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Frequently asked questions

It is always a little confusing finding your way round when you come to a new
place. The 24 questions below were asked by previous Teaching Culture
participants. We hope that they are helpful and if you have a question which is
not covered here then please ask either Marcus or Theo in a mail at any time.
These frequently asked questions can be found on the CD Rom, the Teaching
Culture! website and the Moodle.

Getting started

1. What does Moodle mean?

2. What is my user name? What is my password?

3. What should I do if my username or password does not work? Or if | need
help with the Moodle?

4. What should | do if I have got a question concerning a unit or the whole
course?

5. Can | change the language Moodle is presented in?

Participating

6. How do | know what the tasks are? Will they all be send to me by email?

7. How do | unsubscribe from a forum?

8. When | want to post something in a forum, will all the other participants get
my message by mail?

9. Why don’t my postings to the forum get sent out straight away?

10. Can | delete a posting?

Moodle and email

11. How will I receive the course emails? Individually or in a digest?

12. How do | send an email to everybody?

13. Is it possible to send a personal mail through the Moodle?

14. Do | have to answer all emails which are sent out through the Moodle?

Different types of contribution

15. How correct should my postings be? My English is far from perfect.
16. Can | upload a picture in the Moodle?

17. How can | upload a picture?

Technical questions

18. The course start page is very long (takes a long time to download), is
there something | can do to shorten it?

19. 1 can only see one week of the course, where have the other weeks gone?

20. After a few clicks in the Moodle | have lost track of where | am. Help!
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Collaborative editing

21. Would it be possible for two or more people to work on the same
document in the Moodle?

22. What is a WIKI?

23. How do | use a WIKI?

24. How can | make a new WIKI page?

1. What does Moodle mean?

The word Moodle was originally an acronym for Modular Object-Oriented
Dynamic Learning Environment, which is mostly useful to programmers and
education theorists.

It's also a verb that describes the process of lazily meandering through
something, doing things as it occurs to you to do them, an enjoyable tinkering
that often leads to insight and creativity. As such it applies both to the way
Moodle was developed, and to the way a student or teacher might approach
studying or teaching an online course.

Anyone who uses Moodle is a Moodler.

2. What is my user name? What is my password?

You will find your username and your password in a welcoming mail that will
be sent to you after we have received your registration form. Your personal
tutor may also be able to help you with this problem at your

first introductory meeting before the start of the course.

3. What should I do if my username or password does not work? Or if
I need help with the Moodle?

If you have any technical problems, please contact Marcus Fessler or whoever

is named in the portfolio as responsible for technical problems.

4. What should 1 do if | have got a question concerning a unit or the
whole course?

If you have got a question concerning a unit, please contact the moderator

who is responsible for the unit. If you have got a general question concerning

the course, e.g. work on the Portfolio etc., please contact your personal tutor,

the project organizer (Alexandra Haas) or the course director (Anne Fox).

5. Can I change the language Moodle is presented in?

Yes, you can change the interface language although the content will always
be in English. You can do this on the very first page you see at
http://www.laurent-borgmann/tc in the top right-hand corner.
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Login
| English (en) v]

Clicking on the arrow to the right of the dialogue box gives you many language
options. Below you can see the list you can choose from.

Login
| English {en) v]

(English (en)

English (gn_us=)

Espafiol - Internacional (es)
——|Espafiol - Argentina (es_ar)

— (|Espaficl - Espafia(es_es) —
Espafiol - Mexico (es_mx)
Eesti (ef)

i 51 (fa)

Suami (fi)

Frangais (fr)
Frangais-Canada(fr ca) =

5 6 7 8 91011||

6. How do 1 know what the tasks are? Will they all be send to me by
email?

Normally you will be notified of the next task by a discussion post which will

come by email. But often you will need additional information which will be

posted in the relevant week/unit on the Moodle. You may then decide to

unsubscribe yourself from the forum if you prefer to keep informed through

regular visits to the Moodle website.

7. How do | unsubscribe from a forum?

If you prefer to keep up to date by visiting the Moodle web site regularly
instead of receiving emails you can unsubscribe from all forums except the
Campus Announcements forum. You do this by clicking on ‘edit profile’ in the
left hand margin.

