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1. Create a New Account

Before logging in to Moodle you need a Moodle or HU account. If you are a member of the Humboldt University you should
already have a HU account, such as you would use to access your HU email. You can use this account for Moodle without
any additional registration. If you do not have a HU account, you can create a Moodle account for yourself. Once you have an

account, proceed to the next step: ,Login“.

Accessing Moodle:

http:/ /www.hu-berlin.de/moodle

06066
.':a http: [ fwww.hu-berlin.de/moodle/

Login -

Usernarme:

Humboldt-Universitidt zu Berlin | Moodle

Welcome to the e-Learning and communication platform of the Humboldt-Universitat!

-Select Language
Choose your preferred language.

HU-Account or Moodle-Account?
'[L LogIn ...

Passward:

4 Lagin 3
I - Forgot your username or password?
Craste new account W Retrieve information ...

Lost passw ord? . .
B . Teaching, Learning, Research?

Request your cwn Moodle course ...
Inform ationen E

sj Fakultiten, Institute, ...

T

= "Meine Kurse"

New to HU-Moodle?
aa ‘Welcome! Create a new account ...

——
. Intrigued?
% Learn more about our HU-Moodle ...

_ Questions/Problems?
&9 \write to HU-Moodle-Support for assistance ...

Set up Login and Password

HU-MyMaoodle m Laogin ke Mew account

Create a new username and password to log in with

(Password* ] )

Please supply some information about yourself

Email address {will be your
Username)®

Ermail {again)™®

First name®

Surname™

City ftown ™

L
Country [Selectacountry

'( Create my new account " Cancel
: There are required fields in this form marked™.

Information about yourself

email address will be your username.

v
Confirm your registration

Moodle sends you an email with a link to activate the account .

v

To activate your account, click the link. The link will direct you to the Moodle
Web site to confirm your registration. The first time you log in to Moodle, you

will be asked to accept the privacy policy.
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2. Login

To use Moodle, you have to log in. After logging in, an overview of your courses appears. If you have problems logging in, you
might find a solution to your problem in the Moodle HU-FAQ.

Accessing Moodle:
http:/ /www.hu-berlin.de/moodle

e e
A& http:/ fwww.hu-berlin.de/moodle/

Ussrmarnes [

HU-aAccount or Moodle-Account?
H:EQ LogIn ...

Forgot your username or password?

Paszward:

Humbaoldt-Universitit zu Berlin | Moodle =

Welcome to the e-Learning and communication platform of the Humboldt-Universitdt!

. Newto HU-Moodle?
& ‘elcome! Create anew account ...

Intrigued?

‘Q Retrieve inform ation ...

Lost password?

- " n ?
: J Request your own Moodle course ..
Inform ationen : -
W Fakuitsten, tetitd ..

slI "Meine Kurse"

"4, Learn more about our HU-Moodle ..

_ QuestionsfProblems?
% virite to HU-Moodle-Support. for assistance ...

v
Please login with your username and password.

v
Overview of your courses ,MyMoodle“

HU-MyMoodie e Guersiew of my courses

sktuelle Hinweise +]

Humbeldt-Podcampus

Inform ationen =

1=} Fakultgten, Institute, ... Informationen zu Moodle an der Humboldt-Universitat

Kurse suchen (=]

& huria

TESTKURS

@ Moode-Hilfeindex
1

A el rfohvung Studisrends
1 Wikis in Moodle

...... Login | Logout

After logging in you will see your username
beside the HU logo. By clicking on your name
you can edit your profile. It is also possible to
logout from this location.

) ST Course-Overview

All courses in which you are enrolled are listed
here. You can access a course by clicking on the
link to the course.

Search for courses

If you are not already enrolled in a course,
you can use the search function or index of
faculties and institutes to enroll.

v
Forgot your username or password?
If you are using a HU account and have forgotten your password, you can
apply for a new password at http://amor.cms.hu-berlin.de. If you have an
email-based account, you can use the link on the Moodle start page to
reset your password.

