Cl

1]

Introduction to Masomo
Portal for Lecturers



Cl

2|

Contents

I T ] =T o (=Y o 3
LOQ iN AN0 BCCESS @ COUISE ....ciiiiiiiiiieeeeeeeeettta e e e eeaeeeeaataa s aaaaaeeeasseaaaaaaaaesssnssnnnaaaaaaeeessnnes 3
(O g oIS oI W oo LU 1= 0] 1 £ = LR 4
Add names and SUMMAIES 10 tOPICS ..vvuuuuiiieeiiiiiiiiiie e e e e et e e e e e e e et e e e e e e e eaaraaaa e aeaaaas 5
2. A0 DASIC FTESOUICES ...uuiiiieeieeeeeete ettt e e e e e e et e e e e e e e e e e et s e e e eeaeeennnes 7
1 TP PPPPPPPPPPPP 7
L L PP 9
=T =P 10
VIOBOS ..o 12
Y/ oToTo | T= o=V L= TSP PPPPP 14
Add AttENAANCE REGISTEI ...uuiiiiiiiiiiiiiit e naeneennnnnae 15
Create and grade quizzes in eLearning Portal.........cccccccvvviiiiiiiiiiiiiiiiiiiiiiiiiieee, 18
Create and grade assignments in eLearning Portal...........ccccoovviiiiiiiiiiiiiiiineeee, 21
Create Virtual Lecture Link in eLearning Portal ..........cccccovviviiiiiiiiiiiiiiiiiiiiiiiee, 24

‘, MUT IS ISO 9001:2015 CERTIFIED



Cl

3]

1. Get started
Log in and access a course

1. Open aweb browser and navigate to https://masomo.mut.ac.ke/

eaming X &E -

Forgotten your username or password?

New account

The Moodle Dashboard will load. Moodle is divided into three columns. The
narrower columns on the left and right displays small boxes called blocks. Blocks
display navigation links and supplementary information such as the calendar and
news.

The Navigation block provides a useful way to move around within Moodle.

On the center is the content area, which on the Dashboard page displays an overview
of the courses you have access to.

TO LOGIN FOR MUT STAFF

The staffs/lecturers will use their PF numbers as the username and also as
password.

TO LOGIN FOR PART-TIME LECTURERS
The part-time lecturers need to register their masomo accounts using MUT
corporate email address.

(Note: Staff needs to change their password upon logging in).
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https://masomo.mut.ac.ke/

@ Dashboard x  +

& > C & masomo.mutacke/my/index.php

B Apps

-
e

(9 Dashboard
ﬂ Site home
Calendar

Ij?l Private files

No upcoming dtivities due

e Private files

No files available

T My courses <
cessed courses

. Manage private filep...
iscellaneous

ectures Training

Online users

e Accessibility settings

1online user (laft 5 minutes)
Kenneth Kibithg

Tip: You can change the layout of the My courses page, including which courses are
displayed in the Course overview, by clicking on the Customise this page button.

Tip: If you are attending a training session the instructor will advise you which course to
use for the practical sessions. If you do not have access to a lecturer training course
please email ictsupport@mut.ac.ke and request that one is set up for you.
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€ Course: Lectures Training x  +

&« > C # masomo.mut.acke/course/view.php?id=2

i Apps

Portal

= Course sections <
o pors Lectures Training -
£ Badges Dashboard ~ Mycourses  Lectures Training N edit settings ~

% Course completion

pl

ﬁCompetencies Y Filters

& Gradebook setup
Grades

Back!
@ Announcements @ Backup
o @ Restore
-7 Dashboard

@ import
1) site home <A Reset

& More...
Calendar
A My courses <

@ Private files

D Content bank

@ Accessibility settings

Tip: The Course layout option allows you to switch between displaying the whole

course on one page (Show all sections on one page) and displaying each topic on a
separate page (Show one section per page).
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€ Course: Lectures Training x  +

&« > C # masomo.mut.acke/course/view.php?id=2

E-learning
Portal

= Course sections <

@Participoms LeCtU reS Training

K Badges Dashboard My courses Lectures Training

w Competencies

Grades
’ Announcements

(3 bashboard

@ Site home

Calendar

= My courses <
@ Private files

[i] Content bank

@ Accessibility settings

2 Course: Lectures Training x  +

&« > C # masomo.mut.ac.ke/course/view.php?id=2&notifyeditingon=1

E-learning

Portal
= Course sections : Dashboard My courses Lectures Training Turn editing off
21 Participants
8 Badges

