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Welcome to Moodle

Moodle is a learning management system (LMS). Moodle LMS allows students to access course
materials, gain feedback, contact instructors, upload work, see grades and much more all by logging in
to their very own online account. Learning management systems like Moodle are in use to deliver
courseware and popularize e-learning in educational institutions. This document comprises a basic guide
of how to utilize this tool, focusing on students.

= Ter ] e ']
Ervimtierungy edusdiots [ winineee gur ity
(Fa

Tips for better performance of Moodle on your device:

Recommendation on Internet Browsers
' e
Google Chrome & and Modzilla Firefox " work best with Moodle, additionally Internet Explorer

W is also recommended for Moodle. However, Safari # is not recommended for using Moodle.
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Moodle App

Moodle Apps are available on both following platforms:

N

iStore (Apple) & ' Play Store (Android)

The Moodle Apps are great for content sharing (viewing and downloading content). However, it is NOT
recommended for attempting quizzes and submitting assignments on Moodle. If you want to attempt
your quiz and submit assignments you are encouraged to use your smartphone/tablets, but use it with
recommended browsers as described above.

Following is the procedure for installing Moodle App:
1. Download mobile app from Google Play (Moodle, not Moodle Classic)

2. Once downloaded onto your smartphone, enter FCCU Moodle's URL:
tmoodle.fccollege.edu.pk/moodle

3. Enter your user name and password

Click here for the detailed guide

Some housekeeping items:

1. If your Moodle page, activity, or live class session is not functioning properly please clear your Cache
first. Following are the links to guides for clearing cache on three above mentioned recommended
browsers:

.
a. Google Chrome

b. Mozilla Firefox e’

N

c. Internet Explorer A~

o,

2. While using smartphones/tablets please ensure that your gadget/device is not running out of
memory.

&, EMPOWER
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Where to Contact for Moodle Help:

In addition to this guide, we also have the Moodle FAQ page, which may answer your basic queries. In
case, the student guide for Moodle and Moodle FAQ page does not solve your problem. Please send an
email to; its.moodle.help@fccollege.edu.pk.

How do | Access Moodle and log in?

Stepl: Go to (tmoodle.fccollege.edu.pk/moodle) and click on Login

W
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FORMAN CHRISTIAN COLLEGE

(A CHARTERED UNIVERSITY)

Log in a5 a guest

What is my User Name and Password?
Your Username on Moodle is the same as on empower. If you are logging in for the first time, your
password will be your tracking code.

a

-
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On logging in you will be redirected to screen for changing password (See below)

Home / Dashboard / Preferences / User account / Change passwor

You must change your password to proceed.

Change password

Jsername skqill
The password must have at least B characters, at least 1 digit{s), at least 1 lower case letter(s), at lea
upper case letter{s), at least 1 non-alphanumeric character(s) suchas as *, -, or #
L Nt pa e 0 ...........
NEW [ rc O ...........
Mew nacownrd (anaind
New password (again) B s
Save changes

NOTE: Unless you do not change your password, you will not be able to proceed further.

Password Change Policy:
The password must have:

A. At least 8 characters

B. At least 1 digit(s)

C. At least 1 lower case letter(s)

D. At least 1 upper case letter(s)

E. At least 1 non-alphanumeric character(s) such as *, -, or #”

After you successfully change your password you will arrive at your post-login homepage:

EMPOQWER
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% Apos B PMLPEACortificati. M Re 25-002203 -sha. M Registered Student. (@ De

= Forman Christian College (A Chartered University) t t ? ™ Shakir @ -

perogern atom

Some important items on my home page:

1. My Courses:
Your list of courses will appear on your post-login home page under ‘My Courses’. The list of courses will
also appear in the Navigation bar on the left side of the page under the item ‘My Courses’

m

3

¥
a
L
()

Accessing A Course Page:
To access the course page simply click on the course title from within the list of ‘My Courses’ and you
will reach the course page of your enrolled course

EMPOQWER
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Each course page has a different interface as per the customization done by the instructor of the course:

= . Forman Christian College (A Chartered University)  smpower3iS  Coure Gutline Templats sodle FAGS B o shaurci

2019FA_Principles

Home / My courses./ Busness and N

of Manage Section B

anagemant / 2013FABUSN / BUS

Managerial Ethics

W2 Announcements
" e —
o External Analysis Internal Analysis & =
gy g f‘h‘ N o
) !g ’“&‘i
oy » g l
® 0 ¥
N A
1 = .

