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You can make questions in the question bank without first creating a quiz. These questions may then be used in more than one course.

1. Question Bank

1. Go to Administration block, 
and choose Question bank. 

2a. If you click Questions, you can create new 
question, or edit the existing ones.

2b. If you click Categories, you can 
create or edit the question category
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A. QUESTION BANK & QUIZ



2. Fill the details of the quiz

How to add Quiz:
1. Choose Quiz and click Add 

Quiz may be used as:
✓ A course exams
✓ A mini test
✓ An exam practice
✓ A platform for self-assessment

Some popular settings of quiz:
• Timing (open/close the quiz, 

time limit, etc)
• Grade
• Questions behavior (for 

example, if you want the 
students to get feedback after 
each question, choose 
‘interactive with multiple tries’ 
from the dropdown list of ‘how 
questions behave’)

• Overall feedback (give the 
students customized feedback 
according to what grade range 
they obtained)

3. Click Save and display
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2. Quiz



4. Click Edit quiz 5. To add question, click Add

You can add new question, or 
pick from question bank, or 

random question

b. If you choose from question 
bank, you will be asked to choose 
the category and you can choose 
which question you want to add from 
your question bank.

It is recommended to make a 
question bank first, so you can use 
the questions in any activity or other 
courses that you have.

c. If you choose from a

random question, you may 
choose the category and 
Moodle will randomly choose 
the question from the selected 
category.
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a. If you choose add new 
question, you will be asked to 
make a new question from 
scratch



a. If you choose add new 
question, you will be asked to 
choose the question type you 
want to add: 

1. Click the question type to 
get more explanation about 
a particular question type

2. Choose the type of question 
you want to add and then 
click Add

3. Fill in the question form, make sure to give a grade to 
the correct answer.
(Standard name for question: Categories-Question 
number, e.g. KAT1-Q1, KAT-Q2)

4. Click Save Changes

After the quiz has been set up, you can access the quiz 
to edit the questions by clicking Edit quiz in
Administration (left-side block) > Quiz administration.
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b. If you choose from question bank, you will be asked 
to choose the category and you can choose which 
question you want to add.

9

c. If you choose from a random question, you may choose 
the category and Moodle will randomly choose the question 
from the selected category.



3. Check and Download Student’s Grade (Quiz)

1. Go to you course and click the quiz that you want to check

2. Click the number of attempts 3. See and/or download the grade
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Note: quiz is automatically graded, except for essay question. 
Essay question has to be graded manually.



B. ACTIVITIES
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Communication
• Chat

• Forum

Class 
Enhancement

• Choice (voting)

• Mindmap

Referencing/

Knowledge 
Base

• Glossary

• Wiki

• Database

Other class 
activities

• Lesson

• Journal

• Podcast

• External tool

• Workshop



1. CHAT

How to add Chat:
1. Choose Chat and click Add 

A text-based, real-time synchronous discussions. It may 
help in online courses so the students can share experiences 
or discuss in the chat room.

2. Fill the details. Give a descriptive name so students can 
understand the purpose of the chat. 

3. Click Save and display
4. Click Here to enter the chat now
5. The chat room will appear in a pop-up window
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2. CHOICE

How to add Choice:
1. Choose Choice and click Add 

Enables a teacher to ask a single question and offer a selection 
of possible responses. It may be used to:
✓ Provide a quick poll to stimulate thinking about a topic
✓ Quickly test students‘ understanding
✓ Facilitate student decision-making, for example allowing 

students to vote on a direction for the course

2. Fill the details and set the options

3. Click Save and return to course.

Example:
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3. DATABASE

How to add Database:
1. Choose Database and click Add 
2. Fill the details and other settings

Allows the teacher and/or students to build, display 
and search a bank of record entries about any 
conceivable topic. It can be used to:
✓ Display student-created photos, posters, 

websites or poems for peer comment and review
✓ Provide a collaborative collection of web links, 

books, book reviews, journal references etc

3. Click Save and display
4. Define the fields (what you will save in your database)

5. Add entry

6. Click Save and view
The database will appear like this:
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4. EXTERNAL TOOL

This module enables us to interact with learning resources and 
activities on other website. You may find plenty of external tools 
available on the internet that can be connected to Moodle. 

How to add External Tool:
1. Choose External Tool and click Add 
2. Fill the details and other settings. You can use global preconfigured tools or add a new preconfigured tool by yourself.

