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1  INTRODUCTION  

The Teacher Interface  is intended for  the Teacher -  a user who proposes and conducts a spe cific  course. The 
Teacher Interface  gives a possibility of many -sided course management:  providing main s tudying materials for the 

course, checking the Students' course activities, managing user groups and subscriptions and much more.  To view 

all learning  options, see the Course Home Page  section . 

1.1  Home Page  

The Home page  is the first page displayed after authorization in the system. This page becomes available if a 

logged user is enrolled into any courses (as Student )  or administers any courses of his/her own (as Teacher ).  

 

 

Fig. óHome Pageô 

The Home page consists of five sections:  

 My courses  -  this section lists all courses a user is enrolled into or administers;  

 All courses list -  this section allows a user to acce ss the list of all currently registered courses;  

 Announcements  -  this section lists all actual announcements for courses;  
 DropBox  -  this section lists all course documents currently placed into the DropBox (new/old);  

 HomeWork  -  this section lists all actu al home tasks set for courses into which a user is enrolled.  

 

All entries in the sections are presented as links: to pass to a necessary item, simply click a corresponding link.  

 

Tip  

 
 

 If a user is not registered in any course as the  Teacher or Student, s/ he will be automatically 

transferred to the Courses List  right after logging in.  
 If a user is not authorized in the system, s/he will be automatically transferred to the Courses 

List  without a possibili ty to enter any course.  

1.2  Courses List  

The Courses list  gives you a possibility to view a full list of all  currently registered courses. A user logged in as 

Teacher  can enroll into courses  pu blished by o ther users, create new courses , as well as manage his/her own 

courses: publish, delete , edit  or export  them.  
 

The Courses list  displays the following data for every course:  

 Course Name  -  a concise description of a course;  

 Category  -  a group to which a course relates (for example, Dentistry education  or Language courses );  

 Fee typ e  -  payment basis of a course: Free  or Paid .  
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Additionally, next to his/her own course, the Teacher can see the icons for course management:  

Icon  Name  Description  

 

 

Published  Allows the Teacher to publish a course (make it available for Students) or le ave it 
unpublished.  

 
Delete  Allows the course submitter (or the SuperUser) to delete  a course.  

 
Edit  Allows the course Teacher to change general settings of a course . 

 
Export  Allows the course Teacher to export  and save course settings in a file of XML format.  

 

 

Fig. óCourses Listô 

Tip  
 

 

To provide better viewing representation, you can sort out the list of courses using the filt er at the top of 
the page.  

 From the Filter  list select the owner criterion: All courses , My courses , Not my courses ;  

 From the Course categories  list select a category to which courses should relate;  

 In the Display  field specify the number of entries to b e displayed per page.  

As soon as you have selected necessary values, the list will be sorted by the  specified criteria.  

1.2.1  Creating New Courses  

The system allows creating new courses by means of:  

 Adding a new course ;  
 Importing a previously exported course package .  
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1.2.1.1  Adding New Courses  

To add a new course  from the Courses list  page:  

1.  Click the New course  link at the top or at the bo ttom of the Courses list  page. The following form will  be  

displayed:  

 

 

Fig. óAdding New Courseô 

2.  In the displayed form specify settings for the newly created course. Fill out the form fields as described in 

the table below:  

Field  Step  

Course 

categories  

From the list select a group to which the created course wi ll belong.  

Enter Name  Enter the name of the created course.  

Description  Enter the description of the course if necessary. Use the embedded Visual Editor to format 
the description text.  

Course 

metadesc  

Enter a line for representation in search engines: t his line will be displayed as a topic in the 

list of search engine results.  

Course 

metakeys  

Enter key words that describe your course; these key words will to be taken into account by 

search engines when searching for relevant Web -pages.  

Start Date/  

Endi ng Date  

If you want to make the course available only within a certain period, select check boxes and 

specify the start and ending dates of  the  availability period in the Start date  and Ending 

date  fields. You can use the day, month and year lists or set a  required date with the help of 

the calendar icon ( ).  
  

Note:  -  If you set only the Start date , the course will become published only after 

the start date;  
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-  If you set only the Ending date , the course will be published only till  the  
ending date.  

 

Course 

Published?  

Select Yes  if you want the course to  be published (that is, be accessible for Students), or 

select No  if you don't want to publish i t.  

Access Level  Select the level of users who will be able to access the course. For multiple selection, use the  

Shift  and Ctrl  keys. Every user group located higher in the hierarchy tree, inherits the rights 

of the lower group. For example, the Editor User Group inherits the access permissions of the 

Author and the Registered User groups.  

Course 
Language  

From the list select the language in which the course user interface will be represented.  

Add Chat 

Room?  

Select Yes  if you want to use a cha t room for communication in this course;  o therwise select 

No .  

Enable 
homework?  

Select Yes  if you want to enable home tasks option;  otherwise select No .  

Use register of 

attendance?  

Select Yes  if you are planning to register Students' attendance for the course;  otherwise 

select No .  

Add forum?  Select Yes  if you want a forum for the course to be enabled;  otherwise select No .  
Please note that this option may be not available if the Forum is disabled by the 

Administrator of the site.  

Self 

Registration  

Select Yes  if you want a user to be able to self - register in the course;  

Select No  if a user will have to ask for the permission o f the Teacher (course author)  to 

register in the course. In this case a user will have to notify the Teacher (course author) by 
means of e -mail to be enrolled into the course.  

Fee type  Select a necessary payment basis for the course: Free  or Paid . 

Additi onal 

registration info  

Select Yes  if you want to  ask some additional question when a user will be registering for 

the course. Enter the question into the Registration question  field below.  
Select No  if you do not want a user to be asked any questions duri ng registration.  

 

3.  When finished, click Save  in the top right corner of the form to add a course; click Cancel  to discard 

changes and close the form.  

1.2.1.2  Importing Courses  

The Joomla LMS system allows a user to import packages of two types: previously exported  Joomla LMS course 

packages or BlackBoard course packages.  
 

To import a Joomla course package :  

1.  Click the Import  link on the Courses list page.  

2.  Click the JoomlaLMS  tab of the displayed form.  
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Fig. óImporting JoomlaLMS Packageô 

3.  Fill out the form fields as  described in the following table:  

Field  Step  

Package file  Click the Browse  button to select a JoomlaLMS package file on your computer.  

Merge with 

course  

From the list select a course with which the imported course should be merged. If this field is 

left  blank, the course will be imported to the system as a separate essence without merging.  

Tool Name  Select the sections of the course package that should be imported to the system:  
Documents , Learning Paths , SCORMs , Links , Quizzes , Announcements , Homework , 

Gradebook.  

 

4.  Click the Upload File & Install  button to import the selected JoomlaLMS package to the system.  
 

 

To import a Blackboard course package :  

 

1.  Click the Import  link on the Courses list page.  
2.  Click the BlackBoard  tab of the displayed form.  
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Fig.  óImporting BlackBoard Packageô 

3.  In the Ne w course name  fields specify the name of the newly created course.  
4.  From the lis t select a course with which the imported course should be merged. If this field is left blank, 

the course will be imported to the syste m as a separate essence without merging.  

5.  Select the sections of the course package that should be imported to the system: Documents, Learning 

Paths, SCORMs, Links, Quizzes, Announcements, Homework, Gradebook.  

5.  Upload a BlackBoard course package. Here you ca n use one of the two options:  
 

-  Import a course from a BlackBoard course ZIP package stored locally. If a BlackBoard course is 

stored on the local computer, press the Browse  button and select a necessary file; click the  

Upload file & Install  button.  
 

-  Impor t a course from a BlackBoard course ZIP package uploaded into the Joomla Media  folder. 

Sometimes a course package file can be too large. In this case it is easier to upload a file to the 

server using the FTP manager instead of common web interface. Such fi les are placed into the 

Media  folder located in the Joomla  site root folder. To import a file from the Media folder, specify 
only the name of an uploaded file and click the Install  button.  

1.2.2  Editing Course Data  

In some cases it may be necessary to change bas ic settings for a course (for example, if the course requirements 

have changed). Only the Teacher of the course can edit the course data. When the Teacher is logged in, he/she can 
see additional management icons next to the courses he/she has created:  
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Fig. óManagement Iconsô 

To edit course settings:  

1.  Click the Edit  ( ) icon next to a corresponding entry in the Courses list  or on the Course Home page .  
As a result, a form with the data you set when creating a new course  will be displayed.  

2.  Change the data in the corresponding fields as needed.  
3.  When finished, click Save  in the top right corner of the form to add a document; click Cancel  to discard 

changes and close the form.  

1.2.3  Deleting  Courses  

Only the course submitter, that is, a person who has created the course and administers it (or the SuperUser) can 

delete a course. When the Teacher is logged in, he/she can see additional management icons next to the courses 
he/she has crea ted:  

 

 

Fig. óManagement Iconsô 

To delete a course , click the Delete  icon ( ) next to  a corresponding entry in the Courses list . Confirm the 

deletion by clicking the Yes  icon ( ) or link displayed on the page.  
 

Warning  

 
 

All courses are deleted permanentl y: you will have no possibility to restore once removed courses. All 

information associated with a course will also be removed. Therefore, it is strictly recommended to be 
extremely attentive during the procedure of deletion.  

1.2.4  Enrolling into Courses  

A Stu dent, who desires to attend some course, needs to be enrolled into it. Depending on the course settings, 

enrolling into courses can be performed in two ways:  
 By the Student him - /herself . If the Self registration  op tion is enabled for a course, a user will be able 

to register him/herself without addressing the Teacher. Such courses have a check box next to them.  

 By the Teacher administrating a corresponding course.  If the Se lf registration  option is disabled for a 

course, a user will need to send an email to the course Teacher, who will have to decide whether to  enroll 

the S tudent to a course or not. Such courses are marked with an email icon ( ) instead of a check box.  
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Fig. óEnrolling into Coursesô 

To be enrolled into a course with self - registration :  

1.  Select the check box next to a necessary entry in the Courses list . 

2.  Click the Enroll  link at the top or at the bottom of the Courses list  page.  

3.  Select the check box on the Su bscription  form to confirm your agreement with the course terms and 
conditions.  

4.  Click the Subscribe  button.  

As a result, the course will get the Already subscribed  icon ( ) in the Courses list section.  
 

To be enrolled into a course without self - registrat ion :  

1.  Click the email icon next to  a necessary course. Your current mail client wil l be used to create and send an 

email to the Teacher of the course.  
2.  Make up an email in the free form; then send it.  

As a result, after the Teacher has received your email, he/she will add you to the users group him/herself.  

1.2.5  Exporting Courses  

Once you have created a new course, it is possible to export its data into an external file that will be stored on your 

computer. This option may be very convenient if you want to make a  backup copy of the current course settings. All 

settings of a course are exported in the form of an XML file with its  subsequent archiving: as a result, you will ge t a 

course pack in the ZIP format.  
 

Exporting prevents you from accidental deletion of any  course data, or the course itself: you can re - import an 

exported course into the system and install it at any moment of time.  

 
To export a course:  

1.  In the Courses list  click the Export  icon ( ) next to a corresponding entry in the list.  

2.  In the displayed  window specify a folder in which you would like store an exported pack.  
3.  Click Save . 
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1.3  Course Home Page  

The Course Home page  is displayed as soon as a user clicks a link of a necessary course on the Home Page .  

 

 

Fig. óCourse Home Pageô 

The Course Home page displays general description of a course, and gives a user an access to basic modules of the 

course. Course modules can be accessed if a user clicks a corresponding icon in the top course menu:  
 

Icon  Name  Description  

 
Home  Brings a user to the Home Page . 

 
Courses  Brings a user to the Courses list .  

 
Subscriptions  Brings a user to the Subscriptions page . 

 
Course  Home  Brings a user to the Course Home page . 

 
Announcements  Allows a user to manage course announcements . 

 
Documents  Allows a user to work with course documents . 

 
Learning paths  Allows a user to manage course learning paths . 

 
Links  Allows a user to manage course links . 

 
Quizzes  Allows a user to manage course quizzes . 

 
DropBox  Allows a user to manage files for shared usage . 

 
HomeWork  Allows a user to set course home tasks . 

 
Attendance  Allows a user to register Students' attendance .  

 
Forum  Brings a user to the course f orum . 

 
Chat  Brings a user to the course chat room . 

 
Conference  Allows a user to enter Online Video Conference  

 
Gradebook  Allows a user to set grades for course Students . 

 
Tracking  Allows a user to track statistics  within course modules.  

 
Mailbox  Allows a user t o manage mass e -mail sending . 

 
Users&Group 

Management  

Allows a user to manage the membership of course groups . 

 
User options  Allows a user to change the current settings : the language for user interface 

representation and the role for course viewing (Student or Teacher).  

 
Help  Displays online JoomlaLMS documentation.  
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The Course Home page can display the main modules of the course: HomeWork , Announcements  and Dropbox , 

so that users can have easy access to them. For corresponding modules to be displayed, the settings of the Course 

Home page should be customized. For the page customization, click the Edit  ( ) and the Settings  ( ) links at 
the right of the page.  

 

Tip  

 

You can easily move to the Home page of another course from the current Course Home page: simply 

select a necessary entry in the Current course  list located under the top course menu.  

1.3.1  Custo mizing Course Home Page  

The Settings  form allows the Teacher of the course to customize the visual representation of the Course Home 

page for him - /herself and for Students participating in the course.  

 

To customize the Course Home page:  
1.  Click the Settings  link on the Course Home Page.  

 

Fig. óCustomizing Course Home Pageô 

2.  Fill out the form fields as described in the following table:  

Fiel d Step  

Grading method  Specify if student's results (i.e. quiz results, gradebook results, learning path results) would 

be tracked by the best attempt or by the last one. Select the necessary radiobutton.  

Auto redirect to 
learning path (for 

Spec ify the visual representation of the Students' Course Home Page:  
Select Yes  if you want the Students to be re -directed by a specific learning path when the 
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students)  Course Home page is displayed. From the list below select a necessary learning path.  

Select No  if yo u want the Students to view the Course Home page.  

Homework 
module published  

Select Yes  if you want the Homework  module and all  its entries to be published on the  
Course Home page.  

Select No  if you do not the Home work  module to be published on the Course Home page.  

Announcements 

module published  

Select Yes  if you want the Announcements  module and all its entries to be published on 

the Course Home page.  
Select No  if you do not the  Announcements  module to be published on the Course Home 

page.  

DropBox modu le 

published  

Select Yes  if you want the DropBox  module and all i ts entries to be published on the  

Course Home page.  

Select No  if you do not the DropBox  module to be published on the Course Home page.  

Teacherôs Menu Select the modules you would like to be  visible in the top course menu. Please note that 

the Tracking  and Users&Group Management  modules are available for the Teacher 

only.  

Student's Menu  Select the modules you would like to be visible in the top course menu. Please note that 
the Tracking  and Users&Group Management  modules are available only for the 

Teacher.  

 

3.  When finished, click Save  in the top right corner of the form to save the settings.  
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1.4  Subscriptions  

The Subscriptions  section is available for courses that are marked with the óPaidô attribute. This section allows a 

user to subscribe for the current course using one of the offered payment processors: PayPal, 2CheckOut and so 

on.  

To pass to this section, click the Subscriptions  icon ( ) in the top menu of the course.  
 

