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Pag. 05 INTRODUCTION

1. INTRODUCTION

This guide will introduce the basics to know for participating in an online course.
You will learn step by step to register on the Moodle platform, find and enrol in
a course, enter and work in the online environment.

1.1 WHAT IS MOODLE

Moodle is an LMS (Learning Management System), a system for managing online
courses designed to create virtual classes that allow effective and engaging online
learning experiences. It is used internationally for educational and training projects
that involve the active involvement of learners and allow collaborative learning,
group work and knowledge exchange.

1.2 DEFINITION OF A MOODLE COURSE

The term Course means the virtual space dedicated to loading and managing the
teaching material of each individual teaching.

In the e-learning platform of the TRAPP Project the courses are set up according
to the format for topics, which allows to divide the material organizing it
according to the themes chosen by the teacher.

A Moodle course can contain:

— didactic material in various forms such as text, audio, video etc

— interactive activities such as homework, quizzes, workshops

— activities that allow teacher-student and student-student communication,
such as forums and chats.

1.3 NECESSARY REQUIREMENTS

To use a site created with moodle you need to have a computer or tablet or
smart-phone connected to the internet, have a valid e-mail address, be able to
use a browser and send and receive e-mail messages.
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The browser must be configured to accept "cookies” otherwise the system will not
work and errors will be displayed. Normally all browsers are automatically
configured to accept cookies, if not then consult the browser documentation and
set it to accept cookies from the platform site.

If you have a smartphone you can use most of the site's features even with the
official Moodle app, more conveniently than the browser. Without the APP, in fact,
with the normal browser, the small video of the mobile forces to frequent
enlargements and moves of the page to reach the various elements that
constitute it. The App can be downloaded for Android for free from the Google
Play Store and for IOS from the Apple Store. However, a normal browser is
required to take advantage of all the features.

Generally, the only requirement is a computer with Internet access and a web
browser. However, not all features are supported in older web browsers, so we
suggest using the latest Firefox, Chrome, or Safari or Internet Explorer 10+. We
highly recommend Firefox or Chrome as the BRTC Moodle site has been optimized
for use with it. Some courses may require additional plugins and software such as
Flash, QuickTime, or Acrobat Reader. Most classes require word processing
software such as Microsoft Word. Each course syllabus should list specific
software requirements.

Pop-up Blockers

Pop-up blockers should be disabled in order to display Moodle content correctly.

Chrome

In the top right of your screen, click Customize icon and then Settings. Scroll to
the bottom and click the “Show advanced settings..” link. Under the Privacy
heading, click Content settings. Scroll down to the Pop-ups heading and click
Manage  exceptions. In the box that says “/*/example.coni’, type

[*.]learning.europeanregisterphlebologists.eu. Then click Done twice. Close the tab.

Chrome Customize Icon

Firefox
In the top right of your screen, click the Firefox menu, then Options. Click the
Content on the menu on the left. Under Pop-ups,”, click Exceptions. In the address
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bar, type https://learning.europeanregisterphlebologists.eu, then click Allow and
then Save Changes. Close the tab.

Firefox Menu Button.

Internet Explorer (IE)
In the top right of your screen, click the 7oo/s menu and then /nternet options.

Now, click the Privacy tab. Next, under the Pop-up blocker heading, click Settings.
In the address bar, type https:// learning.europeanregisterphlebologists.eu and
click Add. Click Close and then OK.

IE Tools.

Safari (Apple Computers)
Open Safari, and hit the command key and, simultaneously. This brings up Safari’s
menu. Click Security. Untick the box that says Block pop-up windows.
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2.REGISTRATION AND REGISTRATION FOR THE
COURSES

2.1. CONNECTION TO THE E-LEARNING PLATFORM

To connect to the e-learning platform of the project it is sufficient to type, in the
address bar of any web browser, the URL

h : rnin r nregisterph i

At this point you will see the home page of the site:

Merms - besming | lumpean Res 3 o
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Course list

List of al mwmwmme«dw-ﬂ the
actavilies of each course. [Re

INF[] FUH SFUI]ENT

& Navigation

< (COURSES

The main page of the platform containing the list of available courses will be
presented in the central part.
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To access the courses you must be registered on the site and register for the
course.

Registration is used to enter your data into the system, so that it can be
subsequently recognized, and involves assigning a unique username and choosing
a password. The next paragraph explains how to register.

