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What is APU Moodle?

 APU has been using a Learning Management System (LMS) since 2001 to track and support
students’ learning progress in class, for communication between faculty and students, and
to support out of class learning. From AY 2023 we introduced APU Moodle, a cloud-based
service for distributing course materials, submitting assignments, managing class attendance, and
other class support. Moodle is a world-standard open source elLearning platform that is being used
by more than 70,000,000 people in more than 230 countries all over the world. APU Moodle was
built on the Moodle base system with customization to suit APU’s unique needs.

><Please use only for classes, research, and educational work. Please use Microsoft Teams for faculty/staff office work.

e Manuals on basic functions have all been uploaded to the Research / Educational
Resources page. Moodle is an LMS used in countries all over the world, so if you cannot find
an answer in these manuals you can also type “Moodle [your question]” or related keywords

into a search engine such as Google to help find solutions.
« Some functions (customizations) are not available on APU Moodle.




What can you do with APU Moodle? ARU ,noodle

 APU Moodle contains a wide variety of basic and advanced functions, and
users can deal with a wide variety of situations just by changing the
settings. However, you don’t have to change settings you don’t need or
figure out functions you don’t use — it's completely fine to only learn how to
use the APU Moodle functions you need for your own classes.

* TAs should check with the course instructor and follow their directions when using Moodle.
* Only course instructors can work with grading information (TAs are forbidden from accessing it)
+ (Ex.) Grading, managing grades, marking assignments, making quiz questions, etc.

* |t is forbidden to share course information with others or take any screenshots other than
those needed to submit error reports. Please be very careful when handling personal info.



What can you do with APU Moodle? ARU ,noodle

« Examples of Functions

Send announcements to students
Hold discussions in the course
Prepare on-demand materials for

Distribute materials
Give and collect assignments
(With plagiarism check function)

v
v

AN

v' Set group assignments implementing flipped classrooms
v" Hold quizzes v" Check student access logs

v' Confirm class attendance v" Manage various grades

v' Give surveys etc.

« Examples of What you Can Change in Settings

v Give tests and assignments only to v" Group settings
selected students in the course v Link with other courses
v" Manage course content with your TA v' Give assignment feedback in bulk
etc.



Course Creation and Registering Students -ARU ;noodle

» Course creation and student registration is all done automatically.
» Course creation

« Spring semester: Early march; Fall semester: Early September

« Student course registration
 The day before the start of classes each semester
« 2 work days after the end of each course correction period

 In some cases withdrawals / leaves of absence may not be automatically updated.
Please check with the instructor for the final official list of course students.

Fall Semester Correction 1

Correction 2
Correction 1 Correction 2 Registration Registration
Courses Registration Registration Courses Updated Updated
Created Updated Updated Grade Created Early Oct. Early Dec. Grade
Early Early April Early June Submission Earl (2 week of (2" week of Submission
March (2@ week of (2@ week of Late August September class) class) Late Feb.
class) class)
Early April Early Early Early Oct. Early Early
(Spring June August (Fall Dec. February
semester / 2Q starts semester 2Q
1Q courses) (Summer /1Q o (Winter
Students Session courses) starts Session
enrolled Starts) Students Starts)

enrolledf



TA Registration

* Once you have been selectedasaTA - -

» The course instructor has to reqister you in the Moodle course.
» Please check with the instructor to make sure you have been registered in the course as a TA.

(Reference) How to register a TA

1.  Select [Participants], then [Enrol users].

2. Enter the TA's email address in the user search box, then select them (click) from the list.
3. For [Assign role], choose [Teacher (TA)], then click [Enrol user] to finish the process.

*You can use this same method to enroll other instructors or students.
When doing so, please be sure to select the appropriate role for the user from the drop down menu.

