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1. STUDENT DOCUMENTATION 

1.1. STUDENT OVERVIEW  

1.1.1. How to self-enrolment 

SELF ENROLMENT   

Description Some courses can be manually enrolled by student, but it ultimately depends on 

the admin who created the course. 

Pre-Requisites Users required to log in first  

Notes    

 
Steps  
 
1. From the Dashboard click on “All course”. 

 
2. Select the course that you want to enrol in and click “View course”.  



SELF ENROLMENT   

 
 

  



SELF ENROLMENT   

 
3. Once you in, click on the “Enrol me” button.  

4. You successfully enrolled to the course. 

 
 

 

 

  



1.1.2. How to view ‘My courses’ 

VIEW MY COURSES 

Description The “My Courses" section refers to the area where users, such as students or 

lecturers, can view and access the courses they are enrolled in or teaching. It 

provides a centralized location within LMS where users can easily navigate to their 

courses and access course materials, activities, and resources 

Pre-Requisites Successfully enrolled in the course 

Notes    

 
1.  If you on the “Dashboard” page, you can simply click on the “My Courses”. 

 
2. It will navigate you to the “My Courses” page. 

 
 

 

 

  



1.2. PARTICIPATE IN COURSE  

PARTICIPATE IN COURSE  

Description To earn CPD points, you must participate in the course. Please note that you can 

only complete the course if you meet the course completion criteria 

Pre-Requisites User needs to enrol to a course first 

Notes    

 

Steps. 

 

1. To complete the course, you must complete all the course activities. 
2. There is a guide on how to complete the activity on the right side of the activity. 

 

 
Receive a grade. 

• Receiving a grade involves submitting your attempt to complete the activity. 

• It will not be counted as complete if you fail to submit your attempt. 

 

Receive a passing grade. 

• Receiving a passing grade means you need to meet the passing grade for the activity. 

• It will not be counted as complete if you fail to meet the passing grade.  

 

Receive a pass grade or complete all available attempts. 

• To complete the activity, you can either achieve the pass grade or submit your attempt. 
 

View 

• View means you only need to view the activity to complete it. 
 

 

  



1.2.1. How to submit quiz 

SUBMIT QUIZ 

Description 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 

Pre-Requisites Successfully enrolled in the course 

Notes    

 
Steps  
 
1.  In the course that you are enrolled in.  

 
2. Click on the “Quiz” activity.  

 
 

 

  



SUBMIT QUIZ 

 
3. Click on “Attempt quiz” button.   

 
4. Answer all the questions.  

 
 

 

  



SUBMIT QUIZ 

 
5. Once you have finished all the questions, click on “Finish attempt” button.   

 
6. Make sure that all the questions are already answered and click on “Submit all and finish” button.  

 
 

 

  



SUBMIT QUIZ 

 
7. Click on “Submit and finish” button once again.   

 
8. Then click on “Finish review”.  

 
 

 

  



SUBMIT QUIZ 

 
9. Finally, your results will be displayed on the quiz page.   

 
 

  



1.2.2. How to submit assignment  

SUBMIT ASSIGNMENT   

Description Assignments allow students to submit work to their teacher for grading. The work 

may be text typed online or uploaded files of any type of the teacher’s device can 

read. Grading may be by simple percentages or custom scales, or more complex 

rubrics may be used. Students may submit as individuals or in groups. 

Pre-Requisites User needs to enrol to a course first 

Notes    

 

Steps  

 

1. In the course that you are enrolled. 

 
2. Click on the “Assignment” activity.  

 
 

 

 

 



 

SUBMIT ASSIGNMENT   

 

3. Click on “Add submission” button.  

 
4. Choose your preferred submission method for submitting. 

 
 

 

  



SUBMIT ASSIGNMENT   

 

5. Then click on “Save changes” button.  

 
6. Once you submit, the status of your submission will be displayed on the assignment activity page.  

 
 

 

 

  



1.3. CHECK GRADE 

CHECK GRADE 

Description How to check your grade 

Pre-Requisites Successfully enrolled in the course and attempted some activity that have grades. 

Notes    

 
Steps 
 
1. To check your grade, simply click on the user profile icon and then click on “Grade”. 

 
2. It will redirect you to the page that will display all the grade that you received from the course that you 

are enrolled in.  

