML page.

Composing a Web page
Adding a web page is simple - just follow the steps below.

1. Surf to your course home page

2. Click on the “Tl.lrr.l editi.ng on” bl.lttOI’I . (Tum editing on )

3. Locate the Topic in which you will place the link

4. Click on the option “Add a resource” | Compose a web page 3

5. Click “Compose a web page” Add a resource...

hat th h . red Insert a label

 Note that there are three sections required to create Compose a bext page

a webpage page within the courseware. Compose a web pag
Link to a file or web site
Display a directory
Add an IMS Content Package

Name* || |
Summary @

Trebuches B e ) D ug @) B7US & B oo
EEIW M SERE B —Jemse QOGP © @

« The first section, “General” is the descriptor section.
6. Enter a descriptive name for this website “Canadian Tip Sheet”
7. 'Type this summary “This tip sheet will provide facts about Canadian governments.”
8. In the second section, “Compose a web page” enter content relevant to your
course.
Compose a web page
Full tet* @

 Sortmatet ipm 3| g 8B 7 U0 E& %Y B) 0>
FEIM v SIERE {N ~Iwee QOogoePR 0o B

Canadian Government Tip Sheet #4

o Lorem ipsam dolor sit amet, consectatyr adipiscing elit,
o Etiam id dul neque, eu placerat ercs.

* Suspendisse sed quam nec mawris aliquet posuere.

* Maecenas porta massa non erat placerat tempor.

a e lassnnt snabimw b Ao lommardind o rubdnnr Al et d o
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9. In the section below, “Window”, describe how your window will display when the

link 1s clicked. Wing

Window | vew wndow 3}
Show the course blocks”
Alow the window to be #

reszed’
Alow the window to be

scrolled”

Show the directory links*
Show the location bar’
Show the manu bar
Show the tcobar”
Show the status bar’
Deofault window width fn a0
pixels)”
Default window height fn sco
pixeis)

Common module settings

Visible | srew i3]
ID number @

SIve and (LN 10 (Gurie Sawe and apiay Canced

10. Click on the “Save and display” button ( Save and display)
11. Preview the web page as it will appear to the students

« If the window does not appear as you desire, close the window
12. Click on the “Update this Resource” button (Upd ate this Resource )
13. Make alterations such as add a scroll bar...

14. When satisfied, Click on the “Save and return to Course” button

15. Click the “Turn editing oft™ button

« The link on the course appears as below (Turn editing off)

Canadian Tip Sheet

Why compose a webpage not a text page in Moodle?

Web pages are great for creating documents in Moodle that have visual appeal. Many
of the tools offered by a standard word processor are available within the web page
authoring environment. Text pages are best for stripped down text documents. This
would be useful if one were teaching computer programming.
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The Web Page Editor Toolbar

Adding a link to a web resource is simple - just follow the steps below. The resource
can be text, audio, video, animation or a mixed media Flash resource.

Fontface Character size Style
(font) l Size 3 is normal l (Heading) l
_ Trebuchet o] 1@8pt) & u

?sa% ", 1| S I Toﬁ

Left/Center/Right /Full Text direction Bulleted Paragraph Text Fill

Justification Left to right lists Indenting colour colour
or
Right to left
Language Text Subscript Import  yndo
awributes superscript Word  redo
l l ~| l
2 .

Emoticon
Anchor
link Break Smile | SeCich  Use  Larger
Insert And HTML
hyperlink iew
table Replace  code
Insert Insert
Horizontal image Insert
line Special
character
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Composing a “Web link” on Your Course Home Page

This activity provides the mechanics of adding a link to a web resource for your
LINC courseware. The featured items are element descriptors and display settings.

Adding a Web Link

Adding a link to a web page or web resource is simple - just follow the steps below.
In the first example, we will link to a web page. In the second example, we will link to
a digital book at a website.

(Tum editing on)
1. Surf to your course home page
2. Click on the “Turn editing on” button Add a resource... 2 L
3. Locate the Topic in which you will place the link Add a resource...
. . « 5 Insert a label
4. Click on the option “Add a resource Compose a text page
5. Click “Link to a file or website” Compose a web page
. Link to a file or web site
« Note that the Descriptors page appears as below. Display a directory
' Add an IMS Content Package
Genoral
Name* |
Summary @
St )i S0 Ny Bs/08F %" Y 0o
EXEIN v EERE By ~Jwsw QDGR © @

« The first section, “General” is the descriptor section.

6. Enter a descriptive name for this website “Canadian Encyclopedia”

7. 'Type this summary “The Canadian Encyclopedia Contains more than 20 000
articles written by expert contributors from every part of the world.”

8. In the section below enter the web address as pictured here. (include http:/ /)

http://

Link to a file or web site

Location mitp:/ fwww.thecanadianencyclopedia.com

Topics at your courses are the long rectangles in the middle portion of the
screen. They usually have LINC themes as headings.

T — ———
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9. Do not Click on the “Choose or upload a file...” button

10. Click on the “Window” option

11. Select “New Window”

« Ignore the Force download option for basic web pages
12. Click on the “Save and return to Course” button
13. Click the “Turn editing off” button

« The link on the course appears as below

Window

Force download @

Window | New window B
&) Canadian Encyclopedia

14. Click on this link
» A new window should appear as below
» Note the LINC courseware window is still visible in the background.

Yo o Gt rionte =
mm e T R e o VIR V) o
1Z-MONTH A Pt o bt
Qlly MO PINALTY QG BEATRMGTIONS AND FEES »
2.00% We have none.