2. Moodle Notifications:

Both faculty and students can view their Moodle notifications by clicking on the bell icon. The said
feature provides you with the latest notifications with regards to your course events.

EMPOWER
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3. Messaging on Moodle:

Messages on Moodle can be sent by faculty and students. To access the message inbox and sending

messages click on the message icon next to your notification bell icon.

FORMAN CHATSTIAN COLLEGE

= My course: M y
= al 2 2z es of e Se B
- 121HSR Teacher
= Fe
= FOCUS Teacher: F he quanfum theory. foundstion
n for free particles, the
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Viewing Conversations/Messages

The recent messages will always be on top of the message list. To access the messages simply click on

the desired message in the message list.

Chartered University

— - . — S —
3001 P Registered Student @ Dz & Online Seat Except

FORMAN CHRTSTIAN COLLEGE
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After you click on the message from the message list a page will open showing all your
conversations/messages on Moodle. There are primarily three components of the screen:

Message Inbox Conversations/Messages Reply to Conversation/Messages

Message inbox

Usfridimee : ¥

i containing all your ook A

g ke 1D
messages / e I I g T L
oo M“’M conuersations .-‘-.— B e e e e e b e

Reply to

Conversation/

Messages B

Sending Messages on Moodle:
For sending messages you can initiate the message by clicking on new message as shown below

EMPOWER
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IE- A Chartered University

After clicking on a new message, you will reach the following screen:

Select or search for a contact to send a new message.

On this screen, you can search your recipient of the message in two ways

EMPOQWER

Links: FCCU Moodle FCCU Website FCCU Student Portal

Send Email for issues




Student Guide for Moodle (LMS)

Shakir K Gill, Version 2.1

1.Search for a User

You can search your recipient through name by typing in the name in the search bar

= Forman Christian College (A Chartered University) A
Messages
b
[Shakir Gii ] Select or search for a contact to send a new message
Non-contacts

2.Search by Course

You can also search your recipient through course name by typing in the course name in the same
search bar as shown above

Messages
[ ITS ] Select or search for a contact to send a new message.
Courses
2019FA_Quantum Mechanics | Section A

FCCU Online teaching training session-

@ Admin ITS moodle

After you select your course you will be presented with the list of enrolled students and teacher in the
course

EMPOQWER
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Messages

[. ch for a user ] Select or search for a co

ITS Dept test &

@ Admin ITS moodle

Antheny Richards
Benedict Frederick
Bunny Albert
Kashif Rasheed

Pervaiz Ashraf

-

From the list simply select the recipient, type the message and click send:

e _
TS5 Dept test
@ Admin ITS moodie
Anthony Richards
Recipient
Benedict Frederick of the
Message
Eunny Albert
Kashif Rasheed
Pervaiz Ashraf
Hi Fahsel
How are you
® = |:-iega.'r:s
Mes=ages
an ) :
! = . r‘:
an A EMPOWER
bl = ERT INFGRMATIGN BTHTEM
- '

Links: FCCU Moodle FCCU Website FCCU Student Portal Send Email for issues




Student Guide for Moodle (LMS) Shakir K Gill, Version 2.1

4. Dashboard
The option to access your Moodle Dashboard appears in the left navigation bar. Simply click on it to
access the Moodle dashboard

— Forman Christian College (A Chartered University B o shac @ =

Following is the user dashboard on Moodle:

g%. Forman Christian College (A Charfered University) ¢ arStS Course Ta e EACK §3 @ ShakirG @ -

@ Shakir Gill

Customite this page

2999

On this screen, you can view the Course Overview. This section is primarily divided into 2 components:

EMPOQWER
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1. Courses
You can view your courses on 3 filter criteria

Future

on

You can select one of the parameters to view the list of courses as per your requirement

In progress Future Past

~ 20205P_Econ Appl for Busn Saction A W roccu online teaching training session-
169 6% o ITS

Prerequisite: BUSN 121 Fiscal, monetary and regulatory
policy frameworks including deregulation and liberalization
from a perspective of ...

IR TR T
m §07
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In the above screenshot, you can see that in-progress courses have been selected, to view the complete
list you would need to scroll down on your dashboard.

