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Training on online teaching with

Moodle and
Microsoft Teams




Training contents

¢ Organising online learning resources
¢ Facilitating online learning activities

¢ Utilising Moodle and Microsoft Teams to enable

online learning




Intended Learning Outcomes

® Prepare PowerPoint with narration & Panopto video to

facilitate online learning and teaching
® Facilitate online learning and teaching by using moodle
activities

®  Apply Microsoft Teams to enable online teaching




Overview of online learning and teaching
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Design of online learning and teaching

® Online learning by using Moodle

® Live broadcast the lecture by using Microsoft Teams




Flipped classroom by using Moodle

¢ Teaching materials (PowerPoint with narration / Panopto)
¢ Quiz (MC / worksheet)

¢ Assignment (assessment)

® Forum (public discussion)

¢ Assignment (private discussion)




Open your PowerPoint file

Beginning Current Slide  Online -

°  Click “SlideShow” tab mﬁ

¢ Click “Record Slide Show” button
¢ Select “Start Recording from Beginning”

¢ Record Slide Show box pop up.

Check “Slide and animation timings”

Click “Start Recording”

From From Present Custom Slide SetUp  Hide Rehearse

& “Narrations, ink and laser pointer” are ticked.

Show ~ Slide Show Slide  Timings

2001109 BT

Clear

& StartRecording from Current Siide... |

hat you want to do|

ols Use Presenter View

Record Slide Show

[+ narrations, ink,

and laser paointer

?

Select what you want to record before you begin recording.
@ Slide and animation timings

ey

I Start Recording I |

Cancel




Enhance your PowerPoint with narration

Recording narration Recording bl
= Il 0:00:04 € 0:01:11

¢ Click “=” to next slide
¢ Click “| |” to pause recording
¢ Click “©“ to re-record current slide

¢ Select “X" when recording finish




Go to the slide for re-recording

From From
Beginning Current Slide  Online =
Start Slide Show

¢ Click “SlideShow” tab ﬂ
A i)

¢ Click “Record Slide Show” button
¢ Select “Start Recording from Current Slide”

¢ Record Slide Show box pop up.
Check “Slide and animation timings”
& “Narrations, ink and laser pointer” are ticked.
Click “Start Recording”

Recording -

®  Click “X" after recording finish |5 5 oo & 00111

Present Custom Slide
Show -

Use Presenter View

SetUp Hide Rehearse

gs
Slide Show Slide  Timings Show Media Contrals

@{) Start Recording from Beginning...

P2 I 00 19 VB LTy Grant Recording from Current Slide...

Clear »

Maonitars

Record Slide Show

E Slide and animation timings

E Marrations, ink, and laser pointer

Select what you want to record before you begin recording.

? X

| Start Recording I |

Cancel




[ save As X
4| <« 2019-11_Online leaming workshop » Narration v & | Search Marration o
.
R Ev @
~
ave rFowerroin — g — s
B 30 Objects (1" ~SVAR workshop_Narration.ppt: = 2019-11-18 3:39PM  Microsoft PowerP...
3 7= ] VAR workshop.pptx = 3019-11-1310:07 .. Microsoft PowerP.. v
v <
File name: | VAR workshop_Narration.pptc »
Save as type: | PowerPoint Presentation (*pptd) v
. - [PowerPaint Presentation (pptd
‘ IICk Flle S ave AS AUthors: o erpint Macro-Enabled Presentation (*.pptm)
H PowerPoint 97-2003 Presentation (*.ppt)
PDF (*pdf)
A Hide Folders | XPS Document (*.xps)
PowerPoint Template (* poti)

Select file type of
“PowerPoint Show (*.ppsx)”

Account

at Save as type:

Options

¢ Students watch the video

File size is larger than original
Time of upload subject to file size

Upload the original PowerPoint file to Moodl

PowerPoint Macro-Enabled Template (*.potm)
PowerPoint 97-2003 Template (*.pot)

Office Theme (*:thr)
Po

o )
PowerPoint Macro-Enabled Show (*.ppsm)
PowerPoint 97-2003 Show (*.pps)
PowerPoint Add-in (*.ppam)

