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Understanding the GUI (look) of Moodle 3.3  

Initial Step: Go to the Moodle site to add the assessment; example - http://etmu.heart-nta.org  

Each MOODLE site is made up of Blocks and Links which allows the users to get certain jobs 

done. In the new Moodle 3.1 and above, go to the gear icon to edit settings for the page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on the arrow beside the gear icon, to get additional options in the drop-down menu that 

appears. 

The options for the A above represent the menu for Course Category Settings, and B represent 

options for Course settings. 

Please note that the location of the gear icon may differ slightly due to the type of theme being 

used for Moodle. 

 

Theme* - The template that determines the appearance and layout of the site. 

Course Category Settings Menu Course Settings Menu Options 

A B 
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Create Site Categories and Programmes/ Courses 

This can only be done by Administrators, Managers or Course Creators 

1. Click on the Assessment Only Category/ Link 

on the front page of your institution’s Moodle 

Site 

2. Select the gear icon for Course Category 

Settings (OPTIONAL go to bullet 4) 

3. Click Add a subcategory and create a category 

for the industry in which the programme will 

fall (another subcategory can also be created for 

the sector as well) (OPTIONAL, go to bullet 4) 

4. Create a NVQ Programme by clicking on the 

Add a new course button 

5. Complete the settings for the course 

6. Click Save Changes, then continue to Course 

 
 

Create Categories for Questions –Units and Taxonomies 

1. Select the programme / course, if you are not yet in the 

course or if it has not yet been selected 

2. While in the programme go to the Course settings gear 

icon, and click arrow 

3. Click More at the bottom of drop-down list 

4. Under the Course Administration tab 

5. Go to the Question Bank section 

6. Select Categories 
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7. Create a category for each unit UNDER the course category. The course 

category will appear in Parent Category field (See example below) 

8. Add name of unit in Name field 

9. Click Add category button 

10. Create categories within the unit, as subcategories, for the six Taxonomies where 

the questions will fall (see example below) 

i. Knowledge  

ii. Comprehension 

iii. Analysis  

iv. Application 

v. Evaluation 

vi. Synthesis 

11. Click Add category button 

12. Repeat until all taxonomies have been created for each unit 
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Add / Upload Questions to Question Bank based on Categories 

To do this section, you should have created the notepad .txt file with questions (see last page of 

this document for instructions) 

1. Click Import tab, within the Question Bank section 

 

 

 

 

 

 

 

2. Check the file format for the 

Aiken Format option 

3. Under General,  beside 

Import Category field, select 

arrow to get the category to 

add questions to (see options 

selected below) 

4. Import the NOTEPAD (.txt) 

file 

a. Use choose file and find 

the file where it was 

saved  

b. Drag and drop file in 

import area  

5. Click the Import Button 

 

 

 

 

 

 

 

 

 

 

NOTE: 

1. If questions are uploaded well, it will let you know how many 

questions have been uploaded 

2. Go to Questions tab to see the questions added under each category 
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Create an Assessment Link in programme/course 

1. Go to the Programme/course that the assessment will be 

done  

2. Go to the Course Settings icon and select Turn Editing On 

 

 

 

 

 

 

3. Name the topic or week appropriately by clicking on pencil icon (see image below for 

example) 

4. Select Add an Activity or resource 

5. Look for and choose Quiz from the list and the click Add 

 
6. Fill in the areas as seen below, this will determine how the quiz/ assessment will 

operate 

 

 

Maximum grade (when test 

is edited) must be more than 

figure here 
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79 % 

etc 
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7. Select The Response based on Grade Boundary, whether it will be you have attained 

a tentative Range 5-1 which will need verification. 

8. Select Grouping if needed 

9. Save and display or Return to course 

10. Your Assessment Link is now created and ready for Questions to be added from 

the Question Bank 

 

Add Questions to Assessment / Quiz Link 

6. After creating the assessment link above, the link will show this: 

 
 

7. If no questions have been added yet THEN click the Edit Quiz button (see above) 

to add questions 

 
8. Click the arrow beside Add to add questions from Question Bank or create new 

question or add questions randomly 

9. You will now be able to select questions from various categories.  

a. Example according to picture below, I can select the main category 

(programme) and choose questions from the programme, unit or the taxonomy.  

 

Write an introduction for the quiz. 

A user will see the introduction 

immediately after clicking on the 

quiz name. They will see this 

description before they click on 

the "Attempt quiz" link and thus 

before the quiz timer is started (if 

used). This is a good place to 

include any special instructions for 

taking the quiz like the number of 

attempts allowed, time limit or 

scoring rules etc. 
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10. You can chose which questions to add to the quiz by checking the box beside the 

relevant question and you can preview the question in full by selecting the 

magnifying glass with +. This can help you to determine how that question should 

behave. 

i. Click on the magnifying glass with + to see what the settings look like 

 

11. Once all questions have been selected, the page will now appear as seen here: 

 
 

12. You can Add more questions by Units and Taxonomies 

a. You can edit each question to add images for questions 

b. You can edit each question to adjust the settings (example, some questions 

should not be shuffled or they will affect the answers) 

c. You can also add new questions to the bank! 

 

13. Questions each have a score; some questions may be worth more than 1… 

 

14. Maximum Grade must match with total marks given for all questions 

a. Example: For the 4 questions above, there is 1 mark each so Maximum they 

can get is 4 marks! 
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Add More Questions after you think you have finished 

1. Go back to the Assessment Link that was created 

2. Click gear icon, for edit settings, you can: 

a. Edit settings of quiz: to change how you expect quiz to operate such as 

Change dates, time, password etc 

b. Select Edit Quiz to: 

i. Add more questions, based on categories  

c. Select Preview to look at how the quiz works  
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Assign Groups / groupings to Quiz 

 Create Groups and add users 

1. Select gear icon on course page for Course Settings 

2. Then select More 

 
3. Then select Users tab 

4. Go to Groups 

 

 

 
5. Select the Create Group button, to create the group (example, Tourguidemorning) 

6. Select newly created group, THEN Click Add/Remove users, to add new users to 

the group which was created 

a. NOTE: If there are no users added to the course you will have no one to add to 

the groups 

 

Create Grouping and put groups in Grouping  

1. Go to Groupings Tab, create Grouping (which is similar to a class) 

2. Put group in Grouping 

3. Grouping can now be assigned to the Quiz  
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Assign Groupings to Quiz 

1. Go to Assessment/Quiz link on Course page 

2. Click gear icon to go to Editing Settings 

3. Go to bottom of page that appears and click 

Common Module Setting 

4. Select the grouping to assign to the quiz 

5. Check Only this grouping will see 

6. Save changes 

 

 

 

Retrieve Grades and Export Assessment Results 

1. Go to the  Course in which Assessment is in 

2. Select the Assessment/Quiz link on Course page 

3. Click gear icon to go to Editing Settings 

4. Go to Results 

5. Then select Grades 

1. You can also go to Responses OR 

2. Manual grading to grade an essay or a short answer etc 

6. Click on the specified assessment in Grades list, to view Results 

7. Download in Excel Format 

 

 

SETTINGS FOR MOODLE NOTEPAD QUIZ TEMPLATE: 

1. Use the Moodle Notepad Quiz Template; design your Multiple Choice or TRUE & FALSE 

questions. 

2. Follow the example seen in the template 

3. Do not use numbers for the questions 

4. Do not press enter for the question. ** If it 

is long just continue typing until it wraps 

itself. 

5. Add additional until you cover the 10 

questions. 

6. Save as Name of Quiz. 

With Encoding UTF-08 

 

THANKS FOR YOUR TIME!! 


