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3xC Course, administration - Moodle platform 
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To edit 3xC course first click “Turn editing on” button. 

 

Now you can edit all course components, you can also add a new resources or activities to the 

course. 
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How to add a new workshop? 

1. Choose “Settings” from Administration menu. 

 

2. Change value for position “Number of weeks/topics”. Now this value = 10, to add 1 workshop 

change it to 11, to add 2 workshops change it to 12 etc. 
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3. Click “Save changes” button. 

How to add a resource? 

To add a new resource use “Add a resource…” drop down list. 
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Moodle supports a range of different resource types that allow you to include almost any kind of 

digital content into your courses. These can be added by using the add a resource dropdown box 

when editing is turned on. 

A Text page is a simple page written using plain text from a link in the course. Text pages aren't 

pretty, but they're a good place to put some information or instructions. If you are after more 

options for your new page then you should be thinking about adding a Web page and making use of 

Moodle's WYSIWYG editor. 

Of course the resource may already exist in electronic form so you may want to link to an uploaded 

file or external website or simply display the complete contents of a directory in your course files and 

let your students pick the file themselves. If you have an IMS content package then this can be easily 

added to your course. 

Labels allow you to add more information between activity or resource links in your course. 

Text page 

1. From the course main page, click the "Add a resource..." drop-down menu within the topic 

you wish to add a text page. 

2. You'll be taken to a page labelled "Adding a new Resource to topic x." 

3. You must type a Name for the text page. This is what your students will click on, so have it 

make some sense. 

4. Add a summary (optional). The summary is displayed on the Resources index page. 

5. Type your text in the Full text box. You can paste text from MS Word or any other location. A 

number of formatting options are available to help turn your plain text into nice-looking web 

pages. 

6. Choose whether you want this resource to open in the same window or a new one. If you 

choose New Window, you can choose what attributes the new window will have. Make sure 

you allow the window to be resized and scrolled, otherwise your students might not be able 

to read the bottom of the page! 

7. Choose if you want to hide or show this to students. 
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8. Once you've made your choices, click on the "Save Changes" button. You will be see a 

preview of what your new resource looks like. 

 

Web page 

1. From the course main page, click the "Add a resource..." drop-down menu within the topic 

you wish to add a web page 

2. You'll be taken to a page labelled "Adding a new Resource to topic x." 

3. You must type a Name for the web page. This is what your students will click on, so have it 

make some sense. 

4. Add a summary (optional). The summary is displayed on the Resources index page. 

5. Enter (type or paste) your text in the Full text box. 

TIP: Note that if your browser offers you the HTML editor's WYSIWYG edit tools you can 

toggle back and forth between text and HTML source modes. The HTML mode can be 

especially useful in cleaning up glitches in the text display. The enlarge editor window can 

also be very useful when you have a lot of text to work with. 

 
 

6. Choose whether you want this resource to open in the same window or a new one. If you 

choose New Window, you can choose what attributes the new window will have. Make sure 

you allow the window to be resized and scrolled, otherwise your students might not be able 

to read the bottom of the page! 

7. Once you've made your choices, click on the "Save Changes" button. You will be see a 

preview of what your new resource looks like. 
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Link to a file or a web site 

Although it's easy to generate content directly in Moodle, you can also upload any type of electronic 

file you like. All you need to do is make sure your students can access it with the appropriate 

software on their computers. 

 

Once you've added a file to your files area, you can easily add it as a resource for your students. 

1. In Editing Mode, select "Add Link to File or Web Site" from the Resource menu from the 

content block where you want to add the link to the file. 

2. On the Edit page, click the "Choose or upload a file" button. A new window will pop up with 

the files area directory structure. 

3. Find the file you want to add in the files area. You can also upload a new file here if you'd 

like. 

4. On the right side of the files list, you will see a "Choose" link in bold. Click that link. The Files 

window will close, and the path to the file will be entered into the file name. 

5. You can choose to display the file in a new pop-up window. Most of the time, you won't need 

to worry about this with uploaded content. 

6. The name of the resource will now be an active link in the content block. 

How to add an activity? 

There are a number of robust interactive learning activity modules that you may add to your course 

with the "Add an activity" drop down menu. If you wish, some or all of these activities can push 

information to a course gradebook. 
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Communication and collaboration may take place using live Chats or asynchronous discussion 

Forums for conversational activities. You can also use Choices to gain group feedback. Adding Wikis 

to your courses is an excellent way to allow students to work together on a collaboratively-authored 

project. 

 

Work can be uploaded and submitted by students and scored by teachers using Assignments or 

Workshops. These modules have several assessment options, including instructor-assessment, self-

assessment, and even peer-assessment. Online Quizzes offer several options for automatic and 

manual scoring. You can even integrate your Hot Potato quizzes by adding a Hotpot activity. 

 

Lessons and SCORM activities deliver content and offer ways of individualizing your presentation 

based upon a student's choices. Glossaries of keywords can be set up by the instructor, and can be 
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configured to allow students to edit, add, or rate entries. 

 

Surveys and Databases are also very powerful additions to any course. 

 

If all of that isn't enough for you then you can also add any number of contributed modules that are 

not part of the official Moodle release! 

 

Editing course section 

To add or alter activities or resources you must use the "Turn editing on" button on the course 

homepage. The same button will also turn editing off. Similarly, the "Turn student view on" button 

allows the teacher to see the course page as a student would see it. 

 

To add items to a section, you will use the pull down boxes for activities and resources. 

 

When editing has been turned on, a variety of editing icons appear next to all editable objects in the 

course.  Icons may look different because of your Theme.  

 

Icon Effect Icon Effect Icon Effect Icon Effect 

 

Edit item * Close/Hide item 
 

Delete/Remove 
 

Move (up/down) 

 * 

See all 

weeks/topics 
* 

Open/Show 

Item 
 

Indent/shift right 
 

Move here 

 * 

See one 

week/topic  

Help 

  
 

Make Current 

(highlight) week/topic 

TIP: Some icons toggle (*). For example, the open eye indicates that the resource is visible to 

students, while clicking it changes it to a closed eye, making it invisible to students. 
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How to add new SME representative? 

1. Choose “Assign roles” option in Administration menu. 

 

2. Open “SME representative” link. 

 

3. Then you can add and remove role for users. If you want to add few users at one time select 

them with “ctrl” key. To save your users click “Assing roles in Course: 3xC”. 
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… 
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How to create tandems? 

1. Choose “Groups” option from Administration menu. 

 

2. To create a new group use “Create group” button.  
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3. To add users to the group, choose group name by clicking on her in the Groups box and then 

click “Add/remove users”. 
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4. Then add SME’s to the selected group. After that click “Back to groups” button. 
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