FPeople

4 participants
ﬁ Sroups
4 Edit profile

About half way down your profile page you will find the following option where
you should choose ‘No, don’t automatically subscribe me to forums.’.
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I = = 4 . = L LITL.
Mo: don't automatically subscribe me ta forums
3 [ |

When editing text:
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8. When | post something in a forum, will all the other participants get
my message by mail?

When you write something in a forum, all subscribed participants will receive

your postings by mail. Participants who have chosen not to subscribe (see

FAQ7) will only see your post when they click on the forum.

9. Why don’t my postings to the forum get sent out straight away?

To give you time to think about what you have written and give you the
chance to edit your text a posting won't be sent out for an hour.

After an hour you can no longer edit your posting or delete it. If you pay your
online time by the minute it might be a good idea to prepare your post in a
Word document offline and then use copy and paste to place it in the forum.
But notice, you can edit the posting only once, after editing it will be published.

10. Can I delete a posting?

You should plan your postings so that you never want to delete them. It is a
good idea to prepare your post in a text document and when you are satisfied
with it, copy and paste into a forum.

(If you use other browsers than Internet Explorer there could be problems to
paste into the Moodle)

When you click on submit in the forum you have one hour in which you can
change your mind and either delete or edit the posting.

After one hour the ‘delete’ button at the bottom of your post disappears.

11. How will I receive the course emails? Individually or in a digest?
By default you will receive the course emails individually but you can activate a
daily e-mail digest instead.

When you are logged in, click your name at the top right hand corner and then
‘Subjects’ in the email digest type dialogue box. Moodle will send you a daily e-
mail only with the subjects of the forum entries.

Email format: | Pretty HTML format [+

Email digest type: Mo digest (single email per forum post) Iv|
Mo digest(single email perforum post)

Forum auto-subscribe:  |Complete (daily email with full posts) v
A Subjects (daily email with subjects only)

Change the "emalil digest Type"
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12. How do | send an email to everybody?
The best way is to use a forum where "everyone is subscribed” (this is visible
at the top of that page as you can see below), and then post a message there.

=g
LIpdate this Farum |

@ Everyone iz subscribed to this forum
|

13. Is it possible to send a personal mail through the Moodle?

If you want to send a personal mail, click on the photo of the person who
wrote the posting you want to refer to. Then the personal email-address of this
person appears and you can send him or her a personal email.

14. Do | have to answer all emails which are sent out through the
Moodle?

When “Intercultural Journey” is written in the reference line of a mail, this is a

posting to a forum which is sent out to all subscribed persons. Usually, it is up

to you if you want to comment. If the message is a task from a moderator and

you have to answer, the message will explicitly say so. It is up to you to

answer or not except if it is a task.

15. How correct should my postings be? My English is far from perfect.
We are not testing your English. We just want to hear what you have to say. If
you think of the lines of a conversation rather than a speech then you will be
going in the right direction.

16. Can I include pictures in the Moodle?
Yes. A picture, graphic or cartoon can often be worth a thousand words. So
please feel free to add images to your posts.
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17. How can I upload a picture, e.g. in a forum entry?

Subject: |Fe:Howto post photos insert photo
Message: |verdana =l lzazen = [Normal -l B I U &|x £ SRR | v
EEES (M1 éEEEE?i?I%%l—&%IiﬂD@@lOI

There are three ways of adding a photo.

1. You could add a link to a photo or |

2. vou could use the 'insert photo' icon up in the tool bar of this
dialogue box or finally

3. You could ad the photo as an attachment by using the

attachment dialogues box underneath this text box.
Fead carefully @

wirite carefully @

Ask good questions @
About the HTML editor (3)

|Path: body = p

v
Formatting: HTML format @

Subscription: Everyone is subscribed to this forum &

Attachment: | Gennemse.. | @ Max size: S0Kb
{opticnal)
Fostta farum |

For option 2 (insert photo) you will generate a dialogue box as shown below
when you click on the insert image (framed mountain) icon in the tool bar.