Sregreey kT BeTAA S, N foen. Nemrsmuma. Noperalty for sary weha

The CANADIAN
Encyclopcdla /' The Encyclopadia of Music in Canada

......

e s ] o

WA

——w > .
D Canlie and “Vive e Quthee Libee™

Tt -

B OV udeumen T * Carada - Hatory Mol

Window options
Options such as toolbar hiding, window dimension and others are included in
the Window options lesson in topic 1 of this course.

I — B
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Adding an Internet Resource

Adding a link to a web resource is simple - just follow the steps below. The resource
can be text, audio, video, animation or a mixed media Flash resource.

Surf to your course home page (Tum editing on)
Click on the “Turn editing on” button

Add a resource...

Add a resource...
Click on the option “Add a resource” lcnim a label
om e a text
Click “Link to a file or website” cque aweb ::g:
Link to a file or web site
Display a directory
Add an IMS Content Package

1
2
3. Locate the Topic in which you will place the link
4
5

 Note that the Descriptors page appears as below.

General
Name* || ]
Summary @
Trebuchet ) e ) Mm@ BZ US = x B oo

EEIE v SEE G —Jese QODOSH © @

6. Enter a descriptive name for this website “Comic Con”

7. 'Type this summary, “Listening activity about ‘Comic Con’ from ESLpod.com.”

8. In the section below enter the web address as pictured here. (include http:/ /)

http://www.eslpod.com/website/flash_player.php?issue_id=8968788

9. Do not Click on the “Choose or upload a file...” button
10. Click on the “Window” option
11. Select “New Window” ¥ ( Show Advanced)

« Ignore the Force download option for basic web pages
12. Click the “Show Advanced” button

 The image on the next page shows the advanced window display options.
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Window | New window B
Show navigation® @  wo
Note: some media f
Allow the window to be resized” #
Allow the window to be scrolled” [
Show the directory links*
Show the location bar* ()
Show the menu bar*
Show the toolbar”
Show the status bar*
Default window width (in pixels)* 380
Default window height (in pixels)” 140

0O 0 0

O

| O

13. Enter the same setting as in the image above.

14. Click on the “Save and return to Course” button
15. Click on the “Turn editing off” button CTurn editing Off)
16. Click on the new link to the listening resource

&) ESL Podcast - English Cafe 250

» A new window should appear as below
» Note the LINC courseware window is still visible in the background.

S0 Fexir Prowdneas

A M M English as a Second Language Podcast - 7

2 http:/ fwaw.eslipod.com fwebsite/flash_play 1.7

me oy English as a Second Language Podcast
English Caté 250

{4 o 00:00:18 gy

Media you can link to

One can link to any conventional digital format through the Internet. A few
examples are PDFs, MP3s, Jpegs, Bitmaps, Flash Movies, spreadsheets

and word processed documents.

[ — e
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Adding a “Wiki” to Your Course

This activity provides the mechanics of adding a wiki to your LINC courseware.

Adding a Wiki

Adding a link to a web page or web resource is simple - just follow the steps below.

1. Surf to your course home page —
2. Click on the “Turn editing on” button CTum editing on)
3. Locate the Topic in which you will place the link
4. Click on the option “Add an activity” ( Add an activity E
3. Click “Wild . Add an activity...
« Note that the Descriptors page appears as below. ] Assignments
Advanced uploading of files
Online text
#Adding a new Wiki to topic 5@ Upload a single file
Offline activity
" Chat
"(Show Adsances Choice
Name* | Database
Summary* @ Forum
Glossary
Tetucrer S e ) Sley S B7us % W 0™ Yot Potatoes Quiz
EXEIN M SRR By ~Jwosw QDGR © @ Lesson
Quiz
SCORM/AICC
Survey

6. Enter a descriptive name for this wiki, e.g. “Levels of Canadian Government”

7. 'Type this summary “The governments in Canada are separated into four distinct
areas. As a class create a wiki to present this information that can be used as a
study guide for others and yourselves in preparation for the Canadian citizenship
test. Each student must contribute at least one five-sentence element to the wiki.”

A wiki is a web page that can be edited by all registered users. WikiHow and
Wikipedia are popular examples. These are great for encouraging collaborative
projects to produce a final product as well as task planning.

T — e
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General
"(Show Advanced )
Name® Levels of Canadiam Covernment
Summary* @
{_Jrebuchet Bxl('ﬂ) B~ B\WBBI & % X B oo

EEIE v SERie s —Jesw QOQSMR © @

The government in Canada are separated into four distinct areas. As a class
create a wiki to present this information that can be used as a study guide for =
other and yourselves in preparation for the Canadian citizenship test. Each :

shiadant sninh ab Lanst smmbmibobn nonm B onnbomonm olommmnb bo Sham amled

Path: body

8. Click Save and return to course.

('save and return to course )

+ The link in the Topics area appears as below

3] Levels of Canadian Government

9. Click on the “Turn editing off” button (Turn editing oﬁ)

10. Click on the “Levels of Canadian Government” wiki link

« This page (as you have seen in Stages 1 and 2) is divided into 2 sections. The

first is the instruction area and the other is the wiki editing area. The next few steps demonstrate
the editing area.

11. You may type in a prompt and organizer (table) or a title or simply leave this

area alone for the students to sort out.

12. Click on the “Save” button

Edit this page 'Levels of Canadian Government'

Try not to worry toc much about formatting, it can always be improved later.
Trebuchet B e 9 Wlig ) BI US = < B o0
EEINE v SEREE T —Lbwmse QOQGR O A

Path;
(]
Save

) (#review ) [ Cancel )
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