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1 Step 1-Login to Moodle account

1. Login to your Moodle account using your credentials.
https://qiz.vte.gov.lb/
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Another way to login into your Moodle account is through the “General
Directorate of Vocational and Technical Education” website:
https://web.vte.qgov.Ib/
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2. You can easily convert your Moodle site into Arabic or French languages by
clicking on “English” next to the log in button.
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2 Step 2 - Introduction to Moodle homepage icons

1. The Home is Moodle front page all the courses within the Moodle site are

located.
Ao pal) < jRall 43S 2a 53 s e ) dadeal)
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ot Tendwn Cicamn

Featured Categories

2. The Dashboard is a customizable page with details of your progress and
upcoming deadlines.
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3. My Courses is the page where the links to all your teaching courses are
displayed.
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3 Step 3 - Check your assigned course(s)

From the My Courses page, access your course(s).

For this training, you are enrolled in “Capacity Building Training for new SAB Members in
Lebanon” course.
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4 Step 4 — Check who is enrolled in your course(s)

Press on the "Participants” tab to check the trainees enrolled in this course/module.
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5 Step 5 - Edit your course

1. Click on the course/module you want to edit.
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2. In the right top corner of the screen click "Edit mode on" to start working in Edit

mode.
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3. Press on the “pencil” icon to rename the topic according to your materials titles,
example: Experience-sharing on SAB.

Experience-sharing on :Jiall Juw e ol sa cpslinl G5 ¢ gampall dansi sale Y «alilly Ll o Ll
SAB.

4. then press enter.
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6 Step 6 — Add an activity

Press on the “add an activity or resource” to choose the activity you want to add
according to the prepared materials.
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7 Step 7 - Add an Announcement

1. Each module includes an "Announcements" section where you can add important
or relevant information related to the materials you are presenting.

To add your description or text, click on the “Announcements” title in red.
Lead®i Sl pally (3l Alia 3 ol dage e slae A8l GliSay Cun (LS )y and B3 5 S Ganal

sl Ol qaldle Yy o) sie 38 8wl dlia g diLaY
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Announcements &
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2. Goto “settings”, add the text you wish the participants to see in the “description”
section, and tick the “Display description on course page” to make it visible.

Uasy» ‘_;:: iSe s (’53 cua gl (a.ws ‘_g OGS HLiall oy Qi ‘_g K 5 (_ﬁ'ﬂ\ uaill Cacal cealdlaeyly Jau)
L8y alaald ((Suﬁ\aﬂmgﬁuﬂaa‘gﬂ

Page 9 | 29



% Updating: Forume
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8 Step 8 — Add a File

1. To upload any file in Word, Excel, PDF, or PowerPoint format, select "File".

.«ilay jia) <PowerPointsl PDF sl Excel st Word s <ale g1 Jaesl
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A
®
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2. Inthe “Name” section, add the name of the file you want to upload.

Adding a description is optional.
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o Adding a new File to Meet the team'e
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3. To upload your file, you can either “drag and drop” it, or press on the “arrow” sign,
and “choose file”.
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9 Step 9 - Add aForum

1. Choose “Forum”. The Forum activity allows participants to exchange ideas by
posting comments as part of a 'thread'. Files such as images and media may be
included in forum posts.
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2. Add a “Forum name” and a description (optional), then “save and display”.
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3. “Add discussion topic” -> enter a “subject” to your discussion -> then the
“‘message” you want to send/inquire about -> “post to forum”.
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4. This is how your message will appear.

Sl el 13Ka

5. By clicking on the red title, you can see the message, and choose either to “edit”,
“delete”, or “reply” to it.
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Extended deadline
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By Sarah Aboo Taccn - Trrsdary, 20 May 2024, 1046 AN

Dear Participares

i b 1o weform you that the dead e Sur submitting she assagrenest s eatended bo X000

10 Step 10 — Send and receive messages within Moodle

Another way of communication among participants is by “sending a message” to those
enrolled in the respective module/course.

This type of communication is private and not visible to all participants.
Al A xill 5 sall/sas 5l 8 Galasall ) @y Jlaly e S L) c deal 5ill (5 ,A1 45 Hha @lia
OS L) maad (B ge e 5 0l dial sl e g il 18

1. Press on the “Participants” tab.
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PO
Announcwmenrts b

2. Select the participants for whom you want to send a message, then scroll down
and press on “Send a message”.
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3. Write your message in the white box, then “send message to...”
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Send message 10 20 people x

C J

- TS

4. From the message icon up right, you can check the message you sent and
received.
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11 Step 11 - Add a URL

1. Choose “URL”. This is where the link to all MS Teams channel meetings will be
added.

. MS Teams sl e 3,8l cilelaial JVEN ) Jaal ) ddlia) 408 i Lﬁlﬂl OS) sa 1aa | «URL»_sa)

Add w3 actiery oo essuree

2. Give a “Name” to your URL, and a description (optional), then copy and paste the
link of the schedule meeting in the “External URL” box.
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® Updating: URLe
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12 Step 12 — Add an Assignment