 
 

  



2. LECTURE DOCUMENTATION  

2.1. COURSE CONTENT MANAGEMENT 

2.1.1. How to add file 

ADD FILE 

Description  Files are not just materials such as word-processed documents or slideshow 

presentations. All types of files can be uploaded and accessed through LMS, but 

the student needs to have the correct software to be able to open them. Different 

file types are shown with different icons 

Pre-Requisites Users need to create a course first 

Notes   

 

1. Click on “Turn editing on” in the course page that needs to add activity. 

 
2. Click on “Add an activity or resource”. 

 

  



ADD FILE 

 

3. Click on “File”.  

 
4. Fill in the file “Name”. 

 

 

 

 

 

 

 

 

 



ADD FILE 

 

5. Drag and drop the file.  

 
6. Set the “Activity completion”.  

 
 

 

 

 

 

 

 

 

 

 



ADD FILE 

 

7. Click on “Save and display”.  

 
 

 

  



2.1.2. How to add quiz 

ADD QUIZ 

Description  The lecturer can create a variety of question types, such as multiple-choice, short 

answer, essay, and matching questions. The quiz module also supports various 

assessment options, including randomizing question order, setting time limits, and 

providing immediate feedback or delayed feedback. 

Pre-Requisites Users need to create a course first 

Notes    

 

 

1. Click on “Turn editing on” in the course page that needs to add activity. 

 
2. Click on “Add an activity or resource”. 

 

  



ADD QUIZ 

   

3. Click on “Quiz”.  

 
4. Fill in the name of the quiz. 

 

 

  



ADD QUIZ 

   

5. Set the “Attempts allowed” as “Unlimited” and “Grading” method as “Highest Grade”.  

• You can change the “Attempts allowed” and “Grading” to your desired specifications. 

 
6. Set the “Activity completion”.  

 

 

  



ADD QUIZ 

   

i. Do not indicate activity completion. 

• The activity will not be marked as complete or incomplete. 

 

ii. The student can manually mark the activity as completed. 

• This will allow students to mark the activity as completed themselves. 

 

iii. Show activity as completed when conditions are met. 

• Student must receive a grade to complete this activity – if enabled, the activity considered 

completed when student received a grade. If pass grade for the activity is set, the pass and 

fail icon are displayed on the activity completion report. 

• Student must receive a passing grade to complete this activity – If enabled, the activity 

considered complete when student received the passing grade. 

 

  



ADD QUIZ 

   

7. Click on “Save and display”.  

 
8. Click on “Add question”.  

 

 

  



ADD QUIZ 

   

9. Click on “Add” and click on “a new question”.  

 
10. Choose the question format and click on “Add” button. 

 

 

  



ADD QUIZ 

 

11. Fill in the “Question name” and “Question text”.  

 
12. Set the “General feedback” every time participants answer the question.  

 
 

 

  



ADD QUIZ 

 

13. Set the “Feedback for the response (True)” and “Feedback for the response (False)”. 

 
14. Click on “Save changes” button.  

 

 

  



ADD QUIZ 

 

15. The Question is successfully created.  

 
 

CREATE QUESTION USING AIKEN FORMAT. 

1. In the quiz activity page click on “Question bank”.  

 

 

  



ADD QUIZ 

 

2. On the drop-down menu, click on “Import”.  

 
3. Aiken format should look like this with .txt file. Aiken format should only allow to upload type of 

question which are referring to picture below. 

 

 



ADD QUIZ 

4.Then select “Aiken format”, upload the file that you want to use. After that, click on “Import” button. 

 

5. Click on “Continue” button.  You have successfully upload question using Aiken format. 

 

 

 

  



ADD QUIZ 

 

6. Once you have imported your Aiken file, go to the Question section, click on "Add" and then select 

"From Question Bank”.  

 
7. Then select the question that you just imported.   

 

 

  



ADD QUIZ 

 

8. Then click on “Add selected questions to the quiz” button.  

 
9. The question is successfully created.   

 

 

  



ADD QUIZ 

 

ACCESS RESTRICITION 

1. This is allow you to restrict an access to certain group or role.  

2. In the Quiz activity that you created, click on setting. 

 
3. Scroll down, then on the “Restrict access” click on “Add restriction”.   

 

 

 

  



ADD QUIZ 

  

4. Then choose the restriction that you want to add.   

 
 

i. Date 

• Prevent access until (or from) a specified date.  

ii. Grade 

• Required student to achieve a specified grade. 

iii. Group  

• Allow only student who belong to specific group or all group. 

iv. User profile  

• Control access based on fields within the student’s profile. 

v. Role  

• Allow only user with a specific course role. 

vi. Restriction set  

• Add a set of nested restriction to apply complex logic. 