Edit

¥ Competencies + @ Announcements & @ Edit section
Grades @ Add an activity or resource
(? bashboard
@Sitehome Toplc ] 4
Calendar @ Add an activity or resource
A My courses <
Ij‘]Privote files Toplc 2 7

m Content bank

@® Add an activity or resource

@ Accessibility settings

MUT IS ISO 9001:2015 CERTIFIED




2 Course: Lectures Training X o+

& - C & masomomutacke/course/view.php?id=2

i Apps

E-learning
Portal

1= Course sections ‘ Lectures Training & -
QL Participants Dashboard My courses Lectures Training
K Badges

ﬂ? Competencies
Polar Bears

‘Everything you ever wanted to know about polar bears:

Grades
() bashboard

@ Site home

Resources

Calendar
A My courses <
5‘3 Private files

[¥] content bank

6 Accessibility settings
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€ Course: Lectures Training x  +

@ masomo.mut.ac.ke/course/view.php?id=28&notifyeditingon=1

Portal

i= Course sections <
81 Participants

Polar Bears ~
£ Badges ‘Everything you ever wanted to know about polar bears:

w Competencies
@® Add an activity or resource

(3 bashboard Resources ¢

1) site home .
® Add an activity or resource

Calendar
= My courses <

@ Private files
@ Add an activity or resource

[i] Content bank

@ Accessibility settings

2 Editing File X  +

= Course sections
Description

éll Participants
Test document

£ Badges

w Competencies

Grades [ Display description on course page @

(3 bashboard Select files

@ Site home

Calendar
= My courses <
Ad d bUtto n can drag and drop files here to add

RS CHE $2 e T -

m Content bank Appearance Dl’ag flle al'ea

6 Accessibility settings

» Common module settings
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2 Course: Lectures Training X  +

& - C # masomomutacke/course/view.php?id=2

i Apps

Portal

= Course sections <

Jo— Lectures Training % -

R Badges Dashboard My courses Lectures Training Turn editing off

w Competencies

Grodes
Polar Bears ¢~

(3 bashboard "
‘Everything you ever wanted to know about polar bears.

ﬁ Site home
@ Add an activity or resource
Calendar

A My courses < +

Resources ¢

[ private files

[ cument 1 Edit ~ &
D Content bank

o : Add an activity or resource
6 Accessibility settings @ ity

Tip: You can also add files by dragging and dropping them directly into a topic on the

course home page. This only works with editing on.

Tip: You are advised to open external URLs in pop-ups because it is considered to be

the most accessible of the four available options.
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http://www.polarbearsinternational.org/

@ Course: Lectures Training x a Polar Bear Facts & Conservation X I +

# masomo.mut.acke/course/view.php?id=2

Portal
= Course sections <

S participants LeCtU res Trqining {§} -

oy Badges Dashboard My courses Lectures Training Turn editing off

w Competencies

Grodes
Polar Bears »

‘Everything you ever wanted to know about polar bears!

(3 bashboard

@ Site home
® Add an activity or resource

Calendar

A My courses <

Resources 7

@ Private files

Document 1 Edit ~ =

olar Bears International websi Edit ~ ]
(7] Accessibility settings

E] Content bank
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http://tinyurl.com/polar-bear-map

€ Editing Label x 4+

&« > C # masomo.mut.acke/course/modedit.php?add=label&itype=8icourse=28section=2&return=08sr=0
i Apps

E-learning
Portal

e : e Adding a new Label to Map@

81 Participants » Expand all
- General

QBodges

Label text S
© | ¢ W A we
ﬁ Competencies |

Grades

(3 bashboard

A site home Insert/edit image ico

[ calendar

= My courses < .
» Common module settings

@ Private files .
» Restrict access
6 Accessibility settings

v At A~armanlarian

[s] Polar_bear_range_...png A~

2 Editing Label X  +
& - C @ masomo.mutacke/course/modedit.php?add=label&type=8icourse=28section=28&return=08sr=0

B Apps

Image properties

Enter URL
Browse repositories...