PowerPaint 97-2003 Add-in (*ppa)
PowerPoint XML Presentaticn (*xml)
MPEG-4 Video (*.mpd)

Windows Media Video (*wmv)

GIF Graphics Interchange Format (*.gif)
IPEG File Interchange Format (*.jpg)

PNG Portable Network Graphics Format (*.png)
TIFF Tag Image File Format (*.tif)

Device Independent Bitmap (*.bmp)

Windows Metafile (*.wmf)

Enhanced Windows Metafile (*.emf]
Qutline/RTF (*.rtf)

PowerPoint Picture Presentation (*.ppte)

Strict Open XML Presentation (*.pptx)
OpenDocument Presentation (*.odp)

e for students notes jotting
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Mext
Previous
. 0 Last Viewed
Tips for narration
Zoom In
Custom Show 3
. a ’ onQ o Show Presenter View
Start narration after slide’s transition finished e ,
¢ Atslide show, right click to select “Laser Pointer” 4 Laser Pointer
“r ot . ’” . . . Help ﬁ Pen
or “Highlighter” to assist online teaching i R
®  Record 1 min narration & check the recording quality by clicking End Show Ink Color >
“From Beginning” at Slide Show tab & Eoser
= @ Erase AllInk on Slide
. . Recordin - o
¢ Pause recording if needed SOIL, omne & uien ArowOptions &

¢ Audio recording stop automatically after stop narration for a while
¢ Prepare starting script (e.g. 1 min)
®  Mention copyright at the beginning of narration

¢ Use a microphone / headphone with mic

.@!E@E\% D“gr,ﬁ@

From Present Custom Slide s«xun Hide Rehearse

¢ Keep distance between your mouth & mic e

¢ Remove excess lip balm o (==

¢ Recording at a silent room

¢ Mute mobile phone & smart watch



2 s 0 v -
Acd.. - Live Sessions
Activiti -~ _ .
Activity results No Live Sessions
Blog menu
Blog tags Completed Recordings
Commen s
Community finder Mo Completed Recordings
Course completion stat .
Course/site summary Links
Courses Course Settings
Go to Moodle course
Global search Download
HTML Recorder{Windows | Mac)
Latest ement
® Click “Turn editing on”

® Select “Panopto” at Add a block bty

¢ At Panopto block, click “Windows” or “Mac”
to download and install Panopto

¢ Click “Add an activity or resource” under the topic

¢ Select “Page”, click “Add” .
12



Record using Panopto at Moodle

(=

Input “Name”

| ° At Content session,
click “Panopto” icon

Insert from Panopto

¢ Optionally, select the e
folder by clicking “¥” Tap o

¢ Click “Record” tab
and input name of the
recording

1 © Click “@® Record”




Record using Panopto at Moodle

Click on “Settings”, tick “Minimize
when recording” & “Highlight the
mouse cursor during screen
capture”, click “Save”

® Check Video, Audio & Volume level

® Tick “Capture computer audio” if
[ playing video

® Tick “Capture PowerPoint” &
“Capture Main Screen”

" °  Tick “Start presenting when

recording starts” for PowerPoint

¢ Optionally adjust “Resolution” &
“Framerate”, click “Apply”

\-ﬂ Create New Recording

Record Name

Video | Logitech HD Webcam C270

Audio  ZERE (HD Webcam €270)
Quality Standard

D Capture Computer Audic
Secondary Sources

Capture PowerPoint
Capture Main Screen

Add Ancther Video Source

\__EE._I Manage Recordings |_'¢_J Settings

Session Settings
Folder My Folder

2019, November 18, Monday at 4:51:19 PM

PowerPoint (®  Main Screen ®

Resolution  1920x 1080 v | fps <@———— 4 kbps @————— 340




M) Create New Recording ) Manage Rect e

Session Settings

Folder | My Folder

Record Name 2019, November 18, Monday at 451:19 PM

Primary Sources PowerPoint ®  Main Screen ®

Record using Panopto at Moodle

0000800080000008R0E

Video

Logitech HD Webcam €270

Audio | %52 B (HD Webcam C270)

Quality Standard

[ capture computer Audic

® Click “@® Record” to start
recording

Secondary Sources
Capture PowerPoint Screen capture in progres
Capture Main Screen

Recording Complete

Ml Enzble screen capture previ

® When recording finish, clic C

Sencn name

2018, November 19, Tuesday a1 100144 AM o0 x

Panopto window, click “Hl o

Enter a description foptional)

St O p Session Actions Status / Link
e 2019, November 18, Tuss... esume Share L

Processing: 100%
| CHARLOTTE LE... 2019, November 5, Tuesd..