 

Fig. óSubscriptions Listô 

The Subscriptions section displays a list of all available subscriptions together with a list of means of payment.  
To pay for the course:  

1.  Select a  necessary subscription and payment processor  on the page .  

2.  Select the check box next to the course t erms and conditions.  

3.  Click the Subscribe  link at the bottom of the page .  

 
After that you will be asked to perform your payment in the way common for the selected payment processor.  

1.5  Announcements  

Announcements  are intended for informational purposes: a u ser who needs to  share some important message with 
others should create an announcement that will be viewed by all course participants (S tudents and the Teacher). 
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The information will be displayed on the Home Page, as well as on the Course Home page (if ot her is not specified 

by the Course Home page settings).  

To pass to the Announcements  section , click the Announcement  icon ( ) in the top page menu.  
 

 

Fig. óAnnouncementsô 

The home page of this section displays the list of announcements ( previous, current or upcoming ) for the current 

month with a possibility of their editing  and deleting .  

 

To manage announcements, use the following icon s in the top section menu:  

Icon  Name  Description  

 
Add 

announcement  

Allows a user to create a new announcement . 

 

 
List 

announcements  

Allows a user to view, edit and delet e announcements  that have been added.  

 
Monthly view  Allows a user to view all announcements for the current month .  

 
Weekly view  Allows a user to view all announceme nts for the current week . 

 
Daily view  Allows a user to view all announcements for the current day . 

 

Tip  

 
 

To provide better view representation, you can sort out announcements using the filter of the List 

ann ouncements section:  
1.  In the Ordering  field select the sorting order: Ascending  or Descending .  

2.  In the Filter  field select the group of announcements: None , Current  or Upcoming .  

3.  Click the Go  button; as a result, announcements will be fil tered by the specif ied criteria.  
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1.5.1  Announcements List  

To pass to the Announcements list  section, click the corresponding icon ( ) in the top section menu.  
 

 

Fig. óAnnouncements Listô 

All announcements are divided into three groups:  
 Previous announcements  -  announcements t hat are outdated and no longer current;  

 Current announcements  -  announcements that are valid for the present moment of time;  

 Upcoming announcements  -  announcements that are not valid yet and wil l come into effect in future.  

 

The Announcements list displ ays all announcements that have ever been created, listing them by months. To view 
only the announcements of a specific month, click its title (for example, April 2007 ).  

The Announcements lis t, as well as the Home page of the  Announcements section, gives a user a  possibility to edit 

and delete entries.  

 
To edit an announcement :  

1.  Click the Edit  button ( ) next to a corresponding entry in the list.  

2.  Modify announcement properties as described in the Adding Announceme nts  topic.  
3.  When finished, click Save  in the top right corner of the form; click Cancel  to discard changes and close the 

form.  

 

To delete an announcement , click the Delete  button next to a corresponding entry in the list. Please note tha t 
no confirmation will be required; therefore, it is strongly recommended to be attentive at the procedure of deletion.  

 

Tip  
 

 

To provide better view representation, you can use sort out announcements using the fil ter of the Lis t 
announcements section:  

1.  In the Ordering  fiel d select the sorting order: Ascending  or Descending .  

2.  In the Filter  field select the group of announcements: None , Current  or Upcoming .  

3.  Click the Go  button; as a result, announcements will be fil tered by the specified criteria.  
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1.5.2  Adding Announcements  

To cr eate a new announcement:  

1.  Click the Add announcement  ( ) icon in the top section menu.  
 

 

Fig. óAdding Announcementsô 

2.  Fill out the form fields as described in the following table:  

Field  Step  

Starting date  Specify the date from which the announcement will be valid. You can use the day, month and 

year fields here or set a necessary date using a calendar icon ( ).  
 

Ending date  Specify the date ti ll which the announcement will  be valid. You can use the day, month and 

year fields here or set a necessary date using a calendar icon ( ).  
 

Title  Enter the name of a new announcement.  

Description  Enter the  full information of the announcement. Use  the embedded Visual Editor to format the  
description text.  

 

3.  When finished, click Save  in the top right corner of th e form to add an announcement; click Cancel  to 

discard changes and close the form.  

 
 

1.5.3  Viewing Announcements  

The Monthly view  ( ), Weekly view  ( ) and Daily view  ( ) sections of the Announcements section 
allows a user to keep track of announcements in the  fo rm of a time table. If you want to see all announcements per 

month, week or day, click a corresponding icon in the top section menu. The system will display a  table with all 

announcements available for the specified period of time.  
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Fig. óAnnouncements Monthly Viewô 

 

Fig. óAnnouncements Weekly Viewô 

 
Fig. óAnnouncements Daily Viewô 

 

C licking an announcement in the table will bring you to the home page of the Announcements section, where the 

selected announcement will be highlighted.  
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Fig. óHighlighted Announcementô 

Tip  

 

 

To move along the timetable (i.e., to pass to the next month or week), use the back ( ) and the 

forward ( ) icons in the table. You can also use the calendar icon ( ) in the left top corner of the 
table to pass to a necessary date.  

1.6  Documents  

The learning process may be facilitated if you use various documents. The Documents  section of the system allows 

you to create a repository of files that can be downloaded or viewe d online by your S tudents.  

 

To work with course documents, enter t he course and cl ick the Documents  icon ( ) in the top course menu. The 

system will display a lis t of course folders and documents organized as a tree structure. Each folder or document in 

the list is characterized by its name, dates when it is available fo r Students and description.  
 

 

Fig. óCourse Documentsô 
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To manage folders and documents in the list, use the following icon:  

Icon  Name  Step  

 
Publish  Select check boxes next to the necessary folders and files and click Publish  in the 

bottom menu to make se lected folders or documents available for Students.  

 

Note:  If you choose to publish a folder that contains subfolders or documents, all  
contents of this folder will automatically become published.  

 

 
Unpublish  Select check boxes next to the necessary fol ders and files and click Unpublish  in the 

bottom menu to make selected folders or documents unavailable for Students.  
 

Note:  If you choose to unpublish a folder that contains subfolders or documents, 

all contents of this folder will automatically become un published.  
 

 
New Folder  Click the New Folder  icon to create a new folder or a subfolder . 

 
New Document  Click the New Document  icon to create or upload a n ew document . 

 
Delete  Select check boxes next to the necessary folders or documents and click Delete  to 

remove selected items from the repository.  
 

Note:  If you choose to delete a folder that contains subfolders or documents, all 

contents of this folder will be deleted.  
 

 
Edit  Select a check box next to the folder or document that you want to modify and click 

the Edit  icon in the bottom menu.  

 
Move Up  Click the Move Up  icon next to the necessary folder or document to bring an item up 

in the list.  

 
Move Down  Click the Move Down  icon next to  the  necessary folder or document to bring an i tem 

down in the lis t.  

 

-  To view or download a document, click the document name link in the lis t. Depending on the type of the 
file, the system will either display the  document or will offer it for downloading.  

-  To save the expanded/ collapsed view of the documents tree, click Save  ( ) in the top right corner.  

1.6.1  Creating New Folders  

For better organization of your documents you can create folders and subfolders in the docu ments repository. The 

folders will be added as a tree -structure allowing you to create a branched hierarchy. The root folder in this 

structure is always the same ï Course Folder .  

 
To add a new folder:  

1.  Open the Course Home page and click the Documents  icon  ( ) in the top course menu.  

2.  On the course home page click the New Folder  icon ( ) in the bottom menu. The following form will  be 
displayed:  
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Fig. óCreating a New Folderô 

3.  Fill out the form fields as described in the following table:  

Field  Step  

Enter Na me  Enter the name of the folder or a subfolder.  

Place in  From the drop -down lis t select where the folder will be created:  

-  If you select Course Folder , the newly added folder will be added to the root directory;  

-  If you select another folder, the newly add ed folder will be added as a subfolder in the 
selected directory.  

Publishing  Specify if you want to make a folder and its contents available for Students:  

-  Select Yes  to publish the folder and its contents;  

-  Select No  to unpublish the folder and its content s.  
 

Note:  If you choose to make the folder unavailable, all subfolders and files stored in it will 

become unavailable as well.  
 

Starting date/  

Ending date  

If you want to  make the folder and its  contents available only within a certain period, select 

che ck boxes and specify the starting and ending dates of the availability period in the Starting 

date  and Ending date  fields. You can use the day, month and year lists or set a required date 

with the help of the calendar icon ( ).  

  

Note:  -  If you set only the Starting date , the folder and its contents will become 

published only after the starting da te;  

-  If you set only the Ending date , the folder and i ts contents will  be published 

only till the ending da te.  
 

Description  Enter the description of the folder (and  its contents) if necessary. Use the embedded Visual 

Editor to format the description.  
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Note:  If you want to make the folder available for Students, make sure that:  
-  In the Publishing  field you selected Yes as a value;  

-  In the Starting date  and Ending date  fields the availability  period is specified correctly (if  

specified).  

 

4.  When finished, click Save  in the  top right corner of the form to add a folder; click Cancel  to discard 

changes and close the form.  
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1.6.2  Editing Folders  

To modify properties of an already existing folder:  

1.  Open the Course Home page and click the Documents  icon ( ) in the top course menu.  

2.  Select a check box next to the folder that you want to modify and click the Edit  icon ( ) in the bottom 
menu.  

3.  Modify folder properties as described in the Creating New Folders  topic.  

4.  Save changes.  

1.6.3  Creating and Uploading Documents  

The system offers you three options when creating/ uploading documents in the repository:  
a)  Uploading single files that can be la ter downloa ded by your Students.  

b)  Uploading a set of files as one ZIP package (this can be useful if you have a number of HTML documents 

that are associated with the help of internal links: in this case you will have to specify the Startup file  (the 

file that will be opened first when a student cl icks the package link). When the package is uploaded, files 
are automatically extracted).  

c)  Adding a document that will be visible in the online mode only.  

 

To perform any of the operations mentioned above:  

1.  Open the Course Home page and click the Documents  icon ( ) in the top course menu.  

2.  On the course home page click the Ne w Document  icon ( ) in the bottom menu. The following form wil l 
be displayed:  
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Fig. óCreating a New Documentô 

3.  Fill out the form fields as described in the f ollowing table:  
 

Field  Step  

Enter name  Enter the name of the document.  

Choose a file  Depending on the type of document tha t you want to add, choose one of the following options:  

a)  To upload a single document, click the Browse  button and specify the  path to  the file  
on your computer.  

b)  To upload a set of files as a  package, click the Browse  button and specify the path to  

the package on your computer; select the Upload zip file as CONTENT - package 

and extract it check box ( Note:  The system su pports only ZIP -pack ages).  
c)  To create a document that will be visible in the onl ine mode only, leave this field 

empty; make sure that you enter the contents of the document in the Description  

field.  

Place in  From the drop -down lis t select a folder where you want to save the d ocument.  

 

Note:  If you select Course Folder ,  the newly added document wil l be added to the root 
directory.  

 

Publishing  Specify if you want to make a document available for Students:  
-  Select Yes  to publish the document;  

-  Select No  to unpublish the document.  

Starting date/  
Ending date  

If you want to make the document available only within a certain period, select check boxes 
and specify the starting and ending dates of the availabili ty period in the Starting date  and 
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Ending date  fields. You can use the day, month and year lists  or set a  required date with the  

help of the calendar icon ( ).  

  

Note:  -  If you set only the Starting date , the document will become published only 

after the starting date;  

-  If you set only the Ending date , the document will  be published only till  the  

ending date.  
 

Description  Enter the description of the document (if you choose to add a document for the online mode, 
enter the contents of the document here). Use the embedded Visual Editor to format the 

description.  

 
4.  When finished, click  Save  in the top right corner of the form to add a document; click Cancel  to discard 

changes and close the form.  

1.6.4  Editing Documents  

To modify properties of an already existing document:  

1.  Open the Course Home page and click the Documents  icon ( ) in the top c ourse menu.  

2.  On the course home page select a check box next to the  necessary document and click the Edit  icon ( ) 
in the bottom menu.  

3.  Modify document properties as described in the Creating and Uploadi ng Documents  topic.  

4.  Save changes.  

1.7  Learning Paths  

The Learning Paths  section allows a user to create educational lines in the studying process. To pass to this 

section, click a corresponding icon ( ) in the top course menu.  
 

 
 

A Learning Path  represents a sequence of steps that all Students, taking part in a course, should complete. The 

steps of a Learning path may be of various nature: these can be different documents  a Student should process, 

educational links a user should view, or quizzes a Student sh ould complete.  
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Fig. óLearning Path Step Treeô 

A learning path is a tree - like structured essence: it may contain a number of chapters, each of which may contain 
child elements -  documents, links and quizzes. Passing to the next stage of a learning path may be conditioned by 

completing the previous chapters of the pa th. In this way, the Teacher of a course can make sure tha t Students 

process the materials of the course thoroughly, not skipping any of its stages.  

 

A user can add  learning paths in two ways:  
 Create a JoomlaLMS learning path ;  

 Upload a SCORM and IMS compliant course content .  

The Learning Paths page also gives a user a possibility to edit , publish and dele te learning paths.  

 
To manage learning paths, use the following icons:  

Icon  Name  Step  

 
Publish  Select check boxes next to the necessary learning paths and click Publish  in the 

bottom menu to mak e selected pat hs available for S tudents.  

 
Unpublish  Select check boxes next to the  necessary learning paths and click Unpublish  in the 

bottom menu to make selected paths unavailable for Students.  

 
New Learning 

Path  

Click the New Learning Path  icon to create a new pa th.  

 
Delete  Select check boxes next to the necessary learning paths and click Delete  to remove 

selected paths.  

 
Edit  Select a check box next to the learning path to edit the path.  

 
Move Up  Click the Move Up  icon next to the necessary learning path t o bring an item up in the 

list.  

 
Move Down  Click the Move Down  icon next to the necessary learning path to bring an item down 

in the list.  

1.7.1  Creating JoomlaLMS Learning Paths  

To make up a learning path, you should add a new learning path and configure it.  The next steps should be 

followed:  

1.  Create a learning path . 
2.  Create path chapters . 

3.  Add steps to chapters . 

4.  Specify pre - requisites . 
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Step 1: Creating a learning path  

1.  Enter the course Learning Paths  section ( ) and click the Ne w  icon on the Course Learning Paths page.  
2.  Click the Learning path  tab of the New 'JoomlaLMS' learning path form.  

 
Fig. óCreating Learning Path Step Iô 

3.  Enter the description and short description for the new learning path. You may as well input a message 
that wil l be shown to st udent on the completion of the learning path. Use the embedded Visual Editor to 

format the description text.  

4.  When finished, click Save  in the top right corner of the form to add a learning path; click Cancel  to discard 

changes and close the form. Once the  learning path is saved you can configure its prerequisites. 

Prerequisites  are other learning paths that a student must complete before moving on to this one. The 
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available learning paths are listed in the drop -down box. Anytime you edit a learning path yo u can change 

its prerequisites -  add the new and delete the existing ones.  

 
Fig. óLearning Path's Prerequisites' 

 

Step 2. Creating path chapters.  
1.  On the Course Learning paths  page click the name of a newly created path.  

2.  Click the Add  icon ( ) to add a new chapter to the created path.  

 

Fig. óCreating Learning Path Step IIô 

3.  Enter the name, description and short description for the new chapter. Use the  embedded Visual Editor to 

format the description text.  

