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BOARD

Use different board types to help instructors and learners communicate and share ideas.

Click the [Add Resource/Activity] button in the weekly section where you want to add the board,

and then press the (Board) button.

Enter the title of the bulletin board and select the bulletin board type.

v 72

s 0

Az et O Az s

Type Explanation

Default Board Users can freely write posts.

) Only instructors can write posts, and learners’ replies/comments are
Notice Board )
restricted.

Private posts can be created, allowing the board to be used for Q&A
Q&A Board
purposes.

It can be used on a group basis, created through ‘Grouping’ and ‘Create
Group Board

group’.
1:1 Board Instructors can view all posts, while learners can only see their own posts.
Anonymous ) ,
Board By leaving the author’s name blank, posts can be made anonymously.
oar

You can set the file size limit and the number of attachments for the board.

- Heny

Hume 58 o s
oy Hene 4 5
Aoy e gy APOIE ¥ZE 3 (1GB) ¢

Please click the [Save and Return to Course] button.
When selecting a default board, a board will be created where posts can be written freely.
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REGISTERING ASSIGNMENT

Click the [Add Resource/Activity] button in the weekly section where you want to add the
assignment, and then click the ‘(assignment) button.

Enter a title. (Ex: assignment of week 2)

v

Set the assignment submission period.
* When setting the cut-off date, you can adjust the date and time by checking the activation
button on the right.

e Allow submissions from: Start date and time for assignment submission

e Due date: Assignment submission deadline (submission allowed after this date)

e Cut-off date: Assignment submission cut-off time (submission not allowed after this

date)
¢ Remind me to grade by: Notification time for grading alerts to the instructor
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Enter the maximum score (full marks) for the assignment and click the [Save and Confirm] button
to complete the assignment creation.
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EVALUATING ASSIGNMENT

Click the assignment you want to grade.

Click the [View all submissions] button.
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Click [Download all submissions] to download and review the assignments.
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Enter the score in the ‘Grade’ field and press the Enter key to submit the score.
*You can also leave feedback.
* By clicking [Options] - [Quick Grading], you can enter grades directly on the assignment
evaluation screen.
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]
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REGISTERING QUESTIONS

Test(quiz) follow a two-step process: 1) Registering the necessary questions in your personal
‘Question Bank,” and 2) Adding the ‘Quiz’ to the classroom for learners to take at a specified time.

First, register the quiz questions in the question bank.
* Questions registered in the question bank can be reused in the same or different courses.

Click [Question Bank] under [Others] in the left menu, then click [Create a new question] on the
next page.
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Select the type of quiz question you want to create, then click the [Add] button to start adding
questions
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Enter the ‘Question name’ to organize your questions in the question bank, (e.g., Week 1 Test 1)
and write the quiz question in the ‘Question text’ field.
Enter the question’s score in the ‘Default mark’ field.
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Enter the answer choices, including correct and incorrect options, in the fields labeled ‘Choice 1,
‘Choice 2, and so on.
For the correct choice, set the grade percent to ‘100%'.
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Click the [Save] button to store the question in the question bank.
Continue adding questions in the same way to manage your quiz questions.
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MULTIPLE CHOICE

This is a question type where the correct answer is selected from multiple choices provided.
When registering the question, the answer is entered together, allowing for automatic grading and
score display after the quiz ends.

You can choose to have either one correct answer (single answer) or multiple correct answers
(multiple answers).
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Create multiple choices, including the correct answer.
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Click the [Save] button to complete the question registration.

53 % 2342 53 as
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ESSAY

This is an essay-type question where learners can freely respond to the given prompt.
It does not require pre-registering an answer, allowing the instructor or grader to review the
learner’s response and assign a score.

Fte| 22| FAHEHAE :

25 239 0 =HEAE 10 Write the classification criteria according
'

to the example

1 iv B I = E % & @R & @

Question to be created

= A
I 72 @+ 0 10 I Score earned for a correct answer

You can adjust the settings of the input field that is used by learners to write their responses as
needed.

v Crob MEHA}
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You can provide guidelines and formats for writing responses in the [Response template] for
learners to refer to when answering.

The content entered in the [Response template] field will appear at the top of the input field when
learners take the quiz.

QA4 @ | 7 i B I #v 9y EE % S @@

 EfoF 24 OJA]) ZOl= Hrf 5 E2 FAetHL)]

Click the [Save] button to complete the question registration.
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SHORT ANSWER

This is a question type where learners write a fixed short word or phrase as the answer.

When registering the question, the answer is entered together, allowing for automatic grading and
score display after the quiz ends.

If the correct answer is in alphabetic characters, case sensitivity can be applied.

