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SESSION OUTLINE

Creating a user account in Moodle

N =

Log in to your account.

OV

Adding courses.

O1 =
— ~— ~— ~— ~— ~— ~— ~—

Editing the course.
Editing weeks.

@)}

Adding activities and resources.

N

Enrolment of users

Qo

Assigning roles

g

--
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CREATING A USER ACCOUNT IN MOODLE

To create an account, you can either:

) Enter the URL “ecampus.uoeld.ac.ke” in the address bar on
your browser (Mozilla or Chrome).

*  Dashboard ¥ MewTab ® -+

=
& = | <
5 Apps M Gmaill BB YouTube BF Maps

2) From the University Website - www.uoeld.ac.ke, click on “E-
Learning portal” under quick links.

Keach Us

Contacts . Quick Links

Portal

University of +254 53 2063111 | P. 0. Box 1125-3(
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http://www.uoeld.ac.ke/

Click “Sign up”, located at the top right corner of the screen.

\Q University of

N
_Eldoret MESHES A0S (\ signup )

I

Welcome to our Online
e-Learning Platform

Our staff are empowered to deliver high quality
content via the various online resources

» If you are using a phone, flip it to landscape to view ‘Sign up’
option.

» Alternatively click on the 3 parallel nines on the top right of you
screen.

Q University of +254 53 2063111 | P. O. Box 1125-30100 ELDORET, KENYA | email: vc@uoeld.ac.ke | www.uoeld.ac.ke @. »
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all your details as required on

pop up window.

I your username, use your first
ame dot your surname in lower case

e.g michael.smith.

Your password must comply with

instructions given

» Use your institutional email address

in the email field.

» Validate using your phone and PF/

ID numbers.

Q University of
——Eldoret

b
’ff

+254 53 2063111 | P. O. Box 1125-30100 ELDORET, KENYA
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UOE Elgarning w

Already have account? Login here

New account

Al helds are reguired/mandatary. * Collapse all

~ Choose your username and password

« More detaiis

Ernall (1]

address
Email (1]
(again)

w 0

E L1

ity

Ci Lry Selecta try

* \alidation fields

Phona [1]
Number
Admission/ @
PF Ma.
aaaaa ty @ ™
guestian I'm not a robot
APTL

Create my new account Gancel
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are mandatory and must be

lled.

If the

created, a confirmation email will

account is successfully

be sent to your inbox.

» Click on the confirmation link to

activate your account.

Q niversity of
=

- Idoret

__.\.:;_\‘_\.

ds with a red exclamation mark

supeld.acke

Umver5|ty o'r tlﬁoret Elearning

New account
* Collapse al
~ Choose your username and password

Username o jeniffer.rono

The password must have at least 8 characters, at least 1
digit{s), at least 1 lower case letter(s), at least 1 upper case
letter(s), at least 1 non-alphanumeric character(s) such as as
or#

Passwaord o

~ More details

Email o

enifferrono@uoeld.acke
address 2

Email (again) @ jenifferrono@uoeld.ac ke

+254 53 2063111 | P. O. Box 1125-30100 ELDORET, KEN

University of Eldoret is SO 9001:2015 Certified (|

Firstname @ leniffer
Surname o Rono
us.uoeld.acke/login/signup.php?
City/town Fldoret
Country Kenya

~ Validation fields

Phone o
0712345678
MNumber ! i
(1]

Admission/PF 0o
Ne.

Security (=] ™

question \/ I'm not a robot

Create my new account

There are required fields in this form marked ©



mailto:vc@uoeld.ac.ke

nce redirected to your Moodle account, your full name should

appear at the top right of the page confirming you have logged

into your account.

m
iz

iEl{‘alE](rret A J Alice Anyango

Recently accessed courses

) pale )
[ Privata fies | ' i
= My rniirese I| | ‘
Edit your profile or "Log out" to exit your account by clicking on

the dropdown arrow next to your name to display account

options.

University of
. Alice Anyango
! Eidoret e e L I
I -

; #8 Grades
Recently accessed courses
@ Messages

k= Calendar
& Preferences
Private files
— ® Logout
=" My coursas
A

Q Umversuty of +254 53 2063111 | P. O. Box 1125-30100 ELDORET, KENYA | email: vc@uoeld.ac.ke | www.uoeld.ac.ke @. »
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LOG IN TO YOUR ACCOUNT.

Log in using your username/institutional email and password

you created during registration.

Note that you can only log in once your account has been
confirmed. Hence you are required to use only activated
institutional emails issued by the ICT Directorate.

\\\g University of
~j~fldoret
W et -

UoE Elearning

Login

& [eniffer.rono@uocic.acke

Q University of +254 53 2063111 | P. O. Box 1125-30100 ELDORET, KENYA | email: vc@uoeld.ac.ke | www.uoeld.ac.ke
>4 o
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Q University of
-

=N~

Idore

ADDING COURSES.