Describe this image for someone who cannot see it

4
0/125

[ This image is decorative only

Size

X [ Auto size

Alignment = Bottom #
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Tip: Itis important that you include a useful image description to improve accessibility for

visually impaired people using screen readers

€ Course: Lectures Training x  +

& - C @& masomomutacke/course/view.php?id=2#section-2

= Course sections
81 Participants

Q Badges

w Competencies
Grades

(3 bashboard

1) site home Map showing Polar Bears’ range in the Arctic
Calendar

@ Add an activity or resource

A My courses <

@Private files Video V

[j Content bank

@® Add an activity or resource

6 Accessibility settings
® Add topics
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http://www.youtube.com/

2 Editing Label X

© Moodle 3.8 Complete Tutorial fo X | +

& masomo.mut.ac.ke/course/modedit.php?add=label&type=8icourse=2&section=3&return=08&sr=0

= Course sections
QL Participants

£ Badges

¢ Com petencies
Grades

(3 bashboard

@ Site home
Calendar

R My courses

[ private files

D Content bank

e Accessibility settings

Portal

<

Lectures Training

Dashboard My courses Lectures Training Video Adding a new Label to Video

e Adding a new Label to Video®

» Expand all
~ General

Label text

Click to show more -
buttons Edit HTML source button
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5 Course: Lectures Training € +

€& — C @ masomo.mutacke/course/view.php?id=2#section-3

Portal

i= Course sections < ® Add an activity or resource

QS Participants

T Video »
f} Competencies

Grades

() Dashboard

@ Site home

Calendar

= My courses <

[ private files

[¥) content bank @ Add an activity or resource

6 Accessibility settings

® Add topics
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€ Editing Page x  +

€& > G 8@ masomo.mut.ac.ke/course/modedit.php?add=page8itype=8icourse=2&section=18return=08&sr=0

E-learning
Portal

Name @

i= Course sections < Reading List

Wpaics Description | [
S participants P! © @ @ ¢ Il‘@l HP

8 Badges Books to read

Click here to insert link to
% Competencies the highlighted text

Grades

(3 bashboard

@ Site home
O Display description on course page @

Calendar

A My courses ¢ - Content
Page content —
e

Andrew, M. (1990). Nanook the polar bear

e R e eIl (this link opens in a new window,)

D Content bank

@ Accessibility settings

2 Course: Lectures Training x  +
& - C @& masomomutacke/course/view.php?id=2#section-1
55 Apps
E-learning
Portal

o

= ; Dashboard My courses Lectures Training Turn editing off
*= Course sections <

81 Participants

@Bodges
Polar Bears 2

ﬁ Competencies J
‘Everything you ever wanted to know about polar bears!

Grades
@® Add an activity or resource
() bashboard
Site home
s Resources
Calendar
W Document 14 kit~ @
= My courses < o Edit ~ @
[ private files Edit ~ &
[¥] content bank @ Add an activity or resource

@ Accessibility settings
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http://en.wikipedia.org/wiki/Polar_bear

[ 3 Course: Lecturer Training

< > C (3 https://masomo.mut.ac.ke/course/view.php?id=3259&notifyeditingon=1

Add an activity or resource

Search

All Activities Resources

BigBlueButt
Assignment Al B Book Chat Choice

r ® r ® wr ®© w ©

External
Database tool Feedback File Folder Forum

w O w © & © o O w ©® w O

e 2 6 & o e

IMS content
Glossary H5P package Label Lesson Page

w © w ® * ©® w O w @ w O

https://masomo.mutac.ke/course/mod.php?id=3259&add=attendancedtsection=08tsr=0 @ @ @ e @
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2 Editing Attendance

C A https://masomo.mut.ac.ke/course/modedit.php?add=attendance&type==8&course=3259&section=08&return=08&sr=0

Fontsize |A- A | A+ Sitecolor R

Masomo
Portal
= Course sections <
a Dashboard My courses Lecturer Training General Adding a new Attendance
Participants
£ Badges
%3 nrmatendien e Adding a new Attendance®
» Expand all

