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Introduction 
 
How to create the different modules in a course is already explained in the user manual since 
the users can create all the modules if you have given them these rights. (See Nr6, How to 
create/edit a course) 
There are two types of administrators, the head administrator and the course administrator. 
The head administrator can create new courses and he may set any of the course members as a 
course administrator.  
The course administrator cannot create new courses but s/he can edit her/his own course, for 
example change the information about the course, change the user rights or set other users as 
course administrators.  
 

How to create/edit a course  

Create a new course 
 

1. Click on the edit/add-tool following “Courses” to create a new course. 
You can only see this edit/add icon if you are a head administrator.  

 

 
 

Edit a course 
 

1. Click on the edit/add-tool following the name of the course to edit a course.  
You can only see this edit/add icon if you are an administrator. 
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The same page will appear both when you create and edit a course. The four following images 
belong to this “create/edit course” page. 
 

 
2. Type/edit the name of the course in the “Course name” field. 
 
3. Check/uncheck the box following “Active” to change course status. You cannot 
delete a course but you can inactivate it. To reactivate it you just check this 
alternative. 
 
4. Type/edit the information on the course in the “info” box. This information will 
be displayed on the course’s introductory page. All users, not only the accepted course 
members, can read this. 

 
5. Click on any of the radio buttons to choose if and how new users should be 
accepted to the course.  
If you choose to accept every user you will receive an email for every application. 
(See How to accept/not accept a new user). If there is a course administrator s/he will 
receive these emails, otherwise the applications will be sent to the head administrator. 
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6. Set the user rights (what every user may create) by checking 
the appropriate checkboxes. You may check as many boxes as 
you like. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This is the last section of the “create/edit course” page. 

 
 
 
 
 
 
 
 
 
 
 
 
In the field to the left you can see the 
name/s of the actual course administrator/s 
and in the field to the right you can see the 
names of other users.  
 

 
7. Click on a name of a user if you want her/him to become a course administrator. 
 
8. Click on the arrows  pointing to the left. Her/his name will move to the left field. 
 
Do the opposite way to remove a course administrator. 
 
9. Click “Create”. 
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How to accept/not accept a user 
 
To have the possibility to accept/not accept users, you must have chosen this alternative when 
you created/edited the course. (See Nr 5, How to create/edit a course)  
 
You will then receive an email from every user that applies for your course. This email may 
look like this. 
 
 

 

 
 
1. Click on one of the links, To Grant Permission or To Refuse Permission. A reply will 
automatically be sent telling if the permission is granted or not. 
If you would like to write a personal message to the person that applied for your course 
you click on the link “mailto…” 
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How to add entries to the course calendar 
 
Each user has a personal calendar but also a calendar for each course of which s/he is a 
member. Only the administrators can edit a course calendar.  
 

1. Click on the day’s date where you want to add an entry.   
 
This box will appear. 

 
 

2. Click on the arrow to see the calendars you may add entries to. (= Your personal 
calendar and the calendars of the courses of which you are an administrator) 
 
3. Choose the appropriate calendar by clicking on it. 

 

 
4. Click on the arrows and set start time and length by clicking on the appropriate 
time/length. 
 
5. Type a title and eventually a text to explain the title. 

 
6. Click “Save”. 

 
In the calendar you, as well as the course participants, will see the start 
time and the text that you typed in the title box. If you click on the entry you will see the text 
that you typed in the textbox and the length chosen. 
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How to edit/delete an entry in the course calendar 
 

 
1. Click on the entry you would like to edit/delete. 

 
 
 
 
 
 
 
 
This box will appear. 
 

 

Edit 
 

2. Click on the Edit button.  
 

A dialogue box will appear. 
 

3. Make the changes. 
 

4. Click “Update”. 
 

Delete 
 

2. Click on the Delete  button. 
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How to edit course members 
 

1. Click on “Administration” at the end of the course menu. This administration link 
is just visible to the administrators. (You can also click on “Course members” in the 
course menu.) 
 
2. Click “Edit course members” 
 

A page like this will appear. 
 

 
 
In the field to the left you see the actual course members and in the field to the right you can 
see other users. 
 

3. Click on the name/s of the course member/s that you want to include/exclude. 
 
4. Click on the arrows  pointing to the left to include users to the course, and click on 
the arrows pointing to the right to exclude members from the course.   
 
5. Click “Update”. 
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How to view course activity  
 

1. Click on “Administration” at the end of the course menu. This administration link 
is just visible to the administrators. 

 
2. Click on “View course activity”. 
 

This box will appear. 

 
3. Click on the arrow following “show all” to see the modules created in the course. 
 
4. Click on the module you want to view or click “show all” to view the activity in all 
the modules. 
 
5. Click “Show”. 

 
The activity of the modules chosen will be displayed like this.  
 

 
To the left you can see the name of the module. In the middle the number of users, logins and 
postings are presented. To the right you can see the names of the users, when they have 
logged in and how many logins and postings each user has made. 