4.  In the Place in  field specify to which node of the learning path tree the chapter should belong.  

5.  When finished, click Save  in the top right corner of the form to add a chapter; click Cancel  to disca rd 
changes and close the form.  

 

Step 3. Adding steps.  

Every chapter of a learning path should be filled with steps for Students to pass.  
1.  On the Course Learning paths  page click the name of the created path.  

2.  On the Learning path  page click the Add Step  ( )  icon next to a corresponding chapter.  

3.  Select documents for the chapter.  
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 In the Add documents to learning path  section select check boxes next to the documents you would 

like to place to the chapter.  

 In the Place in  field specify to which node of the le arning path tree the documents should be placed.  
 In the Ordering  field specify the position of  the documents in the tree. Please note  tha t if  you select 

more than one document, they will be placed to a tree in the alphabetical order.  

4.  Select links for the chapter.  

 In the Add links to learning path  section select check boxes next to the links you would like to place 
to the chapter.  

 In the Place in  field specify to which node of the learning path tree the links should belong.  

 In the Ordering  field specify the position of the links in the tree. Please note that if you select more 

than one link, they will be placed to a tree in the alphabetical order.  

5.  Select quizzes for the chapter.  
 In the Add quizzes to learning path  section select check boxes next to the quizzes you would like to 

place to the chapter.  

 In the Place in  field specify to which node of the learning path tree the quizzes should belong.  

 In the Ordering  field specify the position of the quizzes in the tree. Please note that if you select more 
th an one quiz, they wil l be placed to a tree in the alphabetical order.  

6.  Select  SCORMs for the chapter. Once you've added a SCORM you don't want i t to be visible on the Learning 

paths page, for it's assigned in order for student to open it when he passes the  Learning path. To make it 

invisible choose a necessary option in the SCORMs tab when creating or editing a learning path.  
 In the Add SCORMs to learning path  section select check boxes next to the SCORMs you would like to 

place to the chapter.  

 In the Pla ce in  field specify to which node of the learning path tree the SCORMs should belong.  

 In the Ordering  field specify the position of the SCORMs in the tree. Please note that if  you select more 

than one SCORM, they will be placed to a tree in the alphabetic al order.  
7.  Add a new sub -chapter for the chapter (if necessary).  

 In the Enter name  field of the Add chapter to learning path section enter the name of a new sub -

chapter.  

 In the Place in  field specify to which node of the learning path tree the sub -chapter  should belong.  
 In the Ordering  field specify the position of the sub -chapter in the tree.  

8.  Create a content page for the learning path chapters.  

 In the Enter name  field of the Create content page in learning path section enter the name of the 

content pa ge.  

 In the Place in  field specify to which node of the learning path tree the content page should belong.  
 In the Ordering  field specify the position of the content page in the tree.  

9.  In the Short description  and Description  fields enter the short represe ntation and description for the 

new step. Use the embedded Visual Editor to format the description text.  

10.  When finished, click Save  in the top right corner of the form to add a s tep; click Cancel  to discard changes 
and close the form.  

 

Step 4. Specifying pr e- requisites.  

1.  On the Course Learning paths  page click the name of the created path.  

2.  On the Learning path page  click the Conditions  icon ( ) next to a corresponding step (for example, 

Chapter II).  

 

 

Fig. óCreating Learning Path Step IVô 

3.  From the student m ust complete  list select a step that should be completed before a Student will be able 

to pass to the current step (for example, Chapter I).  
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4.  Click the Add  button next to it.  

5.  If necessary, repeat the procedure to set a required number of conditions.  

6.  Click  the Back  button ( ) to get back to the learning path tree.  

1.7.2  Uploading SCORM and IMS compliant course content  

The learning path tool allows you to upload SCORM and LMS compliant course contents.  

SCORM  ( Sharable Content Object Reference Model ) is a public s tandard followed by major e -Learning actors like 
NETg, Macromedia, Microsoft, Skillsoft, etc tha t acts at three levels:  

 Economic level : Scorm allows whole courses or small content units to be reused on different Learning 

Management Systems (LMS) through t he separation of content and context.  

 Pedagogic level : Scorm integrates the notion of  pre - requisite or sequencing (e.g. "You cannot go to 
chapter 2 before passing Quiz 1").  

 Technological level : Scorm generates a table of contents as an abstraction layer si tuated outside the 

content and the LMS. It helps the content and LMS communicate with each other. Communication is 

performed by means of bookmarks ("Where is John in the course?"), scoring ("How did John pass the 
test?") and time ("How much time did John s pent in chapter 1?").  

 

To upload a SCORM package :  

1.  Enter the course Learning Paths  section ( ) and click the Ne w  icon ( ) on the Course Learning Paths 
page.  

2.  Click the SCORM  tab of the New 'JoomlaLMS' learning path  form.  
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Fig. óUploading SCORM Compliant Courseô 

3.  Fill out the form fields as described in the following table:  

Field  Step  

Enter Name  Enter the name of the newly created learn ing path.  

Choose a file 

from your 
computer  

If a SCORM package is stored on the local computer, press the Browse  button and select a  

necessary file.  
 

Choose a file 

uploaded into 

Joomla 

Sometimes a SCORM package file can be too large . In this case it is easier to upload a file to 

the server using the FTP manager ins tead of common web interface. Such files are placed into  

the Media folder located in the Joomla site root folder. To import a file from the Media folder, 
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'Media' folde r  

via FTP  

specify only the n ame of an uploaded file in the  Choose a file  field  

SCORM stage 
height  

Specify the size of the SCORM module.  

SCORM 

navigation bar  

Select Show  if you want the navigation bar to be visible; otherwise select Hide .  

 

Show in 
Gradebook  

Select if you want the SCORM module to be visible in the course GradeBook; otherwise select 
Hide .  

Hide 

resources in 

the list  

You might need this option if  you add SCORMs as steps to learning path's chapters. Once  

you've added a SCORM you don't want it to be visible on the Learn ing paths page, for it's  

assigned in order for student to open it when he passes the Learning path. To make it invisible  

choose the Yes radiobutton.  

Prerequisites  Once the learning path is saved you can configure its prerequisites. Prerequisites  are other  

learning paths that a student must complete before moving on to this one. The available 

learning paths are lis ted in the drop -down box. Anytime  you edit a  learning path you can 

change its prerequisites -  add the new and delete the existing ones.  

Short 

de scription  

Enter the description of the uploaded SCORM module. Use the embedded Visual Editor to 

format the description text.  

 

 
4.  When finished, click Save  in the top right corner of the form to upload a module; click Cancel  to discard 

changes and close the  form.  

1.7.3  Editing Learning Paths  

In some cases it may be necessary to modify the data of a created Learning path.  

 
To edit an already configured learning path:  

1.  On the Course learning paths  page select a check box next to a corresponding path.  

2.  Click the Edit  ( ) icon at the bottom of the page.  
3.  Modify learning path properties as described in the Creating JoomlaLMS Learning Paths  topic.  

4.  When finished, click Save  in the top right corner of the form to save the c hanges; click Cancel  to discard 

changes and close the form.  

1.8  Links  

The Links  section allows a user to save and provide to others references to helpful information in the form of links.  

 

 

Fig. óCourse Linksô 

This section gives a possibility to add , edit , publish and delete links to studying resources.  
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To manage links, use the following icons:  

Icon  Name  Step  

 
Publish  Select check boxes next to the necessary links and click Publish  in the bottom menu 

to mak e selected links available for S tudents.  

 
Unpublish  Select check boxes next to the necessary links and click Unpublish  in the bottom 

menu to make selected links unavailable for Students.  

 
New Link  Click the New Link  icon to create a new link .  

 
Delete  Select check boxes next to the necessary folders or documents and click Delete  to 

remove selected links.  

 
Edit  Select a check box next to the link to edit t he link .  

 
Move Up  Click the Move Up  icon next to the necessary link to bring an item up in the lis t.  

 
Move Down  Click the Move Down  icon next to the necessary link to bring an item down in the list.  

1.8.1  Adding Links  

To add a link:  

1.  Click the Links  icon ( ) in the main course menu.  

2.  Click the New link  ( )  icon in the bottom menu.  
 

 

Fig. óAdding Linksô 

3.  Fill out the form fields as described in the following table:  

Field  Step  

Enter Name  Enter the description of a link in the way it should be displayed for other users (for example, Basics of Grammar). 

Location  Enter a uniform resource locator ( URL) of the link.  

In new 

window  

Select this option  if you want the link to be opened in a new window of the browser.  

In same Select this option if  you want the link to be opened in the same window of the browser.  
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window   

Description  Enter the description of the link if necessary. Use the embedded Visual Editor to format the  

description.  

 

4.  When finished, click Save  in the top right corner of the form to add a link;  click Cancel  to discard changes 

and close the form.  

1.8.2  Editing Links  

To edit an already existing link:  

1.  Click the Links  icon ( ) in the main course menu.  

2.  Select a check box next to the link that you want to modify and click the  Edit  icon ( ) in the bottom 
men u.  

3.  Modify link properties as described in the adding links  section.  

4.  Save changes.  

1.9  Quizzes  

Quiz  is a  type of examination consisting of  several questions. Quizzes can be used as intermediate or  final tests in 

the learnin g process. This section of the User Guide describes how to create and manage quizzes.  
 

Working with quizzes can be divided into three steps:  

 

1.  First you should create categories to which a quiz wil l belong .  
2.  Then you should add a quiz and specify its general properties . 

3.  And at last you should add questions for the newly created quiz .  

 

Find below detailed information on quiz cate gories, quizzes and quiz questions.  

1.9.1  Quiz Categories List  

For organization purposes quizzes and quiz questions are  grouped by category:  

-  When you add a quiz, you should specify a category under which the newly added quiz will be s tored. Later 

on you can easi ly find the necessary quiz by referring to a corresponding category.  

-  Question categories give additional information on the question type.  
 

To work with categories:  

1.  Enter the course and click the Quizzes  icon ( ) in the top course menu. The system will di splay a  list of 
quizzes for the given course.  

2.  Click the Categories list  icon ( ) at the top of the lis t to show all ca tegories:  
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Fig. óList of Quiz Categoriesô 

Use the menu at the top of the list to manage categories in the following way:  

Icon  Name  Step  

 
Categories list  Click the Categories list  icon to display a list of available categories.  

 
Quiz Management  Click the Quiz Management  icon to display a list of quizzes.  

 
Reports  Click the Reports  icon to display  a list of quiz reports . 

 
Certificates  Click the Certificates  icon to display a list of quiz certificates . 

 
New category  Click the New category  icon to add a new quiz category . 

 
Edit category  To make changes to a certain category , select a check box next to the category 

that you want to modify and click the Edit ca tegory  icon.  

 
Delete  category  Select check boxes next to categories that you want to delete and click the 

Delete category  icon (use the Category name  check box to select all entries in 
the list).  

 

Note:  If you try to delete a category that contains belonging quizzes, the  
cate gory will be removed, while quizzes will  still  be stored in the  

system.  
 

 

Tip  

 

 

To provide better viewing representation, you can sort out the list of categories. Using the Display #  list 

at the top of the page define how many categories should be shown per page.  

1.9.1.1  Creating Categories  

To add a quiz or question category:  

1.  Enter the necessary course and click the Quizzes  icon ( ) in the top course menu. The system wil l 
display a list of quizzes for the given course.  

2.  Click the Categories list  icon ( ) to show  all categories.  

3.  At the top of the lis t click the New category  icon ( ). The following form will be displayed:  
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Fig. óCreating a Quiz Categoryô 

4.  In the Enter name  field specify the name of the category.  
5.  With the help of the Category type  radio buttons spe cify whether the category will contain quizzes or quiz 

questions.  

6.  In the Description  field enter description of the category if necessary. Use the embedded Visual Editor to 

format the description. The category description will be displayed as a hint when y ou hover the mouse 

cursor over a category name in the list.  

7.  When finished, click the Save category  icon ( ) at the top of the form to add the new quiz category. 

C lick Back  ( ) to discard changes and close the form.  

1.9.1.2  Editing Quiz Categories  

To modify propert ies of a quiz category that already exists in the system:  

1.  Enter the necessary course and click the Quizzes  icon ( )  in the top course menu. The system wil l 
display a list of quizzes for the given course.  

2.  Click the Categories list  icon ( ) to show all quiz  categories.  

3.  Select a check box next to the category that you want to modify and click the Edit category  icon ( ).  
4.  Use the displayed form to modify quiz category properties as described in the Creating  Categor ies  topic.  

5.  When finished, save changes.  

1.9.2  List of Quizzes  

To work with the list of quizzes, enter the necessary course and click the Quizzes  icon ( ) in the top course 

menu. The system will display a list of quizzes for a given course:  
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Fig. óList of Quizzesô 

Use the icons at the top of the list to manage quizzes in the following way:  

 

Icon  Name  Step  

  

    

--  The same as in the Quiz Categories List  topic.  

 
New quiz  Click the New quiz  icon to add a new quiz .  

 
Edit quiz  To make changes to a certain quiz , select a check box next to the quiz that you 

want to modify and click the Edit quiz  icon.  

 
Delete quiz  Select check boxes next t o quizzes that you want to delete and click the Delete 

quiz  icon (use the Name  check box to select all entries in the list). Selected 

quizzes will be deleted along with their report statis tics.  

 
Copy quiz  Select a check box next to the quiz that you want  to copy  and click the Copy 

q uiz  icon. From the lis t select a category to which the copied quiz will belong and 

click Copy quiz . 

 
Move quiz  Select a check box next to the quiz that you want to move  to another category 

and click the Move quiz  icon. From the displayed list select a category to which 

the quiz should belong and click Move quiz . 

 

Tip  

 

 

To provide better viewing representation, you can sort out the list of quizzes:  

-  Use the Display #  list at the top of the page to define how many quizzes should be shown per 

page.  
-  Use the Filter by category  list to display only those quizzes that belong to a certain category.  

 

1.9.2.1  Creating Quizzes  

When adding a quiz, you need to specify gener al properties of a new quiz. Later on you will need to add quiz 

questions .  
 

To create a new quiz and specify its properties:  

1.  Enter the necessary course and click the Quizzes  icon ( ) in the top course menu. Th e system wil l 
display a list of quizzes for the given course.  

2.  Click the Add Quiz  icon ( ) at the top of the quizzes list. The following form will be displayed:  
 



JoomlaLMS manual. Teacher guide.    Elearningforce Inc.  39  

www.joomlalms.com  

 

Fig. óCreating a Quizô 

3.  The form has three tabs:  

-  Parameters : use this tab to define general q uiz parameters.  

-  Question Pool : use this tab to add questions to the quiz from the Question Pool.  

-  Feedbacks : use this tab to create messages  that will be shown after Students answer quiz 
questions or co mplete the quiz.  

 

Parameters  

 

Open the Parameters  tab to work with general quiz properties. In the displayed form fill out the following fields :  

Field  Step  

Enter name  Enter the name of the newly added quiz  

Category  Select a category to which the quiz wil l belong.  

Certificate  Select a certificate that will become available to a Student if s/he passes the quiz 
(select No Certificate  if no certificate should be available when a Student passes 

the quiz).  

Time limit (min)  Specify the period (in minutes) with in which S tudents should complete the quiz.  

Attempt separation 

(min)  

Specify the period (in minutes) that should pass before Students can do the  same 

quiz once again.  

Passing score (%)  Specify the passing score (in percents).  

