Quick Start with EQUHK Moodle
(for Staff)

Moodle Help : https://www.lttc.eduhk.hk/moodle/help-staff

>>> GETTING STARTED
1. Moodle - Login Moodle

2. Moodle - Find Your Course

>>> HOwTO

3. Moodle - View Course Users
4. Moodle - Upload Content Materials
5. Moodle - Set Up Activities

6. Moodle - Post Course Announcement

7. Turnitin - Create a Turnitin Assignment
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1. Moodle - Log in Moodle and Set up Microsoft Authenticator
App

=z een  EJUHK Moodle
W of Hong Kong. =

AHome  @Dashboard  EHCourses  fEvents A

Safari Firefox Chrome Edge ™
Mozilla Google Micrasoft

Open the Moodle website via Google Chrome, Firefox, Edge or Safari. For better
performance and loading speed, it is recommended to use Google Chrome or Mozilla
Firefox to open Moodle. Moodle URL: https://moodle.eduhk.hk/

@ Q QEnglist (en) Login

=z e=eon EJUHK Moodle —

The Education University
- o Hong Kong

Click ‘Log In’ button and using your EAUHK account via the Microsoft Authentication
App to login. If you have already set up the Authentication app, you may ignore this
step.

B® Microsoft
Sign in

Email, phone, or Skype

Change/Reset Password | Personal Information Collection

Statement

Q Sign-in options.
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To set up and enable your Microsoft Authenticator App, you need to download the
Microsoft Authentication App and follow the instruction from the app.

Keep your account secure

Microsoft Authenticator

a Start by getting the app

L 4 On your Ll the Microsaft Autt

On Microsoft Authenticator App, select work or school account to sign in, choose
scan QR code or sign in from your mobile.

B Microsoft =. Microsoft
Sign in € Ittcstdn10@s.eduhk.hk

Ittestdn 10@s.eduhk hi| Enter passwo rd

Manage Passwords

et essssssessd |

Change/Reset Password | Personal Information Collection

@, Sign-in options

Input your email address and password, allow the app to send a number for verification.

Microsoft Authenticator

v Let's try it out
Approve the nofification we're sending to your app by entering the number shown below.

42

Back

Lwant to set up a different method

Type the timely presented number on the screen to the app and it will direct you back to
Moodle site.

Notes 1 : If you forgot the password or ‘User ID/Password is incorrect’ is presented please visit Password
Change and Reset | OCIO.

Other Information Link: MFA on Microsoft 360 (link)



https://www.eduhk.hk/ocio/password-change-reset
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2. Moodle - Find Your Course

There are 4 ways to find your courses:

E [ ] ‘- @ Engiish (en) sTuDENTerme

mm senin  EqUHK Moodle

-= The Education Usiversity

aftoay Kong

MAyHome @ Dashboard | BB courses | EEvents «” Full screer

For Students « For Staff

- Guidelines for Using GenAl Tools (for
Students) Staff)

« Guidslines for Using GenAl Tools (far

() Past Courses (vz023)

+ Moodle User Guides/ FAQs + Moodle User Guides/ FAQs

System Announcement

+ Workshops

« Student Handbook

+ aPortfolic

+ Student Evaluation of Teaching
« Leaming & Teaching @ EJUHK
- Copyrightin Education

« Personal Information Collsction

Statement

« Warkshops

+ L&T Handbook

+ VeriGuide

+ Student Evaluation of Teaching
+ Leaming & Teaching @ EQUHK
+ Copyright in Education

« Persanal Infarmation Collection

Statement

My courses
Search bar on the top — Enter your course CRN, course name or academic year would
be helpfulin search.

Courses button - It will take you to Course Overview to show your courses.

My course button - It will take you to Course Overview to show your courses.

My courses section at the bottom — It will show to you newest course and teacher for a

quick review.

Notes 3: Generally, new Moodle courses will be available around 6 weeks before a new semester starts.