Enrol users

Enter the TA’S email address
My APU Moodle [***@apu.ac.jp]

Enrolment options

No selection

Select users

Course Settings Participants Grades Reports CIle the menu that appears

Search

- . o-ruac o [
Assign role Student : :
I = 2c P
. Enrol users S

Can:el m

Enrolled users




Confirming Enrolled Students

Cram T oeserpion

Enrolled
Users

Enrolment
methods

Groups

Groupings

Overview

Permissions

Other users

Check
permissions

Enrolments

Groups

Permissions

Enrolled users
Enrolment methods

Groups
Groupings
Overview

FPermissions
Other users
Check permissions

List of enrolled users

Do not use

Access group settings

Access grouping
settings

See a list of all
groups

Set permissions for
each role

Do not use

Do not use

_APU

My APU Moodle

Course Settings Participants

[ Enrolled users

)

Enrolled users

Participants

List of students, TAs, and
instructors in your course

Match | Any ~ Select

+  Add condition

1 participants found

First name A|lB|C|D
Last name A

Alternate name / Last name

m
=

O

“. | First name

O

D

number

Email address

Roles

Groups

Mo

groups

o

Clear filters Apply fitters

Last access
Status
to course

now

Select v

Keyword

Status

Roles

Enrolment methods
Groups

Inactive for more than

o
=]
-

Student ID Number
Faculty ID Number

Course role

(Teacher, TA, or

Student)

Group, if you have set up
groups in your course

|

Search box for enrolled users
(Ex.) If you select [Keyword], enter part

of their name, then click [Apply Filter],
you can search for students




Course Settings (petais) == Sl Aru

COU-D 6‘arﬁ ot Class Name / Course Title
Year, Course Code Do not edit the following

Grades Raporls

Course Saltings Parlicipants

= Cousecategory @ 0 CRMIMNID (info under the red box)
*  Course full name
Edit course settings i ¢ +  Course short name
o \ ~\ *  Course visibility
ourse visibility @ Show

*  Course start date

: . * Course end date
ral Course start date (3 v | | October ~ | | 2022 ~ oov| B

QQ nOt Edlt *  Course ID number

[

Description > £ . i
*If you edit this
Course format > Cate D Iunters) A E R S information, students or
\ ) student information will
2 Beseription - not be registered or
ppearance ¥
i updated correctily.
i 1 A B I @ =EE= = % S
Files and uploads *
@ E B & W g WP o o

Dashboard, etc.
Completion tracking ¥
— : You can write a course

description or details
Role renaming (5 > *May include 2017 or 2011 curriculum course
names automatically. Students will use this
information to search, so please do not delete it.

Tags * v APU Moodle

My APU Moodle
RemUI Custom Fields ¥ . - B Files [ Add

Course image (&)

Save and display Cancel @ m
You can drag and drop files here to add them.
[i] Required

Maximum file size: 512 MB, maximum number of files: 1

Accepted file types:image files used on the web .gif .jpe .jpeq .jpg .png .svg .svgz




Course Settings petais)

Course format -

" Editing not
Hidden sections (3) ree@mme ndedvai\able v

Choose layout (3

Q&A by Faculty member S,

Q&A by Faculty [Moodle]Z=17
SEEREOTIS@MSQEATIAA 801, Feel fre to use Tips nraducton, Q&A among facul,
A=

List Lavout ~ e

Edit course settings

FAQ

Hide general section
when empty

@/ Show ~

BRSAFLBRE, FHFSvL - ATAACHUSNE. £ BDEERTTFrequenty Asked Questons.
.

Course layout & Show all sections on one page ~ [Moodle] ¥ =17 Jb/Manual

General * RERNADY Crade [ZOM/Other] T=1

Inquiries 7 JvIManual
aor
ourse Header Image () ol g
Description * @
You can drag and drop files here to add them.
Course format » .
Maximum file size: 512 MB, maximum number of files: 1 Images u ploaded here WII I
Accepted file types:image files used on the web .gif .jpe .jpeg .jpg .png .svg .svgz .
Appearance b be used aS baCkgroundS |n
et the sectionfactivities .

summary maximum @/ 100 ca rd Vlew

length.
Files and uploads ¥

Choose default sections

“ Editing not

= . Course header
Completion tracking * back d d
groun

—recommende

G § Course head_er . G e
roups ackground image size
Role renaming (3 ¥ A
ppearance -