 

 

  



ADD QUIZ 

  

5. If you select the “Group”, choose the group that you want to be able to view this activity. 

 
6. If you select the “Role”, choose the role that you want to be able to view this activity. 

 
 

 

  



ADD QUIZ 

  

7. Finally click on “Save and display” button. 

  
 

  



2.1.3. How to add assignment  

ADD ASSIGNMENT 

Description  "Assignment" module is a feature that allows instructors to create and manage 

online assignments for students. It provides a platform for students to submit their 

work electronically and for instructors to assess and provide feedback on those 

submissions 

Pre-Requisites Users need to have course first. 

Notes    

 

Steps.  

 

1. Click on “Turn editing on” in the course page that need to add activity. 

 
2. Click on “Add an activity or resource”. 

 
 

 

  



ADD ASSIGNMENT 

 

3.Click on “Assignment”.  

 
4. Fill in the “Assignment” name. 

 

 

 

 

 

 

 

 

 



ADD ASSIGNMENT 

 

5. Define the Activity instructions, and if you have an additional file to add simply upload the file in 
Additional file section.  

 
6. Set the “Availability”.  

 

 

 

 

 

 

 

 

 



ADD ASSIGNMENT 

 

7. Set the submission types. File submission means that participants can upload their files. Online text 

means that participants can do their assignments directly in the LMS.  

 
8. Define the “Grade”. 

 

 

  



ADD ASSIGNMENT 

 

9. Set the “Activity completion”.  

 
ii. Do not indicate activity completion. 

• The activity will not be marked as complete or incomplete. 

 

iii. The student can manually mark the activity as completed. 

• This will allow students to mark the activity as completed themselves. 

 

iv. Show activity as completed when conditions are met. 

• Student must receive a grade to complete this activity – if enabled, the activity considered 

completed when student received a grade. If pass grade for the activity is set, the pass and 

fail icon are displayed on the activity completion report. 

• Student must receive a passing grade to complete this activity – If enabled, the activity 

considered complete when student received the passing grade. 

 

10. Finally, click on Save and display.  

 



 

ADD ASSIGNMENT  

 

ACCESS RESTRICITION 

1. This is allow you to restrict an access to certain group or role  

2. In the assignment activity that you created, click on setting  

 
3. Scroll down, then on the “Restrict access” click on “Add restriction”.   

 

 

  



ADD QUIZ 

  

4. Then choose the restriction that you want to add.   

 
 

i. Date 

• Prevent access until (or from) a specified date.  

ii. Grade 

• Required student to achieve a specified grade. 

iii. Group  

• Allow only students who belong to specific group or all group. 

iv. User profile  

• Control access based on fields within the student’s profile. 

v. Role  

• Allow only users with a specific course role. 

vi. Restriction set  

• Add a set of nested restriction to apply complex logic. 

 

 

  



ADD QUIZ 

  

5. If you select the “Group”, choose the group that you want to be able to view this activity. 

 
6. If you select the “Role”, choose the role that you want to be able to view this activity. 

 
 

  



ADD QUIZ 

  

7. Finally click on “Save and display” button. 

  
 

 

  



2.1.4. How to add SCORM package 

ADD SCORM PACKAGE 

Description  SCORM (Sharable Content Object Reference Model) package refers to a type of e-

learning content that follows a specific industry standard for creating and sharing 

interactive multimedia learning materials 

Pre-Requisites Users need to have course first. 

Notes    

 

Steps. 

 

1. Click on “Turn editing on” in the course page that needs to add activity. 

 
2. Click on “Add an activity or resource”. 

 

 

  



ADD SCORM PACKAGE 

 

3. Click on “SCORM package”.  

 
4. Fill in the “name”.

 
 

 

  



ADD SCORM PACKAGE 

 

5.Drag and drop the “SCORM Package file”. 

 
6.Click “Save and display”.  

 
 

 

  



ADD SCORM PACKAGE 

 

7. SCORM  will be available in the SCORM Package activity. Click “Preview” to preview to SCORM.  

 

 

  



2.1.5. How to add page activity  

ADD PAGE ACTIVITY  

Description  A page resource creates a link to a screen that displays the content created by the 

teacher. The Text editor allows the page to display many kinds of content such as 

plain text, images, audio, video, embedded code, or a combination of all these. 