HU-MyMoodl= w- Login b Forgotken passw ord

‘rour details must first be found in the user database. Flease enter
either your Mondle username or your regstered email address in the
appropriste box, There is no need to enter both.

Forgotten password

Username
Email address {will be your ||
Username)

ok 3 ((cancel )

w
Input your username or email address to get a new password. It will be

sent to the email address associated with your Moodle account.
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3. Course Request

You may request a new Moodle course using the request form. The following fields must be filled out: full course name, course short
name, summary, category and the enrolment key. Moodle Support will create a new course for you which you can adapt to your needs in

the course settings.

; Teaching, Learning, Research?
._3 Request your own Moodle course .,

Course request form
You can find the course request form on the Moodle main page or in the block “Information” in your
personal course overview “MyMoodle”.

B Course request

Use this form to reguest a course to be created for you,
Try and fill in as much information as you can to allow
the administrators to understand your reasons for wanting this course,

Course full name
Please enter the full name of

your course, e.g. as is found
in the printed course index.
Participants may find your
course in Moodle by entering
the course name in the search

Course short name
Please enter the lecture num-

ber from the course index and
the short name of the current
term.

Summary

£ In this text field you may enter

Full name™
Short Name¥ [ | tecesssssrscessiscessieniseiseiaiaiseianaseianiaiananaisetasaisetataasiatasasatasansatasansasanashanad
summary™ @
Verdana I:] 18 ) IC] \Q] Lang\:] BJ UK %X ] oo
E=E== MM EisEE g —Jese OQOOGR ©

Path:

Category™ [Moodle-Kurs anfordern: Bitte wahlen Sie Ihre Kategorie ...

Reasons for wanting this course™

Enradlment key  hite selbst vergeben

Save changes | | Cancel |

i a course summary similar to
i the one found in the printed
i course index.

There are required fields in this form marked™.

Course request ¥

After the request form has been filled out completely you should click on the button “Save changes”
to request new course. Once your course has been created you will see it in your course overview
“MyMoodle” and you may adapt it to your needs.

. Category

Assign your course to the
appropriate faculty as listed
in the general faculties and
institutes overview.
Additional information

In this text field you may en-
ter additional information
relevant to the setup of the
course.

Enrolment key

To control who participates in
a course it is advisable to en-
ter a password. If copyrighted
material is used in the course
it is strongly advised that you
limit access to authorised
participants.
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4.Course Settings

Now you can see the new course in your ,MyMoodle“ course overview. First you will see the title of the new course written in a grey font.
To set up your course options, please open the “Settings” from the ,Administration“ block (on the left side of the window).

Editing course settings

v
Modification of the course settings.

Full name™®
Short name™

Course ID number

moodletests W

TESTEURS

Murnber of weeks/topics
Course start date
Hidden sections
MWews itemn s to show
Show grades
Show activity reports
Maximum upload size

Default role

Enrolments

Enrolment Plugins

Course enrallable
Start oate

End date

Enralment duration

Enrolment expiry notification
Mokify
Motify students

Threshold
Groups
Group mode (7
Force
Availability
vy ail ability
Enrolment key
Guest acoess
Language

Force language

Summary™
[verdana .:]:l(SDt) | .C]:Lang.:] BJZI US = xX #W
EEE=EE MM =iz —heeée QOQHE © @
N
v
Fath:
Form at Topics format Bl e e

9

22

-
=
%] (september .C! [zoo7 .3!

Hidden sections are shown in collapsed form | :]

[aome 3

[“Site Default (Teilnehmerfin)

ar

[ Site Default {nternal Enralment) | :]

OnNo ®ves O Date range

10 % Oktober | | zo07

: MDisable

10 &) okiober ' zoov s #@Disable.....”

Cunlimited [3)

! Do not allow guests in

"Da not force

N T rrrrre T P .

[ Save changes
There are required fields in this form marked®.

Enter course full name.

