2022 ASE Collision Repair and Refinish Competency Profile and Job Sheet
Skill Tracking Modules
Moodle Version 3.5

This documentation was created using the Unlicensed Assistive Personnel online site.
The steps are the same.

Creating A Group With a Password

Section One: There are default settings that are used when the facility site is created.
This section is for information only or if you want to change the Group settings at a later date.

See Section Two for how to create a Group with a password within a Module.

Open the course.

Open the Administration block if it is not already open. Open the Course administration
dropdown if it is not already open. Select the Edit settings option from the dropdown list. The
Edit course settings screen will appear. Scroll down the page until you locate the Groups section
near the bottom of this page. Open this section by clicking on the right facing diamond. The
topic will open and it will look like this:

Groups

Group mode

Separate groups

Force group mode
Mo -

Default grouping
None -

Separate groups is the default setting.

This setting has 3 options:

e No groups - There are no sub groups, everyone is part of one big community

o Separate groups - Each group member can only see their own group, others are invisible

« Visible groups - Each group member works in their own group, but can also see other
groups

The group mode defined at course level is the default mode for all activities within the course.

Each activity that supports groups can also define its own group mode; however, if the group
mode is forced at the course level, the group mode setting for each activity is ignored.

2022O©Instructional Media Services LLC 1



1

How to Create a Group with a Password

NOTE: The default setting for the site is set to prevent students from viewing the participant
list. This can be updated as needed.

After you have made these selections scroll to the bottom of the page and save your changes.

NOTE: If you have created groups and added students to the group and the gradebook
does not display a dropdown for your groups check the setting above to make sure either
Separate or Visiable groups is selected. If the setting is No groups, your groups will not
display.

Section Two: Creating Groups with a Password

Open the course. Open the Administration block if it is not already open. From the Course
administration dropdown select Users and then select Groups. The following screen will
appear:

Home Courses ATOC Users Groups

Groups Groupings Overview
Home
Dashboard ATOC Gl’OUpS

Site pages
Courses Groups Members of:

Hermann Area District Hospital (3)

Course administration
Edit settings
Tumn editing on
Course completion

2 Users

Enrolled users
Enrolment methods

I Groups

Permissions
Other users

Filters
Reports Delete selected group
Gradebook setup

Reset Create group _

Question bank

A
- Auto-create groups
Legacy course files - group

Site administration Import groups

The first time you create a group only the Create group button will be active. Select this button.
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The following screen will appear:

General

Group name *

Course administration
Edit settings
Turn editing on
Course completion

Group ID number

Group description

Users
Enrolled users
Enroliment methods
Groups
Permissions
Other users
Filters
Reports
Gradebook setup
Reset
Question bank
Legacy course files

Site administration

Enrollment key Click to enter text

Hide picture No w

New picture Choose afila.. | Maximum size for new files: 2MB

-

‘You can drag and drop files here to add them.

Enter a name for the group.

Group 1D number will be addressed later.

Group description is not required. However, if there are multiple groups and multiple instructors
it is advisable to provide specific umique information related to the group’s purpose and
requiements for students to be added to the group.

Enrollment key is a password. This option helps instructors manage student ernoliment in the
group. It also allows students to not only enrollment themselves in the course but
specifically into the correct group. To enter a password click on the “Click to enter text” link.
The requirements for a password are: The password must be 8 characters long and include one
upper and one lower case letter, one number, and one special character. Once you have entered
the password it will turn to asterisks. To reveal the password, click on the magnifying glass icon
and it will be revealed. To edit the password, click on the pencil icon. Be sure and save your
changes.
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Below is a completed screen:

General

Group name * Deme Group —

Course administration Group ID number
Edit settings
Turn editing on
Course completion
Users
Enrolled users This group is a test group.
Enroliment methods
Groups
Permissions

Group description

Other users
Filters
Reports
Gradebook setup
Reset
Question bank
Legacy course files

Site administration

Enrollment key B —

Current picture  None

Hide picture No w

New picture Choose afile... | Maximum size for new files: 2MB

-

You can drag and drop files here to add them.

