Technology Services

414-382-6700 Alvem.o

helpdesk@alverno.edu C OLLEGE

Adding Someone to Your Class

Use the following instructions to add someone to your course in Moodle. Roles that you can assign include Non-Editing Teacher, View Only Access
and Collaborator. If you have any questions, please contact the helpdesk at helpdesk@alverno.edu.

1. Enteryour course in Moodle. e =
v Administration B &

* Course administration

Note: If you have a crosslisted (XList) course, you should enter
one of the associated child courses, not the XList course. You
cannot directly add a personto an XList course. Instead, you
mustadd the personto a child course associated with the
XList course, and Moodle will automatically add the personto
the XList course.

#" Tumn editing on

Unenroll me from Kelly
and Sheila Sandbox
2. In the Administration block, click the Userslink. = T

3. ClickEnrolled users. Ol B

* Course administration
/" Turn editing on
4} Edit settings
w IS

+ Enrolled users

P Enrcllment methods
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4. Clickthe Enroll users button at the right side of the screen. Enrolled users
Search Enroliment (Enroll users |
First name / Last name “ / ID numbe Enroliment methods
Kelly Gomoll Manusal enroliments from Thursday, February 28, 2013, 12:00 AM £ 3¢ |

152
Kelly. Gomoll@alverno.edu

Sheila Manhoff Manual enroliments from Tuesday, February 5, 2013, 12:00 AM g5 3¢ |
181747
sheila.manhoffi@alverno.edu

Moodle Test Manusal enroliments from Thursday, February 28, 2013, 12:00 AM £ 3¢ |
9999903

teststul@alvernc.edu

James Wend Manual enroliments from Thursday, February 28, 2013, 12:00 AM £8 5 |

66006
james wend@alverno.edu

( Enroll users |
5. Choose the role for the person beingadded to the course.
e Student- Onlyassignastudenttoa roleif sheisnot
taking the course for credit; otherwise, the student
should be added by the Registrar. Enroll users x
Important: If you add a student to your course through ASSiQﬂ rGleEﬁ Student .
Moodle, keepin mind the student willnot be officially ;
registered forthe course. Students mustregister for the ’ Frrollm None
course through I0L to be an official student of your class, Nnn-editing teacher
and students should also use IOL to drop a course. When Student 2
a studentregistersforacourse through IOL, she will be View Onlv Access
automatically addedto yourclassin Moodle within 24 ; - <l - - |
hours. p | Collaborator without email 2
| Collaborator with email

e Viewonly access— Peopleinthisrole canview the course
content, but cannot participate or make changes.
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¢ Non-editingteacherrole —This isa role for teaching
assistants. The TA can grade/assess assignments but
cannot make changesto the course like creating or
editing assignments.

e Collaborator with email - Faculty membercanview and
editclass, view grade book and student work, view and
give feedback and participate in forums and other
assignment. Receives class emails and emails generated
by forums, but does not show up on course evaluations at
the end of the semester (Evaluation Kit).

e Collaborator without email - Faculty membercan view
and edit class, view grade book and student work, view
and give feedback and participate in forums and other
assignments. Does not receive class emails and emails
generated by forums and does not show up on course
evaluations at the end of the semester (Evaluation Kit).

e Teacher or Co-instructor - The Teacherand Co-Instructor
roles are not available for manual assignmentin Moodle.
These are assigned automatically based on Colleague.
Anyoneinthe Teacheror Co-Instructorroleisincludedin
surveys when EvaluationKitis used for course evaluations.
Contact the Registrarabout any changesininstructors or
co-instructorsina course.
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6. Type in the first or last name of the personto add and click Enroll users x

Search. Assign roles Non-editing teacher -

P Enrollment options
7. Clickthe Enroll button for that person. e -

Pmcw ‘r‘\"—s-’—‘r

o Test Student
1B | 9999990, teststul @alvemno.edu

— @
Test Student

& IZ‘ F999921, teststZ] @alvernoc.edu

Test Student10

8. ClickFinishenrollingusers. Enroll users x

Assign roles Non-editing teacher -

> Enrollment options

17 wsers found :
™ Test Consultant
L . c_test@alvernc.edu
- u—J Ry —

EN

- et
& Test Student
=) 9999990, teststu] @alverno.edu
i
Test Student
s 9999921, testst2] @alverno.edu
Test Studentl0
& 9999910, teststl0@clvernc.edu

test

L~
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9. The new person will now appear in the list of enrolled users. il
Enrolled users

Enroliment methods All -

m

ita Eik= 1sec Teacher X = I
JFL“"}.IM"' "-—-—I“-"*r P i iEr*EE: nug ‘
@ K
Test Student 3 days 21 hours Non-editing teacher X on C | Manual
9999990 e
teststul @alverno.edu gs%e;n!b[%r 12,
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