Description  Enter quiz desc ription text. Use the embedded Visual Editor to format the  

description. The description text wil l be displayed when Students star t the quiz.  

Show in Gradebook  Select the check box if you want the quiz results to be displayed in the Gradebook.  

Randomize questions  Select the check box if you want to randomize questions in the quiz.  

Enable quiz review  Select the check box if you want to allow Students to review the quiz questions.  

Allow user to email 

results to  

From the drop -down lis t select the necessary option:  

-  disable this option  if you want to prohibit sending quiz results by e -mail;  
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-  to author email  if you want to allow sending quiz results at quiz authorôs 

e-mail address;  

-  to learner email  if you want to allow sending qui z results a t the e -mail 
address of the Student who does  the quiz.  

Enable user to print 

result  

Select the check box if you want to allow printing quiz results when the quiz is 

finished.  

Enable slide panel 
(results panel)  

Select the check box if you want to enable a side panel (results panel) for the quiz. 
If you select the check box, the system will display the Contents  icon in the top 

right corner of the quiz page (the icon refers to the page with quiz results).  

 

Question Pool  

 
It is not necessary to ad d unique  questions to  each new quiz  manually: the system allows you to  pull questions out 

of the Question Pool automatically. To add questions for the quiz from the pool, o pen the Question Pool  tab :   

 

 

Fig. óCreating a Quiz. Question Poolô 

You can choose whether to pull random questions from the Question Pool or take a certain number of questions 

from each question category:  

-  To pull questions at random, select the By questions  radio button. In the text field on the right enter the 

number of questions that should be taken from the Pool.  
-  To pull questions by category, select the By category  radio button. In the text fields on the right enter the 

number of questions that should be taken from each category correspondingly.  

 

Feedback  

 
When Students answer quiz q uestions, the system may display success or failure messages. Additionally result 

messages can be displayed when the Student completes the quiz. To work with question and quiz messages, open 

the Feedback  tab:  
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Fig. óCreating a Quiz. Feedbackô 

In the dis played form fill out the following f ields:  

Field  Step  

Disable question 

feedbacks  

Select this check box if you want to disable messages that are shown when S tudents  

answer quiz questions.  

When the answer is 

correct, display  

Enter the message that will be displayed on the screen if a Student enters a correct 

answer ( this message will be applied to all quiz questions).  
 

Tip  Use HTML tags for additional formatting, for example, <b>correct</b> 

answer.  
 

When the answer is 

incorrect, display  

Enter the message that will be displayed on the screen if a Student enters a wrong 

answer ( this message will be applied to all quiz questions).  

 

Tip  Use HTML tags for additional formatting, for example, <b>incorrect</b> 

answer.  
 

Display this message if 

the user passes  

Enter the message that wil l be displayed on the screen if a Student passes the quiz .  

 

Tip  Use HTML tags for additional formatting, for example, <b>Success!</b> 

You have passed!  
 

Display this message if 
the user fails  

Enter the message that wil l be displaye d on the screen if a Student fails the quiz .  
 

Tip  Use HTML tags for additional formattin g, for example, <b>Unfortuna tel y 

you have failed</b> Try again later.  
 

 

4.  When finished, click the Save quiz  icon ( ) at the top of the form to add the new quiz . C lick  Back  ( ) 
to discard changes and close the form.  

 

Note:  
When a new quiz is added, its  status is automatically set to Unpublished  ( ). To make the newly added 

quiz visible and accessible by Students, go to the list  of quizzes  and click the Unpublished  icon next to the 

necessary quiz to change the status to Published  ( ).  
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1.9.2.2  Editing Quizzes  

To modify properties of a quiz that already exists in the system:  

1.  Enter the necessary course and click the Quizzes  icon ( ) in th e top course menu. The system wil l 
display a list of quizzes for the given course.  

2.  Select a check box next to the quiz that you want to modify and click the Edit quiz  icon ( ) at the top of 

the quizzes list.  
3.  Use the displayed form to modify quiz properti es as described in the Creating Quizzes  topic.  

4.  When finished, save changes.  

1.9.2.3  Copying Quizzes  

If you add a new quiz, you do not have to create it from scratch. The system allows you to copy quizzes that 

already exist in the system and modify them as required. It is possible to copy one or several quizzes at once.  

 
To copy one or several quizzes:  

1.  Enter the necessary course and click the Quizzes  icon ( ) in the top course menu. The system wil l 

display a list of quizzes for  the given course.  
2.  Select a check box next to the quiz (or several quizzes) that you want to copy and click the Copy quiz  icon 

( ) at the top of the quizzes list. The system will display a list of quizzes that you want to copy:  
 

 

Fig. óCopying Quizzesô 

3.  From the Copy (Move) to Category  list select the category under which the quiz(zes) should appear.  

4.  Click the Copy quiz  ( ) icon at the top of the list to apply modifications; click Back  ( ) to discard 
changes.  

 

Copied quizzes will have the following type of  name Copy of <quiz name> . The quiz copy will  have the same 
questions as the original quiz.  

1.9.2.4  Moving Quizzes  

When you create a new quiz, it is necessary to specify a category under which it will  be added. When the quiz is 

created, you can move it to another category. To do so:  

1.  Enter the necessary course and click the Quizzes  icon ( ) in the top course menu. The system wil l 
display a list of quizzes for the given course.  

2.  Select a check box next to the quiz (or several quizzes) that you want to move to another  category and 

click the Move quiz  icon ( ) at the top of the quizzes list. The system will display a list of quizzes that 
you want to move:  
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Fig. óMoving Quizzesô 

3.  From the Copy (Move) to Category  list select the category under which the quiz(zes) should appear.  

4.  Click the Move quiz  ( ) icon a t the top of the lis t to  apply modifications; click Back  ( ) to  discard 
changes.  

1.9.3  Quiz Questions  

Each quiz contains a list of questions that should be answered by Students when they do the quiz. To view the list 
of quiz  questions:  

1.  Enter the necessary course and click the Quizzes  icon ( ) in the top course menu. The system wil l 
display a list of quizzes for the given course.  

2.  Select the necessary quiz from the list and click i ts name link. The system wil l display a list o f questions for 

the selected quiz:  

 

 

Fig. óList of Quiz Questionsô 

Use the icons at the top of the list to perform the following operations:  

Icon  Name  Step  

  

    

--  The same as in the Quiz Categories List  to pic.  
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Copy question  Select check boxes next to the questions tha t you want to copy  and click the 

Copy ques tion  icon. From the list select a quiz to which the copied questions will  

belong and click Copy quiz . 

 
Move question  Select check boxes next to the questions that you want to move  to another quiz 

and click the Move question  icon. From the list select a quiz to which the 

questions should belong and click Move que stion . 

 
Delete question  Select check boxes next to questions tha t you want to delete and click the 

Delete question  icon (use the Name  check box to select all entries in the list).  

 
Preview question  Select a check box next to the question tha t you want to  preview  and click the 

Preview  question icon. The selected question will be opened in a new window.  

 
Edit question  Select a check box next to the question that you want to modify  and click the 

Edit question  icon.  

 
New question  To add a new quiz , select the necessary question type from the Select Question 

type  list and click the New question  icon.  

 

Tip  

 

 

To provide better viewing representation, you can sort out the list of quiz questions:  

-  Use the Display #  list a t the top of the page to define how many questions should be shown 

per page.  

-  From the Filter list select a quiz whose questions should be displayed below or define  questions 
of what type should be included into the lis t.  

 

1.9.3.1  Creating Quiz Questions  

After you have created a new quiz  and specified i ts properties, you need to  add questions tha t should be answered 

by Students when the y do the quiz. To add a new question to the quiz:  

1.  Enter the necessary course and click the Quizzes  icon ( ) in the top course menu. The system wil l 

display a list of quizzes for the given course.  
2.  Choose the necessary quiz from the list and click its name link. The list of questions for the selected quiz 

will be shown.  

3.  Select the required question type from the  Select Question type  list and click the New question  icon 

( ). A form for adding a corresponding quiz question will be displayed.  
4.  Open the Parameter s  tab and specify general question parameters (these parameters depend on the 

selected question type ; view below  a detailed description of each question type ).  

5.  Open the Feedbacks  tab to customize messages that will be displayed when Students answer the 

que stion.  
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Fig. óCreating Quiz Questions. Feedbacksô 

6.  Fill out the form fields as described in the table below:  

Field  Step  

Disable question 

feedbacks  

Select this check box if you want to disable messages that are shown when S tudents  

answer the  question.  

When the answer is 

correct, display  

Enter the message that will be displayed on the screen if a Student enters a correct 

answer.  
 

Tip  Use HTML tags for additional formatting, for example, <b>correct</b> 

answer.  
 

When the answer is 

incorrect, display  

Enter  the message that will be displayed on the screen if a  Student enters a wrong 

answer . 

 

Tip  Use HTML tags for additional formatting, for example, <b>incorrect</b> 

answer.  
 

 

7.  Save changes.  

 

Currently the system allows you to select between 7 types of questi ons:  
-  Multip le Choice Question , 

-  Multip le Response Question , 

-  True/False Question ,  

-  Matching Drag and Drop Question ,  
-  Matching Drop -Down Question ,  

-  Fill in the Blank Question ,  

-  Surve ys Question , 

-  Hotspot Question .  
 

Find below a detailed description of how to create each type of quiz questions.  

1.9.3.1.1  Multiple Choice Questions  

The multiple choice question is represented as a question itself and a group of radio buttons with answer options. 
Only one option is correct.  
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Fig. óMultiple Choice Questionô 

To add a multiple choice question:  

1.  Enter the necessary course and click the Quizzes  icon ( ) in the top course menu. The system wil l 
display a list of quiz zes for the given course.  

2.  Choose the required quiz from the list and click i ts name link. The list of questions for the selected quiz wil l 
be shown.  

3.  Select Multiple Choice  from the Select Question type  list and click the New question  icon ( ). The 

followi ng form will be displayed:  
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Fig. óAdding a Multiple Choice Questionô 

4.  Open the Parameters  tab  and f ill out the form fields as described in the table below:  

Field  Step  

Question text  Enter text of the question. Use the embedded Visual Editor to format the question.  

Quiz  Select under which quiz the question will appear.  

Category  If necessary, select a category to which the question should belong.  

Points  Specify how many points Students will get for the correct answer to this question. Enter 
whole numbers  only.  

Attempts  Specify how many attempts Students will have for answering this question. Enter whole  

numbers only.  

Ordering  With the help of the drop -down lis t set the  order for the question (the  order, in which it 
should appear among other quiz questio ns).  
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Note:  This option will be available only after you save the question.  
 

Question Options  -  In the Question Options  section define  possible answer options. Enter each new 

option into the text field at the bottom of the page and click Add option . Repeat  the  
same to add other answer options.  

-  Use the Move Up  ( ) and Move Down  ( ) icons to  change the order of answer  

options in the lis t.  

-  Use the Delete  icon ( ) to delete answer options.  

-  When all answer options are added, select a check box next to the optio n that 

represents the correct answer (you can select only one option).  

 

5.  Open the Feedbacks  tab to customize messages that should be displayed when Students answer the 

question (read the Creating Quiz Questions  for details).  

6.  When finished, click the Apply  icon ( ) at the top of  the form to save changes and s tay on the same 

page; click Save question  ( ) to save changes and navigate to the list of quiz  questions. C lick Back  

( ) to discard changes and close the for m.  

1.9.3.1.2  Multiple Response Questions  

The multiple response question is represented as a question i tself and a group of check boxes with answer options. 

Here several options can be correct at the same time.  

 

 

Fig. óMultiple Response Questionô 

To add a multiple r esponse question:  

1.  Enter the necessary course and click the Quizzes  icon ( ) in the top course menu. The system wil l 

display a list of quizzes for the given course.  
2.  Choose the required quiz from the list and click i ts name link. The list of questions for t he selected quiz wil l 

be shown.  

3.  Select Multiple Response  from the Select Question type  list and click the Ne w question  icon ( ). 
The following form will be displayed:  
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Fig. óAdding a Multiple Response Questionô 

4.  Fill out the form fields as described in th e table below:  

Field  Step  

Question text  Enter text of the question. Use the embedded Visual Editor to format the question.  

Quiz  Select under which quiz the question will appear.  

Category  If necessary, select a category to which the question should belo ng.  

Points  Specify how many points Students will get for the correct answer to this question. Enter 
whole numbers only.  

Attempts  Specify how many attempts Students will have for answering this question. Enter whole  

numbers only.  

Ordering  With the help o f the drop -down lis t set the  order for the question (the  order, in which it 
should appear among other quiz questions).  
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Note:  This option will be available only after you save the question.  
 

Question Options  -  In the Question Options  section define  possibl e answer options. Enter each new 

option into the text field at the bottom of the page and click Add option . Repeat the  

same to add other answer options.  

-  Use the Move Up  ( ) and Move Down  ( ) icons to  change the order of answer  

options in the lis t.  

-  Use the  Dele te  icon ( ) to delete answer options.  
-  When all answer options are added, select check boxes next to the options that 

represent correct answers (you can select several options).  

 
5.  Open the Feedbacks  tab to customize messages that should be displayed wh en Students answer the 

question (read the Creating Quiz Questions  for details).  

6.  When finished, click the Apply  icon ( ) at the top of  the form to save changes and s tay on the same 

page; click Save question  ( ) to save changes and navigate to the list of quiz  questions. C lick Back  

( ) to discard changes and close the form.  

1.9.3.1.3  True/ False Questions  

The true/ false question is represented as a question itself  and two radio buttons with answer options: true  and 
false . Students can select only one answer option.  

 

 

Fig. óTrue/ False Questionô 

To add a true/ false question:  

1.  Enter the necessary course and click the Quizzes  icon ( ) in the top course menu. The system wil l 

display a list of quizzes for the given course.  

2.  Cho ose the re quired quiz from the list and click i ts name link. The list of questions for the selected quiz wil l 
be shown.  

3.  Select True/ False  from the Select Question type  list and click the Ne w question  icon ( ). The 

following form will be displayed:  
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Fig.  óAdding a True/ False Questionô 

4.  Fill out the form fields as described in the table below:  

Field  Step  

Question text  Enter text of the question. Use the embedded Visual Editor to format the question.  

Quiz  Select under which quiz the question will appear.  

Category  If necessary, select a category to which the question should belong.  

Points  Specify how many points Students will get for the correct answer to this question. Enter 
whole numbers only.  

Attempts  Specify how many attempts Students will have for answering this question. Enter whole  

numbers only.  

Ordering  With the help of the drop -down lis t set the  order for the question (the  order, in which it 
should appear among other quiz questions).  

 

Note:  This option will be available only after you save the question.  
 

Choice  Select a radio button that will denote the correct answer.  

 

5.  Open the Feedbacks  tab to customize messages that should be displayed when Students answer the 
question (read the Creating Quiz Qu estions  for details).  
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6.  When finished, click the Apply  icon ( ) at the top of  the form to save changes and s tay on the same 

page; click Save question  ( ) to save changes and navigate to the list of quiz  questions. C lick Back  

( ) to discard changes and close  the form.  

1.9.3.1.4  Matching Drag and Drop Questions  

The matching drag and drop question is represented as a group of questions and a group of answer options. 
Students should match questions with the correct answers by dragging and dropping answers onto the questio ns.  