With username and password you can login or you can log in and be recognized.

Once you have logged in you can enter and carry out activities in all the courses
you are enroled in. To carry out activities in a course (for example to try the
quizzes or to make interventions in a forum), one must be at least registered and
have accessed.

Logout procedure
To log out always click on the link (Exit) next to your name and last name; avoid
closing the browser window without logging out first.

2.2 REGISTRATION

Currently registration on the site is free, anyone can register by filling out the
registration form.

If you don't have an account yet, you need to create one from the login page.

To access the login page, click on the button, top right, "Sign up” or by clicking
on the name of any course.
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Qg Links Menu @ English (en) LogIn sign up

Log in Is this your first time here?

For full access to this site, you first need to create an account.
Username

Create new account
Password

[0 Remember username

Login
Forgotten your username or password?

Cookies must be enabled in your browser (3

To register, click on "Create New Account’, the page with the registration form will
open.

Mew account

* Choose your username and password
Username =

The password must have at least 8 characters, at least 1 digit(s). at least 1 lower case |etter(s), at least 1 upper case |etteris), at least 1 non-
alphanumeric character(s) such as as » -, or #

Password «
* More details
Email address *
Emiail (again) «
First name *

Surname =

Country = Select a country w
= Dther fields

Registration number on the register of
doctors «

City and nation of the register of
doctors +

Security question (%) o

'm not a robot

Create my new account Cancel
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In this module the fields marked with an asterisk are mandatory. In particular,
username and password that you will need later for access.

You can choose any username (only letters and numbers without spaces and
special characters) but must be different from the one chosen by the other users
of the system because this name must uniquely identify the user.

The password can be chosen at will but must respect the rules imposed by the
site administrator (in our case it must be at least 8 characters long). Remember
to write both your username and your password, the latter will be known only to
you. No one, not even the system administrator will ever be able to see it. If you
forget it there is no way to find it again, you can only change it by
communicating via e-mail or you will have to contact the administrator.

Another important fact is the e-mail address which must be a valid and working
address. In fact, to prevent a user from registering with the name of another, the
registration must be validated. After clicking on “Create a new account” button,
the system automatically generates an e-mail message that is sent to the user's
e-mail address and contains a link for validation.

= * Confirm your account

An email should have been sent to your address at }(}(}(}(}(@}(}(}(.}(}(}(
t contains easy instructions to complete your registration.

f you continue to have difficulty, contact the site administrator.

(=]

Registration will not be active until you follow the instructions contained in this
message and do not click on the link included, if this does not happen, after a
certain number of days the registration will be cancelled.

The e-mail address you indicated is also the one that will be used by the
teachers to communicate with you, for example to tell you the homework grades.
You can then decide whether to make it visible to other course users.
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As mentioned before, the e-mail address is also used to recover the password or
username in case you have forgotten them. To recover them, just click on the
"Forgotten your username or password?” Link on the login page and enter at
least your e-mail address. The link to change the password will arrive in the
inbox.

2.3 REGISTRATION FOR THE COURSES

Once logged in you will be recognized by the system which will display a
personalized home page called "dashboard” from which you can access the
available courses.

Courses can be:

— With free registration; each registered user can register (marked with the

icon next to the title). Enrolment in the course entails the possibility for
the teacher to check and view the activities performed during the course.

— With inscription protected by a keyword, (marked with the icon [L’next to
the title). To enrol, it is necessary to know a secret key word that is
normally communicated by the teacher only to his own students. In this
case the first time you log in, you will be asked for the keyword, only after
entering it will the system register you for the course

— blocked by the teacher; in this case only the teacher can register new
students and if you try to enter the message is displayed: At the moment it
is not possible to enrol in the course.
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|dentify the course you want to enrol in and click on its name, access the course

registration page:

# Home @ Dashboard B8 Events = My Courses < This course E= Hide blocks »¢ Standard view

Enrolment options & Navigation

» PHLEBOLOGY TRAINING COURSE Phlebology is the branch of medicine which studies and treat venous disease. Despite [#
the extremely large number of patients affected by venous diseases (it is estimated Dashboard