2. Timeline
The other option apart from ‘Courses’ is ‘Timeline’. This section shows you various events that are:

1. Recently overdue
2. Events that will take place in ‘Next 7 Days’

3. Events that will take place in ‘Future’ beyond the next 7 days

= & Forman Christian College (A Chartered University

Shakir Gill

o

5. Calendar:
The calendar displays course, and user events. Also, the calenda shows assignments and quizzes
deadlines, etc. and other course events.

EMPOQWER
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Filter events by courses Toggle between Months

Courses on Moodle
As described earlier in this guide you can access your list of courses that you see on your Moodle home

page after you log-in.

B o suci@ -

= Forman Christian College (A Charterad University)

My courses

L BT rC R N A TRl R
* 2019FA_Principles of Manage Section B
Teacher: Shal i 135ic managemen migues far improving ong ional efficiency and effectiveness,
t kv Gill E g jues f : g tional ef ¥ f v
managemeant pre ing of ng, organizing, staffing, ing, cocrdinating. reparting ard
Secton

TH 302 Historical origination of the quantum theary, foundatic
ree particles, the hydrog

Prerequisite: PHYS 301 or b
Schrodinger we
harmanic oscillator.

olution

eguabon and ¥
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You can simply click on the course to access it.

The interface of Courses:
The interface of all the courses includes the following sections:

a. Course Title

b. Weeks — (Sections on Moodle with learning materials)

= &, Forman Christian College (A Chartered University) B o s @ -

Course Title

Moodle Course

i
r

o
3
:

Week 1 Week 2 week 3 week 4
= b P s
week 5 week 6 week 7 week §

Note: Please note that the above mentioned interface is the default for each student and instructor
and can be customized according to the instructor. See an example below showing a customized
course. Instead of ‘Weeks’, ‘Topics’ with pictures are used in the given below

A EMPOWER
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Microeconomics Section H Course title

Home / My courses / BUSN121HSP12

W2l Announcements

A Cae W0 _:‘“' "

Introduction: Business —d The Working of ¢ M Elasticity of Demand

and Econnmics! il Competitive Markets ; : '
mi P P A

X : a5

1
- \\ PEI‘I’IBIICI Revenue, Cost, Profit,

Average Cost, Break Even,
Marginal Cost, Marginal ..

»
-

Learning Resources & Course Activities:
The following are the list of Resources and Activities that you may find on your course page. These

resources and activities will be organized within section Weeks/Topics of your course.

Resources Activities
Online Class Session (Google Meet)

Documents (Powerpoint Presentations, Word
Documents, Excel Sheet, PDFs, Pictures or
Images, etc.)

Videos
Audios
Links to other websites or webpages

Quizzes/Tests
Assignments
Discussion Forums

Following is the example of Resources and Activities organized in Week 2:

EMPOWER <)
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= Week 2

E[‘ IS ACOMPUTER?

R T

INTFUT BATA RO DAY, ATORES DATA AND  DUTIUTS BN POIMATIE
YORMATION

v QuiTe
o«
= Week?2

Video; click
on it to play

the video

External Link; click on it to visit the external web page
Quiz/Test; click on it to start attempting the Quiz or Test

Online Class Session (Big Blue Button); click on it to access online classes
Discussion Forum click on it to access, view and contribute to the forum

discussion

EMPOWER
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Student Guide for Moodle (LMS)

Files/Documents and Folders:
Your instructors would upload different documents in your courses on Moodle. These files and folders
can be uploaded by the instructor in any ‘Week’/ ‘Topic’ as shown above. The files can be directly added

to the ‘Week’ or ‘Topic’ or may be organized in a folder.
Week 2 week 3 week 4

& week3

B fie/Documen: o |y File; outside folder under Week 3
|—P Folder; click to view files under this folder or click to download the folder

Your progress @

~amr
u&n
—

On clicking the file you will be able to open the file and view it on Moodle:

{ k ]
FCCU Student Portal Send Email for issues
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File/Document 2

FORMAN CHRISTIAN COLLEGE

(A CHARTERED UNIVERSITY)

Once the file open’s you can also download it:

File/Document 2
Student Guide for Moodle (LMS)

Dawnload

sid, 1864

FORMAN CHRISTIAN COLLEGE

If you click on the folder you will be able to see the files uploaded within the folder:

EMPOWER
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Moodle Course

Home / My courses [/ ITS Learning Resources / MoodleCourse eek 3 / Folde

Folder 1

-
03-Introduction to Moodle.pptx
L 03-Moodle Basic features.pdf

Download folder Edit

Once you reach the screen with a folder expanded you can download each file by clicking on it.
Furthermore, you have the option of downloading the entire folder by clicking on the button that says;