BB crades ~ General

Name
(3 bashboard

D ipti
1R site home SRERNCR O @R ¢ w ‘ HP
Calendar
A My courses <

[ private files

e Accessibility settings

2 Lecturer Training: Attendance X

> O 8] https://masomo.mut.ac.ke/mod/attendance/sessions.php?id=6063&action=1

Fontsize [A- A Site color |

Portal
i= Course sections < LeCtU rer Tr(]ining

S participants Dashboard My courses Lecturer Training General Attendance Attendance
Q Badges
Heonpatacs Attendance for the course :: Lecturer Training &-
& erades Sessions ~ Addsession  Report  Export  Statusset  Iemporary users
{2 bashboard » Expand all
~ Add session
1A site home
Type All students
E# calendar
Date
A My courses <

Time
[ private files

Description

6 Accessibility settings
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2 Lecturer Training: Attendance X |
v
Fontsize (A= A |A+ Sitecolor (R A [A ¥

(3 https://masomo.mut.ac.ke/mod/attendance/sessions.php?id=6063&action=1 76

Masomo
Portal

i= course sections < ~ Multiple sessions
[ Repeat the session above as follows @
QS Participants R
Repeat on Monday Tuesday | Wednesday Thursday Friday /Saturday Sunday
g& Badges
Repeat every 1 = |week(s)
ww Competencies
Repeat until
26 Ma
Grades Y
( pashboard ~ Student recording
Allow students to record own attendance ()
@ Site home
Automatic marking ® v N
Calendar s e
[ Rotate QR code
2 My courses <

[J Automatically select highest status available @

[ private files

6 Accessibility settings

eLearning Portal ’s term for any standardized assessment is “quiz.” This tool can be used to create
anything from brief, low-stakes assessments to final exams.

To create a quiz:

From the Gear icon in the upper right of your course page, choose Turn editing on.

Go to the section where you want to add the assignment. Click Add an activity or resource.
Scroll down. Click Quiz. Click Add.

Fill in the Name field. This is the name that will appear to students on the course page. Use the
Description field to tell what the quiz covers, the type of questions, the time limit and any other
important information. Set the quiz timing, and choose Open attempts are submitted
automatically.
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Module 1 Quiz

(| kv |B | I |f>| (W E % 8|

This quiz covers chapters 1-3. Questions consist of multiple-choice and short answer essay. The time limit
for the quiz is 30 minutes

August @ 2018 ¢ 09 ¢ 20 8 C Enable

Close the quiz August ¢ | 2018 28s (& ©Enable

Time limk minutes ¢ @ Enable

When fine epres (Opcnuunpbrnwbmmdlumoﬁuly

Submissicn grace period 1 days ¢ ¢ Enable

Under Review options, it’s recommended to place check marks in the boxes for
review Immediately after the attempt (the first 2 minutes after the quiz is submitted) and others,
as you choose.

~ Review options g

During the attempt Later, while the quiz is still open
“ The attempt @ ¥ The attempt

Whether correct @ ¥ Whether correct

Points @ ¥ Points

Specific feedback @ ¥ Specific feedback

General feedback © # General feedback

Right answer @ ¥ Right answer

Overall feedback © ¥ Overall feedback

After the quiz is closed
< The attempt
* Whether comrect
< Points
+ Specific feedback
< General feedback
 Right answer
¢ Overall feedback

Click Save and display at the bottom of the page. Then click Edit quiz.
On the editing page, click the Add button and choose + a new question.

Choose the type of question you want to create. The most commonly used are at the top of the list.
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Fill in the Name field with a number or short tag line. Students will not see this name. It’s just for
your convenience in editing the quiz. Type or paste in the question. Enter the number of points
this question is worth.

Choose how many correct answers the question will have. Then fill in the answer choices.
Indicate the correct answer by choosing 100% under Grade for that answer choice.

i~ B I 4 2EE %

At the bottom on the page, click Save changes. This will take you back to the editing
page. Click Add to create another question. When you're done, be sure that the total points of the
questions equal the Maximum, or if necessary, adjust that value and click Save.

When you’re finished editing the quiz, return to the course

To grade quizzes:
On the course page, click on the quiz you want to grade.
Click the Attempts link.