 

 

Fig. óMatching Drag and Drop Questionô 

To add a matching drag and drop question:  

1.  Enter the necessary course and click the Quizzes  icon ( ) in the top course menu. The system wil l 
display a list of quizzes for the given course.  

2.  Choose the required q uiz from the list and click i ts name link. The list of questions for the selected quiz wil l 

be shown.  
3.  Select Matching Drag and Drop  from the Select Question type  list and click the Ne w question  icon 

( ). The following form will be displayed:  
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Fig. óAdding a Matching Drag and Drop Questionô 

4.  Fill out the form fields as described in the table below:  

Field  Step  

Question text  Enter the question text. Use the embedded Visual Editor to format the question.  

Quiz  Select under which quiz the question will appear .  

Category  If necessary, select a category to which the question should belong.  

Points  Specify how many points Students will get for the correct answer to this question. Enter 
whole numbers only.  

Attempts  Specify how many attempts Students will have for  answering this question. Enter whole  

numbers only.  

Ordering  With the help of the drop -down lis t set the  order for the question (the  order, in which it 
should appear among other quiz questions).  

 

Note:  This option will be available only after you save the  question.  
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Question Options  -  In the Question Options  section define possible answer options. Enter the first part of  

the question into the first text field, and the second part (that is the correct answer) 

into the second text field; click Add option . Re peat the same to add other answer  
options.  

-  Use the Move Up  ( ) and Move Down  ( ) icons to  change the order of answer  
options in the lis t.  

-  Use the Delete  icon ( ) to delete answer options.  

 

Note:  Questions and answers are shuffled anew by the system each t ime when a 

Student does the quiz. So there is no need for you to shuffle questions and 

answers when you add this type of question.  
 

 

5.  Open the Feedbacks  tab to customize messages that should be displayed when Students answer the 

question (read the Creating Quiz Questions  for details).  

6.  When finished, click the Apply  icon ( ) at the top of  the form to save changes and s tay on the same 

page; click Save question  ( ) to save changes and navigate to the list of quiz  questions. C lick Back  

( ) to discard changes and close the form.  

1.9.3.1.5  Matching Drop - Down Questions  

The matching drop -down question is represented as a group of questions and a  group of drop -down lists  with 

answer options. Students should select the correct answ er option next to the corresponding question.  

 

 

Fig. óMatching Drop-Down Questionô 

To add a matching drop -down question:  

1.  Enter the necessary course and click the Quizzes  icon ( ) in the top course menu. The system wil l 
display a list of quizzes for the gi ven course.  

2.  Choose the required quiz from the list and click i ts name link. The list of questions for the selected quiz wil l 

be shown.  

3.  Select Matching Drop - Down  from the Select Question type  list and click the New question  icon ( ). 
The following form wil l be displayed:  
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Fig. óAdding a Matching Drop-Down Questionô 

4.  Fill out the form fields as described in the table below:  

Field  Step  

Question text  Enter the text of the question. Use the embedded Visual Editor to format the question.  

Quiz  Select under wh ich quiz the question will appear.  

Category  If necessary, select a category to which the question should belong.  

Points  Specify how many points Students will get for the correct answer to this question. Enter 
whole numbers only.  

Attempts  Specify how man y attempts Students will have for answering this question. Enter whole  

numbers only.  

Ordering  With the help of the drop -down lis t set the  order for the question (the  order, in which it 
should appear among other quiz questions).  

 

Note:  This option will be available only after you save the question.  
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Question Options  -  In the Question Options  section define possible answer options. Enter the first part of  

the question into the first text field, and the second part (that is the correct answer) 

into the second  text field; click Add option . Repeat the same to add other answer  
options.  

-  Use the Move Up  ( ) and Move Down  ( ) icons to  change the order of answer  
options in the lis t.  

-  Use the Delete  icon ( ) to delete answer options.  

 
5.  Open the Feedbacks  tab to custom ize messages that should be displayed when Students answer the 

question (read the Creating Quiz Questions  for details).  

6.  When finished, click the Apply  icon ( ) at the top of the form to save changes and stay on  the same 

page; click Save question  ( ) to save changes and navigate to the list of quiz  questions. C lick Back  

( ) to discard changes and close the form.  

1.9.3.1.6  Fill in the Blank Questions  

The fill in the blank question is represented as a question and an empty t ext field. Students should enter the correct 
answer into the text field.  

 

 

Fig. óFill in the Blank Questionô 

To add a fill in the blank question:  

1.  Enter the necessary course and click the Quizzes  icon ( ) in the top course menu. The system wil l 
display a l ist of quizzes for the given course.  

2.  Choose the required quiz from the list and click i ts name link. The list of questions for the selected quiz wil l 
be shown.  

3.  Select Fill in the Blank  from the Select Question type  list and click the New question  icon ( ) . The 

following form will be displayed:  
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Fig. óAdding a Fill in the Blank Questionô 

4.  Fill out the form fields as described in the table below:  

Field  Step  

Question text  Enter text of the question. Use the embedded Visual Editor to format the question.  

Quiz  Select under which quiz the question will appear.  

Category  If necessary, select a category to which the question should belong.  

Points  Specify how many points Students will get for the correct answer to this question. Enter 
whole numbers only.  

Attem pts  Specify how many attempts Students will have for answering this question. Enter whole  

numbers only.  

Ordering  With the help of the drop -down lis t set the  order for the question (the  order, in which it 
should appear among other quiz questions).  
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Note:  This option will be available only after you save the question.  
 

Question Options  -  In the Question Options  section define possible variants of answers. Enter each new 

variant into the text field at the bo ttom of the page and click Add option . Repeat the 

same to add other answer options.  

-  Use the Move Up  ( ) and Move Down  ( ) icons to  change the order of answer  

options in the lis t.  

-  Use the Delete  icon ( ) to delete answer options.  
 

Tip:  For each question there may be several correct answer variants: differen t in 

spelling or formulating. Define as many correct answer variants as possible in the  

Question Options  section.  
 

 

5.  Open the Feedbacks  tab to customize messages that should be displayed when Students answer the 

question (read the Creating Quiz Questions  for details).  

6.  When finished, click the Apply  icon ( ) at the top of  the form to save changes and s tay on the same 

page; click Save question  ( ) to save changes and navigate to the list of quiz  questions. C lick Back  

( ) to discard changes and close the form.  

1.9.3.1.7  Hotspot Questions  

The hotspot question is represented as a question and an image. Students should point their mouse cursor to a 

certain area (spot) on the image and click it. If Students cl ick within the righ t area, the question is considered to be 

answered correctly.  

 

 

Fig. óHotspot Questionô 

To add a hotspot question:  

1.  Enter the necessary course and click the Quizzes  icon ( ) in the top course menu. The system wil l 
display a list of quizzes for the given cou rse.  

2.  Choose the required quiz from the list and click i ts name link. The list of questions for the selected quiz wil l 

be shown.  

3.  Select Hotspot  from the  Select Question type  list and click the New question  icon ( ). The following 
form will be displayed:  
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Fig. óAdding a Hotspot Questionô 

4.  Fill out the form fields as described in the table below:  

Field  Step  

Question text  Enter text of the question. Use the embedded Visual Editor to format the question.  

Quiz  Select under which quiz the question will appear .  

Category  If necessary, select a category to which the question should belong.  

Points  Specify how many points Students will get for the correct answer to this question. Enter 
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whole numbers only.  

Attempts  Specify how many attempts Students will have for  answering this question. Enter whole  

numbers only.  

Ordering  With the help of the drop -down lis t set the  order for the question (the  order, in which it 

should appear among other quiz questions).  

 

Note:  This option will be available only after you save the  question.  
 

5.  Click the Browse  icon ( ) in the Image  section and upload an image from your computer (or else select 
from the drop -down list an image tha t was previously uploaded to the server).  

6.  Click the Apply  icon ( ) at the top of the form to save change s and stay on the same page.  
7.  Click the Create (View) HotSpot  button at the bo ttom of the form. The uploaded image will be opened in 

a new window. C lick on the image to s tart defining the hotspot; click for the second time to  stop the 

selection. When finish ed, click Save HotSpot  to apply changes; click Close Window  to discard changes.  

 

 

Fig. Defining Hotspot Areaô 

8.  Open the Feedbacks  tab to customize messages that should be displayed when Students answer the 

question (read the Creating Quiz Questions  for details).  

9.  When finished, click the Apply  icon ( ) at the top of  the form to save changes and s tay on the same 

page; click Save question  ( ) to save changes and navigate to the list of quiz  questions. C lick Back  

( ) to discard changes and close the form.  

1.9.3.1.8  Surveys Questions  

The surveys question is represented as a question and an empty text field. Students should enter any answer into 

the text field (for this type of questions there is no need to define correct answer s, as the major aim of this 

question is to gather certain information from Students, for example, their vision of the problem, their opinion on 

the course, etc.). Such questions may also be used if the answer cannot be expressed with one or two words, but 

requires a verbose  description.  
 

 

Fig. óSurveys Questionô 

To add a surveys question:  
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1.  Enter the necessary course and click the Quizzes  icon ( ) in the top course menu. The system wil l 
display a list of quizzes for the given course.  

2.  Choose the required qui z from the list and click i ts name link. The list of questions for the selected quiz wil l 

be shown.  

3.  Select Surveys  from the Select Question type  list and click the Ne w question  icon ( ). The following 
form will be displayed:  

 

 

Fig. óAdding a Surveys Questionô 

4.  Fill out the form fields as described in the table below:  

Field  Step  

Question text  Enter text of the question. Use the embedded Visual Editor to format the question.  

Quiz  Select under which quiz the question will appear.  

Category  If necessary, sel ect a category to which the question should belong.  

Points  Specify how many points Students will get for the correct answer to this question. Enter 

whole numbers only.  

Attempts  Specify how many attempts Students will have for answering this question. Ent er whole  

numbers only.  

Ordering  With the help of the drop -down lis t set the  order for the question (the  order, in which it 

should appear among other quiz questions).  

 

Note:  This option will be available only after you save the question.  
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5.  Open the Feedb acks  tab to customize messages that should be displayed when Students answer the 

question (read the Creating Quiz Questions  for details).  

6.  When finished, click the Apply  icon ( ) at the top of  the form to save c hanges and s tay on the same 

page; click Save question  ( ) to save changes and navigate to the list of quiz  questions. C lick Back  

( ) to discard changes and close the form.  

1.9.3.1.9  Questions from the Question Pool  

If necessary, you can add questions to t he quiz fro m the Question Pool (the Question Pool is a repository of 

questions that can be used by all quizzes).  

 

To add a question  from the pool :  

1.  Enter the necessary course and click the Quizzes  icon ( ) in the top course menu. The system wil l 

display a list of qui zzes for the given course.  

2.  Choose the required quiz from the list and click i ts name link. The list of questions for the selected quiz wil l 
be shown.  

3.  Select From question pool from the Select Question type  list and click the New question  icon ( ). 
The fol lowing form will be displayed:  

 

 

Fig. óAdding Question from Pool ô 

4.  Fill out the form fields as described in the table below:  

Field  Step  

Quiz  Select under which quiz the question will appear.  

Select question 

from pool  

Select the question tha t will be adde d to the quiz.  

Ordering  With the help of the drop -down lis t set the  order for the question (the  order, in which it 
should appear among other quiz questions).  

 

Note:  This option will be available only after you save the question.  
 

 

5.  When finished, click t he Apply  icon ( ) at the top of  the form to save changes and s tay on the same 

page; click Save question  ( ) to save changes and navigate to the list of quiz  questions. C lick Back  

( ) to discard changes and close the form.  

1.9.3.2  Editing Quiz Questions  

To modify p roperties of a question that was added earlier to a certain quiz:  
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1.  Enter the necessary course and click the Quizzes  icon ( ) in the top course menu. The system wil l 
display a list of quizzes for the given course.  

2.  Choose the required quiz from the list and click i ts name link. The list of questions for the selected quiz wil l 

be shown.  

3.  Select a check box next to the question that you want to modify and click the Edit question icon ( ).  
4.  Modify question properties as described in the Creating Quiz Questions  topic.  

5.  Save changes.  

1.9.3.3  Copying Quiz Questions  

When you create a new quiz question, you do not have to create it from scratch. The system allows you to copy 

questions that already exist in the system and modify them later. I t is  possible to  copy one or several questions a t 
once. Copied questions can be stored in the same quiz or moved to another one.  

 

To copy one or several quiz questions:  

1.  Enter the necessary course and click the Quizzes  icon ( ) in the top course men u. The system wil l 
display a list of quizzes for the given course.  

2.  Choose the required quiz from the list and click i ts name link. The list of questions for the selected quiz wil l 

be shown.  
3.  Select a check box next to the question (or several questions) th a t you want to copy and click the Copy 

question  icon ( ) at the  top of  the  questions list.  The system will  display a lis t of questions that you 

want to copy:  
 

 

Fig. óCopying Quiz Questionsô 

4.  From the Copy (Move) to Quiz  list select the quiz where copied qu estions should appear.  

5.  Click the Copy question  ( ) icon at the top of the lis t to apply modifications; click Back  ( ) to discard 
changes.  

 

Copied questions will have the same name as the original questions; thus if you store copied questions in the same 
qu iz, there will be several questions with one and the same name.  

1.9.3.4  Moving Quiz Questions  

Each question you create belongs to a certain quiz. However it is possible to move questions from one quiz to 

another one. To do so:  

1.  Enter the necessary course and click the Quizzes  icon ( ) in the top course menu. The system wil l 
display a list of quizzes for the given course.  
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2.  Choose the required quiz from the list and click i ts name link. The list of questions for the selected quiz wil l 

be shown.  

3.  Select a check box next  to the question (or several questions) that you want to move to another quiz and 

click the Move question  icon ( ) at the top of the questions list. The system will display a list of 

questions that you want to move:  
 

 

Fig. óMoving Quiz Questionsô 

4.  From the  Copy (Move) t o Quiz  list select the quiz to which moved questions should belong.  

5.  Click the Move question  ( ) icon at the top of the lis t to apply modifica tions; click  Back  ( ) to 
discard changes.  

1.9.3.5  Previewing Quiz Questions  

After you create a quiz question,  you can view how it will look like to Students who do the quiz. To preview a quiz 

question:  

1.  Enter the necessary course and click the Quizzes  icon ( ) in the top course menu. The system wil l 
display a list of quizzes for the given course.  

2.  Choose the requi red quiz from the list and click i ts name link. The list of questions for the selected quiz wil l 

be shown.  
3.  Select a check box next to the question that you want to  preview and click the Preview question  icon 

( ) at the top of the questions lis t. The select ed question will be opened in a new browser window.  

1.9.4  Quiz Certificates  

For each quiz you may apply a certain certifica te tha t can be  printed by Students if they pass the quiz. The system 

allows you to create customizable certificates containing Studentsô personal data.  

 

To work with the lis t of quiz certificates:  

1.  Enter the necessary course and click the Quizzes  icon ( ) in the top course menu. The system wil l 

display a list of quizzes for the given course.  

2.  Click the Certificates  icon ( ) in the top menu. A  list of available certificates will appear:  
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Fig. óList of Quiz Certificatesô 

Use the icons at the top of the list to perform the following operations:  

Icon  Name  Step  

  

    

--  The same as in the Quiz Catego ries List  topic.  

 
New certificate  Click the New certificate  icon to create a new quiz certificate . 

