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Outline

 Teacher Email Accounts

 Password and Smartphone Setup

 Webmail and Address Book

 Moodle – My Courses

 Course editing

 Grade administration

 Export & import courses

 Q&A

 Backup Slides – Other Moodle Activities
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What do You Need to Access the System?

 Email

 Such as abc@sdhxcs.org

 Password (default: Email123@HX)

 Moodle 

 Username is the name of email without domain 

name, such as abc if email is abc@sdhxcs.org

 Password (default: MyCourse123@HX)
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Email
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Email Accounts – First Time Login

 First time login

 Open your web browser and enter the URL 

http://mail.ionos.com ;

 Enter your email address associated with Hua 

Xia, such as abc@sdhxcs.org, and default 

password Email123@HX
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Email Accounts – Change Password

 Change your password
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Email Accounts on Smartphones

 Set Up Email on Smartphones/Outlooks

 https://www.ionos.com/help/email/my-emails/
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Webmail
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webmail.sdhxcs.org
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Login
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1st Login GUI
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Settings
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Composing Messages
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Skins
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Litecube Skin
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Address Book
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Address Book: Create New Group
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Address Book: Add Contact (1)
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Address Book: Add Contact (2)
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Spreadsheet

Save as .CSV file



Address Book: Add Contact (3)
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Click icon to add email to address book



Composing Email
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Moodle - MyCourse
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www.sdhxcs.org

 Joomla 3.1 based

 Quick Access 

& side bar

San Diego Hua Xia Chinese School Confidential



24

Access SDHXCS LMS 

www.sdhxcs.org courses.sdhxcs.org

Based on Moodle 2.5.3

San Diego Hua Xia Chinese School Confidential



25

First Time Login

- Change password

- Update/complete profile
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Access My Courses

 New teacher:

 One course for the 

new school year only
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2019-20

2018-19
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Course Settings
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Course Format
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Student List Export (1)
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At bottom page, Select NONE and Submit



Student List Export (2)
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Download student information to an Excel spreadsheet
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Edit Course Contents (1)

Recommend to use Internet Explorer
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Edit Course Contents (2)
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Edit Course Contents (3)

Course summary editing
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Edit Course Contents (4)

Add/edit activity/resource
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File

 Add a resource -> File

 Four ways to add a file

 Upload a file or drag & drop file to the open 
window

 Reuse a file used in any of your courses

 Reuse a recently uploaded file

 Use a file in My private files
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Upload a New File
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My Private Files

San Diego Hua Xia Chinese School Confidential



38

Add Page/URL
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Webpage Editing

 Edit the web page in the web page editor

 Edit the HTML code directly
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Grade Administration (1)
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Grade Administration (2)
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Use credit program as example

These are grade categories

To create a grade book, please start with categories
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Grade Administration (3)
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Step 1. Select Grades

Step 2. Click on Categories and items

Step 3. Click on Simple view

Step 4. Click on “Add category”
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Grade Administration (4)
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1. Category name

2. Percentage

3. Parent category
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Grade Administration (5)
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Once you are done with “Categories”, 

you can add “Grade items” to 

each category
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Grade Administration (5)
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1. Item name

2. Full score

3. Parent category name
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Grade Administration (6)
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Grade Report Tips

 Too many fields?  Too many columns?
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Grade Report Tips
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There are three ways that the categories can be displayed:

•Grades only - without the category totals column

•Collapsed - Category total column only

•Full view - grades and the aggregates (the totals column for the category)

Each section has a small icon immediately to the right of its name. 

Clicking this will cycle through these display modes for that category. 

+ goes to grades only view

o goes to full view

- goes to collapsed view



Export & Import Courses (1)

 Good for teachers who taught same course 

last school year.

 Course activities and resources may be 

imported from any other course that the 

teacher has editing permissions in. This will 

allow teachers to re-use instead of re-

creating one or more activities or resources.
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Export & Import Courses (2)
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Step 1. Click on “Import”

Step 2. Select a course to be imported



Export & Import Courses (3)
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Step 1. Click on “Import”

Step 2. Select a course to be imported



Export & Import Courses (4)
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Step 3. Initial settings: what to be imported

Step 4. Define detailed import data

Suggestion： Start with a single week first
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Switch Role to ...

 Teachers may switch role to student to view 
the course as a student

 The login status at the upper right corner 
show the current role

 Click “Return to my normal role”
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Students

 Student username

 Unique/permanent student ID

 New student default password

 Student birthday: YYYYMMDD
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Moodle Resources

 http://study.ln.edu.hk/tlc/moodle-training

 https://rrisd-moodle.wikispaces.com/

 https://www.youtube.com/user/moodlehq
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Q&A

Thank you!
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Backup Slides
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Assignment
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View Assignment Submissions (1)
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View Assignment Submissions (2)
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Grade an Assignment Submissions

Grade

- Grade

- Feedback comments

Edit

- Update grade

- Grant extension

- Revert the submission to draft
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Send a Message (1)
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Send a Message (2)

You may send a message to a participant like 

using an instant messenger
If he/she is online, he/she will receive your message 

in a pop-up window at the bottom

Otherwise, he/she will receive an email containing 

the message body with the subject

“New message from xxx”
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Other Activities: Chat

 Add an activity -> Chat

 Enables participants to have text-based real-
time synchronous discussions

 Chat rooms can be created

 Chat sessions can be scheduled to gather 
participants in the chat room

 Very useful when the group chatting is not 
able to meet face-to-face
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Other Activities: Choice

 Add an activity -> Choice

 Enables a teacher to ask a single question 

and offer a selection of possible responses

 Choice results may be published after 

students have answered, after a certain date, 

or not at all

 Results may be published with student name 

or anonymously
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Other Activities: Feedback/Survey

 Add an activity -> Feedback or Survey

 Enables a teacher to create a custom survey 

for collecting feedback from participants 

using a variety of question types including 

multiple choice, yes/no or text input

 Feedback responses may be anonymous if 

desired, and results may be shown to all 

participants or restricted to teachers only
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Grade Report
 Too much data? Too many fields?
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Timecode Conversion

 https://www.extendoffice.com/documents/exc

el/2473-excel-timestamp-to-date.html

 Excel formula:
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formula =(((A1/60)/60)/24)+DATE(1970,1,1)

https://www.extendoffice.com/documents/excel/2473-excel-timestamp-to-date.html


Email Import CSV Format
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