- Enter course short name (KVV-No).

: Enter the course description.
: This description appears later in the course

overview.

- Choose the Moodle course format.

Depending on your requirements you may

: choose between different course formats.

In a weekly format the course is organised

. week-by-week, in a topics format the course

is organised by topics.

- Fix amount of weeks o topics.

e.g.. 15 (weeks) in one semester

" Fix course start date (in weekly format)

Enrolment term.
Here you may set the time available for
enrolment. This function is disabled by de-

Course availability.
New courses are hidden by default. With
this option you may set the course to be
visible for students.

- Course Enrolment Key Activation

An enrolment key restricts access to your
course to authorised participants only. This
is essential if copyrighted material is used
in the course.

- Guest access.

With this option you may allow non-enrolled
participants to access your course. If copy-
righted material is used in the course it is
strongly advised that you restrict access to
authorised participants only and not allow
guest access.

Click on the button “Save changes” to
update your course settings.
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5. Course Formats

You may choose between different course formats according to your requirements.

In the centre column of your Moodle course you can see, depending on the chosen format, the course topics or sessions. Blocks permit-
ting access to various functions are located on the sides. You may customise and/or replace the visible blocks as required.

Texts, materials, activities may be used in any of the available course formats.

There are other formats that may better meet your requirements in addition to the most popular formats presented here.

Weekly format

i )
» moodletests WEOT/ 0F Swdtch role to... &1l Turn editing on

People Latest Mews

Cverview

= 8 Okt, 01:58
FAEHEES Mas Miiller

tirnetable-new s
T —r— ) P The course is organised week by week, with
Go &/ Homework [ Tosrs, e, 00 T 200 e clear start and finish dates. Every week is
| fi . .

& e listed in a separate frame and can be up-

A i ' dated with different materials, texts and
3 O Recent activity I aCtIVItIES
5 o O Ackivity since Sonntag, 21
Oktober 2007, 11:51 pm
5 0
Topics format
» moodletests WS008 C . <) Turn editing on

Lt s

overview . . . .

. @, Weloom e Message Bokt’;;;:a .................................. The Course |S organlsed by Slngle toplcs. A
e € Hewsforum M il »topic* is not restricted to any time limit.
Computer Room Opening Hours Hmetablenee s .

The number of topic frames can be spe-
1 Class & H e ] . . .
E——— @ Homework. puess— cified in the course settings and may be
Go & social forum There are no upoming everts Changed at any time.
2 (]
\ Wy

Social format

=
&/

» moodletests WE0R 08 Switch role to

Peaple Social forum - latest topics Latest Mews

This format is oriented around one main

: forum, the Social forum, which appears li-
Unsubscribe from this forum
i
: ( Add anewdiscussion topic | & okt, 01158 Sted on the main page_
Activities
Maxx Miller

‘Wwelcom e Message tirnetable-new s

by - Montag, 22 Oktober 2007, 02:55 am

The primary focus of this course is on developing students’
Search Forums academic oral and written communication skills, To this end, a Upcoming Events

range of topics will be covered, depending on the neeads and

Co interests of the students. There are no Upcoming everts
L Read the rest of this topic (97 words)... J

Administration |

(0 replies so far) o
Rerent Artivits

The course format may be changed at any time using the settings option in the administration block. Existing entries from the previous
format are retained unchanged and can be edited further.
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6. The Moodle Interface

An overview of topics or a schedule of sessions is located in the central column of your Moodle course. Tools for course administration and
communication within the course are located on the sides. A course is composed of texts, materials and activities.

Below you can see a typical view of a newly created, empty course.

Full course name

Navigation

Link to your course overview ,MyMoodle“ or to a
parent folder.

Participants list

- Activities

This block lists all of the categories of the activities
available in your course. You may edit any of them
by clicking on the desired activity.

Switch role to..
A student‘s view of a course is different

to that of the teacher. This mode allows
the teacher to see the course from the
student's perspective.