“»

Fte| 22| FAHEHAE

Write the classification criteria according

ZFAEHAE 18
_ to the example

21 e 0 1 iv B I EE % % @R ¢ A
Question to be created
I 72 @+ 0 10 I Score earned for a correct answer

Enter the correct answer and the grade weighting (the percentage of the default score to be
applied).

It is recommended to include similar words or abbreviations as acceptable answers.

(e.g., Answer 1: U.K. / Answer 2: United Kingdom)

(=1
=1

Erefl HH | 100% s

% S

T=5 1 iv B I 4 9~

Click the [Save] button to complete the question registration.

P as
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TRUE/FALSE

This is a question type where learners select whether the given statement is true or false.

Fte| 2| FAHEHAE ¢
2x 222 O p Write the classification criteria according
FAEIAE 189
(of: 224t 14 £9) to the example
BAUEO 3 . BT EE %S @R ¢ e}
Question to be created
I Ji2 @+ 0 10 I Score earned for a correct answer

Write the correct answer for the question as either true or false.

1= A3+

Click the [Save] button to complete the question registration.

e zznz=i | nzsae RIS
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MATCHING

This is a matching question, where learners find related pairs such as question-answer or choice-

choice.

Saint-Germain

Madrid

Barcelona

Fte| 22| FAHEHAE :

Write the classification criteria according

TR AE 18
to the example

28l e 0 1 iv B I =EE %S @@ ¢ e X

Question to be created

I 72 @+ 0 10 Score earned for a correct answer

Write related question-answer or choice pairs as shown below.
You need to create at least 2 questions and 3 answers..

a3t S0 2 7RO FOHS FIAISHOrRt Tt B|0fRU= 2ol CiEt B2 ISt 2l

o Y50l OYS HTH 4 USLICL LHZ0| SOIUX %2 BA L YOS 2AIFLICL

iv B I J~ 9v EE % S

Ex: France

g I Ex: Paris I

Click the [Save] button to complete the question registration.
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EMBEDDED ANSWERS (CLOZE)

This is a question type where a sentence or paragraph is presented, and learners are required to
select or write the correct answer in the blanks.

Fte| 22| FAHEHAE :

o Write the classification criteria accordin
2H 25 O =HEAE 17 g
t

to the example

1 iv B I = E % & @R & @

Question to be created
Example: To create a blank in the sentence like {1:SHORTANSWER=blank},

insert brackets and information as shown in the example below.

B2 XA
I 72 @+ 0 10 I Score earned for a correct answer

To create a blank within the sentence, insert brackets and information at the spot where the
answer should be entered, as shown in the example below.

e Short Answer : {Default Score(humber):SHORTANSWER:=Correct Answer}
(e.g., {I:SHORTANSWER:=Notice})

. Multiple Choice : {Default Score(number):MULTICHOICE=Correct Answer#OK~Incorrect
Answer#Wrong}
(e.g., {I:MULTICHOICE:=Fixed#OK~Variable#Wrong})

. Numerical : {Default Score(number):NUMERICAL:=Correct Answer:Tolerance Range}

Click the [Save] button to complete the question registration.

e zznz =i | vz sz RIS

Fill-in-the-blank questions will appear to learners as shown in the screen below.

2xml o .

N Match the following cities with the correct state: * San Francisco: $ *Tucson: $
OFE] 25tx| &
5008 * Los Angeles: % *Phoenix: % Thecapital of France is
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NUMERICAL

This is similar to short answer questions but requires answers to be in numerical form only.

Fte| 22| FAHEHAE

“»

o Write the classification criteria accordin
EMERY O [ = 9
b e

to the example

21 e 0 1 iv B I EE % % @R ¢ A
Question to be created
I Ji2 @+ 0 10 I Score earned for a correct answer

Enter the correct number in the answer field, and apply a tolerance range if partial answers are
allowed.
Also, enter the grade weighting. (e.g., 100% for a perfect answer, 50% for a partial answer---)

(=13
=1

got1 o 0 8% gs .
H== 1 iv B I J#~ 9% = E % S

N

Click the [Save] button to complete the question registration.

N zznz=i | nzsae RIS
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DESCRIPTION

Use this when instructions or explanations are needed at the start, end, or during the quiz

(et FAHE|AE s

Write the classification criteria according
o | Freas s
2

to the example

28l e 0 1 iv B I E=EE % S @B Y R

Enter the text that learners will see.

Click the [Save] button to complete the question registration.

Nz gz 2 | Az [P
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REGISTREING QUIZ

Click the [Add Resource/Activity] button in the weekly section where you want to add the
test(quiz), and then click the @(test) button.

Enter a title of test. (Ex: Week Test)

v 712

Click the ‘Enable’ button on the right to set the quiz start and end date/time and time limit.

* If you do not set the start/end date and time, the quiz will be available for learners to enter and
take at any time.