‘Download Folder’

Moodle Course

Home / My courses TS Learning Resources / MoodieCourse / week 3

Folder 1

03-Introduction to Moodle.pptx

® 03 Moodie Basic features pdf

Download folder

EMPOQWER
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Live online classes; Google Meet:

Your live classes will be held on Google Meet activity that will be on your Moodle page and can be
added in any particular ‘Week’ or ‘Topic’. The live online class/Google Meet activity like any other
resource or activity is created and placed on your course page by the instructor.

FCC INTER

=l Announcemenis

2 Particpants

Badges
™ Competencies
Grades
week 1
) Animated navigation off
Data preference

# Heme

#® Dashboard

# Calendar

—

When you click on the activity as shown below you are redirected to a new page:

=) - High Definition Audic Device connected

Ready to join?
&

Raheel Shehzad Robsen is In this call

Y2 Join and useafp

No camera found

o audio

-

EMPOWER
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On clicking join session you will reach the conference room as follows:

Raheel Shehzad Robson

3:43 PM | mz-azpt-pst

Online Recording of the Session:
After the session is finished, if your instructor recorded the session the instructor can share the link.
The link will be opened in your google drive:

(e
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L# Google Meet X | & My Drive - Google Drive

Cc B drive.google.com/drive/my-drive

L Drive

My Drive

@ On September 13, 2021, a security update will be applied to some of your files. Learn
Priority

My Drive
Shared with me
Recent

Starred

rash P
s mz-azpt-pst - Aug 2, 2021 [l Moodie (Business Continuity Plan).d.

Storage

Folders

-
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Quizzes/Tests:
On Moodle for assessments Moodle quiz activity can be used as test/exam etc. by the instructor to test
your knowledge and assign marks/scores/grades.

The quiz activity is created by your instructor and is then placed under a particular ‘Week’ or ‘Topic'.
Depending on how your instructor has configured the activity you will have a certain time window to
access the quiz and then a time limit to finish your quiz.

Once created by your course instructor you can view and access the quiz activity during a set time frame
or window. For instance, your instructor can set the quiz to be available from 12 pm on 28™ July 2020
until 6 pm on 28™ July 2020. If you try to access the quiz after the end time of the time window you will
not be able to access the quiz anymore. Also, you cannot access the quiz before the quiz time window
begins.

Following are the messages you will get on three possibilities as described above:

1. Accessing Quiz before the time window begins:

Moodle Course

Home / My courses / ITS Learning Resources /[ MoodleCourse / Week 2 / Quiz/Test 1

S P g A
Quiz/Test T
The guiz will not be available until Tuesday, 28 July 2020, 3:57 AM
Time limit: 30 mins

Grading method: Highest grade

2. Accessing the Quiz after the time window ends:

Moodle Course

Home My courses / ITS Learning Resources MoedleCourse / Week 2 / Quiz/Test 1

Quiz/Test 1

This quiz closed-on Tuesday. 28 luly 2020, 2:00 AM
Time himit 30 mins

Grading method: Highest grade

EMPOQWER
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3. Accessing the Quiz during the time window:

Moodle Course

Home / My courses

ITS Learning Resources / Mood

Quiz/Test 1

This quiz opened at Tuesday, 28 July 2020, 2257 AM
This quiz will close at Tuesday, 28 July 2020, &:00 AM
Time limit: 30 mins

Grading method: Highest grade

Attempt quiz now

- Discussion Forum 1

Jump to...

A

If the quiz is within a time window then you will get the button; Attempt quiz now. Click on it to begin
the quiz:

Moodle Course

Home / My courses / TS Learning Resources / MoodleCourse

,
.'- d
|

Quiz/Test 1

This quiz opened at Tuesday, 28 July 2020, 2257 AM

This quiz will close at Tuesday, 28 July 2020, &:00 AM

Time limit; 30 mins

Grading method: Highest grade

Attempt quiz now

EMPOQWER
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Moodle Course
ioma 3 Micouetan TS L antring Rsouiess 7 Kisodletotims. 7/ Weab . /. Blda s Navigating between questions

o -

Salect ‘IJ = q Question T-D J|—|

Time <t 029:40 i Time Left

Go to Next Question

[ ]

Questions Types in Quizzes or Test:
The following link shows the complete list of question types with the description that the instructor may
use while preparing a quiz/test/exam.

https://docs.moodle.org/39/en/Question types

Assignments:

This activity allows the instructor to give a question or series of questions to which students need to
answer and submit either directly on Moodle or by uploading a file on Moodle. This activity is again
created by the instructor and placed in a ‘Week’ or Topic. Assignments are also usually defined by the
deadline or due date for students to submit their responses.