To add a new course, go to site administration and click on

“Manage Courses and Categories”

Please note that to add a course for the first time, you will need to
contact ODeL Directorate system administrators to be given the
requisite rights.

@& Dashboard . . )
University of Eldoret Elearning
# Site home
Dashboard / Site administration / Search
B Calendar
[ Private files

Site administration
& Content bank
Site administration

= My coursas

7= FCR 110
Courses Manage courses and categories

- & Site administration

+254 53 2063111 | P. O. Box 1125-30100 ELDORET, KENYA | email: vc@uoeld.ac.ke | www.uoeld.ac.ke @n
University of Eldoret i SO 9001:2008 Certified {(fca)g »
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o add a new course, for instance, for TEDU 110, a course in
School of Education, Department of Technology Education, First
Year, First Semester, follow the following steps:

School of  Education>Department of  Technology
Education>Undergraduate Programs>Bachelor of Education in

Technology Education(BCT)>First Year>First Semester. Then

click on ‘create new course’

COLI!'SE and Category management Viewing: Course categories and courses ~
Course categories First Semester
Sortcourses =
= School of Education @® 4 - o= Perpage: 20 =
| = Centerfor Teacher Education @ - 0= ++ | TEDU ntintroduction te Technology Education #hte
| = Department of Foundations of Education Showing all 1 courses
@ 4+ - o Maove
selected
| + Department of Curriculum and Instruction courses 10...
@& A b - o=
|+ Department of Education Management and Administration

@ 4 O~ o=

Q University of +254 53 2063111 | P. O. Box 1125-30100 ELDORET, KENYA | email: vc@uoeld.ac.ke | www.uoeld.ac.ke
ey SR
_Eldoret QELID
— —— Mam=e of knowiedge snd irnoustion /
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ill in the course information in the pop up window.

Under the General information

a) Enter the course code and course tittle under the ‘course
full name’ field (A).

b) Enter the course code only on the and ‘Course short name’
field (B).

c) Disable the ‘course end date’ by unchecking the box on the

University of

. . = _ Eidoret
right hand side (C).

- General

Course full name 08 A

TEDU TD0: INTRODUCTION TO TECHNOLOGY EDUCATION _

Course short rame 00
TEpUTO A

ourse category [7]

School of Edu n / Departmant of Technology Education / Undergraduate Programmes / Bachelor Of Education In Technolegy
Course vigibility [7]

Show #
C dat e

8 February 2021 & || 00 00

Id Course |D number
i O re .. University of Eldoret is ISO 9001:2008 C....,.c . .
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LCourse 10 number

Under the Description, enter the course purpose.

L]

~ Description

Course summary

12}
3||A~ | B | I =

il
é)
| =

© B @ ¢ | u

Purpose of the course

Tointroduce learners to the general field of Technical education with regard to safety. occup 3l and career information. aarly —
developments in alectrical and electronics. automative and power, machanical. building and civil. and computers industry.

d)

Under course format, change to weekly format by clicking
on dropdown arrow (A) and then change the number of

sections from 4 to 13 by clicking on dropdown arrow (B).

# Dashboard

~ Course format
# Site home

Format @ Weekly format 5
4 Calendar

Mumber of sections
[ Private files

o Content bank HiRE oo © Hidden sections are shown in collapsed form +
= My courses Course layout ©
Q University of
-4
et

Show all sections an one page =
ld +254 532063111 | P.O.BSORTI0 L .
—i~L!doret

IR .A"]—“z-.f.wrr."w Cuoeiveus e | seEveTimis i @ »
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_——y—Eldoret

Click “save and display” (A) to access your course page. If you

click on “save and return’ (B), follow steps 1 to 2 to access the

course page.

» Role renaming @

#& Site administration
 Tags A
Save and display Cancel

There are required fields in this form marked @ . I

The course created will be dlsplayed on the right hand side of the page.

&0 Course and category management Viewing: Coure categories and eoisses =
il Course categories First Semester
B Catend
— SR Er et = CrEaTe few Couse
[ Privatsfiles
7 cor B o cne
= My course: - -:_:_#
B -
EBach,
K oita 'j‘
¢ / J
1) Click on the ‘course code” and scroll down the page.
Q University of +254 53 2063111 | P. O. Box 1125-30100 ELDORET, KENYA | email: vc@uoeld.ac.ke | www.uoeld.ac.ke
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Dashboard
# Site home
B4 Calendar

[ Private files
& Content bank
= My courses

= FOR 110

# Site administration

= UoE Elearning

ck on View to access the course page.

TEDU 10

Full name

Short name

ID number
Category
Groupings

Groups

Role assignments
Enrolment methods
Format

Sections

view Edit Enrolled users Delete Hide Backup  Restore

TEDU 110
TEDU 110

First Semester

0

0

Teacher: 2

Manual enrolments

Weekly format

General

8 September - 14 September
15 September - 27 September
22 September - 28 September
29 September - 5 October

6 October - 12 October

13 October - 19 October

20 October - 26 October

» Click “Turn editing on’ to start editing the course.