The following dialog box appears:
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Insert Image

Imange URL:!http:,l',l'www.Iaurent—bnrgmann.de,l'tc,l'ﬁle.php,l'4lcrumbtrail.JPG I Ok
Alternate text:iCrumbtrail ilustration Cancel
ﬁtep 4 \ =
e o enter alternate text
3 r X )
.ﬂ.hgnment:i Mot Set hd ! Hnriznntal:r{ Width:|394
Border thiCkﬁESS:I 'u'ertical:! Height:!SS
File: Browser Presvigwm
[ H=] answering machine Z.mp3 o Apr 2D, 111 PJ‘d ikl 2% 1
™ B aranchalydiamalincarlos. jpg 1 Jun 2005, 03:43 Pr TeachingCulture » coursel » Forums » MNews
[T Elbeate.ipg 7 Dec 2004, 12:28 PT

~ B crumbtrail. oG

26 Jun 20035, 1234 P

23 Jan 2005, 0317 PP

choose the file by 19 Now 2004, 04139 F‘I‘—|

clicking the name
e et 1 Jun 2005, 03:49 PP

-

i_PrI‘_l | |

[~ Properties

Selection: Deletel Move Iﬂ:n_l Rename I

I Create folder I

l Step 1: B
browse and upload

Size: 6136 Type! image(jpeg

Note: You must make sure you only send .jpg or .gif files.
You need to go through the following steps working from the bottom of the

dialogue box up to the top.

1. Find the picture on your computer, select it and click upload.

2. Your file will then appear in the file browser list.

3. To add the image to your post click on the file name in the file browser.
4. It will then appear at the top of the dialogue box. Write a title in the
‘alternate text’ box and click OK.
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18. The course start page is very long (takes a long time to download),
is there something | can do to shorten it?

If you click with the left mouse button on the small square in the top right

corner in a specific week, you will only see one week.

To choose between the different weeks there is a "week selector” in the top-
left corner of the page and one on the button of the page. This preadjustment
is saved by the system, after a new login you will get the same view.

To get back to the "all" weeks view click on the double square symbol in in the

right top corner of the week

For every week/unit, you can see a small rectangle in the week’s (or unit’s)
right upper corner. By clicking this rectangle on the requested week, you will
see only this week on the course start-page.

Click to reduce the viewable
weeks on page

25th December to 7th January

To choose between the weeks use
"Jump To", or use the "week
chooser" in the top-left corner of
the page

\ ]

~
\ \‘-fAVeeks

It's Christmas! Holidays!
A

20th to 24th December

Jump to... ~
‘Week 1|20 December - 26 December 245810 12 16
Week 3|3 January-9 January - —
‘Week 4|10 January - 16 January
Week 5|17 January - 23 January k
Week b | 24 January - 30 January ';‘—lump to current wee

‘Week 7| 31 January - 6 February

0O

Week 10|21 February - 27 February
‘Week 11| 28 February - 6 March
‘Week 12| 7 March-13 March

‘Week 13|14 March - 20 March

eek 14|21 March - 27 March

Week 8| 7 February - 13 February
‘Week 9| 14 February - 20 February \

eek 15| 28 March - 3 April

eek 16| 4 April-10 Apri \To get back to the "all"
eek 17|11 Apr!I-ITAp:!I . . .
ok 18|18 April - 24 April weeks view click this
“Week 19| 25 April - 1 May
k20[2May-SMsy v symbol

s

Jumpta. Iv

This setting is saved by Moodle.

get the same view.

When you visit the course next time, you will
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19. 1 can only see one week of the course, where have the other
weeks gone?

Jumpto... ~
Week 1|20 December - 26 December
Week 3| 3 January -9 January
) \Week 4|10 January - 16 January
Week 5|17 January- 23 January
Week 6 | 24 January - 30 January
Week 7| 31 January - 6 February
Week 8 | 7 Februany - 13 February
Week 9|14 February - 20 February
Week 10| 21 Fehruary - 27 Februany
Week 11| 28 February - 6 March
\Week 12| 7 March -13 March
Week 13| 14 March - 20 March
Week 14| 21 March - 27 March ,
Week 15 | 28 March - 3 April To get back to the ’all
Week 16| 4 April- 10 April P f
Weekﬂiﬂ Aprll-‘l?::prll weeks’ view, click
Week 18|18 April - 24 April H
\Week 1925 April- 1 May this symbol.
\Week 20 | 2 May - 8 May hd
T

umpto...