*You can limit the time students have to complete the quiz by setting a time limit.

v =712t 2F

ANE LA @ 2024+ |78 & 224 | 114 | 59% 8 Oz
E2 YA 20244 7€ & 224 11% | 59% £ Ogyy
NZtHIE @ 0 272t Dgyst
AlZtrist x3t Al @ MRS SAl LS AHE HZE $
HE Q0712 @ 1 oy ¢ 23t

To limit the number of submissions, change the setting from ‘Unlimited’ to the desired number of
allowed submissions.
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To release the scores after completing the quiz, check ‘Grades’ under ‘After the quiz is closed’.
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Click the [Save and Confirm] button to see that the test(quiz) has been created as shown.
Now, click [Edit Quiz] to link the questions you have prepared in advance.
1FXHEHAE
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Click [Add] on the right and select [+from question bank] to display the questions registered in the
question bank.

Select the questions to add to the quiz, then click the [Add selected questions to the quiz] button
to register them.

After adding all the questions, enter the total score in the [Maximum Grade] field and click the

[Save] button to complete.
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EVALUATING TEST

Click the completed quiz, then press the button displaying the number of participants in the center
to move to the evaluation page.

FAHAE
AIZHAA| 1 2024-07-22 00:00
SEYUA12024-07-29 19:00

AlZErlet: 1 AlZE

Mgy A0 e

Click ‘Not yet graded’ next to the learner’'s name to proceed with grading.
* For questions like multiple-choice, where answers are pre-registered, grading is done
automatically.

olg ojm|Y Fa |

og

48 A A B2 AN A8 AZH 4%/10.00
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Select [Review Attempt] to check the answers submitted by the learner.
Review the learner’s answers, then click ‘Make comment or override mark’ to enter the score.

“Click the [Save] button to close the score entry window, and once grading is complete, click
[Finish review] to finish the evaluation.
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CREATING FORUM

Click the [Add Resource/Activity] button in the weekly section where you want to add the Forum,
and then click the (Forum) button.

Enter the title of theforum and select the type.

. Each person posts one discussion: A discussion where each participant registers one
topic and exchanges opinions with others

. A single simple discussion: A discussion where the instructor presents a topic, and
learners leave their opinions on that topic
(In ‘A single simple discussion,” write the discussion topic and preliminary notice by
clicking ‘Add a New Discussion Topic’.)

. Standard forum displayed in a blog-like format: A discussion where participants freely
write posts in a blog-like format

. Standard forum for general use: A discussion where participants can freely write topics
and opinions (default setting)

. Q and A forum: A discussion where learners can view other participants’ responses after
submitting their own answers to the given topic
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Set the Aggregate type and maximum grade to evaluate the discussion activity and reflect the
scores in the course gradebook.

[Aggregate type]

* Average of ratings: The average of all evaluation scores

* Count of ratings: The number of items evaluated

* Maximum rating: Recognize the highest score among the evaluation items as the final grade
* Minimum rating: Recognize the lowest score among the evaluation items as the final grade

* Sum of ratings: Sum of all evaluation scores

v Gt

Wiotsttodg @ - S0l XMEE| Mol 5 gelo| hELCh

nl TASY ©  migs s |

A= @
RY | mas
HE IR YU NHE s
alzm B+ 100 |
It 712t Higt
AT Al 20254 18 & 214 154 25% ()
B YA 20254 18 & 214 155 255 M)

Click the [Save] button to complete the creation of the discussion forum.
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EVALUATING FORUM

Forums with set aggregate type and maximum mark can be graded in the grades.
Click [Course Home]-[Grade/Attendance]-[Grades] at the left of the course.
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Enter the scores for each learner in the discussion list and press the Enter key.
The fields with entered scores will change color as shown below.
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If you want to reflect the number of posts/comments written in the evaluation, you can refer to
[Course Home]-[Grade/Attendance]-[Learning history]
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CREATING SURVEY

Surveys are created in two steps: 1) Setting up the ‘Survey’ that learners can access by clicking in
the classroom, and 2) Adding the questions that learners need to answer in the survey.

Click the [Add Resource/Activity] button in the weekly section where you want to add the survey,
and then click the @(survey) button.

Enter a title of the survey

-7l

s 0

1 iv B I EE % S @R ¢ @
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Set the period during which participants can take the survey.
If no date is specified, the survey will be available for participation at any time.
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You can use various settings for the survey

v HEZAL Y
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You can display a confirmation page after completing the survey.
If you do not use a confirmation page, learners will be redirected to the course main page after
completing the survey.
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If you want to automatically direct learners to the next
activity or display specific materials after completing

the survey, enter the URL of the desired location.

d3Fz2 0
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ADDING SURVEY QUESTIONS

After entering the information to create the survey and clicking the [Save] button, the next screen
will appear.
Click [Edit questions] to add questions.
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Click ‘Select’ to choose the question type you want to use in the survey.