XY ~ ~_ :
_ that more than 50% than adult population in western countries are affected by a
_ venous problem), as an ion has never been @ Site home
o established.
/4 i For many years phlebology has been practiced by general surgeons, vascular b Site pages

surgeons, internal medicine doctors, dermatologist and many other different + Courses
professional medical figures. Recently in many countries also radiologists, aesthetic
Teacher: Roberto Bisacci doctors and many other kind of doctors (even dentists) are practicing phlebology. ~ Phlebology
A many other field of medicine, has changed as recently new
advanced treatment have been introduced
Teacher: Giuseppe Genovese These advanced treatments require special skills and knowledge that can be achieved
only after a specific training and special interest in this field
For those doctors practicing phlebology as a minor part of their practice advanced
Teacher: Paclo Giordano treatments are not available as they need knowledge and special skills not always part <2 Administration
of their training.
As result of this situation medical care in phlebology is often offered to European
Teacher. Olivier La Rocea patient in an old and more invasive manner, with higher cost and poor quality of life.
The need for an “European professional phlebologist” is then felt by those who are ~ Course administration
Teacher. Giovanni Nano practicing phlebology as the main field of their practice. Moreover, even patient's
organization are asking the same advancement to the medical world. L Enrol me in this course
The European professional phlebologist would be the answer to those requests, a
professional medical operator that would be able to deliver professional, up to date,
less invasive and cheaper treatments to patients with a venous disease
The TRAPP project wants to describe the path for evaluation and formation of the

Teacher: Alessandro Frullini ? PHLEBOLOGY COURSE

Teacher: Paclo Giardin|

Teacher: Dr Guarnaccia

Teacher: Augusto Sampaio

Teacher: Docente Test medical doctor leading to the definition of the skills and the knowledge of the
reacher Francesco valldbons European pr i . we believe that the creation of an

European Register of Phiebologist would also be able to control and rule this process
Teacher: Marco Vian in different European countries.

Teacher. Polizois Zois
~ Self enrolment (Student)

No enrolment key required

Click on "Enrol me in this course” or on the "Enrol me" button and you will be
written to the course.

After the student has logged in, the list of courses he is enroled in will be
presented directly and can be accessed directly by clicking on the relative name.

2.4 HOW TO MODIFY PERSONAL

Once verified the login you will come from the system which will display a
personalized home page called "dashboard".

If this is the first time that you log in, you may be asked to change your
password, this is because each user must be the only one to know his password
(which is his job to keep secret) since he will be legally responsible for everything
will do on the site. After logging in, all the activities that will be performed on the
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our computer will be assigned to you until you finish the session.
& ™ QEnglish (en) .RcsellaSludenleTesi v

@ Dashboard

Q n u e & View profile

4 Edit profile

= Grades

& Preferences

- Notifications
# Home @& Dashboard 4 Events & My Courses £ Calendar

® Log out

FULLI WY Sl Go to European Register of Phlebologists website n

= Course overview 5 Navigation

Timeline Dashboard

@ Site home

w My courses

» PHLEBOLOGY COURSE

03 Private files

PHLEBOLOGY TRAINING COURSE o files available

Manage private files

Phlebology is the branch of medicine which studies
and treat venous disease. Despite the extremely large g Calendar
number of patients affected by

-« March 2019 >

<

All Moodle users have an editable profile where you can upload a photo and add
additional details about yourself. As well as information displayed to other Moodle
users, your profile includes a number of settings that affect how Moodle functions
and how it is displayed to you.

You can access your Moodle profile by clicking on your name after you login.
Your name is usually visible in the top right corner of the page.
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3 BASIC USE

After the student has logged in, the list of courses he is enroled in will be
presented directly, which he can access directly by clicking on the relative name.

G, Links Menu A ™ QEnglish(en) .Rnsdhiludmle Test ~

Qnaoewn -

# Home @ Dashboard & Events & My Courses Customisethispage I Hide blocks ¢ Standard view

= Course overview

& Navigation

Dashboard

0 Private files

No files available

£ Calendar

¢ 2

i
BEza-
BER e
BEE 3

v

» LI

The course "PHLEBOLOGY TRAINING COURSE" was organized by topic.

