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1- Moodle Quick Overview

Moodle is a learning platform designed to provide educators, administrators, and learners with a single,
robust, secure, and integrated system to create personalized learning environments. A course in Moodle
is an area where you will find resources and complete activities added by teachers. It might be a simple
page with downloadable documents or a complex set of tasks in which learning progresses happen
through interaction.

IMPORTANT:
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1.1 - How to log into the ILAC IC Moodle Account

i.  Signin to ILAC Microsoft Office 365 using your ILAC IC Credentials
ii.  Follow the link: https://learn.ilacic.com/
iii. Click on OpenlID Connect

ILAC{}?:B%&%

USERNAME
PASSWORD

Remember username

Login
LOG IN USING YOUR ACCOUNT ON:

OpenlID Connect

Some courses may allow guest access

Log in as a guest

Done. You are all set!

3|Page


https://learn.ilacic.com/

Moodle: Student Manual

2- Homepage

After successful login, you will see the following Homepage of your Moodle account:

1. Navigation Bar
/ -4

ILACE)SEGE  International Langua... v Dashboard My courses 4 © D v
x
Dashboard
Latest announcements
Timeline — 2. Dashboard P 4, Block Drawer

v Sort by dates v Search by activity type or name 4 Mar, 11:02

Mohammad Bapu

Friday, 26 April 2024
- WAC Final Exam

J  Quiz closes - Working Across Cultures

Upcoming events

Major Assignment 2 e
Assignment is due - Working Across Cultures @ WAC Final Exam opens

310PM

WAC Final Exam closes

Calendar — 3. Calendar 5:10 PM
| Major Assignment 2 is due
~ Marct April 2024 May >
Mon Tue Wed Thu Fri Sat Sun
2 3 4 5 6 7
oln
8 9 0 1 12 13 14 2

1. Navigation Bar: At the top, you can easily navigate between your dashboard and the courses
assigned to you.

2. Dashboard: The dashboard displays upcoming events and activities. You can also filter the
Timeline to view the upcoming projects and tasks according to your desired timeframe.

3. Calendar: Similarly to the dashboard, you will have a calendar view of upcoming events and
activities here. The calendar displays all activities assigned by your instructor, such as in-class tasks,
major assignments, tests, and quizzes, withtheir respective due dates. Additionally, you can make
notes in this calendar as well as instructors by clicking on a specificday and choosing the time
needed. More details on how to use the calendar and add events can be found here: Using
Calendar.
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Calendar
= March April 2024 May =
Mon Tue Wed Thu Fri Sat Sun
1 2 3 £ 5 6 7
O ln-Clas
&8 ] 10 11 1z 13 14
15 16 17 18 19 20 2

4. Block Drawer: The Block Drawer summarizes all the latest announcements. To view it, click the
side arrow.

ol @v Edit mode @ )
C
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3- Student Profile

You can access your profile page by clicking on the user menu with your initials at the top right and then
selecting "Profile."

Camille Davis © vessoe
CcD

User details

o7l
fa HH D ~ Email address

Ca s@ilac.com (Visible to other course

participants)

e—— Country

Canada
Grades City/town
Toronto
Calend.
Lalendar Timezone

America/Toronio
iles First access to site
Tenant Monday, 1 April 2024, 3:31 PM (24 days)
Reports Fanshawe@Toronto
Last access to site
Thursday, 25 April 2024, 3:47 PM (now)

Last IP address

out Course detals WMabile acp

- Course profiles QR code for mobile app access

For securiy reasens lagin via QR coge is not
allowed for site administrators o if you are logged

in as another user,

2pp access enabled.

This page contains links to further pages, allowing you to edit profile information and preferences, view
forum/blogposts, and check any reports you can access.

Here is a video on how to set up your profile with images and your notification preferences.

If you wish, you can access your profile to add your preferred name or English name, simply click "Edit
profile," make the necessary changes to your name, and don't forget to press "Update profile" at the
bottom of the page.
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Camille Davis © Messsee
cD

Edit profile
Camille Davis © Message

® v General

Usermame (7] camilledavis@ilac.com
User ge
o Choose an © [MMenualaccounts

Email address
' e Davis@ilac.com (Visible to other course

participants) Suspended account @

Country The password must have at least § characters, at least 1 digitis), at least 1 lower case
Canads G —- letter(s), at least 1 upper case letter(s), at least 1 spacial character(s) such as . - or &
City/tewn cress

Toronto New password @ | Clicktoentertext # |

Timezone Farce passward change @

America/Toranto ‘
i .