 
Edit certificate  Select a check box next to the certificate that you want to modify  and click the 

Edit certificate  icon.  

 
Del ete certificate  Select check boxes next to certificates that you want to delete and click the 

Delete certificate  icon (use the Name  check box to select all entries in the list).  

 
Preview certificate  Select a check box next to the certificate that you want to preview  and click the 

Preview certificate  icon. The selected certificate will be opened in a new 

window.  

1.9.4.1  Creating Quiz Certif icates  

The system allows you to design quiz certificate yourself: you may use any background image or text that you 

need.  
 

To create a new quiz certificate:  

1.  Enter the necessary course and click the Quizzes  icon ( ) in the top course menu. The system wil l 
display a list of quizzes for the given course.  

2.  Click the Certificates  icon ( ) in the top menu. A list of available certificates will appear.  

3.  Click the New certificate  icon ( ) at the top of the list to display the following form:  
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Fig. óCreating a Quiz Certificateô 

4.  Fill out the form fields as described in the table below:  

Field  Step  

Choose a file  Click the Browse  button to specify a path to an image file on your computer. Uploaded image 

will be used as a background of the certificate.  

Certificate tex t  Enter the text that should be displayed on the quiz certificate. If necessary, use variables.  

Text alignment  Select how the certificate text should be displayed:  
-  Left -aligned,  

-  Centered,  

-  Right -aligned.  

Show sh adow  If you want to apply a shadow effect to the certificate text, select Yes . Select No  to leave the 
text without shadow.  

X,Y coordinate 

of the text (px)  

Set coordinates of the text (in pixels) against the image background (these fields accept whole 

numb ers only).  

Height of text 

(px)  

Set the height of the text (in pixels) that will be displayed on the certificate (this f ield accepts 

whole numbers only).  

 

5.  When finished, click the Save certificate  icon ( ) at the top of the form to add the new certif icate . C lick 

Back  ( ) to discard changes and close the form.  
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1.9.4.1.1  Certificate Variables  

The Certificate text  field allows you to use the following variables (the variables will be replaced by specific data 
later on for each particular Student):  

 

Variable  Description  

#name#  When the certificate is generated, the #name#  is automatically changed to the name of the 
user who did the quiz.  

#course#  When the certif icate is generated, the #course#  variable is automatically changed to the name 

of a corresponding course.  

#r eg_answer#  When the certificate is generated, the #reg_answer#  variable is automatically changed to the 

answer that the Student entered when s/he was registering at the course.  
 

Note :  Use this variable only if  the course option Additional registration info  is enabled.  
 

#date#  When the certificate is generated, the #date#  variable is automatically changed to the date 

when the certificate was issued.  

 

Note:  For the #date#  variable you can use various date formats, for example:  

-  #date(Y -m -d)# will be changed to 2007 -01 -01,  

-  #date(d F Y)# will be changed to 01 January 2007.  
 

1.9.4.2  Editing Quiz Certificates  

To edit a quiz certificate that was earlier added to the system:  

1.  Enter the necessary course and click the Quizzes  icon ( ) in the top course menu. The system wil l  

display a list of quizzes for the given course.  

2.  Click the Certificates  icon ( ) in the top menu. A list of available certificates will appear.  

3.  Select a check box next to  the certif icate that you want to modify and click the Edit certificate  icon ( ) 
at t he top of the list.  

4.  Modify certificate properties as described in the Creating Quiz Certificates  topic.  

5.  Save changes.  

1.9.4.3  Previewing Quiz Certificates  

A Teacher can view certificates that were earlier added to t he system. To do so:  

1.  Enter the necessary course and click the Quizzes  icon ( ) in the top course menu. The system wil l 

display a list of quizzes for the given course.  

2.  Click the Certificates  icon ( ) in the top menu. A list of available certificates will a ppear.  
3.  Select a check box next to the certificate that you want to view and click the Preview certificate  icon 

( ) at the top of the lis t. The  system will  open the certificate  in a new browser window. An example of a 
quiz certificate is represented below:  

 



JoomlaLMS manual. Teacher guide.    Elearningforce Inc.  68  

www.joomlalms.com  

 

Fig. óQuiz Certificateô 

1.9.5  Quiz Reports  

When a Student does a quiz, his/ her answers are saved and included into a quiz report. A Teacher can check the 
report later on to see Studentôs answers. Each attempt to do the quiz generates one Report .  

 

To view the  list of quiz reports (tha t is to view how many times Students tried to do the quiz):  

1.  Enter the necessary course and click the Quizzes  icon ( ) in the top course menu. The system wil l 
display a list of quizzes for the given course.  

2.  Click the Reports  icon ( ) in the top menu. A lis t of reports will appear:  
 

 

Fig. óList of Reportsô 

Each list row contains information on one attempt to do the quiz :  
-  Date and time when the quiz was s tarted;  

-  Student who did the quiz;  

-  Name of the quiz;  
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-  User score;  

-  Total score of the quiz;  

-  Passing score of the quiz in percents;  
-  Icon defining whether the user passed the quiz or not;  

-  Time spent by the user to do the quiz.  

 

Use the icons at the top of the list to perform the following operations:  

Icon  Name  Step  

  

    

--  The same as in the Quiz Categories List  topic.  

 
Print CSV Report  Click the Print CSV Report  icon to export the list of displayed reports into a CSV 

file. The file with reports can be opened or saved on your computer.  

 
Delete report  Select check boxes next to reports that you want to delete and click the Delete 

report  icon (use the Name  check box to select all entries in the list).  

 

By default the system displays reports for all users. However you can use the filter dro p-down lists under the top 

menu to define the quiz and the user who tried to do the quiz.  

 
To view detailed statistics on Studentôs answers, choose the necessary report from the list and click date time 

link in a corresponding list row. You will be able t o see statis tics on quiz questions:  

 

 

Fig. óQuiz Questions Statisticsô 

-  To delete statistics on a particular question from the report, select a check box next to the required 

question and click the Delete question report  icon ( ).  

-  To preview statistics and  Studentôs answer to a particular question, click the question link in the list. An 
example of the question report is given below:  
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Fig. óQuestion Reportô 

1.10  DropBox  

The DropBox  section is intended for exchanging files between the participants of  the course.  A user, who needs to 

share some file with others, may place the file into the DropBox. At that, the system makes it possible to specify 

people for whom this file should be available.  
 

To manage the files in the DropBox, use the following icons:  

Icon  Name  Step  

 
Mark as 'Read'  Select check boxes next to the necessary items and click Mark as 'Read'  to sign tha t 

an item has already been viewed.  

 
New DropBox 

item  

Allows a user to add a new item to the DropBox . 

 
Delet e DropBox 

item  

Select check boxes next to the necessary items and click Delete  to remove selected 

items from the DropBox.  

1.10.1  Adding Items to DropBox  

To add an item to the DropBox:  

1.  Click the DropBox  icon ( ) in the main course menu.  
2.  Click the New DropBox ite m  icon in the bottom menu.  
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Fig. óAdding Items to DropBoxô 

3.  Fill out the form fields as described in the following table:  

Field  Step  

Send to  From the list select the users for whom you would like to make the new item available.  

Choose a file  Click the  Browse  button to specify the name of the uploaded item.  

Mark as 

'corrected'  

Select Yes  if you want to signify that the item in the DropBox has been modified in some way; 

otherwise select No .  

Comment  Enter the description of the i tem if necessary. Use t he embedded Visual Editor to format the  

description.  

 

4.  When finished, click Save  in the  top right corner of the form to  add an i tem; click Cancel  to discard 
changes and close the form.  

1.11  Home Work  

The HomeWork  section allows a user to set home tasks within t he course, as well as to view the results of 
performing home tasks.  

All set home tasks on the HomeWork page are presented as a list. Every task is described by a title, starting date, 

ending date and a detailed description. To provide better view represen tation, a user may use a filter: it is possible 

to specify the number of entries to be presented in the list in the Display#  field.  
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Fig. óHomeWorkô 

To manage home tasks, use the following icons:  

Icon  Name  Step  

 
New 

HomeWork  

Click the New HomeWork icon  to set a new home task . 

 

 
Delete 

HomeWork  

Select a check box next to the homework to delete the task.  

 

 
Edit HomeWork  Select a check box next to the homework to edit the task . 

 

1.11.1  Adding HomeWork  

To add a home task:  

1.  Click the HomeWork  icon ( ) in the main course menu.  

2.  Click the New HomeWork  ( ) icon in the bottom menu.  
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Fig. óAdding HomeWorkô 

3.  In the Enter name  field enter the title of a home task.  
4.  In the Date field  enter th e date from which the home task should be valid; in the Ending date  field enter 

the date till which the home task should be valid.  

5.  In the Short description  and Description  fields enter a concise and full description of the home task. Use 

the embedded Visu al Editor to format the description.  

6.  When finished, click Save  in the top right corner of the form to add a task; click Cancel  to discard changes 
and close the form.  

1.11.2  Editing HomeWork  

To edit an already existing task:  

1.  Click the HomeWork  icon ( ) in the main  course menu.  

2.  Select a check box next to the home task that you want to modify and click the Edit  icon ( ) in the 
bottom menu.  

3.  Modify task properties as described in the Adding HomeWork  section.  

4.  Save changes.  
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1.11.3  Viewing Statistics  

A home task is assigned to all Students who participa te in the course. The HomeWork  section gives the Teacher of 

the course a possibility  to view the s tatistics  of tasks performing. The Teacher can see whether tasks have been 
completed by Studen ts or not, and the date of their completing.  

 

To view the homework statistics, click the title of a corresponding task in the HomeWork section. As a result, the 

information page for the task will be displayed:  
 

 

Fig. óViewing Homework Statisticsô 

The sta tistics for a task represents a list of Students taking part in the course. Next to every Student stands a 

group to which he/she belongs, and the state of the task:  

 As soon as a Student has confirmed that he/she has completed a task, the Completed  ( ) icon  is 
displayed next to his/her name.  

 If the task has not been completed, it will be marked by the Incomplete  ( ) icon.  
The Teacher of the course him - /herself can mark the task as completed/incomplete by clicking the icon next to a 

corresponding user.  

The Teacher of the course can also send an e -mail to any S tudent by clicking its name on the HomeWork statis tics 
page.  

 

Tip  
 

 

To provide better viewing representation, you can sort out the list of courses using the filter at the top of 
the page:  

 By task readin ess: All , Incomplete , Completed ;  

 B group of users;  

 By users.  

1.12  Register of Attendance  

The Register of Attendance  section allows a user to mark the attendance for Students taking part in the course. 
All Students are listed in the table where every person is  registered as attending the course hours of the current 

date or not. Every course hour is presented as a separate column in the table; under every column there are two 

icons: Attended  ( )  and Not attended  ( )  that are used for setting the data.  
 



JoomlaLMS manual. Teacher guide.    Elearningforce Inc.  7 5  

www.joomlalms.com  

 

Fig. óRegister of Attendanceô 

The home page of this section proposes a table of attendance for the current date. A user can pass to other dates 

by selecting a necessary day in the calendar. To  browse a date, select a necessary date in the Calendar  ( ) and 

click the Go  icon ( ).  
 

Students' attendance can be marked in two ways:  

 By groups : to register attendance of a group of Students, select check boxes next to necessary entries in 

the list and click the Attended  ( ) icon under a corresponding course hour.  

 Indiv idually : to register attendance for one Student, click the Not attended  icon ( ) for a 

corresponding course hour right in the table. As a result, it will change for Attended  ( ).  

 

Tip  

 

 

To provide better viewing representation, you can sort out the list o f Students using the fil ters at the top 

of the page:  

- By the number of entries in the list ( the Display#  field);  
- By group to which Students belong.  

1.12.1  Viewing Statistics  

To view the s tatistics  of attendance for  a Student, click i ts name in the l ist on the hom e page of the Register of 

Attendance section:  
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Fig. óStatistics of Attendanceô 

The statistics page represents the data for 5 days starting from the current one. To pass to some other da te, select 

a necessary date in the Calendar  ( ) and click the Go  ico n ( ).  

1.12.2  Exporting Attendance Statistics  

The system makes it possible to export statistics on Students' attendance into an Excel file tha t can be stored 

externally.  
 

To export statistics:  

1.  Click the Export  icon ( ) under the top course menu.  
 

 

Fig. óExporting Attendance Statisticsô 
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2.  In the Select a period  field select the start date and end date of the time span for which you would like to 

get statistics.  

3.  From the Select a user  list select Students for whom you would like to get statistics (you can sort the  
membership in the list with the help of the Group  field under the Select a user field).  

4.  Click the Export  icon under the top course menu. As a result, you will  be offered to  open or save a 

configured Excel file with the sta tistics data.  

1.13  Forums  

The Forums  section allows a user to leave some message so that other course participants can react to this 

message in some way and leave their opinion regarding this message.  

Forums are created within the frames of separate courses. Only users taking part in the co urse can view its forums 
and add their own messages to them.  

 

The main menu of the Forums page offers the following options:  

 Home  -  bring a user to the Forums home page;  

 Help -  allows a user to view help documentatio n on forums use;  
 Search  -  allows a user to search for specific forums items by the specified criteria.  

 Profile  -  allows a user to view and change personal profile data.  

 My Messages  -  allows a user to view personal messages.  

 Members  -  allows a user to view the list of forums members.  

1.13.1  Forums Sections  

Basic navigation and management of forums is accom plished by means of the following forums sections:  

 

 Joomla LMS courses forum  (home page);  

 Course Forums  (section for all course forums management);  
 Topic Board  (section for a specific topic management).  

 

To quickly pass to a higher forum section, use links at the top or at the bottom of the topics/posts list:  

 

 

Fig. óForums linksô 

1.13.1.1  Joomla LMS Courses Forum  

To pass to the Joomla LMS Courses Forum  section , click the Home  tab in the main menu.  
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This section is the main forums page intended for displaying basic forums data. The page itself is split into two 

sections:  

 Joomla LMS courses forum  -  this section lists all courses in which a currently logged user 
participates (either as the Teacher or as a Student).  Every course is presented as a separate entry 

in the list where a course name, the number of posts, number of topics and statistics data are 

specified. You can collapse or extend a corresponding c ourse entry by clicking its header in the list.  

 Info Center  ï this section provides general statis tics da ta such as number of posts, recently logged 
users and so on.  

  

 

Fig. óJoomla LMS Courses Forum Sectionô 

1.13.1.2  Board  

To pass to the Board  section , click the  Home  tab in the main menu and then click the name of a necessary course 

in the list.  
The Board  page lists all topics that have been posted within a specific course, and provides possibilities for their 

management.  
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Fig. óBoardô 

 

The following informati on is provided for every topic in the list:  

 General topic attributes: Topic you have posted in ,  Normal Topic ,  Hot Topic (More than 15 replies) , Very 
Hot Topic (More than 25 replies) , Locked Topic , Sticky Topic , Poll .  

 Topic purpose or mood: Standard, Thumb  Up, Thumb Down, Exclamation point, Question mark, Lamp, 

Smiley, Angry, Cheesy, Grin , Sad , Wink .  

 Topic subject.  
 Name of the topic submitter.  

 Number of replies to the topic.  

 Number of topic views.  

 Data on the last post (date, time and the author of the last post).  

 
The Board toolbar located at the top and at the bottom of the topics list provides the following options:  

Button  Description  

 Allows a user to mark all new posts in the forum as read.  