Pages are more accessible than uploading word-processed documents, 

particularly if the document just contains text to be read and not downloaded. 

Pre-Requisites Users need to have course first. 

Notes    

 

Steps. 

 

1. Click on “Turn editing on” in the course page that needs to add activity. 

 
2. Click on “Add an activity or resource”. 

 

 

  



ADD PAGE ACTIVITY  

 

3. Click on “Page”.  

 
4. Fill in the “name”. 

 
 

 

  



ADD PAGE ACTIVITY  

 

5. Insert the content that you want into the content box in the content section. 

 
6. Then click on the “Save and display” button.  

 
 

 

  



ADD PAGE ACTIVITY  

 

7. Successfully create a page activity. 

 
 

  



2.1.6. How to add feedback. 

ADD FEEDBACK ACTIVITY  

Description  The Feedback activity allows you to create and conduct surveys to collect 

feedback. Unlike the Survey tool it allows you to write your own questions, rather 

than choose from a list of pre-written questions and unlike the Quiz tool, you can 

create non-graded questions. The Feedback activity is ideal for course or teacher 

evaluations. 

Pre-Requisites Users need to have course first. 

Notes    

 

Steps. 

 

1. Click on “Turn editing on” in the course page that needs to add activity. 

 
2. Click on “Add an activity or resource”. 

 

 

  



ADD FEEDBACK ACTIVITY 

 

3. Click on “Feedback”.  

 
4. Fill in the “name”. 

 
 

 

  



ADD FEEDBACK ACTIVITY 

 

5. Set the “Availability” for the activity.   

 
6. Set the “Questions and submission setting” .  

 
 

 

  



ADD FEEDBACK ACTIVITY 

 

7. Then click on “Save and display” button.   

 
8. Click on “Edit question” .   

 
 

 

  



ADD FEEDBACK ACTIVITY 

 

9. Then choose the question format.   

 
10. Fill in the question and the answer for the question.  

 
 

 

  



ADD FEEDBACK ACTIVITY 

 

11. Click on the “Save and display” button.   

 
12. Successfully create a feedback activity .  

 
 

  



2.1.7. How to add forum message 

ADD FORUM  

Description  The Forum activity allows students and teachers to exchange ideas by posting 

comments as part of a 'thread'. Files such as images and media may be included 

in forum posts. The teacher can choose to grade and/or rate forum posts and it is 

also possible to give students permission to rate each other's posts 

Pre-Requisites Users need to have course first. 

Notes    

 

Steps. 

 

1. In the course that you created, click on the “Announcement”. 

 
2. Click on “Add discussion topic” . 

 

 

  



ADD FORUM  

 

3. Fill out the information with the subject and message of the announcement that you would like to send 

to your class. 

 
4. When you have finished composing and editing your message, select “Post to Forum”. Message will 
be send in 30 minutes. You will have time to edit the message in that 30 minutes period before it is sent. 

 

 

  



ADD FORUM 

 

ACCESS RESTRICITION 

1. This is allow you to restrict an access to certain group or role  

2. In the announcement, click on setting  

 
3. Scroll down, then on the “Restrict access” click on “Add restriction”.   

 

 

  



ADD FORUM 

  

4. Then choose the restriction that you want to add.   

 
 

vii. Date 

• Prevent access until (or from) a specified date.  

viii. Grade 

• Required student to achieve a specified grade. 

ix. Group  

• Allow only students who belong to specific group or all group. 

x. User profile  

• Control access based on fields within the student’s profile. 

xi. Role  

• Allow only users with a specific course role. 

xii. Restriction set  

• Add a set of nested restriction to apply complex logic. 

 

 

  



ADD FORUM 

  

5. If you select the “Group”, choose the group that you want to be able to view this activity. 

 
6. If you select the “Role”, choose the role that you want to be able to view this activity. 

 
 

  



ADD FORUM 

  

7. Finally click on “Save and display” button. 

  
 

 

  



2.1.8. How to add Attendance. 

ADD ATTENDANCE  

Description  The Attendance activity is designed for teachers to be able to take 

attendance during class, and for students to be able to view their own attendance 

record. 

 

The Attendance activity can generate reports for either the entire class or for 

individual students. Students may also see their own attendance record if the 

activity is not hidden 

Pre-Requisites Users need to have course first. 

Notes    

 

Steps. 