Tenant intaccess tosite First name 0 ]| camile

enan Monday, 1 April 2024, 3:31 PM (24 days)

Fanshawe@Toronto

Last access to site Last name (1] Dawis
Thursday, 25 April 2024, 3:53 PM (36 secs)

Last IP address Email address 0 | CamileDavis@ilacen

Email visibility © | Visible to course participants &

MoodleNet profile @

[[+]
City/town Toranto
Select a country Canada :

4- Courses

The Dashboard will list all courses assigned to you on the current intake by the ILAC IC department.
To get into a particular course, go to the Dashboard and then, on the Navigation Bar, click “My courses”:

/Q

ILACPYsiiest  International Langua... v Dashboard) My courses a © D ~
g Yy

My courses ‘/e

You will see the list of courses you are assigned to, and you can also use the search bar (3) to quickly find
a particular course if you have many courses in your list.
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Here is how you will find the course content:

ILACc.'.i'ii&i C

Working Across Cultures <

lmc(}&mau

Working Across
Cultures

Welcome!

1- On the top of the screen:

a. Course information

b. Course Participants

c. Grades

d. Competencies
2- On the middle of the screen:

a. Course description

b. Course plan

c. Instructor and class information
3- On the bottom of the screen:

a. Announcements and Attendance

Additional information and contacts

b
c. Course Modules and tiles *the tiles may change depending on the courses you are taking.
d. Materials and assignments
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5- How to submit an assignment

I Look for the ‘Tests & Assignments’ tile on the desired course page.

1. Find and select the Assignment Activity.
1. Click 'Add submission' and either a) upload your file or b) enter your assignment in the text box.
IV.  And then click ‘Add submission’ to submit the assignment, e.g.:

m Major Assignment 2

x

Due: Friday, 26 April 2024, 8:00 PM

Tests & Assignments

o] CS W
Add submission

m O —— Submission status
E I Submission status No submissions have been made yet
Dues Wednesday. 3 April 2024, 1200 AM Grading status Not graded
Time remaining 1 day 3 hours remaining

~ Major Assignment 1 Jump to. s WAC Final Exam =

Due: Friday, 26 April 2024, 8:00 PM

v Add submission

File submissions Maximum file size: 512 MB, maximum number of files: 20
BE N o

You can drag and drop files here to add them.

- Major Assignment 1 Jump to = WAL Final Exam =

You can add a document by dragging and dropping it into the box or by clicking the 'page' icon and
uploading the file. Don’t forget to click 'Save Changes' to submit the file.
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After the submission, you will see that the assignment was submitted for grading like this:
E Major Assignment 2

Due: Friday, 26 April 2024, 8:00 PM

Edit submission Remove submission

Submission status

Submission status Submitted for grading

Grading status Not graded

Time remaining Assignment was submitted 1 day 3 hours early
Last modified Thursday, 25 April 2024, 4:55 PM

File submissions
Ll Major Assignment 2.docx 25 April 2024, 4:55 PM

Submission comments
» Comments (0)

Until the assignment's due date, you can always edit or remove the submission.

6- How to take a quiz

. Look for the ‘Tests & Assignments’ tile on the desired course page.
Il. Find and select the Quiz Activity
lll.  Click “Attempt quiz” when you are ready to start.

— 1
Classroom Expectations Stude: S Tests & Assignments ‘ D

% I

&

WAC Final Exam

B ass task fiork a5 clone Attempt quiz

Time limit: 1 hour 30 mins

Tests & Assignments

Grading method: Highest grade

Jump to. $ Week 1

Due: Wednesday, 3 Apri 2024, 1200 AM
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V. Read the instructions on the pop-up menu and click ‘Start attempt.

WAC Final Exam

Start attempt x

Attemnpts alloy

Time limit: 1 h . s
Time limit

Your attempt will have a time limit of 1 hour 30 mins. When you start, the timer will

begin to count down and cannot be paused. You must finish your attempt before it

\ expires. Are you sure you wish to start now?
= [n-ss 1 Week 1 =

Start attempt (Encel

V.  Choose your answers to the questions and click ‘Finish Attempt.

WAC Final Exam

Back
Time left 1:29:06
Question 1
\ Interview Questions
Not yet
answered Match each definition with the corresponding key term.
Marked out of
1.00
¥ Flag questior Ask candidates to share a past experience related to -
a specific workplace situation. Behavioral interview question s
Probing, open-ended interview guestions intended to
identify if the candidate can appropriately sell his or Behavioral interview question 4
her skills.
Type of interview question that addresses job-related
issues where each applicant is asked the same Behavioral interview question %
question.
Question 2
True or False?
Not yet
answered A “conference call” and a "teleconference call” mean the same thing.