The TOPICS represent logical units into which the course can be divided.
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3.1 WORK ENVIRONMENT

After registering for a course each time you enter, the initial page of the course
is displayed which is similar to that of the next image:

G, Links Mers 4 ™ Qenginien) () RoselaSudene Test -

PHLEBOLOGY TRAINING COURSE Qnaoew

# Home @ Dashboard B Events 88 My Courses o This course £ Hide blocks o Stardard view

B » Mycourses » PHLEBDLOGY COURSE Wi Breadcru mbs

&b Navigation

= PHLEROLOGY DOURSE

are ot available a3 they need 'eﬂgean!:x{nl skills not abways part of their training
o n o tient in n oid and mare invvasive manner, with higher cost and poor quakty of ife
sional phy er:coq 1 th it by those whe are practicieg phisboiogy a5 the main field of thew practice. Moreover, even patient's organization are asking the same

uld b the o date. e

d 1 e mi owledge of the Euwnpean professional phlebalogist
Moreaver, we believe that the creation n'.:rEmo:n qu ster of Phl!:ocns‘uu:lalsoteablr :cmlo an cup 1;:.: €55 in itfesent European couries

<« Resources and activities

The course page is divided into two separate sections. The left section lists all
the teaching activities and resources prepared by the teacher for the course
(lessons, homework, forums, notes, web pages, quizzes, etc.).

On the right side there are a series of blocks, each of which has a specific
function and contains a series of links for quick access to some elements of the
course as well as some information, for example: the Upcoming events block
displays the upcoming planned activities in the calendar.

When navigating in the course the upper left part of each page contains the
breadcrumbs that show where you are and allow you to go back to any
intermediate point (just click on one of them).
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3.2 RESOURCES AND ACTIVITIES

As mentioned above, a course consists of a series of resources and activities
prepared by or by the teachers (a course could have several teachers).

The resources correspond to the material made available to the students. There
are various types of resources, the main ones are:

— File. It is the most common type of resource, it can be a file of any type,
for example a pdf document, a word file, an image, etc. The file is
uploaded to the site and can be downloaded by all registered students;

— Link to page or website (URL). When the resource is available on the
internet it is not necessary to upload it to the site, just insert a link in the
course. Students will be able to download or view it directly from the site
of origin.

— Page. A web page (but can also be a simple page of text) created
specifically by the teacher, can contain text, images, links, quizzes, etc.

— Folder: group of files.

— Book: group of pages organized in chapters.

Activities are tasks in which the student takes an active role. There are various
types of activities supported by the platform, some of which are:

— Lessons. A lesson consists of several pages, each page normally ends with
a question and a number of possible answers. Depending on the student's
choice, the lesson progresses to the next page or returns to a previous
one.

— Assignments. The assignments allow the teacher to assign to the students
any individual work that he can then evaluate and comment on. The work
can consist in the realization of any digital work that will be delivered on
the server but also in the compilation of a text online, in the delivery of a
paper report or in the performance of any other activity (without delivery of
files or documents).

— The Quizzes. This activity allows the teacher to design and perform tests
that can consist of multiple-choice questions, questions with true-false
answers, short answer questions and other types of questions. These
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questions are collected in a deposit organized by category of questions,
and can be reused within the same course or different courses. Quizzes
can allow repeated response attempts. Each attempt is automatically
registered and the teacher can decide whether to send a reply and / or
show the correct answers. The Quizzes include a response evaluation
system.

— The choice. A choice is a very simple type of activity. Teacher asks a
question and proposes a choice between various answers.
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4 ACTIVITY COMPLETION AND CONDITIONAL ACCESS

Some courses might utilize the Activity Completion and/or the Conditional Access
features

4.1 ACTIVITY COMPLETION

Activity Completion, allows your instructors to set up criteria to set a point when
an activity is completed. This can be done either by allowing the students to
manually mark their own completion (a nice way to keep of checklist of class
activities completed), or by setting some criteria based on things like Activity
Viewed, or Student Receives Grades. This Activity Completion might be used in
conjunction with Conditional Access, effectively restricting access to certain
activities, until you have completed prior objectives.

You'll see in the screenshot below, that you can always click on the ‘My Progress’
button to view some help information about Completion Tracking. In addition, you
will notice that the Yellow boxes have not been completed yet, the Green box, is
an activity in which the student completed based on the instructor’s criteria, and
the Blue boxes, were marked manually by the student.

4.2 TAKE A QUIZ

These are instructions on how to access and take a quiz in a Moodle
course site.
Before taking a quiz in Moodle, make sure you review the Quiz Taking Tips:

— Don't take a quiz over wireless.

— Don't take a quiz on a phone or tablet.
— Save answers frequently.

— Leave time to actually submit the quiz.