In order to access the assignment do to relevant ‘Week’ or ‘Topic’ and access the assignment activity:
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After accessing the assignment activity you will get the following screen:

Assignment 1

What do you know about FC College?

Submission status

Submission status Mo attempt

Grading status Mot graded

Due date Monday, 3 August 2020, 12:00 AM
Time remaining 5 days 20 hours

Last modified -

Submission comments
B Comments (0

Add subrmission
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Once you are ready to submit your assignment, click on Add submission.

Assignment T

What do you know about FC College?

Submission status

Submission status Mo attempt

Grading status Not graded

Due date Monday, 3 August 2020, 12:00 AM
Time remaining 5 days 20 hours

Last modified -

Submission comments

Add submission

EMPOQWER
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Now you will have two options to submit your assignment; 1. Online Text 2. File Submissions

Ass ment 1
¥ bout F ege
& 1 i= B ] EE % % @R & mo
b Mol = = a =
& @ oEw
-
_— —

1. Online Text Submission:
In this type of submission, you simply need to provide text in the text box and submit.

Assiagnment 1

What doyou know about FC

Online text

I i= B I EE %S @& & wmd

fit had reachad 1.2

File submissions TWIGXIFTILIT SIZE 104 THEW TIIES) | OUNIE, MaGITIUIM JItacniments: |

pf'_ 5

|
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2. File Submission (Uploading File)
In this type of submission, you can create a document by using Microsoft Word (for instance) and can
submit your assignment by uploading the document through file picker. Following are the steps:

Step 1: Click on the file icon next to File submission and you will access the file picker to select your file.

I File submissions I Mazimnum size fior|

o
l_‘

-

You can drag and drap files hare ta add tham

Step 2: Make sure you select ‘Upload a File’ then click on ‘Choose File’

2= ==

Attachrrent

= — :

| Choose Fife | Mo file chasen
Author

Admin TS moodle
Choose license

Creative Commons - ShareAlike ot

Upload this file

n &, EMPOWER )
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Step 3: Select your file from your device (laptop, PC, Tablet, smartphone, etc.)

i . —— -~ N - = a A% .
& Open *
i1 » ThisPC » Desktop » D001-Mocdle v O Seateh O01-Moodie B
Organize = Mew folder =~ [ a
VIDED_TS f Mame Type Sizs Length ~N
YIREOT5 ] Studznt Moodie Guide Microsoft Ward Document 8020 KB
& Onebrive E instructor su Mhicrosoft Ecel Comima Separated Vzlues Fia 15KE
2 facutty for moodie su 1137 PM Micrasoft Exveel 97-21 208 KH
I8 This AC £ instructor su &P Microsoft Eecel Warksheet i7kB
8 3D Objects = instructor with courses su 1238 PM oft Excel 97-2003 Worksheet 24KB
B Deskzop |@] Creating L=ssons on Moodle WP File 141267 KB D3:25:05
Z| Documents ¢5 screenshots student guide Microzoft Word Documnent 183 KB
l_' Bl E angrezie medium JPG Fite
1 @Essav Rubric POF File
B Music 2
el |8] rubric PG Fie
T Risees {f Stud=nt Moadie Guide POF File
B Video: 52| bbb course report- 28th fune Wicrasoft Bxcel 37-2003 W
i Local Disk () [ 4aDDCTI2tmp TMP File
o Local Disk (D) #2 moodie usage 24th June Microsoft Excel
WD W Drive (E] 0k @ I3 Tosk List for creati ng sessions file
E Task list of creating session 81272020 1:20 AM w“
¥ Metwork N >
File name: | Student Moodle Guide Y
Step 4: After selecting your file, click on upload this file.
. . . "
File picker
i Recent files HE B

9 Wikkmedia

& Moodle

%2 Dropbox

Attachment

| Choose File | Student Moo... Guiide.doc

Save as

Author

Admin ITS mooadie

Choose license

Creative Commaons

- ShareAlike
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