 Allows a user to subscribe for e -mail notification i nforming about new posts to any of the  topics.  

 Allows a user to post a new topic .  

 Allows a user to post a new poll .  

 

Tip  
 

 

Once you have entered a specific Board , you can easily switch to the lists of forums for another course 
by selecting a necessary entry from the Jump to  lis t. Please note that the list contains only the courses 

in which you are taking part.  

1.13.1.3  Topic Section  

To pass to the Topic section:  

1.  Click the Home  tab in the main menu.  
2.  Click the name of a necessary course in the list.  

3.  Click the name of a necessary topic in the list.  

 

The Topic  section displays all messages of a specific topic. The messages are distributed by pages: to pass to a 
specific topic page,  click the page number at the top or at the bottom of the board. You can also use the previous  

and next  links located at the upper and lower corners of the board.  

 

The Topic section provides possibilities for managing the topic itself, as well as its sepa rate messages.  
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Fig. óTopic Boardô 

The toolbar located at the bottom of the page provides the following options:  

Button  Description  

 Allows a user to move the topic to some other course.  

 Allows a user to delete the topic .  

 Allows a user to restrict the topic from further posting.  

 Allows a user to give a high priority to  the  topic (sticky topics are displayed at the top of  the  

topics list).  

 Allows a user to unite one or more topics into one.  

 

The toolbar located at the top and at the bottom of the board is intended for managing the content of the topic  and 
separate messages:  

Button  Description  

 Allows a user to post a new message to the topic.  

 Allows a user to subscribe for e -mail notifi cation informing about new posts to the topic.  

 Allows a user to mark a topic as Unread . As a result, the Ne w  icon will  be displayed next to the 

name of the topic in the topics list.  

 Allows a user to post a new poll   

 Allows a user to retrieve a link to the topic and send it to recipients.  

 Allows a user to print the topic.  

 

Separate messages of the topic can be managed by means links located within the message:  

Link  Description  

Quote  Allows a user to pos t a reply, quoting the whole message or some part of it.  
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Modify  Allows a user to modify a message. Please note that only the submitter can modify the text of a 

message.  

Remove  Allows a user to remove a message. Please note that only the submitter can re move the text of a 
message.  

Split Topic  Allows a user to split one topic into two.  

Report to 

Moderator   

Allows a user to send a report about improper messages to the topic moderator.  

 

Tip  

 
 

Once you have entered a specific Board , you can easily switch  to the lists of forums for another course 

by selecting a necessary entry from the Jump to  lis t. Please note that the list contains only the courses 
in which you are taking part.  

1.13.2  Posting New Topics  

To post a new topic:  
1.  Click the Home  tab in the main Foru ms menu.  

2.  In the Joomla LMS courses forum section click the name of  a course in the frames of which you want to 

create a topic.  

3.  Click the New Topic  button in the top or in the bottom forum menu.  

 

 

Fig. óPosting New Topicô 

4.  Fill out the form fields as des cribed in the following table:  

Field  Step  

Subject  Enter the name for the new topic.  
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Message Icon  Select a necessary icon describing topic purpose or mood from the list: Standard , Thumb Up ,  

Thumb Down , Exclamation point ,  Question mark , Lamp ,  Smiley , Angry , Cheesy , Grin , Sad ,  

Wink . This icon will be placed next to a topic name in the list of forums.  

Text field  Enter the head message of the new topic. Use the embedded Visual Editor to format the 

description text.  

Additional Options  

Notify me of 
replies  

Select this check box if  you want to get an e -mail notifica tion of all  responses added to  the  
topic.  

Return to this  

topic  

Select this check box if you want to get back to this topic after posting a message.  

Donôt use 

smileys  

Select this check box if  you  want to  disable smileys for the messages of the topic. As a  result,  

specific character combinations will be left as they are instead of turning them into smileys.  

Lock this topic  Select this check box if you want to lock this topic for usersô posts. Note tha t only moderators  

and administrators of the topic can add messages to a locked topic.  

Sticky this  

topic  

Select this check box if you want to give a high priority to the topic and move it up in the 

topics list.  

Move this 

topic  

Select this check box if  you want to  move this topic to some other course. Af ter you press the  

Save  button, the Move Topic  form will be displayed:  

 In the Move to  field specify the course to which you want to move the topic.  

 Select the Change topicôs subject check box (if necessar y); specify a new subject 
in the Ne w subject  field. If you want to modify the subject of every message in the 

topic, select the Change every messageôs subject check box.  

 Select the Post a redirection topic check box if you want to post a redirection link  

to all members of the topic. In the text field enter the reason for which the topic has 

been moved.  

Attach  Click the Brows e  button to select a file tha t you want to attach to the new topic.  

 

5.  Click the Post  button to post the new topic or the Preview  butt on for preliminary viewing of the created 

topic.  

1.13.3  Posting New Polls  

Beside topics, a user can post polls that will help collect Students' opinion on some important question. Next to the 

poll data you can put additional message as in a message as in a usual topic.  

 

To post a new poll:  
1.  Click the Home  tab in the main Forums menu.  

2.  In the Joomla LMS courses forum  section click the name of a course in the frames of which you want to 

create a poll.  

3.  Click the Post New Poll  button in the top or in the bottom forum  menu.  
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Fig. óPosting New Pollô 

4.  Fill out the form fields as described in the following table:  

Field  Step  

Subject  Enter the name for the new poll.  

Message Icon  Select a necessary icon describing poll purpose or mood from the lis t: Standard , Thumb Up ,  

Thumb Down , Exclamation point ,  Question mark , Lamp ,  Smiley , Angry , Cheesy , Grin , Sad ,  

Wink . This icon will be placed next to a topic name in the list of polls.  

Question  Enter the question of the poll. In the Options fields enter possible variants of answer s. If there 

are fewer than 5 options in the poll, leave unnecessary fields blank. If there are more than 5 
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options in the poll, cl ick the Add Option link to add options.  

Poll Options   Enter the number of possible votes per person;  

 Enter the number of days  for which the poll wi ll be valid.  
 Select Allow the user to change vote  if you want to give a user a possibility to  

modify his/her voting.  

 Select Show the poll's results to everyone  if you want the poll data to be  

available for everybody.  
 Select Only sho w the results after someone has voted  if you want the poll data  

to be available for users who took part in the poll.  

Text field  Enter the message of the new poll. Use the embedded Visual Editor to format the description 

text.  

Additional Options  

Notify  me of 

replies  

Select this check box if  you want to get an e -mail notifica tion of all  responses added to  the  

poll.  

Return to this  

topic  

Select this check box if you want to get back to this poll af ter posting a message.  

Donôt use 

smileys  

Select this che ck box if you want to disable smileys for the messages of the poll. As a result, 

specific character combinations will be left as they are instead of turning them into smileys.  

Lock this topic  Select this check box if you want to lock this poll for usersô posts. Note that only moderators 

and administrators of the poll can add messages to a locked poll.  

Sticky this  

topic  

Select this check box if you want to give a high priority to the poll and move it up in the polls 

list.  

Move this 

topic  

Select this check  box if you want to move this poll to some other course. After you press the 

Save  button, the Move Topic  form will be displayed:  

 In the Move to  field specify the course to which you want to move the poll.  
 Select the Change topicôs subject check box (if nec essary); specify a new subject 

in the Ne w subject  field. If you want to modify the subject of every message in the 

topic, select the Change every messageôs subject check box.  

 Select the Post a redirection topic  check box if you want to post a redirection l ink  
to all members of the topic. In the text field enter the reason for which the poll  has 

been moved.  

Attach  Click the Browse  button to select a file tha t you want to attach to the new poll.  

 

5.  Click the Post  button to save the new poll  or the Preview  bu tton for preliminary viewing of the created 
poll.  

 

Tip  
 

 

The poll administrator can restrict the poll from future voting: to do so, click the Lock Vote  link to the 
right of a corresponding poll. To unlock the poll for voting, click the Unlock Vote  link of the restricted 

poll.  

1.13.4  Replying to Topics/Polls  

A user who wants to share his/her opinion on some theme, should post a reply to a corresponding topic or take part 

in a corresponding poll:  

 

To add a message to a topic:  
1.  Click the Home  tab in the main Forums m enu.  

2.  In the Joomla LMS courses forum  section click the name the course in which a necessary topic is 

located.  

3.  Click the Reply  button in thee top or in the bo ttom topic menu.  
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Fig. óReplying to Topicsô 

4.  Fill out the form fields as described in the follo wing table:  

Field  Step  

Subject  Enter the subject for the new message.  

Message Icon  Select a necessary icon describing message purpose or mood from the list: Standard , Thumb 

Up , Thumb Down , Exclamation point , Question mark , Lamp , Smiley , Angry , Cheesy , Gr in , Sad ,  

Wink . This icon will be placed next to a topic name in the list of messages.  

Text field  Enter the message text. Use the embedded Visual Editor to format the description text.  

Additional Options  

Notify me of 

replies  

Select this check box if  yo u want to get an e -mail notifica tion of all  responses added to  the  

topic.  

Return to this  

topic  

Select this check box if you want to get back to this topic after posting a message.  

Donôt use 

smileys  

Select this check box if  you want to  disable smileys fo r the messages of the topic. As a  result,  

specific character combinations will be left as they are instead of turning them into smileys.  

Lock this topic  Select this check box if you want to lock this topic for usersô posts. Note that only moderators 
and a dministrators of the topic can add messages to a locked topic.  

Sticky this  

topic  

Select this check box if you want to give a high priority to the topic and move it up in the 

topics list.  

Move this 
topic  

Select this check box if  you want to  move this topi c to some other course. Af ter you press the  
Save  button, the Move Topic  form will be displayed:  

 In the Move to  field specify the course to which you want to move the topic.  

 Select the Change topicôs subject check box (if necessary); specify a new subject 

in the Ne w subject  field. If you want to modify the subject of every message in the 

topic, select the Change every messageôs subject check box.  
 Select the Post a redirection topic  check box if you want to post a redirection link  

to all members of the topic.  In the text field enter the reason for which the topic has 

been moved.  
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Attach  Click the Browse  button to select a file tha t you want to attach to the new topic.  

 

5.  Click the Post  button to add a  new message to  the  topic or  the Preview  button for prelimin ary viewing of 
the created message.  

 

To take part in a poll:  

1.  Click the Home  tab in the main Forums menu.  
2.  In the Joomla LMS courses forum  section click the name the course in which a necessary poll is located.  

3.  Click the Reply  button in thee top or in the  bo ttom poll menu.  

4.  Select a desired option in the displayed poll.  

5.  Click the Submit Vote  button  to vote in the poll.  

 
You can view the results of the poll by clicking its name in the list of topics once again. It is also possible to view 

the results of th e poll prior to voting: click the Vie w results  link on the right to the poll.  

 

Tip  

 

 

When replying to some post in the topic, it is possible to quote the initial message that caused your 

response. To place a quotation with your comment, enter a correspond ing topic and click the Quote  link 

to the right of a necessary message. The initial message will be placed to the text field of the new 

message form; you can enter your comment right below it.  

1.13.5  Modifying Polls and Posts  

The Forums section gives a user a po ssibility to modify a poll or a post that was created. Please note that a poll or a 

post can be modified only their submitters.  
 

To edit a poll:  

1.  Click the Home  tab in the main forums menu.  

2.  In the Joomla LMS courses forum  section click the name of a cour se in which the poll was created.  

3.  Click the name of a corresponding poll in the list.  
4.  Click the Edit Poll  link to the right of the poll.  

5.  Modify the properties of the poll as described in the Posting New Polls  secti on.  

6.  Click the Save  button to save the changes or the Preview  button for preliminary viewing of the modified 

poll.  
 

To modify a post:  

1.  Click the Home  tab in the main forums menu.  

2.  In the Joomla LMS courses forum  section click the name of a course in which a required topic  was 
created.  

3.  Click the name of a necessary topic in the list.  

4.  Click the Modify  link to the right of the required message.  

5.  Modify the properties of the poll as described in the Replying to Top ics  section.  

6.  Click the Save  button to save the changes or the Preview  button for preliminary viewing of the modified 
message.  

1.13.6  Deleting Topics, Polls, Posts  

The Forums  section gives a user a possibility to delete a topic, poll or post tha t was created.  

 
To delete a topic/poll:  

1.  Click the Home  tab in the main forums menu.  

2.  In the Joomla LMS courses forum  section click the name of a course in which the topic/poll was created.  

3.  Click the name of a corresponding poll in the list.  

4.  Click the Remove  button in the  bottom menu.  
5.  Click Yes  to confirm deletion; otherwise click No .  

 

To delete a post:  

1.  Click the Home  tab in the main forums menu.  
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2.  In the Joomla LMS courses forum  section click the name of a course in which a required topic  was 

created.  

3.  Click the name of  a necessary topic in the list.  
4.  Click the Remove  link to the right of the required message.  

5.  Click Yes  to confirm deletion; otherwise click No .  

1.13.7  Searching for Messages  

The Search  form of the Forums section is intended for searching for topics and messages t hat will correspond to 
the specified criteria. If there is a necessity to find some post or topic:  

1.  Click the Search  tab in the top forums menu.  

 

 

Fig. óSearching Criteriaô 

2.  Specify the search criteria as described in the table below:  

Field  Step  

Search fo r  Specify the key words by which the messages should be filtered. Select Match all words  in 

the list on the right if you want the search result to contain all of the words specified in this  

field. Select Match any word  if you want the search result to cont ain at least one of the  
words specified in this field.  

By user  Specify the name of the user in whose posts you want the search to be accomplished.  

Options   Select the Show result as messages  check box if you want the results of the search to be  

display ed as separate messages.  
Select the Search in topic subjects only  check box if you want to search for the key words 

only in the subjects of topics.  
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Message age  In the Between  field set the earliest possible date for sought post; in the and  field set the  

latest possible date for sought posts.  

Search order  Specify the order in which the search results should be displayed: Most relevant results 
first , Largest topics first , Smallest topics first , Most recent topics first , Oldest topics 

first . 

Choose a 

board to 
search in, or 

search all  

Click this link to extend the list of all board and select check boxes next the boards in which 

you want the search to be accomplished. To search in all boards, select the Check all  check 
box.  

 

3.  Click the Search  button at the bo ttom of the page to display search results by the specified criteria.  

1.13.8  Viewing Members  

The Members  page of the Forums  section displays the list of all users registered in the system. The following data 

are displayed next to every user:  

 Status  (Online or O ffline);  

 User name  -  click the user name to see a more detailed information about the user personal data;  
 Email  -  click the Email icon () to send an e -mail to a user;  

 Website  -  click the website link to pass to a user URL;  

 ICQ;  

 AIM;  

 YIM;  
 MSN;  

 Position  -  th e status of a user regarding the number of posts;  

 Date Registered;  

 Posts  -  number of user's posts.  
 

 

Fig. óMembers Formô 

To search for a user, click the Search for Members  tab:  

1.  In the Search for field enter the key words by which the search should be acc omplished;  

Specify search criteria by selecting corresponding check boxes below:  

 Search by email address;  

 Search by messenger nickname;  

 Search by position;  

 Search by name;  
 Search by website.  

2.  Click  the Search  button to display search results by the speci fied criteria.  
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Tip  

 

 

To filter the entries in the table  by a specific criterion (for example, by an ICQ number), click the  ti tle of 

a corresponding column. The entries will be fil tered in the ascending order. To fil ter the entries in the 

descending order,  click the column title once again.  