...................................... Login/Logout
Your name appears here after logging in.
It is also possible to logout from this lo-

cation.

Turning on editing
This mode is visible only to teachers. It

HU-Mytdodle e mood|etests WS07/05 Switch role to

People g

Sl Topic outline
223 PaftiC‘Pé”‘éS Overvisu :
&) Welcome Message
Activities  * E & Newsforum
(37 Forums Computer Room Opening Hours

[N Resources - .
& Social forum

Search Forums

1 Class & Homework O
Go &) Homework
& social forum
Administration 2 O
; 3 O
ﬁ Settings

HB Assign faled

] Filed

* Course settings
General course settings such as
course full name, introductory
text, password, format, number of
weeks/ topics etc.

Assign roles
Here you may assign further tea-

chers and students to your course.

Files
Data upload and access to the file
directory.

allows the course to be organised and up-
dated.

| :]( Turn editing'@n"™ """

Latest News enfagaen

Add 2 rew topic...

& Cht, 01:58
Mae Miller

Latest news
This block shows the latest messages from

discussion forum. The block includes a
link for posting new topics.

tirnetable-new s maore,.,

@lder topics ..

Upcoming Events -

There are no upcorning events

- Upcoming events
This block shows upcoming events glea-

ned from calendar entries, tasks, chat etc.

Go to calendar,.,
Mew Evert,..

Recent Activity

Activity since Sonntag, 21
Oktober 2007, 11:51 pm
Full report of recent activity...

Recent activity
This block shows you what has changed

since the last time you logged in (updates,
discussions etc.).

Mew forum posts:

22 Okt, 02155

W Miller

* Topics overview/ sessions schedule
Displays the course’s topics/dates as well as texts, links, materials and assign-
ments. Depending on the course format, these can be arranged according to to-
pics, weeks, or forum posts.
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7.Updating and Adapting a Course

The course topics, as well as all other course content and activities, can be customised after the edit mode has been activated. Additional
options and symbols become visible, materials can be uploaded, titles and headlines entered, as well as activities assigned to particular

course sessions. Blocks may also be changed, moved and deleted.

Turning on/ off editing
Allows a teacher to make changes in

> &
\\\\ i the course.
A
e — — |¢§Tum aring o )+ - Enter | change full course name
F— IS i Opens a text editor where you may
vae@ ............................................................. 5 %0 ..i enter a summary of the course topic
; . e or describe materials.
Activities seesessnannssivenasnenaes Gl NRNEHGOLTL. Mz Ml ler .
n Kb timetabla-naw s iOrganise blocks
{ i These symbols allow you to move,
Add aresource . Add an activity : .
: Baceaiic i hide and delete blocks.
Search FDrumsg 1 class & Homework I .......................:
E Activity since Sonntag, 21
Co | = "~ T T sy Qe 31T Tl 3 T~ R, or anise topics
o A0 a resource ) @ [mcdanactiny P Highlight, hide or move single topics
ainistraion = O e omss or sessions.
(Add aresource | :]) [’Add an activity =) = e M‘:Her N N e
: s ) * -Activate additional blocks
T i Inanew course there are only a few
3 o )+ default blocks activated. Here you
- Add aresource H Add an activity o may add more blocks‘
- Add a resource +- Add an activity

A list of resources that may be ad-
ded to the topic/session, e.g. ima-

= JF = K & &) ges, Websites, reading lists, etc.

e Groups
Displays visibility of existing
: groups.
S— Visible/invisible
Activities, materials, topics, etc.
may be hidden or revealed to
course participants.

S Delete
Delete materials, activities or blocks
permanently.
EH Update
Open a text editor to enter additional
information about an activity or
: material.
S Move
Change the order of activities,
materials, topics or blocks etc.

................................................ Move right
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8. Add a Resource

Moodle provides the opportunity to upload resources into the course, link to an uploaded file or external website and insert a label for
additional instructions or information in the course section. To upload and organize resources and to create and edit a text page you can
use the built-in text editor.