20th to 24th Decemnber

20. After a few clicks I have lost track of where 1 am. Help!

You can always see where you are in the Moodle site by looking at the top of
the page where you will see the path you have taken underneath the course
name. This is called a crumb trail (after Hansel and Gretel). For example
Teaching Culture, Coursel, Forums, news forum.

Wl 2% 1

TeachingCulture » coursel » Forums = News Forum

All the locations are hot linked and you can jump back to any one of them by
clicking on it. For example clicking on ‘Forums’ takes you to the list of all
forums in the course.

21. Would it be possible for two or more people to work on the same
document in the Moodle?

Yes, the Moodle allows you to work in a document called a WIKI which can be

edited by anyone with access to the course. It is also possible to restrict access

to the WIKI to a smaller group.

22. What is a WIKI1?

WIKI is a Hawaian term, wiki wiki , meaning "quick™ or "informal”. It is used
here to refer to a web page which can be edited online by all who have access
to it. It is useful for collaborative work at a distance.

You can find more about WIKIs at: http://en.wikipedia.org/wiki/WikKi

23. How do I use a WIKI1?

Click on the edit tab to add or amend the page through the familiar editing box
you have already used in forums. And don’t forget to click save when you have
finished.
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24. How can | create a new WIKI page?

If you already have experience making webpages you will know that usually
you make the page first and add the link to it from another page later. With
WIKIS this process is reversed. You must make the link first and create the

new page afterwards.

course 1

TeachingCulture » mlcl » Wikis » First impressions of the participant

Search Wiki:

Heres wou car

Vie@inks History Attachments

N—

First impressions of the participants

Profiles of the Participants:
{please click the name to get the profile)
- Marcus Fessler (testentry)

- Arnold Schenk

- Andrea Pohlmann-Jochheim

When you create a WIKI the
first WIKI page will be
provided automatically.

You should take care that a
WIKI page does not get too
long. You should better
create new Wiki pages
through links on the front
page. A new wiki page must
be linked with at least one
other page, probably the
front page in the first
instance.

1. Open the page where
this link should be and
click on the "Edit" tab
at the top.

YWiew Edit Links History Attachments

Edit this page 'First impressions of the participants’

Try not to worry too much about formatting, it can always be improved later.
yerdana s | [ z01opE) (] | Mormal v B I U & % < i

M EEEEE T —DheadQa ©

Y @

[arnold Schenk]

- [&ndrea Pohlmann-lochheim]
- [Beate Bluggel]

- [Weronica Colwell O'Callaghan]
- [Lili ¥ilsor]

- [Thamas Berger]

Path: body » p = font

| Save || Preview || Cancel |
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You make a link to another page by putting the name of the new page in
squared brackets. In trhe example above there will be links to all the people
whose names appear in square brackets. Now, press "Save"

You will see the link to the new page printed in bold and ending with a
question mark.

The new, empty page has been created and the question mark means -
"please add something to the page".

To add text, pictures ... you only need click the question mark. In the example
here the new pages have all been created with the exception of Thomas
Berger’s whose name is not highlighted and still ends with a question mark.

Clicking on the question mark opens the familiar edit box. After adding
information to the page, please press "Save" and you will get a view of the
added page.

view Edit Links History Attachments

Edit this page 'Thomas Berger’

Try not to worry too much about formatting, it can g

Trebuchet w| 1iapt) [v] | Headngt v B F O
EEE=E M |E=EEE Tadk|—Pes
Narme. .....| View Edit Links History Attachments
Thank vou for your contribution.
Thomas Berger
Path: bady Mame. ......
g Previ Cancel
\.Save J | Preview | [ Cancel | Referring links:
[ Dusheuchen | [Upioad | First impressions of the participants
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