Click Requires grading for the item you want to grade. If the entire quiz needs grading,
instead click Review attempt in the far-left column.
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First name /
Middie name / Started Time Q.1 Q.2 Q.3
Last name State on Completed taken Grade/10.00 /3.00 13.00 14.00

Student Test 1 August 8 |August 8 2 mins
Not uires

Review Finished | 2018 4:01 |20184:03 |21 ml v 300| « 3.00 radi

attempt PM PM Secs 0 "9

Student Test August8 [Augusts
Review 2018404 |2018 404
attempt PM PM

Student Test2 August 8 |August 8
Review 2018 4:05 | 2018 4:07
attempt PM PM

29 Not yet Requires
secs | graded grading

Not yet Requires
graded ' | grading

Overall
average

Select all / Deselect all | Regrade selected attempts Delete selected attempts

1.00(3) [2.00(3)

Click Make comment or override points.

Student Test 1

Quiz Moduse 1 Que
Question Short answer
Completed on  Weanesday, August 8 2018, 4.03 PM

Please describe in a paragraph of 3-5 sentences what the 10pic of Module 1 Could possitly be so
hat It would cover the composition of the Seatles and Toolsie Pop advertising

It s my sirong betief that there is no topic for Module 1 that could concevably result in its
CONLaining Mese two, very cverse topics The Beaties as dand, nor any member individually, has
done any advertising for the Tootske Roll company. Nor has the Tootsie Roll company used any
Beatles music in their advertising. Therefore, there is no apparent inlersection between mese
wo topics

| 14axe comement o ovesrice points |

Enter any comments and the points earned.

Scroll down and click Save at the bottom of the page. You can then close the pop-up window that
contains the question and move on to the next question.

Assignments allow students to submit files for grading in a way that links to the grade book.

To create an assignment:

From the Gear icon in the upper right of your course page, choose Turn editing on.

MUT IS ISO 9001:2015 CERTIFIED




Go to the section where you want to add the assignment. Click Add an activity or resource.

Click Assignment. Click Add.

Fill in the Name field. This is the name that will appear to students on the course page. Place the
assignment directions in the Description field. This can include web links, links to Word or PDF
documents, or images if needed.

Under Availability, you have the option to set start and end dates for assignment submissions as
well as the due date. Under Submission types, be sure that File submissions is checked. You can
also allow submission of multiple files and limit the file types.

~ Availability
Allow submissions from @

£ Onfine tot @ ¥ File submissions @

Under Feedback types check Feedback files. This will allow you to upload student papers with
your comments on them. Under Grade, fill in the appropriate number of points.
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~ Feedback types
Feedback types ¥ Feedback comments @ -/ Offline grading worksheet @
Comment inline .

» Submission settings

» Group submission settings

» Notifications
» VeriCite

~ Grade

Grade
Typg Point ¢

Scale | 150 point scale

Maximum grade 100

Other options on this page include setting up notifications when submissions are made. When
you're finished, click Save and return to course at the bottom of the page. You will see the
Assignment link on the course page.

If you need to make changes to an assignment after it’s created, click the Edit button next to it.
Then choose Edit settings.

To grade assignments:
Click on the assignment on your course page.

The next page will show you the number of submissions. To see a detailed list, click View all
submissions. To load the first assignment for grading, click Grade.

Depending on the assignment and the type of feedback you want to give, you can use the PDF
editor to put notes directly on the assignment on the screen, download the assignment to put
notes on it, put notes in the Feedback comments field, or any combination of these.

In the PDF editor, the most useful tools are the comment box and stamp, highlighted below. To
download the assignment, click on the link to it. Click the down arrow to expand the editing tools
for the Feedback comments field. Fill in the number of points earned in the Grade field.
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Once the assignment is graded, you’ll see any comments you inserted on the paper, any notes in
the Feedback comments, and the attached file, if any. To go on to the next paper, click Save and
show next. Clicking the link to the assignment that appears in the upper left of the screen will take
you back to the Grading summary page.
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s

From the Grading summary page, you can click View all submissions to see which assignments
have been graded. Grades can also be entered directly into this page if necessary. If you enter
grades here, be sure to click Save all quick grading changes.
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From the Gear icon in the upper right of your course page, choose Turn editing on.

Go to the section where you want to add the assignment. Click Add an activity or resource.

