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1. Request a Course

To offer your course materials in a ,protected” space, you must first request a so-called ,,course.”
When you are on the My Courses page, you can open the Request Form by clicking on ,the three dots
in the upper right corner.”
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* First, enter a unique Full Course Name and a Short Course Name. The full course name will be
displayed in the course overview. The short course name is an abbreviation of the course name that
appears in the navigation bar. Since the short course name can only be assigned once across the
platform, the semester must also be included here.

We kindly request a uniform naming convention for course names within your
course area starting from the Winter semester 2023/24, following the
principle: Full Course Name:

[Semester] [if applicable, module number] [Name of the course] [(Teacher)]
e.g. 2023/24 WiSe F123 Introduction to Business Administration (Mustermann)
e.g. 2024 SoSe F123 Introduction to Business Administration (Mustermann)

Short Course Name:

[Semester] [Short Name] [(Teacher)]

e.g. 2023/24 WiSe Intro to Business Admin (Mustermann)
e.g. 2024 SoSe Intro to Business Admin (Mustermann)

e Select your personal Course Area. Clicking on the search field will open a dropdown menu. Look
for your course area under your faculty.

e In the Description field, you can provide information about the course content.
e For the Justification of the Course Request, it is sufficient to enter a single character.

e Finally, click the Request Course button.

Ihr Kursantrag wurde gespeichert. In Klirze erhalten Sie eine Mitteilung, ob der Kursantrag bestatigt wurde.

As soon as Moodle support has approved your course request, you will receive a confirmation via
email. This usually happens within the next (maximum 24) hours on working days. Once approved,
you will find your course under My Courses.

You can also add the Course Overview, Recently Accessed Courses, and/or Favorite Courses blocks to
your dashboard and manage access through the right-hand block bar, which you can expand if
needed. More information about the dashboard can be found here.

Click on the desired course to be redirected.

2. Course Formats

The topic sections on the main course page can be displayed in different ways. Moodle offers various
formats in the course settings (Central Menu Bar - Settings under ,,Course Format”), which can be
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customized for each course depending on the content and purpose.
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Even during an ongoing course, the Course Format can be adjusted.

2.1. Grid Format

With the Grid Format, the individual topic sections are displayed in a tiled layout with images. Further
information on the settings can be found in the guide: Grid Format.
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2.3. Single Activity

If you change the course format to 'Single Activity', you must first remove all other activities from the
course, including the 'Announcements' forum. Please note that the section structure may change.

2.4. Social Format
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The Social Format represents a Kurs Einstellungen Teilnehmer/innen Bewertungen Berichte Mehr v
unique course structure that is
useful when your Moodle course
consists of a single discussion
forum. This structure promotes a
very open style of teaching, where
exchange and discourse are the

main focus. It doesn't necessarily Keine Themen im Forum
have to be a conventional course.

Offenes Forum ohne Themeneinschrankung

In courses using the Social Format, the various discussion topics are displayed in the form of a list on
the course page.

2.5. Tiles Format

The Tiles Format is
similar to the Grid
Format but
appears more G G G G G
modern.
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2.6. Topics Format
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Kurs Einstellungen Teilnehmer/innen Bewertungen Berichte Mehr v
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content in chronological order. The course
sections are structured by weeks and
displayed with the corresponding dates.
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3. Functions within the Course

The central menu bar contains, among other things, editing functions (Settings) and user
management (Participants) for you as the course instructor.
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Startseite Dashboard Meine Kurse
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Berichte

Under Grades, you can find an overview of students' results if you offer activities like Quizzes and
Assignments. There is a quick and easy way to search and filter grades. You can also collapse

individual columns in the gradebook, hide individual categories in the grade overview, or view
feedback on specific grades directly in the gradebook.

More information can be found on the Moodle website Bewertungen und Verbesserungen in den
Bewertungen

Reports - these allow you to track student progress.

e The Course Activity Report shows how often each resource and activity has been clicked. Go
to Reports in the course navigation and click on Course Activity.

e Statistics are tables and charts that provide statistical insights into the usage of your Moodle

page. They show how many different users have visited your Moodle page. You can also find
statistics under the Reports menu item.

Statistiken

5518 - Testkurs (Mustermann) - Alle Aktivititen (Trainer/innen und Teilnehmer/innen)

i
|

Ende des Zeitraums (Monat) Gast Kursleiter/ in Alle Logdaten

Moodle provides you with various blocks for managing settings or activities. The blocks serve
organizational, communicative, informative, or visual purposes. With the blocks, you can add various
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information to the right column of your course room (collapsible right block bar). The right block bar is
only visible to course participants if you have filled it with content.

The selection of blocks is up to you and can be changed at any time. However, having too many
blocks can increase the clutter in a course room, so you should be mindful of the targeted use of
blocks.

Click on Edit at the top right to enter editing mode.

In editing mode, you will find the function Add Block in the right block bar.. [x] (more about this
Dashboard).
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The so-called breadcrumb allows you to easily navigate within the course room. If you are in an
activity, it helps you return to the main course page. Just click on the Short Course Name.
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4. Edit Course Settings

Important: The settings you made when requesting the course can be changed
at any time.

At the top of the course, click on Settings in the central menu bar. You can also configure the
course formats presented earlier here.

Under General, you can change the course names afterward. If you want to make the course
unavailable to participants during its creation, set Course Visibility to Hide. The course will not
appear in the course list, and its content will not be accessible to students. If you want to structure
your course by weeks and use the Weekly Format(seehere) you must set a start date under Course
Start Date.

Description
In the Course Description, you can provide information about the course content. This will appear in
the course overview..
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Course Format

In the Course Format section, you can determine the basic appearance of the course. First, select the
Format. By default, the Topics Format is set. It is recommended to avoid using the other formats, such
as Single Activity and Social Format.
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You can increase or decrease the Number of Sections as needed. This can also be done in the course
room itself through the Add Section function after each course section. Under Course Layout, you can
choose whether to display All Sections on One Page or One Section per Page with navigation options

(Jump to Topic X).

The options under Appearance can be kept as they are. However, if you are offering a course in
german, you can enforce the language by switching to Deutsch.

Startseite Dashboard Meine Kurse

v Kursformat

E Format 7] Waochenformat e
Verborgene Abschnitte (7] Vollstandig unsichtbar ]
Kursdarstellung [7] Alle Abschnitte auf einer Seite #

v Darstellung

- Sprache erzwingen Deutsch (de) =

Nicht festlegen

Anzahl von Ankindigungen 7] Deutsch (de)
English (en)
Bewertungen anzeigen (7] Ja. =
Aktivitatsherichte Q MNein =
Aktivitdtsdaten anzeigen (7] MNein %

> Dateien und Uploads

b

Abschlussverfolgung
> Gruppen
> Umbenennen der Rolle @

> Tags

Speichern und anzeigen Abbrechen

If you wish to include group work in your course, you can configure the Groups - Group Mode to
determine whether the group activities are visible to the entire course or if group members work
independently. By enabling Force Group Mode - Yes, all activities in the course will be conducted in
group mode.

Note: The group mode can also be set individually for each activity and
does not need to be managed at the course level in the course settings.
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