Notes 4 : Moodle courses will be automatically updated twice a day. For the add/drop conducted before
12:00 noon, it will take effective in Moodle at 3:30 pm on same day. If add/drop conducted after 12:00
noon, it will take effective on next day.
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3. Moodle - View Course Users

A& > Courses > Student Orientation Programme > Participants

v Home
@ Dasnboard
Course Setti Paticipants  Glades  Reports  More w
>5\|935255
> Prafile
~ My courses Enrolled users - m
@ More
v Courses
v Student Maich | Any ¢ | Select
Orientation Programme
S 5 participants found
blogs
Fiotname il 2 5 ¢ D E F G M 1JKLWHNOFGQRSTUVW X v
@ Notes
Lastname W . 5 ¢ 0 E F 6 H LM F F u X z
f Badges First name
I Last name
= Competencies o Email address Roles Groups Last access o course Status
@ Grades - - - - - -
3 Genacal 0 TAIl for Admin Support # No groups & 138 days 2 hours EZde 7 @
> Course g LrTC sTUDENTO! lttestdn0 1@eduhik hk Student # Mo groups # 1 day 4 hours Ego 7 o
Information
o SL LTTC STUDENT0Z Ittcstdn02@eduhk hic Student # N groups # 269 days 4 hours Egeoe 7 ©

On the course page, click ‘Participants’. All participants’ info, role and last access time
will appear on the course page.

Note 5: For adding a TA role as admin support to your course, please seek approval from your Department
Head along with the details of your course (e.g., course name, course ID and CRN) to the eLearning
support team via email.

Note 6: The student list in Moodle updates automatically twice daily. Add/drop requests submitted before
12:00 PM will take effect the same day around 3:30 PM. Requests submitted after 12:00 PM will take
effect the following day.

4. Moodle - Post Course Announcement

v General ¢

q'&'p Course Announcements (A1) #

On your course page, under General, click ‘Announcements’ button.
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Course Announcements (‘A &1#)

General news and course announcements

Search forums Q Add discussion topic

Subject L ]

Message Edit View Insert Format Tools Table Help

9 ¢ B I AveLy HBHNG® ks g ;

1]
1]
Wl
Za
]
il
il

Click ‘Add discussion topic’, then type the notice subject and message.

Click ‘Post to forum’.

Note 7: Course Announcement is a special forum created in each Moodle course by default. It is used for
teacher(s) or TA(s) posting news and announcements to all course participants. The participants will
receive an email of the message after you post. Students cannot post or reply to in the course

announcement.

5. Moodle - Upload Content Materials

B Courses @ Events s5a This course HIll @ Tum editing on

M > Courses > 1 Programme

Course  Settings  Participants ~ Grades Reports ~ More »

HH Courses g Events &%a This course I Tum editing off i

On the course page, click ‘Turn editing on’ button to switch on editing mode.
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nnouncements ,

+ Add an activity or resource

To simply upload materials, drag and drop the file(s) to the selected section box, place
it to ‘Add an Activity or resource’ icon (@) Drop file(s) and then release the mouse click.

for student 4.5 # @
<+ Add an activity or resource & Edit settings
<4  Move
® Availability ?
Progress * @ Duplicate
&» Assign roles
Quick Start with EdU... e -
e AdA an astivit ar rasaless

The page will show the progress of the uploading file(s). To edits, you may edit by
clicking the button next to the materials to change the name, appearance, completion
conditions... etc.

Remember to turn off edit mode when you finish editing your course page.

.. Add an activity or resource ®
Add an activity or resource
Search
‘ Search Activities
("]
Activitie Resources m D 0 Wi e ®
IMS content Text and media
Book File Folder package Page area
N [ w e w0 w0 w e w0 0
(A = 3
Assignment Attendance @7
URL
% 0 %t 0 I

Other Resources from the menu tabs, will provide you other options to upload different
upload materials such as Text and media area and URL.
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Add an activity or resource ®

O Fie
The file module enables a teacher to provide a file as a course resource. Where possible, the file will be displayed

within the course interface; otherwise students will be prompted to download it. The file may include supporting
files, for example an HTML page may have embedded images.

Note that students need to have the appropriate software on their computers in order to open the file
Afile may be used

To share presentations given in class
* To include a mini websile as a course resource
To provide draft files of software programs so students can edit and submit them for assessment

B More help(2

Note 8: The information button provides details about each function, helping you choose the one that

best suits your needs.

6. Moodle - Set Up Activities

B Courses @ Events s5a This course HIll @ Tum editing on

M > Courses > 1 Programme

Course  Settings  Participants ~ Grades Reports ~ More »

ey . . ' "
HH Courses @gEvents &%a This course I O Tum editing off

On the course page, click ‘Turn editing on’ button to switch on editing mode.

+ Add an activity or resource

Find the ‘Add an Activity or resource’ icon to add activity and resource.