Tage ; Fomg s oo na faren Can force the course to be displayed

e— gl only in English or Japanese
RemUI Custom Fields ’ . . .
S T Choose whether or not students will

students

be able to see their registered grades

Save and display Cancel

(1) Required chowadiiyiioll o Choose whether students will be able
to see their own activity logs

Show activity reports




Course Settings petais)

Edit course settings

General
Description
Course format

Appearance

Files and uploads

Files and uploads

Maximum upload size &)

Site upload limit (512 MB) ~

Completion tracking

Enable completion

Set a file size limit for course uploads
* Please use Panopto for submitting videos
(see separate manual)

Track completion of various activities or

sections in the course

Please only change this setting if you are sure you do not need it

Completion tracking » g

rﬁole renaming () ’N

Cannot be used on APU Moodle

RemUl Custom Fields g

tracking o

Show activity completion ®

conditions ves v

Groups

Group mode (3 No aroups v
Force group mode (&) No -

Default grouping None .

Default Group Settings
2 If you put a course in group mode, it will affect all
assignments in a course. If you are doing both
individual and group work, you do not need to change
the setting here (see separate manual).

Save and display Cancel

[i] Required




Preparing for Class
The Course Editing Screen

Home Dashboard My courses Site administration Reports & Analytics - Q (] ‘ e v ‘ _.

Glﬁl,‘zndweek \ My APU MOOdle Edltlng MOde SWltCh

Sactions - R =7 SEeE e B » Only shown to those with permission to edit the course
(Instructors or TAs)
» Switch on to add or edit course content

. + Add a block (Sidg
Section 7 ~

Section 8 ~

Course Settings, Course Activities, etc.
8 (see slide 13)

ourse Information

Section 10 ~ 1 Forum, 1 Quiz, 1 Assignment, 1 Folder.
2 Default Content

S " General Collapse all v
Item Description
Section 12 External tool
\ n Panopto Course Tool Send announcements to students in your
Announcements course
Sections Forum o Manage and upload videos for On
Announcement/ 77222211 Panopto Course Tool ~ Demand courses or Flipped-Classroom

(see slide 12)

assignments

*NOTE: If you delete the default tools they cannot be restored



Preparing for Class
Sections

Alsumehan ome r es Site administration = Reports & Analytics -

Agin Pacific University

Sections

* You can split content into categories.
i * We recommend you set up a section for each week of a course (Week 1,
Week 2) or set sections by activity (Quizzes, Homework, etc.)

Section 7 ~

» Please set up the sections freely in whatever way is easiest for you

Course information = =
Section 10 ~ 1 Forum, 1 Quiz, 1 Assignment, 1 Folder.

Section 11 ~

P Edit Topic Edit section, section name,
access permissions, etc.

\Section 12 J n
= ]

S
)
Highlight
0% complete ~  Add Section H

Section 6

Highlight a section for students
(will appear at top of list)

Hide topic Hide section from student view

Click the ¢ to change the section name

Delete Delete the section




Preparing for Class
Course Settings, Functions

Home Dashboard My courses Site administration Reports & Analytics -

* ftem | Description _________

206/ 2nd week ~ My APU Mood]e . . .
. - - N Question bank Function used for quizzes
e N Course Settings Participants Grades Reports 7
: . Adda block (side Top) Content bank Manage the content of your courses
y troduction » - Course Set conditions for completing the
_ completion course
B Badges Set up badge awards in your course
Gotegory Competencies €1 UP target competencies for your
Course Show the course page CRLIEE
Settings Confirm course settings Filter Set filters for your course
Participants See a list of all users registered in the course e [FEEE Copy content from your other
courses(Faculty only)
Grades Can manage all course grades in one place

(Faculty only)