» rmoodletests WS07/08 S el +)( Turn editing off

People Latest News
> . = (Mo news has been posted yet)
e padaresource. ) @ [Aadd sy
D 5 4 — Upcoming Events
.
Book
I Insert a label ‘— - - There are no Upcorming events
activity &
Search Forums Compose a text page i b
t Compose a web page [
Co 2 Link to a file or web site
Display a directory il -
| Add an IMS Content Package & ity 7) 5 Recentictivicy
T rT— HU Edoc Publikation t

Auctivity since Freitag, 5 Oktober

Add a resource
Via a drop-down-menu that lists different types of resources, you can assign resources
to specified topics or weeks.

s Book
: Compilation of multipage resources in a book-alike format.

. s Insert a label
: This option provides a text field where you can insert short instructions, information
or a caption to structure the course section.

... Compose a text page (without editor)

:  Add unformated text resources, especially when writing directly or inserting texts into
Moodle. It is also possible to use HTML-Code to optimise the appearance of the
page.

Compose a web page (with editor)

With this option it is possible to add a text using an editor with a multiplicity of
formatting options. HTML-Code and Javascript can also be applied.

Add aresource..

T
Insert a labe|
Compose a text page ™~

Compose a web page
LII"Ik 1o a ﬁIE or WEb Site ....................................
Display a directory :
Add an IMS Content Package -

HU Edoc Publika[icn ..................................

Link to a file or web site

With this option you can link to an uploaded file or external Web site if the resource
already exists in electronic form. Web sites will be shown in the browser window,
multimedia content (video, flash ...) will be played back by a player that must already
be installed on the user's system.

Display a directory

Displays the complete contents of a directory (and subdirectories) in your course
files, allowing users access to particular files.

Deploy an IMS Content Package
Option to import resources into the course that conform to the IMS standard.

HU Edoc Publikation
Interface to provide access for users to documents on the HU Edoc publication
server.
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0. Add an Activity

Besides the management of digital resources, Moodle affords communicative and interactive accompaniment to (presence) lessons, co-
operative work on texts, as well as the evaluation of contributions and answers.

.............. Switch role to ...

Switch role o [5]( i eaiing O Jedenseees :

peccle Lot N - i The switch role option allows teachers to get a general

b moodlstests WS07/ 08

Bowet omgpe i i idea of what students will see.
" Mo nens has been posted yet) ]
e e 8 @ (Fawa : mem s ] - Turn editing on
; : ‘%m R . This option enables the editing mode for teachers. When
s : (,!H'( . enabled, you will see a variety of editing icons next to all
w| |2 Ofine acy . the editable objects in the course.
#dd 2 resource 3 Recent Activity ;
T @ et ....... Block “Latest News”
‘ ., T In this block you can see the latest messages sent by
R [ —— participants.
— = Add blocks
5 ia ...t Each course homepage generally contains blocks on the

T left and right. When editing is active, teachers can add,

O hide, delete, and move blocks up, down, left or right.
Add an activity:

... Assignments: Typical tasks like uploading essays, files, experiments, projects and reports. As-
:  signments may require students to upload a file or to be edited online directly. It is possible to
. :}: evaluate the submitted contribution.

Lodd an activity ...

"""" Chat: Affords real-time communication and contains features to manage and repeat chats.
Advanced uploading of files . . . . . s
e D g : - Choice: A question with a selection of default answers to choose from. This activity is very useful
Upload a single file i1 to formate groups or to quickly gain feedback.
Offline activity
= T T e " Database: You can use the database to set up your own archive for different puposes. The data-
Choice ...... H

base can be used in a range of applications, from the transfer of data or as a to-do-list for a group

Datab . .

F:E:baazi  task, to the construction of a complex media database.

ET;:':;W Feedback: This activity enables you to create and evaluate questionnaires. Participants mayb e
T ke permitted to see the results instantly. Data sets can be exported into a MS Excel file.