12.1 Steps to create an Assignment

1. Choose “Assignment”. Assignments allow trainees to submit work to their trainers
for grading. The work may be text typed online or uploaded files of any type the
trainers’ device can read.

o iy e UgiSa Jaadl (558 8 Gl ) e J seandl aga jaad deall anay ¢ pxiall slgal) massi | dageally jial
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©e© 000
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2. Giveitaname and, inthe description, explain what the trainees must submit. You
can upload a help or example document from the “Additional files” area.
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¢ Adding a new Assignmente

« General

o ( )

G R AWS e O

\

3. Expand the other settings to select, for example, availability times.

Al gf QU Jas e caanil (o Y] Clalac Y s sy A8

v Availability

Allow submissions from (] Enable 23 2 May s 2024 & 00 ¢ 00s &
Due date © M@Enable 30% May ¢ 2024 ¢ 00 ¢ 0s @
Cut-off date Q Enable ]
Remind me to grade by (] Enable 6 $ june ¢ 2024 & 00 & 00s: &

Always show description @

4. Indicate how you want participants to submit their work, by going to “Submission
types” -> “File submissions” -> choose the maximum number of upload files -
> then, in “Accepted file types” section, tick “All files type” at the top of the list.

) < (llalf agay <- el gl iy (N WY IV e cagles ()5S Ll g adiy o 53 3l Akl )l
Al el b qclilal) £) g grany dadle ara) oA siiall Clilal) g1 il and 8 el <= Jpanill Cililal a8l aaal)

Iv Submission types I

Submission types T Online text@® @ File submissions@
S ypes

Maximum number of uploaded files @ 20 ¢
Maximum submission size (2] Site upload limit (200 MB)

i 0s )
Accepted file types (2] Choose | No selection

5. To grade the assignment, go to “Grades” section -> for the type, choose “Point”
and indicate the Maximum grade as “100”".

41005 Ll e (5 suadl) da ol ) 515 «Adiiy jial g sill <- oy and ) i) dagall Aadle pua )
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I v Grade I

Grade (2]

Type | Point ¢

Maximum grade

100

Grading method Q Simple direct grading ¢
Grade category (2] Uncategorised $
Grade to pass (]

Anonymous submissions 2] No #

Hide grader identity from students @ No ¢

Use marking workflow [~] No @

12.2 Trainee’s view

1. To submit their assignments, trainees should click the assignment link, then
choose “Add submission”.

padli ALzl (55 o dagall Jaal ) (358 Ll (el e iy cagalgn mnil

Vew o) sbiineavars

Grading summary

At sutression \

2. Depending on the assignment settings, they either have a text box into which to
type their work or an upload area to submit their file.
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12.3 Trainer’s view

1. Trainers can “View all submissions”.

Aleadl) algall pan 4y ) Grall (S

........

Grading summary

2. Once trainees have submitted work, all submissions will appear to the trainer. Click
on the assignment and click “Grades”, where the assignment of the participant will
appear for you to review it.
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3. Trainers can download the assignment by clicking on its title, in red.
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Quiz Activity - Moodle

4. Once the review is done, you can add the grade in the “Grade” box, with any other
“feedback comments”, before saving the changes and/or moving to another
trainee.

Sl 5 i) Tads 8 (5 AT ety sl ae cqila pAlly a e A Al Ailia) Sl danl el (e LB 3
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Quiz Activity - Moodle . /
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13 Step 13 — Add a Quiz

1. Choose “Quiz”. The Quiz is a very powerful activity that can meet many teaching
needs, from simple, multiple-choice knowledge tests to complex, self-assessment
tasks with detailed feedback.
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Add w3 actiery o essuron

2. Give it a name and a description (optional).

Course  Samings  Purtcipars  Cedes  Rapivis More

= Adding a new Quiz to Quize
-
v General
Paire °
Peamivn 1 A+ B EEEE SR OTD S mPu Om

Display description on cowse page @

3. Expand the other sections to select the settings you want. For the “grades”, go to
“Grade to pass” and indicate the minimum grade determined by the trainees to
have to pass the quiz.

anll ) 50y qladll A pally ) Jinl ceelapally J Al ey 5 Gl Slblac Y sl 5 AN ALY s s 48
OHERY) LAY G sl aaay Al A all sy

In the “Attempts allowed” section, the trainers indicate whether trainees may be
allowed to have unlimited, multiple, or single attempts at a quiz.

aaxia ol B3 gana y& Y glas el jals il gland) S S el ady calgn 7 gameal) Y glaally and 3
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v Grade
\ Grade category @ Uncategorised

“»

Grade to pass =]
/ Attempts allowed Unlimited =
Grading method (2] Highest grade %

4. Inthe “Layout” section, trainers decide to stretch the quiz over several pages by
limiting the number of questions per page or have them all in one page.