=
HEZA
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SHE0f| B2 XT} o AEH .

280 A2 371 v o  Short text answer: Respond with a word or short phrase
ZtEtst EIAE Elok
21 25 ot * Longer text answer: Respond with a full sentence
M * Multiple choice: Select one or multiple options from the provided
o (S2 choices
AL . . . . . .
ol * Multiple choice (rated): Select from options listed in a rating scale
2z} * Numeric answer: Respond with a number within a specified range
H|O|X| Lz 7t e Information: Used to record course information or display
EX|

response time as a reference

 Captcha: Currently an unsupported feature

* Add a page break: Adds a separator to divide the survey into
different pages

* Label: Categorizes the survey questions
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LONGER TEXT ANSWER
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Menu Description

Required When selected, participants are required to answer this question.
Label When using dependent items, enter the number that identifies the

corresponding question.

Question Write the question.

Width Specify the width of the input field.
Number of lines Specify the length of the input field
Position Specify the order of this question within the entire survey.

26 / 36




SHORT TEXT ANSWER
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Menu Description

Required When selected, participants are required to answer this question.
Label When using dependent items, enter the number that identifies the

corresponding question.

Question Write the question.

Width Specify the width of the input field.
Maximum characters ) ]
accepted Specify the maximum number of characters that can be entered.
Position Specify the order of this question within the entire survey.
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Mchy
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MULTIPLE CHOICE
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Menu Description
Required When selected, participants are required to answer this question.
Label When using dependent items, enter the number that identifies the
corresponding question.
Question Write the question.

Multiple choice type

Choose between selecting one option (radio button), one option (dropdown
menu), or multiple responses.

Adjustment

Specify the alignment of the options (vertical/horizontal).

Do not analyse empty
submits

If ‘Yes’ is selected, unanswered items will be excluded from the analysis in the
survey’s ‘Analysis’ tab.

Multiple choice values

Enter each item individually and press ENTER to add the option.

Position

Specify the order of this question within the entire survey.
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MULTIPLE CHOICE (RATING)
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Menu Description
Required When selected, participants are required to answer this question.
Label When using dependent items, enter the number that identifies the
abe i )
corresponding question.
Question Write the question.

Multiple choice type

Choose between selecting one option (radio button), one option (dropdown
menu), or multiple responses.

Adjustment

Specify the alignment of the options (vertical/horizontal).

Do not analyse empty
submits

If ‘Yes’ is selected, unanswered items will be excluded from the analysis in the
survey’s ‘Analysis’ tab.

Multiple choice values

Enter each item individually and press ENTER to add the option.
At this time, classify the ratings as ‘number/item’ as shown in the image above.

Position

Specify the order of this question within the entire survey.
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NUMERIC ANSWER

This is a question type where participants respond by selecting a number within a specified range.
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Menu Description
Required When selected, participants are required to answer this question.
Question Write the question.
Label When using dependent items, enter the number that identifies the
corresponding question.
Range from Enter the minimum value within the specified number range.
Range to Enter the maximum value within the specified number range.
Position Specify the order of this question within the entire survey.
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INFORMATION

Information is not a survey question but can be used alongside questions to provide relevant

details to participants.
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Menu Description
Required When selected, participants are required to answer this question.
Label When using dependent items, enter the number that identifies the
abe

corresponding question.

Information type

Display the course abbreviation or the course’s associated category.

Position

Specify the order of this question within the entire survey.
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ADD A PAGE BREAK

A separator that divides the page will appear as shown below.

When you place a separator created with ‘Add a Page Break’ between survey questions, the survey
will be divided into pages based on the separator.
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LABEL

You can use labels to provide additional explanations at the start, end, or between questions in the
survey.
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Menu Description
Contents Write the content to be displayed on the screen.
Position Specify the order of this question within the entire survey.
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SAVING/MANAGING SURVEY
QUESTIONS

You can save the questions used in the survey as a template and reuse them in other courses
when needed.
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H2x| AR Export Survey: Download the collection of survey questions as an XML file

g2 ul2dz/ 22 71827 |mport Survey: Upload the downloaded XML file to another course for reuse

To reuse previously created questions using ‘Import Survey,’
please add the downloaded XML file following the steps below.
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ANALYZING SURVEY RESULTS

Click the survey you created in advance.

Click ‘Analyze’ to compile and display the survey responses on the screen.
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Click ‘Show responses’ to check individual response details.
* Named/anonymous responses will follow the criteria selected in ‘Creating a Survey’.
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CREATING A CHAT ROOM

You can have real-time conversations online.

Enter the channel name for the chat room.
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Set the start date and time for the chat.
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Click the [Save] button.
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