Marked out of
1.00

® True

) False /
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VI. Then, click on “Submit all and finish” to end your test. Once you select this option, you cannot
return to the questions or reopen the test.

WAC Final Exam

Back

WAC Final Exam

Summary of attempt

Question Status

Answer saved

Answer saved

Return to attempt

Time left 1:26:44
This attempt must be submitted by Thursdd, 25 April 2024, 7:09 PM.
Submit all and finish

7- How to reply to a forum

. Look for the ‘Online Discussion’ tile on the desired course page.
Il. Find and select the week you want to reply to.

- - =
Classroom Expectations Student Resources Tests & Assignments ‘ Online Discussion -
3

\d\.',,'u.ﬁ. i D ,, & l"r-j‘g"f.‘ - : )
o[ 1/ o SR LT

Mark as done
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. Select the discussion topic.
Il. And then click on ‘Reply.
Ill. A box will appear, and this is where you will add your discussions, comments, or files.

Week1
== EWeek1

Week 1

@ | search forums Q Subscribe to forum
Display replies in nested form B Settings ~

You are not able to create a discussion because you are not a member of any group.

Week 1

by Camille Davis - Thursday, 25 April 2024, 7:21
Visible groups: All participants
ﬂ ‘What did you learn this week so far?

Discussien Group Started by Last post | Replies  Subscribe Permalink

Camille Da... Camille Da... o ® 3
25 Apr 2024 Apr 2024 - N

= Week 1
Week 1

Display replies in nested form

i

Week 1
by Camille Davis - Thursday, 25 April 2024, 7:21 PM

What did you learn this week so far?

- At the bottom right of the page, you'll see

'Advanced.' Clicking there will allow you to add

Write your reply... images and other resources to your reply.

Write your reply
here.
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8- Gradebook

To view your grades, go to the desired course and click 'Grades' at the top of the screen.

Working Across Cultures ﬂ

ILAC:JEB"E:‘.%‘:’

Working Across
Cultures

Welcome!

This course is designed to
behave effectively s d analyze iness situations where culture may be playing @
overcome challen

ess, gaining knowledge, and increasing

ity to communicate and

and prepare you to

You can choose between ‘Overview Report’ or ‘User Report’.

If you choose the ‘Overview report,” you will see a report of all your courses and the total grade for each
of them, as shown below:

Working Across Cultures: View: Overview report

Course nformation

Participants Grades Competencies
Overview report ~
¥  Overview report
User report e
—Q
Course name o

Grade
Digital Marketing Fundamentals

rking Across Cultures

Professional Communication
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Select the option 'User Report' in the desired course to view the detailed grades for a specific course.

User report -

TS Test Student2

—e . —©

Grade item Calculated weight Grade Range Percentage Feedback Contribution to course total

~ Working Across Cultures
= Participation {10%)

+ In-Class Tasks (15%)

D ncassta . . 0-100
B .o tose 2 - - 2100
@ 10-Ciass Tosic 3 - - 0-100
b ———— o . oo

~ Major Assignments (50%)

v o
B o rgrrent : ' o

. 0.00%
L major Assignments (50%) total (Empty) ) =

«~ Final Exam (25%)

B} WA Final Exam - - -1

0.00%
z Final Exam (25%) total {Empty )

In the highlighted area 1, you will be able to view the grade for each assignment, and in area 2, the
percentage that this grade refers to. This helps you better understand the percentage you got right in each
assignment.

9- How to Message in Moodle
You can send a message to all the course participants as follows:

I.  On the course main page, click on ‘Participants.’

ILAC{J%&%%

Working Across
Cultures

Welcome!

This course is designed to provide you with a practical approach to raising awareness, gaining knowledge, and increasing your ability to communicate and
behave effectively across cultures. It will help you understand and analyze business situations where cuiture may be playing a part and prepare you to

overcome challenges that may arise in @ multicultural workplace.
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1. There, you will view the list of all the students and teachers of the course.
1. Select the profile of the person you want to contact.