Reports Check user activity logs for the course




Preparing for Class
Adding activities / resources, changing settings

Home Dashboard My courses Site administration n H H

xlwgnmem Attendance Book Chat Choice csrﬁzzgle
0% Complete ~  Add Section . & O & O
E ﬂ ﬂ E H
Database External tool Feedback File Folder Forum
* [0
+ Add an activity or resource
ﬂ ﬂ I E E
IMS content
Glossary H5P packzge Lesson Live poll Open Forum
Section7 » 0% Complete ~  Add Section =} tr O % O t G & O
: H me
/ \ Panopto Questionnair SCORM
Adding activities / resources, changing settings za | = | e w5 | lw o
* You can click [+ Add an activity or resource] to select what to add m - . . . .
&
» Please see the separate manual for each function for detailed I Wiy wissat] wi | wess
information on the function and its settings s =5 | 0 | a0 | w8 | *0
;00[1;




Preparing for Class
Adding activities / resources, changing settings

Introduction » I

Course information

e G L Asstanment TR Edit settings Open settings menu for selected activity or resource
Activities Hide Toggle to show or hide item in student view
Duplicate Make a copy of a selected activity or resource

Farum
FPFIZAA

~/Announcement #

Change [Student], [TA], etc. roles for a selected activity or resource.

Assign roles In general, does not need to be changed.

Delete Delete selected activity or resource

lcon |Descripton
& Edittitle
< 2 Drag and drop to move each item to a section

_ Quz —== & Open settings menu for this section or item

APU Quiz #




Preparing for Class
Example of an Edited Course

Display sections by function

Dashboard My courses  Site administration  Reports & Analytics Peatioser 5 My, conirmms S i suminsiat b B Anatytics eckon B i O = | e b | .

x

*

Course Menu
Course Menu

INFA B [ Quiz 0% Complete A
Introduction ¢
= v
2E1[E/1st Week o ol
TR | Quiz -
N Quiz ~
Quiz
= =5/ Assignment ~
=25/ Assignment s APU Quiz Assignment
5 >9/Contents ~ Assignmentd
OZFrY/Contents 5
F1E/1st Week v
115t Week ~ #=8/ Assignment o%cComplete A Fokder
28 2nd week = #ER S R/ Lecture PPT
$2[06]/ 2nd week ~
APU Quiz
7236 £ Assignment . i
= ection 6 A
Assignmentd) %525/ 2nd week 0% Complete A
o227 - Section 7 A
jcor = b ~ Section 8 ~ Quiz
J>7 ¥ /[Contents oxcomplere A APU Quiz
o239 - Section 9 -
S . Section 10 ~
Foldet : Section 6 0% Complete
wrzazn ~

Section 12 ~

#EEASA I/ Lecture PPT Section 11 .
~



Preparing for Class
Examples of commonly used functions

N e [

. Quizzes or online tests . Share external links
Report assignments, enter text Polls
RIS Choice  Live poll
, . Make announcements to students
Forums discussions Announcemen UPFISRA (notify a")
E H Share course materials ﬂ Online Whiteboards
= (PDF, Word, PPT, etc.) Miro (external tool)

Whiteboard

H Confirm class attendance Questionnai Surveys

Attendance e



APU Moodle Inquiries

* The Information Systems Office offers support for Moodle users.
Please contact us anytime with your questions.
« We offer support not only for Moodle but for all information services
« Contact info for problems during class (¥Please contact us while the issue is happening)

Information Systems Office

Location: Building D, 3" Floor

Opening Hours: Mon — Fri, 10:00 — 16:30 ro Di%/Bldg D
sysinfo@apu.ac.jp / 0977-78-1138 (Ext. 3007) ‘\‘ ] Media Center GF

n|  mmmamse AF 4 TP 5—

Information Processing JEVAAN—Z

aaaaaa } —
D203 I —
EHIMEEE=ES EREEE =S HRIMEEE=ES )=
T B r Information P rocessing | Information Processing | Info rmation P rocessing | Systems i
Seminar Room 3 |  Seminar Room 4 Seminar Room 5 Operations
CAIFE=E7 CAZ=E | CAMED | CARE=E10 | CAE=1 | CAg=EI2 oy g
CAl Classroom | CAl Classroom | CAl Classroom| CAl Classroom |CAI Classroom| CAl Classroom Pssy apsay apses Floom
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