Lesson

L e : - Forum: Forums support online communication and can be structured in different ways, e.g. as

T . K
SCORM/AICC a message forum, a topic-based forum, or a question-and-answer forum. The forum can be used
WK - also as a mailing list for a Moodle course.

WOrKSROD oeeeeeerseenannns : : L. Lo . .
ol et R Glossary: Similar to a reference work you can create and maintain a list of definitions. The glos-

sary can be used in various ways, e.g. for submitting and evaluating group tasks, or as a collabora-
tive course glossary compiled by the participants, or to provide a common knowledge database.

Journal: A journal allows the students to keep a learning diary, which could be commented by
i the teacher.

e Questionnaire: This option enables you to conduct your own surveys or evaluations. A que-
: stionnaire can be anonymous or with the users‘ names. The dataset can be exported as a file in
CSV-format and evaluated statistically using the appropriate software.

b Quiz: With this tool you can provide extensive online tests with several question types (multiple
choice, cloze tests, allocations). Extensive analysis and evaluation possibilities are available.

Wiki: Wikis can be used particularly for the collective compilation and editing of texts. Thus you
can encourage collaboration in a topic in a Moodle course simply and quickly.

e Workshop: Activity in which participants evaluate themselves mutually.
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10. Setup and Edit a Forum

Forums can be individually adapted to the respective requirements of the course. Teachers can specify whether the students should get all
messages by email and in what respect students can be active in the forum. In this way the forum either has the form of a notice-board,
a moderated forum or an open forum.

Choose ,Forum*“ in the menu ,Add an acti-
vity” to create a new Forum.

Forum administration
e Enter the title of the forum here.

. Specify whether students can only read the
contributions or also answer and write.
Forum tyoe @ (sumaratormiorgereraiise 8] covsvsnssnisesnsnsnsninisinsseent. 11US yOU determine whether the forum has
3 the form of a notice board, a moderated fo-
rum or open forum.

Forum name™ I T TP PP PTPPTT PRPPL I

Verdana |¢! 1(gpty ! \:! Lanng! B JUS % x @ o0
E=E=E=E vm ITIEEE Ty —De@Ee OQOQGE © @A

......................................... Enter an introductory text here.

o Select whether the students are to receive
i all forum contributions by email.

Roxt trasingor thisfrum? @ (Gioga T Select whether unread forum contributions
Magimum attachmant s\ze@ :ME [0 L Ly § sh0u|d be marked

... Specify the maximum permissible size of
RSS feed for this activity @ (none R P SN . ﬁle attachments

‘... Electronic message format which permits
the user to subscribe to forum contributi-
ons or integrate them into other Web sites.

Allove posts to be rated? ) Use ratings

Grade @ (Scale: Getrennte und gemeinsame Art des Wissens

S— Specify whether and how forum contributi-
ons are to be evaluated.

gresseeee Select whether the forum is to be differen-

: tiated according to groups. In the case of

: ,No groups“ there are no collective topics,
Group mode @ (R graEE B sersssrssessssssrsssssssssssssssssssssesssesssssssssssssssne with ,visible“ alternative topics are suppor-
ted, and with ,separate “ the topics are re-
stricted to particular groups.

v
Finally, click on ,Save changes “ to apply your settings to the forum.
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11. Communication in Forums

In Moodle you can post messages in a forum and send it to all students by email. This way students can exchange questions, messages and
files. Forums are useful to support group work. The link to the ,,News forum*“, the central place for announcements, appears automatically

in the central block after logging in.

HU-MyMoodle b moodletests Wws07/08

People
>

(0% K

& Participants

Activities

@ |add aresource..
Wa ¥+

‘=

£ Forurnz

& Newsforum = P K & 2

A, — 5 .\ ———

751" Turn editing off

K Switchroleta

£dd 5 new topic...

8 Okt, 01:13

s @ Addan activity.. Max Miller

timetable-news more,..

Search Forums
! t 4=

m @ | add aresource
& K v "
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