Add an activity or resource ®

Search

Resources

.‘,. 2 Q (9}

Assignment Altendance BookRoll BR Analysis Tool Chat Choice
@ e w0 R : ] @ @
- — .
= o ® i = i
Database Feedback FeedbackFruits Forum Glossary Group chaoice
w w0 w0 w0 hea : ] fea : ]

@ 4] £ S S =

Panapta Student

H5P Journal Lessan ‘Submission Panopto Videos Questicnnaire
b ] w0 w0 e ] fg : ] w0
. an

te jn - =] 7] <

SCORM Tumitin

Quiz Soheduler package Survey Assignment Wik

b : ] w0 w0 e w0 w9
]
Workshop Zoom Meeting
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Select Activities from the pop-up window. You may add different activities based on

the course interest. Remember to turn off edit mode when you finish editing your course
page.

7. Turnitin - Create a Turnitin Assighment

BB Courses  EHEvents g This course Il  Tum editing on

M > Courses > 1 Programme

Course Settings Participants Grades Reports More «»

HH Courses @ Events &%a This course HIl & Tum editing off |8

On the course page, click ‘Turn editing on’ button to switch on editing mode.

+ Add an activity or resource

Find the ‘Add an Activitiy or resource’ icon to add activity and resource.

Activities Resources

Assignment Attendance BookRoll BR Analysis Tool Chat Choice
w0 w0 w0 w0 w0 w0
S o © @ W =
— qwr = 8
Database Feedback FeedbackFruits Forum Glossary Group choice
w0 v 0 w0 & 0 & 0 v 0

¢ '3 .3 j=
@ # 2

Panopto Student
H5P Journal Lesson Submission  Panopto Videos  Questionnaire
w0 w0 w0 w0 w0 w0
o — an
5y

o = S a8 o) <

SCORM Turnitin
Quiz Scheduler package Survey Assignment Wiki
w0 w o w0 w0 w0 w0
.o
2

Workshop Zoom Meeting
¥ 0 w0

Creating a Turnitin-Moodle Direct assignment which links an activity in Moodle on
Turnitin. Once linked, the activity allows instructors to assess and provide feedback for
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student's written work using the assessment tools available within Turnitin's Document
Viewer.

New Turnitin Assignment

~ General

Tumitin Assignment Name

4 ¢ B I A2 BEH® Mur & i I = = g% == == B
Owords  Build wit
() Display description on course page
[Submission Type (1] File Upload *
INumber of Parts 14
Maximum File Size Site upload limit (100 MB) ¢
JAllow submission of any file type? No &
Display Similarity Reports to Students Yes ¢
Grade Display Show grades as Fraction (e.9. B3/100) #
lAuto Refresh Grades / Scores YYes, automatically refresh similarity scores and grades $
Type the assignment name and list your submission requirements.
@ Assignment Part 1
Name o ‘ Part 1 ‘
Start Date 22 % ‘August :H cheHMc‘ﬁ
Due Date ‘293 ‘August =H eH‘ISeHM%‘@
Post Date ‘29: ‘August eH =H16=H41=‘ﬁ
Max Marks 100

Set the assignment start date, due date and post date.

Note 9: Post Date in Turnitin is the date after which your marks and feedback can be released to

students.
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I ~ Similarity Report Options I

Allow Submissions after the Due Date Yes #
Report Generation Speed | Generate reports immediately (students can resubmit until due date): After 3 resubmissions, reports generate after 24 hours ¢
Store Student Papers [ Standard Repository s ]
No Repesitory
Note: If you do not select "Yes" for at least one of the "Checks will NOT be generated.
¥o! B Standard Repository 9
) | Institutional Repasitory (Where Applicable)
Check against stored student papers -
Check against internet Yes ¢

Check against journals, Yes ¢
periodicals and publications

Check against Institutional Repasitary Yes &
Exclude Bibliography Yes
Exclude Quoted Material Yes &

Exclude Small Matches

Words ¢

Expend tab ‘Similarity Report Options’, choose a method of ‘Store Student Papers’,
the definition are listed below.

No Repository: Turnitin is instructed to not store submitted documents to any repository. We will only
process the paper to perform the initial similarity check.

Standard Repository: Turnitin will store a copy of the submitted document only in the Standard
Repository. By choosing this option, Turnitin is instructed to only use stored documents to make similarity
checks against any documents submitted in the future.

Institutional Repository (Where Applicable): Choosing this option instructs Turnitin to only add
submitted documents to a repository private to your institution. Similarity checks to the submitted
documents will only be made by other instructors within your institution.

Save and return to course Save and display

Click ‘Save and return to course’ to finish the Turnitin assignment set up.

For more information about Turnitin assignment, please access webpage: Moodle -
EAUHK-LTTC
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