HEART /NSTA Trust 
LRDD/ Educational Technology Management Unit

Instructors’/ILO’s Orientation to Moodle

Workshop Agenda
~~~ January 5, 2024 ~~~
This sensitization is activity-based. Use the checklist to check your progress on the completion of each activity.
9:00am – 9:05am    Welcome 
9:10am – 10:20am Activities 1-7
	
	Activity
	Duration
	Completed 

	
	1. Review the Moodle Interface
	5 Mins.
	Y|_| /N|_|

	
	2. Logging and Editing profile
Login as user to see what they are seeing
	10 Mins.
	Y|_| /N|_|
	

	
	3. Prepare CSV file for Bulk upload of learners
Reset user’s password 
	 20 Mins.
	Y|_| /N|_|

	
	4. View participants for the course
Check the last accessed time of each participant
Send a group message to the Trainees/Instructor
	10 Mins.
	Y|_| /N|_|

	
	5. Create Groups and Groupings (same as the large class)
Add Enrolled Users to Groups
Put Groups in Groupings (same as the large class)
	 20 Mins.
	Y|_| /N|_|

	
	6. Hide and show activities 
7. Assign assignments/Test to specific groupings (same as the large class)
	5 Mins.
	Y|_| /N|_|

	
	
                                             10:25am – 10:35am ---- Break
10:40am – 12:20pm Activities 8-14
	
	

	
	8. Assign assignments to specific groupings (same as the large class)
	10 Mins.
	Y|_| /N|_|

	
	9. Using Chat Activity to have live discussions with trainees
	15 Mins.
	Y|_| /N|_|

	
	10. View discussions and assign ratings
	10 Mins.
	Y|_| /N|_|

	
	11. Review settings for Upload, Online Text and Offline Assignments 
	30 Mins.
	Y|_| /N|_|

	
	12.  Add and enable badges
	15 Mins
	Y|_| /N|_|

	
	13.  Activate activity completion for each activity
 Review and analyse completion report
	15 Mins.
	Y|_| /N|_|

	
	14. Review Activity Reports (send reminders for lagging assignments)
	10 Mins.
	Y|_| /N|_|


	
   1:05pm – 2:45pm  Activities 15 - 17
	
	

	15.  Creating quiz items
· Prepare/ review Notepad Template for upload to Moodle
· Upload questions from notepad template
· Adding 1 MC & 1 Essay/ short Answer Questions
· Create Assessment/ quiz link
· Add questions from bank to quiz link
	1 hour



	
	Y|_| /N|_|

	16. Mark Essay from quiz
	30 Mins.
	Y|_| /N|_|

	17. Review Activity Reports (send reminders for lagging assignments)
	10 Mins.
	Y|_| /N|_|






2:45pm – 3:00pm Question and Answer & Completion of Workshop Evaluation 
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