1.13.9  User Profile  

The Profile  section displays the personal data for a forum user, and provides a possibility of its customizing.  

The Profile  form contains the following sections:  

 Profile Info  -  provides personal user info rmation. This section is further divided into the following 

subsection: Summary , Show Stats , Show Posts .  
 Modify Profile  -  allows a user to customize personal  profile data. This section is  further divided into the 

following subsections: Account Related Settings, Forum Profile Information, Look and Layout Preferences, 

Notifications and Email, Personal Message Options.  

 Actions  -  allows performing some actions wi th the user account. This section has only one subsection: 
Delete this account.  

1.13.9.1  Summary  

As soon as you click the Profile  tab in the top Forums  menu, the Summary  page is displayed. This page contains 

the summary for the personal data of the current user acc ount. The Summary subsection provides no possibility for 

data editing -  you can only view the presented data.  
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Fig. óUser Profile Summaryô 

Tip  To pass to other subsections of the Summary section, use the links at the bottom of the page.  

1.13.9.2  Statistics  

To v iew your forum's statistics, enter the user Profile  and click the Show Stats  link in the right menu of the page. 

The Statistics  page represents the data concerning any kind of ac tivities you performed within the  Forums section 

both in the text and graphic form:  
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Fig. óUser Profile Statisticsô 

1.13.9.3  Viewing Posts  

To view all messages that you posted, enter the user Profile  and click the Show Posts  link in the right menu of 

the page.  
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Fig. óViewing Postsô 

You can manage any of the post by clicking a correspon ding link next to the message:  

 Remove  -  click this link to delete the post;  
 Reply  -  click this link to reply to the post;  

 Quote  -  click this link to reply to the post, quoting all the message or some part of it;  

 Notify  -  click this l ink to subscribe for an email notifica tion that will be sent if someone replies to the 

post.  

1.13.9.4  Account Related Settings  

The Account Related Settings  form allows a user to specify or modify the settings that relate to his/her user 
account. To change account related settings:  

1.  Click the Profile  tab and click the Account Related Settings  link in the right menu of the displayed page.  
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Fig. óAccount Related Settingsô 

2.  Specify your user account settings as described in the table below:  

Field  Step  

User Name  Enter the name under which yo u want to appear in the forums.  

Email  Enter the email address to which all kinds of notifica tions should be sent.  

Hide email 

address from 
public  

Select the check box if you do not want your email address to be popularized.  

 

Show o thers 

your online 

statu s? 

Select the check box if you want your status to be visible to other users.  

 

Choose a 
password  

Enter a new value for your forums password that will be used at logging into forums.  

Verify 

password  

Re-enter the new password value specified in the Choose  a password field.  

Secret 
Question  

Enter the question that should be asked in case you have forgot your forum password.  

Answer  Enter the answer to the secret question that will be  asked in case you have forgot your forum 

password.  

Current 
Password  

Ente r your current forum password; it wil l act as a certificate for changing your account 
settings.  

 

3.  Click Change Profile  to change your account settings.  

1.13.9.5  Forum Profile Information  

The Forum Profile Information  form allows a user to enter personal data for u ser profile such as date of birth, 

ICQ, MSN, personal web site  and so on. This  data will be displayed if any forum user will  refer to your personal 

profile page.  
 

To specify or change your profile information:  

1.  Click the Profile  tab; then click the Forum P rofile Information  link in t he right menu of the displayed 

page.  
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Fig. óForum Profile Informationô 

2.  Specify your personal data as described in the table below:  

Field  Step  

Personalized 

Picture  

 Select (no pic)  if you do not want to display any  picture in y our personal profile  

data.  

 Click Actors  or Musicians  and select a necessary entry from the right list if you 

want a picture of a famous person to be displayed in your personal profile data.  
 Select I have my own pic:  and enter a URL of your picture in the text field on the  

right if you have an online picture of yours.  

 Select I will upload my own picture  and click the Browse  button to choose a file 

if you want to upload a picture of yours stored locally.  

Birthday  Enter your date of birth in the following f ormat: Year -  Month -  Day .  

Location  Enter the place of your current stay.  

Gender  Select Male  or Female  from the list.  

ICQ  Enter your ICQ number.  

AIM  Enter your AOL Instant Messenger nickname.  

MSN Enter your MSN messenger email address.  
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YIM Enter you r Yahoo! Instant Messenger nickname.  

Signature  Enter the signature that wil l be displayed at the bottom of your posts and personal messages.  

Website title  Enter the ti tle for your personal website (if any).  

Website URL  Enter a URL for your personal webs ite (if any).  

 

3.  Click Change profile  to save your personal forum profile information.  

1.13.9.6  Look and Layout Preferences  

The Look and Layout Preferences  form allows a user to customize the general settings for forums layout.  

To specify look and layout settings:  
1.  Click the Profile  tab; then click the Look and Layout Preferences  link in the right menu of the displayed 

page.  
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Fig. óForum Look and Layout Preferencesô 

2.  Specify look and layout settings as described in the table below:  

Field  Step  

Current 

Theme  

Click (change)  to change the current display theme: as a result, the list of available themes 

will be displayed.  C lick the use this theme  link next to a corresponding theme to apply it to 

the forums section.  

Time Format  From the list select the format of time to be used in the Forums layout.  

Time Offset  Enter the number of hours to add or extract from the current time to make displayed time 

equal to your local time. C lick auto detect  to set a necessary time offset automatically.  

Layout 

settings  

You can custo mize forums layout by selecting or not selecting a check box next to  

corresponding options:  
 Show board descriptions inside boards;  

 Show child boards on every page inside boards, not just the first;  
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 Don't show users' avatars;  

 Don't show users' signatures;  

 Return to topics after posting by default;  
 Don't warn on new replies made while posting;  

 Show most recent posts at the top;  

 Show most recent personal messages at top;  

 First day of the week on the calendar:  Sunday , Monday , or Saturday ;  
 Use quick reply on to pic display: don't show at; all show, off by default; or show, on 

by default;  

 Show quick -moderation on message index as don't show , checkboxes  or icons .   

 

3.  Click Change profile  to save changes you have made.  

1.13.9.7  Notifications and Email  

The Notifications and E mail  form allows a user to  customize the settings for receiving no tifications and emails 

that inform about some important events.  

 

To specify notifications and email settings:  

1.  Click the Profile  tab; then click the Notifications and Email  link in the right  menu of the displayed page.  
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Fig. óForum Notifications and Email Settingsô 

2.  Select a check box next to necessary notification options in the lis t:  
 Receive forum announcements and important notifications by email.  

 Receive reply notification only for the f irst unread reply.  

 Turn notification on when you post or reply to a topic.  

 When sending notification of a reply to a topic, send the post in the email (but please don't reply to 

these emails.)  
3.  Select a required entry from the For topics and boards I've req uested notification on, notify me of list:   

 Replies and moderation Moderation only if I started the topic  

 Only replies  

 Nothing a t all  
4.  Click Save settings  to save the changed you have made.  

 

Tip  
 

 

The lower part of the Notifications and Email  form displ ays the information about the notification for 
which you are currently subscribed. Please note that if you want to subscribe for notifications from the 

specific board or topic, you need to enter the corresponding board or topic and subscribe from there.  
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1.13.9.8  Personal Message Options  

The Personal Message Options  section allows a user to customize the personal message center settings.  

 

To specify personal message options:  

1.  Click the Profile  tab; then click the Personal Message Options  link in the right menu of th e displayed 
page.  

 

 

Fig. óPersonal Message Optionsô 

2.  Specify the personal message center settings as described in the table below:  

Field  Step  

Ignorelist  Enter the  names of users delivering personal messages from whom should be blocked. To 

make up the list  of users, click the Find members  link, enter search criteria in the Name , 

username, or email address:  field of the Find members  window and click Search . C lick a 
necessary entry in the lis t of  results: the name of a user will be  automatically added to  the  

Ignorelist.  

Personal 

Message 

Center 
settings  

You can customize Personal Message Center by selecting or not selecting a check box next to 

corresponding options:  

 Save a copy of each Personal Message in my outbox by default.  
 Show a popup when you receive n ew messages?  

Notify by 

email every 

time you 
receive a 

personal 

message  

Select a required value from the list: Never  or Always . 

 
3.  Click Change profile  to save the changes you have made.  
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1.13.10  Personal Messages  

The My Messages  section is intended for exchanging p ersonal messages that can be sent to or received from other 

forum participants. Unlike forum posts that are displayed to all forum members, personal messages are available 
only for you (incoming messages) and for the person to whom you send them (outgoing messages).  

 

The My Messages section provides the following options:  

 
 Sending new messages ;  

 Viewing and managing incoming messages ;  

 Viewing an d managing outgoing messages ;  

 Searching messages ; 

 Managing labels ;  
 Pruning messages (deleting messages that are older that the specified date).  

1.13.10.1  Sending Messages  

To send a new mes sage to any of the forum members:  

1.  Click My Messages  tab; then click the Ne w message  link in the right menu of the displayed page.  

 

 

Fig. óSending Messagesô 

2.  Fill in the fields on the page as described in the table below:  
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Field  Step  

To Enter the  name of t he message recipient. To add a name, click the Find members  link, enter 

search criteria in the Name, username, or email address:  field of the Find members 
window and c lick Search . C lick a necessary entry in the list of  results: the name of a user will  

be a utomatically added to the To  field.  

Bcc Enter the name of the secondary recipients of the message. To add a name, click the icon () 

next to the field, enter search criteria in the Name, username, or email address:  field of 
the Find members window and cli ck Search . C lick a necessary entry in the list of results: the 

name of a user will be automatically added to the Bcc  field.  

Subject   Enter the topic of the message.  

Verification  To provide security of your message, enter the  letters that you see on the picture above. If  

you have a problem with letters displaying, click Listen to the letters . As a result, you will be 
able to hear them pronounced.  

Text field  Enter the main text of the message. Use the embedded Visual Editor to format the text.  

Save a co py 

in my outbox  

Select the check box if you want to save a copy of the message in your outgoing messages; 

otherwise leave the check box not selected.  

 

3.  Click Send message  or Preview  when finished.  

 

1.13.10.2  Inbox Messages  

The Inbox  page displays all messages receiv ed from other forum members. To view all incoming messages, click 

the My Messages  tab and then click the Inbox  link in the right menu of the displayed page.  
All incoming messages are presented in two forms -  short ( in the table at the top of the page) and  full (lis ted below 

the table).  

 

The Inbox page provides the following options for messages management:  

 Viewing  -  click the link of a corresponding message in the table; as a result, the full text of the message 
from the list of messages below will be dis played.  

 Replying  -  select a check box on a corresponding message and click the Reply  link to send a reply to 

this message;  

 Quoting  -  select a check box on a corresponding message and click the Quote  link to send a reply, 
quoting the whole message or some part of it;  

 Removing  -  select a check box on a corresponding message and click the Remove  link to delete a 

message;  

 Multiple removing  -  select a check box on corresponding messages and click the Delete Selected  

button.  
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Fig. óIncoming Messagesô 

1.13.10.3  Outbox M essages  

The Outbox  page displays all messages tha t you have sent to o ther forum members. To view all  outgoing 
messages, click the My Messages  tab and then click the Outbox  link in the right menu of the displayed page.  

All outgoing messages are presented i n two forms -  short (in the table at the top of the page) and full  (listed below 

the table).  

 

The Outbox page provides the following options for messages management:  
 Viewing  -  click the link of a corresponding message in the table; as a result, the full t ext of the message 

from the list of messages below will be displayed.  

 Quoting  -  select a check box on a corresponding message and click the Quote  link to send a reply, 

quoting the whole message or some part of it;  
 Removing  -  select a check box on a corres ponding message and click the Remove  link to delete a 

message;  

 Multiple removing  -  select a check box on corresponding messages and click the Delete Selected  

button.  
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Fig. óOutgoing Messagesô 

1.13.10.4  Search Messages  

The Search Messages  page of the My Messages  section is intended for searching for messages that will 

correspond to the specified criteria.  
To find messages:  

1.  Click the My Messages  tab in the top forums menu.  

2.  Click the Search Messages  link in the right menu of the displayed page.  

 

 

Fig. óSearching Messagesô 
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3.  Specify the search criteria as described in the table below:  

Field  Step  

Search for  Specify the key words by which the messages should be filtered.  
 Select Match all words  in the list on the right if you want the search result to  

contain all of the  words specified in this field.  

 Select Match any word  if you want the search result to contain at least one of  the  

words specified in this field.  

By user  Specify the name of the user in whose message you want the search to be accomplished.  

Options    Select the Show full message in result  check box if you want the full text of the 

filtered messages to be displayed.  

 Select the Search by subject and author only  check box if you want to search 

for the key words only in the subjects of topics and/or the mess ages to be filtered 
by the author of the topic.  

Message age  In the Between  field set the earliest possible date for sought post; in the and  field set the  

latest possible date for sought posts.  

Search order  Specify the order in which the search results sh ould be displayed: Most relevant results 
first , Largest topics first , Smallest topics first , Most recent topics first , Oldest topics 

first . 

 

4.  Click the Search button at the bottom of the page to display search results by the specified criteria.  

1.13.10.5  Managing Labels  

The Manage Labels  form of the My Messages  section is intended for adding, editing and deleting folders in which 
personal messages can be stored. Initially the system provides a user only with two folders for messages: Inbox  

and Outbox . As soon as you create a new label, it will be added to the right menu of the My Messages section.  

 

 

Fig. óManaging Labelsô 

To add a new label:  

1.  Click the My Messages  tab in the top forums menu.  

2.  Click the Manage Labels  link in the right menu of the displayed page.  

3.  Enter the name of a new label in the Add Ne w Label  field at the bottom of the page.  
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4.  Click the Add New Label  button below. As a result, the new label will be added to the Manage Labels  

box above and to the right page menu.  

 
To delete a label , select a check box next to a corresponding entry in the Manage Labels  box and click Delete 

Selected . You can also use the upper check box for multiple selection.  

1.14  Chat  

For communication purposes be tween Students, Teacher or course assistants you can enable course chat.  To 

access chat:  

1.  Enter the necessary course and click the Chat  icon ( ) in the top course menu:  
 

 

Fig. óChatô 

2.  From the list in the top right  corner select a chat room. There are 2 types of rooms:  
-  Course chat  is intended for all users enrolled into the course;  

-  Group chat is intended only for users who belong to a  certain user group (to learn how you can 

enable group chat , refer to the Creating User Groups  topic).  

3.  Enter your message in the text field at the bo ttom of the page and click Post Message  (or press Enter  on 

the keyboard).  
 

Note:  At present the course chat supports only simple text format for m essages.  

1.15  Conference  

For better  organization of  the  learning process the  system allows you to  use an embedded Conference  tool. To 

start a conference, enter the required course and click the Conference  icon ( ) in the top course menu. The 

following page wil l be displayed:  
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Fig. óEntering a Conferenceô 

Note that to take part in the conference you will need to comply with the following requirements:  
-  PC: Pentium III or equivalent, 128 mb RAM;  

-  OS : Windows 9x/ME/NT/2000/XP, Linux, Mac OS X;  

-  Internet Connection :  ADSL or + Internet connections.  

 

If the server is available for conference, the indicator icon will be green: in this case you can click the Enter  button 
to open the conference window:  