 

1. Click on “Turn editing on” in the course page that needs to add activity. 

 
2. Click on “Add an activity or resource”. 

 



 

ADD ATTENDANCE  

 

3. Click on “Attendance”.  

 
4. Fill in the “name”. 

 
 

 

  



ADD ATTENDANCE  

 

5. Click on “Save and display” button. 

 
6. Click on the “Add session” button. 

 
 

  



ADD ATTENDANCE  

 

7. Set the date and time and choose whether the students are allowed to submit the attendance on their 

own or not. 

 
8. Finally click on “Save changes” button. 

 
 

 

  



ADD ATTENDANCE  

 

9. Successfully create attendance session. 

 
 

 

  



2.1.9. Attendance with QR code 

ATTENDANCE WITH QR CODE  

Description  In addition, you can display a QR code containing a URL that students can scan 

with a mobile device, which brings them directly to the page where they record 

their attendance and fills in the password for them too. Then they only need to 

select the status "Present” and record their attendance. In this case, the remarks 

contain the text "Self-recorded" 

Pre-Requisites Users need to have course first. 

Notes    

 

Steps. 

 

1. Click on “Turn editing on” in the course page that needs to add activity. 

 
2. Click on “Add an activity or resource”. 

 

 

  



ATTENDANCE WITH QR CODE  

 

3. Click pada “Attendance”. 

 
4. Fill in the name for the course.  

 

 

  



ATTENDANCE WITH QR CODE  

 

5. Click on “Save and display”. 

 
6. Then click on “Add session” .  

 

 

  



ATTENDANCE WITH QR CODE  

 

7.Set the “date” of the session. Then, give the “description” for the session. 

 
8. Set as “Allow students to record own attendance”. This will allow student take their 
own attendance when attending the course . Then , click on “Include QR code”, to redirect student to 
the attendance activity when they scan the code, You have the option to include a password for the QR 
code. 

 

 

  



ATTENDANCE WITH QR CODE  

 

9. Then click on “Add” button. 

 
10. In the attendance activity on the session that you cretaed. Click on the “QR code” icon.

 

 

 

  



ATTENDANCE WITH QR CODE  

 

11. The “QR Code” will display on the screen. 

 
 

 

  



2.2. Export Attendance 

EXPORT ATTENDANCE 

Description  When you export attendance in LMS, it means you are extracting the attendance 

data from the system in a format that can be viewed, analysed, or used for record-

keeping purposes outside of LMS itself 

Pre-Requisites Users need to have course first. 

Notes    

 

Steps. 

 

1. In the attendance activity that you created, click on “Export”. 

 
2. Scroll down and select the file format that you want and click “OK” button. 

 

 

  



EXPORT ATTENDANCE 

 

3. The file will be open in the format that you selected. 

 
 

 

  



3. COURSE LEADER  

3.1. USER MANAGEMENT  

3.1.1. How to enrol and assign role  

ASSIGN ROLE  

Description  How to assign lecture role to user 

Pre-Requisites Users need to have course first. 

Notes    

 

Steps. 

 

1. Click on “Participants” in the course page. 

 
2. Click on “Enrol Users”. 

 

 

 

 

 

 

 



ASSIGN ROLE  

3.Select the user that need to be enrol and assigned 

 

4. Assign the desired role. 

 

5.Click on “Enrol selected users”. Users will enrolled and assigned 

 

 



ASSIGN ROLE  

6.You can also assign role in existing participant by clicking edit button. 

 

7.Remove unwanted user role. Then click on the dropdown and choose the role.  

 

8.Click on save button to save the role assignment. 

 

 

  



3.1.2. How to assign grouping 

HOW TO ASSIGN GROUPING 

Description  Create a File Activity in course 

Pre-Requisites Users need to have course first. 

Notes   

 
Steps 
 
1.Click on the dropdown and select “Groups”  

 
2.Choose desired group to assign. 

 
 
 
 
 
 



HOW TO ASSIGN GROUPING 

 
 
 
3.Click on “add/remove” users. 

 
4.Select potential users on the right and click Add. 

 
 
 
 
 



HOW TO ASSIGN GROUPING 

 
 
5.User will be assign in the group. 

 
 

  



4. HEAD OF FIELD 

4.1. ASSIGN COURSE LEADER 

4.1.1. How to assign Course leader 

ASSIGN COURSE LEADER 

Description  Assign course leader in respective course 

Pre-Requisites Users need to have course first. 

Notes   

 
Steps.  
 