8 v

® Click “Upload” to upload

1920x 1080 | fps @——— 4 kbps @———— 340

shown below.  Manage My Recordings

Share Edit View

Share Edit View

a5 Resume Share Edit View

Lotecaa 108 ca0ne iy rolder - EZXZRETTY oo shoe vt view

B 2019-08-19 10:18 AM D008 My Folder a4 Resume Share Edit View

d 20190819952 AM 000026 My Folder - Resume Share Edit View

re C O r I n g 20190819936 AM  00:00:04 My Folder a4 Resume Share Edit View
2019-08-199:35 AM  DO:00:11 Wy Folder a4 I resume share Edit view

20190819840 AM  00:0005 My Folder a4 UGl Resume Share Edit View

2018-06-219:50 AM  DO:00:08 MAN WAl CHARLOTTE LE.. Lesson 1 - How to use Pa... Share Edit View

¢ Click “X” at top right corner
to close Panopto




Record using Panopto at Moodle

¢ Click “Choose” tab,
select recording, click
“Insert”

® C(Click “Save and return

(=

to course”

° Panopto Quick Guide:
https://clt.vtc.edu.hk/d
ownloads/PanoptoQui
ckStartGuideforTeach

er 20191105.pdf



https://clt.vtc.edu.hk/downloads/PanoptoQuickStartGuideforTeacher_20191105.pdf

General .

Name o Quiz 01

Quiz settings

Description

Click “Add an activity or

resource”
¢ Select “Quiz”
. Ii k “A ”
C C dd (J Display description on course page @

¢  Enter a “Name”

¢ Optionally, enter “Description”




Quiz settings

Timing

¢ For assessment:

Open the quiz (2] 1 ¢  November ¢ 2019¢ 10% 002 f8 @ Enable
° Set “Open the quiz”, “Close the '
Close the quiz 1 ¢  November ¢ 2019 ¢ 114 05% f8 @ Enable
quiz” & “Time limit”. Select
Time limit [} 1 hours ¢ @ Enable
“There is a grace period...” at
When time expires o There is a grace period when ¢ ¢
When time expires, & set
Submission grace period @ 3 minutes & @ Enable
“Submission grace period” at
Timing section
N Set “Attempts allowed” to “1” at
Grade section Grade @
. - Grade category (2] Uncategorised :
¢ For checking students learning’ progress: ¢
« » Grade to pass
N Set “Attempts allowed” & P =
“Grading method” to QLSNPS akowes Unlimited s

“Unlimited” & “Highest grade” Grading method e Highest grade

@*




Quiz settings

¢ For assessment:

| vovou °

¢ S e I e Ct . EV e ry s ©  Eveyqueston # O Repaginate now

Navigation method '9 Sequential

question” at ===

New page & select “Sequential” at Layout

section (cannot back to previous guestions)




Quiz settings

For assessment:

Only tick “The
attempt” & untick
other options under
Immediately after the
attempt & Later,
while the quiz is still
open at Review

options section

Review options

During the attempt

< The attempt @

< Whether correct @

< Marks @

+ Specific feedback @

¢ General feedback @

< Right answer @
Overall feedback @

Later, while the quiz is still open

The attempt

) Whether correct
) Marks

[ Specific feedback
() General feedback
) Right answer

) Overall feedback

Immediately after the attempt
The attempt
() Whether correct
) Marks
() Specific feedback
(1) General feedback
[[J Right answer
() Overall feedback

After the quiz is closed
The attempt
Whether correct
¥ Marks
Specific feedback
General feedback
Right answer
¥ Overall feedback




Quiz settings

Optionally, select “Yes” at Question behaviour

Shuffle within questions & Shuffle within -~ @
questions

“»

Yes

select “Deferred feedback” at

How questions @
behave

Deferred feedback

“»

