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10.2 Editing an assignment 

Add an assignment name and description. Optionally you can choose to show 
the description on the main Moodle page. 

 

10.3 Assignment availability 

Set the submission dates for the assignment. If the checkbox is unchecked 
then there is no due date for the assignment. 

 



 

 38 

WORKING WITH MOODLE 

10.4 Submission types 

There are two types of submission types: 

•   Online text: If enabled, students are able to type rich text directly into an 
editor field for their submission. Note: You can set a word limit for this option. 

•   File submissions: If enabled, students are able to upload one or more files 
as their submission. 

You can also change the number of files a student can submit. This is usefull if 
an assignment has multiple documents. 

 

10.5 Feedback 

There are several different types of feedback you can give on an assignment: 

•   Feedback comments: If enabled, the marker can leave feedback comments 
for each submission. 

•   Feedback files: If enabled, the teacher will be able to upload files with 
feedback when marking the assignments. These files may be, but are not 
limited to marked up student submissions, documents with comments or 
spoken audio feedback. If you make comments on the document then enable 
this option so you can upload the assignment with comments for the student. 

•   Offline grading worksheet: If enabled, the teacher will be able to download 
and upload a worksheet with student grades when marking the assignments. 
This is useful if you use a rubric for grading an assignment. 
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10.6 Submission settings 

•   Require students click submit button: If enabled, students will have to 
click a Submit button to declare their submission as final. This allows 
students to keep a draft version of the submission on the system. If this 
setting is changed from "No" to "Yes" after students have already submitted 
those submissions will be regarded as final. 

•   Require that students accept the submission statement: Require that 
students accept the submission statement for all submissions to this 
assignment. 

•   Attempts reopened: Determines how student submission attempts are 
reopened. The available options are: 
•   Never - The student submission cannot be reopened. 
•   Manually - The student submission can be reopened by a teacher. 
•   Automatically until pass - The student submission is automatically 

reopened until the student achieves the grade to pass value set in the 
Gradebook (Categories and items section) for this assignment. 

•   Maximum attempts: Change the number of times a student can submit the 
assignment.  
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10.7 Group settings 

If students are working in a group then enable these settings. 

 

10.8 Notifications 

Alert the grader of submissions. 
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11. Grades 
Any activities (quizzes, homework, etc) that you create in your course will 
automatically appear in your grades section. 

First, go to the gradebook by clicking Grades on the left under Administration. 

 

11.1 Grader report 

The default view is the grader report. Here you can enter grades for students on 
multiple assignments. In order to make comments, upload files, and grade 
individual assignments then go to each individual assignment. 

 



 

 42 

WORKING WITH MOODLE 

11.2 Simple view 

In oder to set categories, grading methods, and individual documents click the 
drop down and then click categories and items. Alternatively, if you need more 
options, go to Full view. 

 

11.3 Change Course Grading Method 

In order to change the grading method for the whole course click on Edit on the 
top row. 
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11.4 Using Natural Grades 

Most likely you will want to use Natural Grading. This is the sum of all grade 
values scaled by weight. 

This method allows you to use the default weight (based off total points of 
assignment) or assignment unique weights to individual items or groups. 

 

11.5 Natural Grades Explanation 

Moodle automatically calculates the weight for each assignment. The quizzes in 
this course are only 10 pts each while the devotional assignment is 100 pts. 
Each quiz accounts for 1.639 of the total points of the course while the 
devotional has a greater weight of 16.393. If your course is graded by a point 
system you will want to keep the default here. See the next step for a course 
graded by weighting categories. 

Points System Example: 

Quiz 1 - 10 pts 

Quiz 2 - 10 pts 

Devotional 1 - 100 pts 

Course Total = 120 pts 
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11.5.1 Adding a category  
In order to add a grading category scroll down and click Add category. 

 

11.5.2 Selecting “Natural” 
Name your category and choose the Natural category.  
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11.5.3 Weight adjustment 
Toggle the Weight adjusted checkbox and then type in the weight that you 
want your quizzes to be.  

 

11.5.4 Categories 
Toggle all your assignments and then scroll down in order to move them to your 
new category, in this case, Quizzes. 
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11.5.5 Further explanation 
Notice that each individual quiz now has a slightly higher weight to 
accommodate for the Quizzes weighted category. The devotionals are now 
weighted lower. Notice that the points of the assignment do not change. 

 

 

 

12. Creating events 
By default all assignments, quizzes, etc. will be added to the calendar and 
upcoming events block on the left. 

To create an upcoming event for something other than an assignment or quiz 
such as a live-synchronous session click New event… under upcoming events. 
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12.1 New event 

Enter the relevant information. Setting the duration will give students a better 
idea of how to plan for the event. Click save. 

 

12.2 Confirm event 

The next screen confirms your event addition. 
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13. Moving things around in your Moodle 
course 
1.   Turn editing on 

2.   Find the resource or activity you would like to move 

3.   Click, hold, and drag the four arros to the location you would like to move the 
item to. 

4.   You have no successfully moved your item. 

 

 
 

14. Adding text  
Adding text to your course as a label will enable you to import it into a new 
course in susbsequent semesters. This is particularly usefor for courses that one 
teaches on a recurring basis. 

Click Turn editing on 
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14.1 Add an activity or resource 

Click Add an activity or resource 

 

14.2 Label 

Choose Label 

 

14.3 Editing Label 

You can enter your text in the Label text section. 

To expand your editing options click option 1 

 



 

 50 

WORKING WITH MOODLE 

14.4 Adding a header 

To add a header highlight your text and click the "AA" icon and choose the 
appropriate header. 

 

14.5 Adding a URL 

To add a link highlight your text (1) and click the link icon (2) and then type your 
URL (3) in the popup window. 
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14.6 Add an image 

You can drag and drop an image on your main course page. Moodle will give 
you an option to either add the picture so it is viewable on the main page or add 
it to your resources. 

 

 

15. Import course from previous semester 
In the Administration block click Import 

 



 

 52 

WORKING WITH MOODLE 

15.1 Choose your course 

Choose your course or search for it. 

 

15.2 Choose what to import 

Next, choose what to import then click Next. This will import your course. 
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16. Final Grades 
Click Add Grades in the SBTS Final Grades block 

 