NOTE: When you click on a question mark in Moodle it will give more information on that
option. The screen displayed below includes more information regarding the Group ID number
option and how you might use it.
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Home » Courses ATOC Users » Groups » Paricipants » Groups » Create group

NAVIGATION =@ v General

ADMINISTRATION pm  Groupnamex

w Course administration 1st Quarter 2021 Students
£ Edit settings
2" Tumn editing on Group ID number
P @ Group ID number E

£ Course completion

¥ Users
:+ Ei The ID number of a group is only used when matching the group
. L against external systems and is not displayed anywhere on the site_ If
» Enrolment methods Group description ) ) )
.fl Group5 | the group has an official code name it may be entered, othenwise the
S Derreshms Il__, 1w B field can be left blank.
2. Other users )
Y Filters This group of students began the course in January, 2021 and are expected to finish the end of March, 2021
» Reports

After the group has been created and saved you will be returned to the main Groups screen
shown below:

Home » Courses ATOC Users Groups

NAVIGATION =E Groups Groupings Overview

ADMINISTRATION om ATOC Groups

= Course administration Groups Members of Demo Group (0)
R st Quarter 2021 Students (9) -
#" Tumn editing on Demo Group (0)

%3 Course completion Hermann Area District Hospital (9)

v Users

2. Enrolled users

» Enroliment methods

A Groups

» Permissions

3. Other users
Y Filters
» Reports
£ Gradebook setup .
) Reset Addiremove users
» Question bank Edit group settings

m Legacy course files
Delete selected group

» Site administration
Create group

Auto-create groups

Import groups

The new group has been created and is ready for students to be added to it either by direct
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enrollment by the student or manually by an instructor. Notice the (0) beside the Demo Group.
There are no students currently in that group.

If you choose the Overview tab (see screen below) the following screen will appear. This screen
gives you a list of all of the groups that have been created and the students that have been
assigned to each group.

Home Courses ATOC Users Groups Overview
Groups Groupings Overview <“—
ATOC Overview
Course administration Filtsr groups by:Grouping | All ~ Group | 1st Quarter 2021 Students v <“—
Edit settings
um editing on [NOt ina grouping]

Course completion

Users User
Enrolled users Groups (1) Group members count
Enrolment methods
Groups 1st Quarter 2021 Rick Abrahms, lan Bates, Ted Dalton, Jane Dos, Jill James, Thomas Kirk, Janet Owens, 10
ST Students Zarah Perkins, Kathy Rogers, Donald Smith
Other users

Filters

In the above example the information has been filtered by using the

Filter groups by: option and choosing the name of a specific group. If you have multiple groups
all of them will display by default when you choose the Overview tab. To return to the Groups
page select the Groups tab.

If you use the breadcrumbs at the top of the screen and choose UAP Nurse Assistant it will take
you to course content section page. From the People block select the Participants link and the
following screen (partial) will appear:

20210OInstructional Media Services LLC 6



—

ADMINISTRATION BE
w Course administration

£ Edit settings

# Tumn editing on

How to Create a Group with a Password

1st Quarter 2021 Students ¥

This group of students began the course in January, 2021 and are expected to finish the end of March, 2021

£ Course completion * Group: 1st Quarter 2021 Students <«
« Users Enrol users
Search keyword or select filter v <

2. Enrolled users

» Enrolment methods
14 Groups

» Permissions

3. Other users

Number of participants: 10

Reset table preferences
Firstname [ ElA B CDEFGH I JKLMNOPQRSTUVWXY Z

Y Filters Sumame [JEJllABCDEFGHI JKLMNOPQRSTUVWXY Z
» Reports First name / Last access to “—
% Gradebook setup Select Surname “* Email address Roles Groups course Status
o) Reset = = = = = = =
S O Rick Abrahms rickabrahms@internet.com eI atier02 Never  Active (O}
I Legacy course files Students &4 X
b Site administration O lan Bat ) . Student  1st Quarter 2021 [ Active [©)]
u an Bates ianbates@internet.com Students Never & X
O Ted Dalton teddalton@internet.com S LR A e Never Active (O
PEOPLE =lal Students & X
A Participants O Jane D . ] Student  1st Quarter 2021 [ Active [©)]
u ane Doe janedoe@internet.com Students T6 days 22 hours & X
. - ; Student  1st Quarter 2021 [ Active [©)]
JinJ
SECTION LINKS s O ill James jilljames@internet.com Students Never & X
12345678 ) o Student  1st Quarter 2021 [ Active [©)]
O Thomas Kirk  thomaskirk@internet.com Students Never & X
) . Student  1st Quarter 2021 ERxo
] Janet Owens  janetowens@internet.com Students Never & X
. ) Student  1st Quarter 2021 [ Active [©)]
O Zarah Perki
] arah Perkins zarahperloms@intemet.com Students Newver & X
. Student  1st Quarter 2021 ERno
Kathy R
O athy Hogers  kathyrogers@internet.com Students Newver & X
) ) Student  1st Quarter 2021 ERo
O Donald Smith
[ onald Smith  brantona@internet.com Students 69 days 23 hours & X
Selectall  Deselect all ®

This list has been filtered to display the students in the 1t Quarter 2021 Students group. There
are many options available to filter your list of students. The column heading that are in blue are
links and will sort the column acending or decending. This list was sorted alaphabetically by
Surname after it was filtered by the group name. To return to the complete list of Partaicipants
(students) click the X beside the options you have chosen to filter by.
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