How questions behave at

Question behavior section

¢ Set other parameter if needed

© Click “Save and return to

course”




Add questions to Moodle Quiz

Click the quiz at Moodle course
page

¢ Click “Edit quiz”

¢ Input “Maximum grade”, click “Save’
¢ Optionally, tick “Shuffle”

¢ Click “Add”, select “+ a new
question” or “+ from question

bank” to add questions

Quiz 01
Grading method: Highest grade
No questions have been added yet X
Editing quiz: Quiz 01 e
Questions: 0| This quizis open ~ Maximum grade 10.00 -
Total of marks: 0.00
& o Shuffle @
Add ~




Choose a question type to add X

3= Multiple choice -
9 e+ TrueFaise Select a question type to see its
description.
. - £8  Matching
Add questions to Moodle Quiz .
& Numerical
O essay
2 Calculated
¢ Select question type, e
2% calculated simple
. “ »
click “Add o
s Drag and drop
markers
e
... Embedded
= answers (Cloze)
o pP  MusicTheory
(2 answer matching
- Select missing
words
OTHER




Category Default for APL300T_APLAPL clt_1(9) ¢

Question name o Part1Q1

Add MC questions s+ D Te e EETS

Which of the following sampling method is NOT a non-probability sampling method?

Select “Multiple choice”,

click “Add” e * D

Senews) feecback © [i-BlI]el(el[E[E][>]S

¢ Input “Question name” &

“Question text” om0

One or multiple answers? One answer only

@ Shuffle the choices? @

¢ Optionally, tick “Shuffle it R
24
the choices?” .




Answers .

Add MC guestions Cerelee A
i B I @ & = E % )
Input Answers G =T ]
¢ Set Grade of the correct B - /
answer to “100%” . :;:i mmmmmmmm pling p

¢ Set other parameter if Dmonnoonon
needed - (i3l Ta)(s] == (S 5 /

® Click “Save changes” .



Add Essay questions (worksheet)

¢ Select “Essay”, click

“Add”

Default mark

® Input “Question name” R Tatirs 11 i tor

& “Question text”




Add Essay questions (worksheet)

Response format HTML editor

Select “HTML editor” at Response

Require text Require the student 1o enter te

Input box size 40 lines

format [ =

Require attachments L7 Attachments are optional %
Accepted file types (7] Accesied Ble types - No selection

® Select “Require the student to

enter text” at Require text
® Select “40 lines” at Input box size

® Click “Save changes”

¢ Manual grading is required



Click “Add an activity or resource’
Select “Assignment”

Click “Add”

Enter a “Name”

Optionally, enter “Description” & add an
additional files (e.g. assignment

instruction)

Specify the “Allow submission date” &

“Due date”

General -]
Assignment name o Assignment 01
Description —
1 i~ Bl I |@le|E|E|%|N
Please submit your assignment by Week 12.
I Display description on course page @
Additional files ) Maximum size for new files: 1GB
- e
Assignment
| Availability [-]

Allow submissions from @

Due date (7]

Cut-off date 1]

Remind metogradeby @

1 2 September ¢ 2019 ¢

23 ¢ Novemnber # 2019 ¢

23 ¢ November @ 2019 ¢

1 3 December ¢ 2019 ¢

¥ Always show description @

00 ¢

23 %

23 ¢

09 ¢

00 ¢

59 ¢

59 ¢

00 ¢

B

B B8

¥ Enable

¥ Enable

¥ Enable

¥ Enable




Moodle Assignment

¢ Optionally, in the VeriGuide
parameters section, tick the
“Enable VeriGuide” checkbox to

enable VeriGuide

¢ At Grade section, input

Maximum guide

® Click “Save and return to course”

(=

VeriGuide parameters

Enable VeriGuide @

These are the settings for originality report sharing.

Enable TA view @

Enable student view similarity percentage @

¥ Enable student view detailed report @

Grade

Grade

EL3

Type Point
Scale

Default competence scale :

Maximum grade
100




Forum (public discussion)

General
¢ C“Ck “Ad d an aCtI Vlty 0 r Forum name ] Public discussion forum

Description

resource” 1 iv B I @& # = E % S

Please post your questions here.