EJ @ Course: Lecturer Training x |+

< @] ] https://masomo.mut.ac.ke/course/view.php?id=3259

Add an activity or resource

Search

All Activities Resources

_ @ ©

Assignment Attendance Choice

e @ v @ i x o ©

® 6 © @

External
Database tool Feedback Folder

w @ r @ w @ r @ w ©

o & o0 ®

IMS content
Glossary package Label Lesson

& @ e @ i @ o @ o ©

o 6 06 o

< G 31 https://masomo.mut.ac.ke/course/modedit.php?add =bigbluebuttonbn&type=&course=3259&section=0&return=08sr=0

Fontsize A- A | A+ Sitecolor

Portal _ _
o Adding a new BigBlueButtonBN®

i= course sections <
b Expand all
2 Participants Instance type @ Room/ Activity with recordings
44 adges ~ General settings
¥ Competencies virtual classroom name (U UCU 100 (VIRTUAL LECTURE 1)
Grades [ Notify this change to users enrolled (2
( pashboara o ”‘“"") Add the Virtual
- Activity/Room settings
R i cHing Class Name
Welcome message @
Calendar
2 My courses <

[ Private files

O Wait for moderator ()

@ Accessibility settings User limit e Ad d the tota | n um ber
of students.
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B | © Editing BigBlueButtonBN

< > O () https://masomo.mut.ac.ke/course/modedit.php?add=bigbluebuttonbn&type=&course=3259&section=0&return=08&sr=0

Fontsize (A= A Site color | R

Masomo
*= Portal

= Course sections <
» View for recording
Qs Participants

~ Lock settings

@ Badges x

Disable webcams
w Competencios Disable microphones
Grades
(? Dashboard [ Disable public chat
{R) site home [J Disable shared notes

e 0 tide user st Disable the features to
e : (] Lock room layout have moderation in the
[ private files [0 Ignore lock settings Vlrtual ClaSS

[ Allow ignore locking settings
@ Accessibility settings

EJ 2 Editing BigBlueButtonBN
< > O (& https;//masomo.mut.ac.ke/course/modedit.php?add=bigbluebuttonbn&type=8&course=3259&section=08&return=0&sr=0 %6 = e

Fontsize [A- 4 [A+ sitecolor (R A [A}
Masomo

Portal

i= Course sections < .
~ Schedule for session
@Ponici ants .
P Join open Enable
Io Badges
Join closed
w Competencies
Srotiie Common module settings
3 BeRhbodrd Restrict access

) stio fore Activity completion Schedule the
Tags Virtual Lecture
Class

My courses < Competencies

Ijﬁ Private files

Save and return to course Save and display cuneel

@ Accessibility settings There are required fields in this form marked O .
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Cl

MANUAL ON HOW TO CREATE AN ENROLLMENT KEY

<« C @ masomo.mutacke/course/view.php?id=8260 ® Y ®» =0 ° H

Viasomo

Portal

= Course sections

forl Participants {é} M

= Turn editing on
@Bodges

ﬁ?compe!encles C“Ck on the

N Participants
&
(® pashboard @ Announcements
@ Site home @ KKMICO &
@ can &
£ catendar o Assignment One ]
T My courses ¢ @ « &
[jfl Private files
Once in Masomo Portal, on the dashboard select the unit of interest and click on the
participants icon as shown above.
Then, click on the Action Menu as shown below.
masomo.mut.ac.ke/user/index.php?id=8260 w2 w ®» = 0O ° g

= Course sections
< rgpticioonia Sample Click on the Action
R Badges Dashboard My courses M enu
w Competencies
BBorades Participants v
@ Dashboard Enrol users
@ Site home
Match Any %  Select s [x)

Cclendur

+ Add condition Clear filters

1 participants found

T My courses

@ Private files

Fistname WNM A B C D E E G H 1 J KL M NOFPOQRSTIUVYWXYZ

SufnomemABCDEFGHIJKLMNOPORSTUVWXVZ %
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Cl

TO CREATE AN ENROLLMENT KEY

On the Action Menu, click on the Enrollment Methods and on the Add Methods, choose Self
Enrollment.

& > C & masomo.mutacke/enrol/editinstance.php?type=self&courseid=8260 © w ®» = 0O o H

Masomo

Portal
e . Self enrolment

~ Self enrolment

Click on the
“Reveal Icon” to
enter the
Enrollment Key

2 Participants

Custom instance name

@ Badges

Allow existing @

T Yes &
{} Competencies enrolments
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