S dadia JUALLY) 230 (e aall Gisk e Cladiaie e HUEAY) B sl cdahadilly aud
_Eh‘}&m&%@}

Never, all questions on one page [’y

Every question
Every 2 questions
Every 3 gquestions
Every 4 questions
Every 5 questions
Every 6 guestions
Every 7 questions
Every 8 questions
Every 9 questions
Every 10 questions
Every 11 questions e ®
Every 12 questions
Every 13 questions
Every 14 questions
Every 15 questions
> Grade Every 16 questions
Every 17 questions

Every 18 questions
Layout Every 19 questions =

> Timing

New page D (Every question =)
Show less...
Navigation method 2] Free $

5. Inthe “Completion conditions” section, select “Add requirements”, then
“‘Receive a grade” -> “Any grade”, to indicate that trainees must get a grade on
the activity to complete it.

JPATSEITN 45 & B LEM (da Lﬁi» <- «4ay ‘éﬁ‘.\"» ?" cadlay! Glllaiay i) c Y b g iy ?""“5 ‘éﬁ
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vI Completion conditions I

- None

— Students must manually mark the activity as done
\ [E Add requirements

Activity is completed when students do all the following:

| View the activity

_IMinimum attempts

\ Receive a grade

& Any grade

Passing grade

6. Click “Save and return to course”.
“Save and return to course”. s gl

7. Click on “Edit settings” of the quiz and go to “Questions” section to add your
guestions.

il 8Ly Ay aud ) JES1 s LEaY) e Jpaedll Clalas )y (558 il

Questions

Questicra O ) This gue & apan Magmum grace 1 S
R nem St mudtiple o Tore of mams: 000
7 et @

A

8. Click “Add” and then click '+ a new question'.

L+ a new question” & “Add” L)

Questions
Questiona: 0 | This gu It open Maxirraen grade 1000 Save
Nisdia g iute Select mukple tems Tots of marey 000
7’ shuttls @
+  from question Sank

+ andom quesian

9. Choose the type of question you want to add and then click 'Add" at the bottom.
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10. Make sure that all your questions are under “Default for the name of your quiz”.
You should add a “Question name” and “Question text” (your question) in the

Choose a question type to add
QUESTIONS a
E] i Mutiplechoice Select a question type to see its

description.
True/False

(O i Matching

() ©—= Shortanswer

O &  Numerical

O E Essay

O 22 Ccaleulated
Calculated

0 &

H multichoice
= Calculated
(
2 3 simple

Drag and drop

O R | i

o) & Drag and drop

markers v

respective boxes.

v General
Catagory
Question neme

QUesDOn toax

11. In some questions, you should indicate whether the trainees should select one or

RPN ‘u.u‘» Ol sie Caad e PN Oi (e &
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Qui Quit
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Delait

Category: Capacity Batiding Train:
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ing for new SAD Members in Lebanon e
Dl Capacity Bubting Tasnng for new SAU Mermbets I Ltuose
System

Dl

multiples answers.

Cancel
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One or multiple answers? (One answer only :)

Multiple answers allowed
One answer only

12. For example, for the “Answers” of the quiz question “What does SAB stand for?”:
- Add your choices in the respective sections.
- Add grade “100%” for the correct answer, the others remain “None”.
- Add feedback, or the correct answer in the feedback section.
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13.1 Trainees view

1. Quizzes are visible on the page once you add them. Depending on the settings,
trainees may see questions all on one page or on separate pages.
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2. In order to finish the quiz, trainees must click ‘Submit all and finish' when they
reach the Summary of attempt page.
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3. This is what the trainee will see after submitting his answers.
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4. Follow the same logic for all other types of questions.
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13.2 Trainer’s view

Grades can be viewed either by clicking the quiz and the link 'Attempts' when trainees
have attempted the quiz:
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Attempt State Marks / 100 Grade /10,00 Review

Highest grade: 10.00 /1000

or from the Actions menu top right -> Results (as in the above screenshot) — where you
can download the report.
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14 Step 14 — Delete an activity

If you wish to delete any of your activities, click on the three dots located within the activity
box and select "Delete." The same process applies for editing the activity; simply choose
"Edit" instead.
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15 Step 15 - Check the engagement of the trainees

To monitor and track the access of your trainees to the module, go to the "Participants”
tab within your module.

L Al sas gl Jals S bdally Aadle ) Ji as sl ) oy il gy a5 Zudl el

Wty 3 - L3 °
2 paitii panes feurad
Forvt namme . ..
Lt naie . .
[
Frst mame
¢ Last name m Last acuns t=
- Usetname mumber  Emad adidiess Departmeme Institution Country Sobes Groupm N course Status
LA Sarah Abow L
WAt sacahLabioatacnlg s ae Latianan Wsdem S 7 | wec ame
Taca ot 2
3 Marage W
O Colmine (g o wsstgu e au Labanon More WO Nowes ame e
7/ g L ]
WALH sebecind cowers

16 Step 16 — Turn editing off and logout

Module]
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