Enrolled users

Match | Any % || Select + (%]

Y

4+  Add condition Clear filters
2 participants found
First name m aAlelcp eElF 6lH K Min olelalrls|Tluly wlx B
Last name m alelclolelelalali el mlinlolelalslslt Tw %l vz

First name
/ Last name

- Roles
u| - / -
u CD Camille Davis Learner

| TS Test Student2 Learner

Iv. In their profile, select the 'Message' option.
V. A chat box will appear on the right side of the page.

Working Across Cultures

Course  Information  Participants Grades

— < Camille Davis
Camille Davis 8 Add to contacts ==

r details

@D

Email address

Country —l

Canada

City/town
Toronto

Timezone
America/Toronto

You can also simply click on the 'Toggle messaging drawer' icon in the upper right corner of your screen,
choose the person you want to message, and the chat box will appear.

Dashboard My courses fa You are logged in a5 Test Studentz €D

Working Across Cultures

Course Information Participants Grades Comp
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You can adjust notifications sent to your ILACIC email from the Moodle system.

I Go to the notification symbol at the top of the page.
1. Select the gear ‘Notification Preferences’

ILAC(}ksarfaﬁ

Working Across
Cultures

5, gaining knowledge. and increasing your ability

Notification Preferences page:

=< / Notification preferences

Test Student2 © vessao
TS

Notification preferences

Dissble notifications

Assignment
Assignment notifications
Feodback

Feedback notifications
Feedback reminder
Forum

Subscribed forum posts
Subscribed forum digests
Lesson

Lessan essay graded notification

Notifications

You can choose which notification you would like to receive on the notification preferences page.

You have no notifications

Web Email &
L3 «©
«©
«
«©
«©
] «©
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11- How to check your attendance

You can check your attendance on your Moodle Course page by following the steps below:

I Click the “Attendance” link down “Announcements” on the homepage.
Il.  You will see how many points your teacher has given you for your past attendance each day.
a. 2 points = Present for the whole class time
b. 1point = Late or Left early
c. Opoints = Absent for the whole class time
lll. At the bottom of the page, you will see your total points for all sessions.

IV.  You can see your teacher's comments at the ‘Remarks’ session.

E Attendance

E - ~ April - All | All past | Months | Week

Date Description Status Points Remarks
;
= Regular class session Present
Regular class session
A Regular class session Half-Day
E o Regular class session
Fri S Apr 2024 Regular class session Absent 0/2
. jaass ey i Mark 2 3PM - 6PM
Mon8Apr2024  Regular class session
3PM
prp— p—
Classroom Expectations Online Discussion Regular class session Present
Regular class session Half-Day 1/2 Arrived after break
Thu 11 Ape 2024  Regular class session Present

3PM - 6PM

Taken sessions: 19
Points over taken sessions: 30 / 38

Percentage over taken sessions: 78.9%

Important notes:

1 You must achieve the 70% attendance requirement by the end of your term.
9 If you have any questions about your attendance, please speak to your instructor first.
1 If you have further questions, please speak with the Student Services Team.
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12- Moodle App

The Moodle App mirrors web features and provides a smooth, intuitive, and dynamic user experience.

To download the app, visit the App Store on iOS devices or the Google Play Store on Android devices,
search for Moodle, and tap the 'Install' button.

D App ‘Sto‘r’e

Demo Edunao Demo Edunao Q € Mindful course creati.. & @
Mes cours o Tableau de bord Accuell du site Cours Parl Not » |
. All of these features and UX
Create o e and give yo s mindiul ; : B
o z ||| e pr——— improvements are available in
Az Moode App version 4.1.
5 5 - 1
" | — A rLipma |
B0 g’. = -"' :
Mindful course creation : Mindfulness Experts ) E U '
- O | LK) | TR A8 T
Sondage se termine
o% Afficher les chax About this course PRI
i Maximizing screen space for a
Gelebrating Cultures : Assignment focus on learning
5 H 1900 Mindful course creation
n Moodie 4 Devoir doit étre effectué
£ % e svrat
Course noticeboard <
samedi 10 décembre 2022
@ Afaire ;
Timed Task . A smoother, more intuitive and
@ Consuter
Devol don e efectue dynamic user experience
Rolajin el How mindful an educator are you? -
WP
B Afaive
dimanche 18 décembre 2022
@ Consuner
Tell us how we did | . .
ovso (R Mt conrsecreion _ Easier Navigation
Feedback nécessite une action Pilcrexpenance check |
T -
) = - e .. ) = - e .. @& Faire unchoix =
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