1.Click on course that course leader need to be assign.  

 
2.Scroll down and click on “Enrolled users”. 

 
 



ASSIGN COURSE LEADER 

 
 
3.Click on “Enrol users”. 

 
4.Select users and assign roles as course leader.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



ASSIGN COURSE LEADER 

 
5.Click on “Enrol selected users”. 

 
 

 

  



 

5. DEAN 

5.1. ASSIGN HEAD OF FIELD 

5.1.1. How to assign Head of field 
ASSIGN HEAD OF FIELD 

Description  How to assign Head of field in respective field. 

Pre-Requisites Assign Head of field in respective field. 

Notes  

 
Steps.  
 
1.Click on “setting” on the field category.  

 
2. Click on the “Permissions”. 

 
 



ASSIGN HEAD OF FIELD 

 
 
 
3.On the dropdown, choose “Assign roles” and click on “Head of field role”. 
 

 
 
4.Select potential users on the right and click “Add”. 

 
 
 
 

 



6. ADMINISTRATOR 

6.1. USER MANAGEMENT 

6.1.1. How to assign Dean 

HOW TO ASSIGN DEAN 

Description  Assigning Dean 

Pre-Requisites Faculty category existed. 

Notes   

 
Steps. 
 
1. On the site administration page, click on “Manage courses and categories”. Then, select the faculty 
you want and click on the 'Setting' icon. Finally, click on 'Permission'. 

 
2. Click on “Assign role”. 

 
 

 

  



HOW TO ASSIGN DEAN 

 
3. Then click on “Dean” 

 
4. Search for the desired user's name in the search box. 

 
 

 

  



HOW TO ASSIGN DEAN 

 
5. Then click on the user and click on “Add” button.  

 
6. You successfully assign a dean role to the user. 

 
 

 

  



6.1.2. How to view list of users 

BROWSE LIST OF USERS 

Description  Browse list of users  

Pre-Requisites Users need to log in first  

Notes   

 
Steps.  
 
1. On the site administration page, click on “User.” Then, click on the 'Browse list of user' icon.  

 
2. Successfully view the list of user in the LMS.  

 
 
 

 

  



6.1.3. How to edit user profile  

EDIT USER PROFILE  

Description  Change the student profile information 

Pre-Requisites Users need to log in first  

Notes   

 
Steps. 
 
1. On the site administration page, click on “User” Then, click on the “Browse list of user” icon.  

 
2. Select the user that you want and click on the “Setting” icon.  

 
 

 

  



EDIT USER PROFILE  

 
3. Make the desired change. 

 
4. Once you make the changes, click on the “Update profile” button. 

 
 

 

  



6.1.4. How to suspend a user  

SUSPEND A USER FROM LMS 

Description  To temporarily suspend a user from logging into the LMS  

Pre-Requisites Users need to log in first  

Notes   

 
Steps. 
 
1. On the site administration page, click on “User”. Then, click on the 'Browse list of user' icon.  

 
2. Select the user that you want and click on the “Eye” icon.  

 
 

 

  



SUSPEND A USER FROM LMS 

 
3. The user will not be able to log in into the LMS.  

 
 

  



6.2. COURSE MANAGEMENT 

6.2.1. How to create a course 
CREATE COURSE 

Description  To create a course in LMS 

Pre-Requisites Users need to log in first  

Notes   

 
Steps. 
 
1. On the site administration page, click on “Manage courses and categories” .  

 
2. Then click on the “Create new course” button.  

 
 

 

 

  



CREATE COURSE 

 
3. Fill in the field .  

 
 

 

 

 

 

  



CREATE COURSE 

 

i. GENERAL 
 

Course full name 
 

• This is the name of the course. It is displayed as a link on course lists on the Front page and on 

the Dashboard and in reports. It is also used in the browser title bar when the course is viewed. 

Course ID 

• Many institutions have a shorthand way of referring to a course, such as BP102 or COMMS. 

Even if you do not already have such a name for your course, make one up here. 

Course category 

• Course category can be create to organize the courses. 

Course start date 

• Course start date indicate when the course will be available to the user/student. 

• This will also be shown in the calendar. 

Course end date 

• Course end date indicate when the course will be close to the user/student. 

• This will also be shown in the calendar. 

Course visibility 

• Here you can "hide" your course completely. It will not appear in the list of courses, except for 

managers, course creators, teachers and any other users with the view hidden courses 

capability. Even if students try to access the course URL directly, they will not be allowed to 

enter. 