2nd option:
You can add new 
preconfigured tool, you 

can add it by click +

1st option: 
Choose the available 
global preconfigured tool
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4.1 Global preconfigured tools (Intermediate)

1. Choose one of global preconfigured tools. For example, WileyPlus.
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2. Set the other necessary settings and click Save and display.
3. Moodle will open WileyPlus using parameters sent by Moodle.



1. Click + sign 2. After click + sign, you will be asked to fill the tool name and tool
base URL. 

For example, you can visit https://www.edu-apps.org to find 
many external tools/LTI apps. In this tutorial, we will see the 
example of Programr that is available in edu-apps.org. 
Programr is a programmer’s playground to try coding 
challenge projects. You can provide this kind of activity in 
your course to improve the student’s learning experience.

In this example, you can input any tool name and fill the tool 
base URL by copy paste the external tool provider website (in 
this case we use https://www.edu-apps.org)
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4.2 Add preconfigured tools (Advanced)

3. click Save changes.

https://www.edu-apps.org/
https://www.edu-apps.org/


4. Open the external tool provider 
website (for example: https://www.edu-
apps.org), find the program that you 
want and copy the configuration URL.

5. Back to your Moodle, and paste the configuration URL 

6. Click Save and display

7. Depend on the external tool that you choose, you will be asked to choose what item
that you want to use as your external tool. For example, if you choose Programr, you
can choose code challenge that you want to show.
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https://www.edu-apps.org/


For students, the external tool (Programr in this example), may appear like this:

Students can start the code challenge provided by Programr directly from their Moodle.
You can try to explore other external tools which may help you to improve the student’s learning experience.
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5. FORUM
2. Set the forum

How to add Forum:
1. Choose Forum and click Add 

A place for lecturers and students to exchange 
ideas by posting comments as part of ‘thread’.
The teacher can choose to rate forum posts and 
it is also possible to give students permission to 
rate each others' posts.

Several types of forum type:

• A single simple discussion: 
students are only able to reply. 
They cannot start a new topic of 
discussion.

• Each person posts one 
discussion: each student can 
post exactly one discussion.

• Q and A forum: is best used 
when you have a particular 
question to be answered. By 
default, Q&A forum requires 
students to post once before 
viewing other students’ postings.

• Standard forum: anyone can 
start a new discussion at any time

3. Click Save and display
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Add a new topic:

Click this button 
if you want to 
add a new topic

Click the topic if 
you want to join 
the discussion

*New: You can pin a particular topic so it will always appear 
on top of the list (only teacher/lecturer role can do this)
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6. GLOSSARY

How to add Glossary:
1. Choose Glossary and click Add
2. Fill the details and the setting

3. Click Save and display
4. Click Add a new entry and fill the details

Allows you to create and maintain a list of 
definitions, like a dictionary. It can be used as:
✓ A collaborative bank of key term
✓ A sharing area of useful videos or files
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5. You can set whether your entry (word) should be linked automatically or not. The 
benefit of auto-link is to help student get the definition wherever the concept words 
and phrases appear throughout the rest of the course.



5. Set the necessary settings in your glossary and click Save changes
6. You can try to find your word by typing the word in the search textbox
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The auto-link will appear like this:

Students can click the words and Moodle will open the 
definition of those particular words.



7. JOURNAL
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Allows you to ask students to reflect on a particular topic.
The students can edit and refine their answer over time. The work students 
submit is visible only to the teacher and not to the other students.

How to add Journal:
1. Choose Journal and click Add
2. Fill the details and the setting
3. Click Save and return to course
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You and your students can start and edit your journal entry by clicking the journal and click Start or edit my journal entry.

You can give feedback directly to each 
student’s response

Click View (n) journal entries to 
view the students’ responses



8. LESSON

How to add Lesson:
1. Choose Lesson and click Add
2. Fill the details and the setting

3. Click Save and display
4. You may choose to import or add cluster/page. 

For example, if you want to add a question page:

A linear set of content pages or instructional 
activities. You can give a variety of questions. 
Depending on the student’s answers and how 
you develop the lesson, students may progress 
to the next page, or be taken back to the 
previous page, or redirected to a different path.
✓ For self-directed learning of a new topic
✓ For simulations/decision-makin exercise
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Or if you want to add content page:

This will be showed as button that 
will open the next page.
(You can choose to jump to specific page 
as well)

5. Click Save page
6. Manage your page in the “Edit” tab

Your actions

Navigation between page
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9. MINDMAP
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Allows you to create and save simple mindmaps.