¢ Select “Forum”
¢ Click “Add”

¢  Entera “Forum Name”

[ Display description on course page @

Forum type (7} Standard forum for general us %

¢ Optionally, enter “Description”

* Click “Save and return to course”




Assignment (private discussion)

(=

| General .

®  Click “Add an activity or resource” resamment ©
L Private discussion
name
¢ Select “Assignment” Description 3i-BlIel2l= EIS] 5
. « ” Please feel free to post your questions here.

¢ Click “Add
¢ Entera“Name”
¢ Optionally, enter “Description”
® At Submission types section, tick “Online Submission types ®

text Submission types () Online PoodLL @ [ File submissions @ ¥ Online text @

© Click “Save and return to course”



Check students’ participation

« L i ” . “ ” ] « ” E Administration 8
® At “Administration block”, click “Reports”, click “Logs
v Course administration
. . &£ Edit settings
¢ Click “Get these logs” (Optionally set parameter) # Tum editing on
> Users
“ . ” Y Filters
¢ At the bottom of page, select “Microsoft Excel (.xIsx) % esers
|#a Competency breakdown
or “Comma separated values (.csv)”, click “Download”L__ ="

to download log to your computer




More information a

Staff Support

=
Announcements News for Students News for Sta N
V'S f o f ff A
Important Announcement « Basic Guide [English] * Basic Guide for Teachers
« An Instant Messaging mobile « Quick Guide [s1715] [English] « Quick Guide for Teachers |
application developed by ITSD called « If you cannot find any modules, « Brief Guides for Moodle (Login required) |
“VTC@HK IM” which is integrated into please contact your teacher directly. * EAQ Sheet for Teachers

the Moodle Central Platform and « Help Desk is available. .
ready for all VTC staff and students. . * e-Tutorials!
You can download this app from D L&Lﬁ;@om
iTunes Store and Google Play. « Help Desk is available.

ity

CLT Moodle resources

website (for staff & student)

http://elsupport.vic.edu.hk e " =

® Moodle resources course IHIHEH-

Navigation Your progress @
for sta ’
@ Dashboard
> Ste pages
o T Mool course s exoeclycesges oo el oo o Mcodle frst reac/connices e
- Banc Gk or Culck ke fr e You iy s e P FAQ ed ek
> Design Thinking
. > cleel @) = Tuonals o
PS.//Moodile Vic.edu. > Apuao AoLRPLeR Tive e sk o) s it i e by g o
> BUS3002.8A BMTPE.cR.)
~ CLT0013_CLT.TRW_ ¢t 1 B eTvonss o
> Participants
. . © Badges These are selexplanatory movies which demonstrate sorme key skills in using Mocdle
P —_— & Competencies
\ 210= o Lrem— o
> General B Quck guioe for teschers o
> Tope 1
B £10 forteachens @
> Tepe2
> Toped
ratrtions ace orondes More detas can

In Topics 1-9. you can find some brief guides grouped uncer different categories. Step-by-step i



http://elsupport.vtc.edu.hk/
https://moodle1920.vtc.edu.hk/course/view.php?id=587
http://elsupport.vtc.edu.hk/
http://elsupport.vtc.edu.hk/
https://moodle1920.vtc.edu.hk/course/view.php?id=587
https://moodle1920.vtc.edu.hk/course/view.php?id=587

Moodle local support for teaching staff

¢ E-learning coordinator:

¢ Campus e-learning coordinator
¢ Discipline e-learning coordinator
¢ Department e-learning coordinator

¢ ESU e-learning coordinator

¢ http://elsupport.vic.edu.hk/download/ec list.pdf


http://elsupport.vtc.edu.hk/download/ec_list.pdf

Moodle further support for teaching staff

¢ ITSD helpdesk
¢ itsd-helpdesk@vtc.edu.hk

¢ 2836-1202

¢ Moodle support at CLT
¢ Charlotte Lee

¢ c.lee@vtc.edu.hk

¢ 2836-1952



mailto:itsd-helpdesk@vtc.edu.hk
mailto:c.lee@vtc.edu.hk

Design of online learning and teaching

¢ Online learning by using Moodle

® Live broadcast the lecture by using Microsoft

Teams