• The hide/show courses capability controls whether a user can hide a course. 

 

ii. DESCRIPTION 
 

Course summary 
 

• The summary appears on the course listings page. This field is searched when searching for a 

course and also appears in the Course/Site description. 

Course image 

• An image (and if allowed by the administrator, other file types) may be attached to the course 

summary. They will be accessible by anyone from outside of the course just like the course 

name and/or summary. 

 

 

  



CREATE COURSE 

 

iii. COURSE FORMAT  
 

Hidden sections 
 

• This option allows you to decide how the hidden sections in your course are displayed to 
students. By default, a small area is shown (in collapsed form, usually grey) to indicate where 
the hidden section is, though they still cannot actually see the hidden activities and texts. 
 

 

iv. APPEARANCE  
 

Force language 

• If you force a language in a course, the interface of ModernLMS in this course will be in this 
particular language, even if a student has selected a different preferred language in his/her 
personal profile. 

 
Number of announcements 

• How many recent announcements from the Announcements forum should show in the Latest 
announcements. 

• If an announcements forum is not required in the course, this setting should be set to zero. 
 
 

v. FILES AND UPLOAD 
 

Maximum upload size 

• Here you can decide the largest size of file that students can upload to a course. The admin 

can determine sizes available for the teacher to select. 

 
vi. COMPLETING TRACK 
 

• Completion tracking must be enabled for Activity completion. Course completion criteria may 
also be based upon Activity completion values found in the activity's settings. 

 

vii. GROUP 
 

Group mode 

• Here you can define the group mode at the course level by a pull down menu. "No groups", 

"Separate groups" and "Visible groups" are the choices. The selected setting will be the 

default group mode for all activities defined within that course. The group setting can affect 

what users see in the participants list and who they can interact with in activities. 

Force 

• If the group mode is "forced" at a course-level, then this particular group mode will be applied 

to every activity in that course. This will override any activities that may have a special group 

setting. 

Default grouping 

• If groupings are enabled, a default grouping for course activities and resources may be set. 

 

 



CREATE COURSE 

 

viii. ROLE RENAMING 
 

• You can rename the roles used in your course. For example, you may wish to rename the 
Teacher role as "Facilitator", "Tutor" or "Guide". These new role names will appear within the 
course. For example on the participants and the override permissions pages. 
 

4. Once you have fille in all the field, click on “Save and display” button.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



6.2.2. How to edit a course 

EDIT COURSE 

Description  To edit a course in LMS 

Pre-Requisites Users need to log in first  

Notes   

 
Steps.  
 
1. On the site administration page, click on “Manage courses and categories”. 

 
2. Then choose the course that you want to edit and click on “Setting” icon.  

 
 

 

  



EDIT COURSE 

 
3. Make the necessary changes  .  

 
4. Once you have made the changes, click on the “Save and display” button.  

 
 

  



6.2.3. How to delete a course 

DELETE COURSE 

Description  To delete a course in LMS 

Pre-Requisites Users need to log in first  

Notes   

 
Steps. 
 
1. On the site administration page, click on “Manage courses and categories” .  

 
2. Select the course you want to delete, then click the “Trash bin” icon.  

 
 

 

  



DELETE COURSE 

 
3. Then clcik on “Delete” button  .  

 
4. Then click on “Continue” button.  

 
 

 

  



6.3. USER MANAGEMENT. 

6.3.1. How to enrol user to a course 
ENROL USER TO COURSE 

Description  To enrol user to a course in LMS 

Pre-Requisites Users need to log in first  

Notes   

 
1. In the course that you have created, click on “Participants” .  

 
2. Once you in the page, click on “Enrol user” button.  

 
 

 

  



ENROL USER TO COURSE 

 
3. Then, search for the user you want to enrol in the search box. 

 
4. Deifne the role for the user, then click “Enrol selected users and cohort” button .  

 
 

 

  



6.3.2. How to unenroll user to a course 

UNENROL USER TO COURSE 

Description  To unenroll user to a course in LMS 

Pre-Requisites Users need to log in first  

Notes   

 
Steps. 
 
1. In the course that you have created, click on “Participants” .  

 
2. Select the user that you want and click on the “Trash bin” icon.  

 
 

 

  



UNENROL USER TO COURSE 

 
3. Then click “Unenrol” button .  

 
4. Successfully unenrol user from the course.  
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