How students take a quiz

— Click on the quiz link on the course homepage and read the information to
check you're in the right quiz.
— Click on "Attempt quiz now" button.
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— Click on the "Next" button at the bottom of the page to see the next page
of questions

— Click on the "flag" in the box next to the question to put a temporary
marker on it

Question 2
Mot complete

Marked out of 1.00

v Flag question

— Notice the Quiz navigation block. You can use it to jump to any question.

“HRE"EH

Finish attempt ...

A flagged question is shown with a red triangle at the top right
Questions on the current page are shown with a thicker border
After viewing a description, it is shown with the bottom half grey
After saving an essay question, it is shown with the bottom half grey
A dependent question is shown in grey with a padlock icon

— To finish the exam,click "Finish attempt” in the navigation block of "Next" on
the last page of the exam.

— The "Summary of attempt” page - reviews the questions and alerts you to
questions not attempted.
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Summary of attempt

Question Status Marks
1% Not complete
2 Not complete
3 Not complete

Return to attempt

'Submit all and finish|

— Click on any question page number or "Return to attempt” to go back to
the quiz.

— Click on "Submit all and finish” to have your quiz scored. A warning will
pop up telling you you can no longer change your answers.

Autosave

If Moodle detects that the student's Internet connection has dropped, and the
Quiz autosave feature is enabled, a warning message is displayed, prompting the
student to make a note of recent responses.

T ocalhost (]
WA  Googles Inimgg Moodle Mood lelkecs Twittar HE Saies  C55% HTML
s A Usiesg O Londen Mseedic EIT R TN W | & L]
Petwark connechion kst {Autosae fiked),
g
El
¥ #  Makia A note of Ay respONsRE ntamd on this pagR in e ias lew minuies, Than iy 0 Re-oonnect
2
Cined evwrrsetion has besany o-gstall nked pour resgionsss ghouid B aved and his rrecage wil
§ dsappear
Quiz navigation Gumon 1 Typa fog
e [T
1jj2
I_,[_] Marksdcsilfpn  PNEWEE
Firish atismpt ... 2
T Flag quastin
SEarm 4 new previes £ Ei quegion
Administration = 0 G2 Can you 568 how tha navigation warks?
W T AR
* Chiz adminsstration
Merkecloator g SeReCh onec
* Edi settings o

B (S nanrriees ¥ Py s

Quiz autosave is enabled by default, with the default time period set to 2
minutes. This autosave period can be changed, or the setting disabled completely,
from Site administration>Plugins>Activity modules>Quiz>Autosave period.
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How students review a quiz

e In the quiz navigation block

o A correct answer is shown with the bottom half green with a white
tick
A partially correct answer is shown with the bottom half orange with
a white circle in it
A wrong answer is shown with the bottom half red
o An essay question (requiring manual marking) is shown with the
bottom half grey
A flagged question is shown with a red triangle at the top right

= i e

Show one page at a time

o

O

O

Finish review

o In the questions themselves, correct answers will be in green with a check
mark. Incorrect answers will be in red with a cross. will have a green check
mark next to your correct answer

« According to your teacher's settings, you might get general feedback,
specific feedback on each question and/or overall feedback on your final
score.

o Although the quiz may have been split into multiple pages, the review will
show all the questions on a single page to make it easier to navigate. You
can chose to review the quiz with separate pages as it was when you took
the quiz

Saving questions and returning later to a quiz

o |If you answer a number of questions and then want to complete the quiz
at a later time,click "Finish attempt”.

o When you return to continue the quiz, Moodle will remember which page
you were on and allow you to continue from there, having saved your
previous questions.
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Retaking a quiz

If your teacher has allowed multiple attempts, when you click on the quiz again you will be
informed how many attempts you have remaining along with your previous scores.

See

« Working example of a quiz on School demo site (Log in with
username:student/password:moodle)

5 VIEWING YOUR GRADES

To view your grades, you will simply need to enter the desired course, and navigate to
the Administration Block>Course Administration>Grades

Here you will be shown the course’s graded items, and the grades you have been
marked with for those assignments, as well as an aggregated total in the course. Some
grade items might be hidden from student view at the behest of the course’s instructor,
so if you do happen to notice a missing grade item, do send questions their way as a
first point of contact.

« User quick guide (https://docs.moodle.org/34/en/User_quick_guide)
« Student FAQ (https://docs.moodle.org/35/en/Student_FAQ)
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