How to add Mindmap:
1. Choose Mindmap and click Add
2. Fill the details and the setting

3. Click Save and display
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4. Add node by pressing the insert key or clicking + sign. Edit the text in the node with the editor. 



10. PODCAST
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Allows you to create a podcast and publish 
episodes consisting of video and/or audio files. 
• Episodes can be browsed alphabetically or by 

category, date or author.
• Episodes can be approved by default or 

require approving from lecturer.
• Episodes can be rated.
• Comments can be allowed or restricted.
• Students can subscribe to the podcast.

How to add Podcast:
1. Choose Podcast and click Add
2. Fill the details and the setting

3. Click Save and display
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4. Click Add a new episode to add a new one.

>> The episode 
will appear in the 
podcast list >>

5. Fill the setting of the episode and add the audio attachment.



11. WIKI

How to add Wiki:
1. Choose Wiki and click Add
2. Fill the details and set the wiki settings

3. Click Save and display
4. Edit your first page

Wiki enables participants to add and edit a 
collection of web pages. It can be collaborative 
or individual.
✓ Plan a scheme of work or agenda together
✓ For students to collaboratively author an 

online book or topic content

Fill the name of your first page

To set up links to make up the 
other pages, you can add the 
double square bracket, then 

click Save
Example: [[the name of page]]
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5. Click the specific words that you want to describe further in an additional page

6. You will be prompted to create it in the same way you create the first page
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12. WORKSHOP

This module enables the collection, review and 
peer assessment of students' work.

Students can submit any digital content (files), 
such as word-processed documents or 
spreadsheets and can also type text directly 
into a field using the text editor.
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Workshop consists of 5 phases:
1. Setup phase

The lecturer sets the workshop.
2. Submission phase

Students submit their works.
3. Assessment phase

Students will do peer-review (assess other student’s submission).
4. Grading evaluation phase

Lecturer will check the grade
5. Closed

The workshop will be marked complete and the students can see two
types of their grades (one grade for their work and one other grade for
how accurate their assessments of other participants)
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What the lecturer will see:
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What the students will see:

Submission phase
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Assessment phase
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Grading evaluation phase
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Closed phase



How to add Workshop:
1. Choose Workshop and click Add
2. Fill the details and set the workshop settings.

You have to fill at least: the workshop name, workshop description,
instruction for submission and assessment form.
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You can set whether the next phase will be 
automatically switch to the assessment phase after 
the submission deadline in the Availability section
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3. Click Save and display.
4. Complete the setup phase 

Click this icon if you want to 
directly activate the phase
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In the assessment phase, the students can ass their peer’s work. 
The assessment page will look like this:



Usage Example of Resources and Activities
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Learning Dynamics Usage Example Use:

Lecturer as presenter • I want to put up all PPT and Word 
docs

• I want my class to watch videos or 
hear podcasts

• I want my class to read information
• I want my class to access useful 

websites

Resources:
✓ File
✓ Folder
✓ Label
✓ Page
✓ Book
✓ URL

Lecturer as facillitator, students as 
active learners. Lecturer guide the 
students to be more engaged and 
independent.

• I want my class to work and learn 
together

✓ Chat
✓ Database
✓ Forum
✓ Glossary
✓ Wiki

• I want to assess my students and 
grade them

✓ Quiz
✓ Assignment

• I want my students to reflect on 
their own progress

✓ Survey (Advanced Training)

• I want my class to direct or give
feedback on the learning

✓ Choice
✓ Forum
✓ Feedback (Advanced Training)



1. Import resource/activity
You can import resource/activity from other course. 
This function may help you to re-use instead of re-creating one or more activities or resources.

1. Click Import on Course 
administration section

C. RE-USE RESOURCE/ACTIVITY

2. Search the course and 
click Continue

3. Select course data that you want to import

4. Click Next until you reach final step and click Perform Import
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2. Restore item from recycle bin *New
If you accidentally delete your resource/activity, you can restore it from recycle bin in your Administration block.

1. Click Recycle Bin on Course 
administration section

2. Click Restore to restore the activity or Delete to permanently delete it



 If you need assistance, you may contact 

Mr. Masatyo : masatyo.bawono@uph.edu - ext 2341 
Ms. Esther : esther.krisanti@uph.edu – ext 2342

Happy Moodling!
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