& ¢

= UoE Elearning

= TEDU 110

& FPanticipants
U Badges

& Competencies

Q & hilps/eampusuoeld.acke/coursesviewphplid=5

TEDU 10

L O I + { n O =

& ® leniffer Ronoh -

X

ate Programmes

tSemester / TEDU 110

= Grades
0 General ¥i= Annoul 1s
3 8 September - 14
. . September
Q University of +254 53 2063111 | P. 0. Box 1125-30100 ELDORET, KENYA | email: vc@uoeld.ac.ke | www.uoeld.ac.ke
+_Eldoret 14
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lick on ‘Edit’ then ‘Edit section” to add course information in

the ‘General Section’..

TEDU 111: Introduction to Technology Education -

Dashboard / Courses / School of Education / Department of Technology Education / Undergraduate Programmes

/ Bacheior Of Education In Technology Education (Building And Construction Technology) / FirstYear / First Semester / TEDU 111

Turn editing off

Edit '—

= o
+ "=l Announcements ¢ -

=+ Addan activity orresource

» Check on the ‘custom box’ under section name and enter the

course code and title.
- Section name B Custom —

TEDU 110: Introduction to Technolot

= TEDU 110

& Participants

Summary (2] B — | = }

1 A B ] = 222 % % © @R & ™ @ w
U Badges
M Competencies Purpose of the course
& Grad The purpose of this course is to equip the participant with knowledge and skills for teaching adult

races leamners.
(D TEDU 973R Adult Course Description
Learning Theory

— = I d ore University of Eldoret is SO 9001:2008 Certified

fla=e of incwisdge and Inncvation

Q University of +254 53 2063111 | P. O. Box 1125-30100 ELDORET, KENYA | email: vc@uoeld.ac.ke | www.uoeld.ac.ke @.
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or the ‘Summary’, Copy and paste your pre-prepared course

information as per the format provided. Save changes.

- TEDU 110: Introduction to Technolog

™= TEDU 110
Summary (2] . J—— — ;
1 A B I = EE E % % © @B & ™ @ we
&% Participants

U Badges Purpose of the course

. The purpose of this course is to equip the participant with knowledge and skills for teaching adult
™ Competencies

learners.
BB Grades Course Description
0 TEDU 973R Adult This course defines Adult Learning, outlines its objectives, describes its programmes and presents

adult learning theories. The course presents challenges, issues, learning styles, learning preferences,
design, best practices and benefits of Adult Learning. methodology for best practice in adult

Learning Theory

education.
[ Week 1

Course objectives -
03 week 2 4
[ Week 3

» Restrict access

[D 29 September - 5 '
October Cancel

To edit weekly material, click on “Edit” at right hand side of the
specific week, the click on ‘edit week’.

-

=" TEDU 110 " |
_ 4 15 September - 21 September #

Edit
& rarticpants —I & Edit week

U sadges ® Hide week
~ . TG . @ Delete week
+ 22 September - 28 September »

B Competencies

Q University of +254 53 2063111 | P. O. Box 1125-30100 ELDORET, KENYA | email: vc@uoeld.ac.ke | www.uoeld.ac.ke
¥ _Fd = ¢| 16 |
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heck the custom box, then fill in the week number under

section name.
Under the summary, copy and paste the topic and subtopics to

be taught that week. Save changes

* General

EE= % $/ @B & B pp

, B
For a specific week, you can also hide course material (from

students) or delete the material altogether.

B Grades + week 2 » Edit ~

3 TEDU 973R Adult + @ TEDU 110 WEdnesday class 2pm to 4pm

Learning Theory Hire week
+ Qoemos
© Delete week ‘M

+ Add an activity of resource

[ Week 1

e

Q University of +254 53 2063111 | P. O. Box 1125-30100 ELDORET, KENYA | email: vc@uoeld.ac.ke | www.uoeld.ac.ke @.
= P 1 7 »
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o add an activity or resource for the week, click on “Add

Activity or Resource’ at the bottom of your right hand side.

EE Grades

+ Week 12 Edit ~

3 TEDU 110: Introduction

to Technology Topic 1: Introduction

Education

al  Adult Learning as a field of study

0 Week 1 b)  Definitions/characteristics
[ 15 September - 21 ¢} Historical Development of Adult Learning

September

d)  Issues in Adult Learning

[0 22 september - 28
September

€] Theories/Models

[ 22 September - 5 P
October

+ Add an activity or resource

— e - 9

» A list of all the possible pcdan actiyorresoce i

resources and activities will

= . =
appear . Assignment EBigElueButionBh Book Ch Choi Datsb
@ 0 b : ] T 0 & a & e w 0

> Select the resource/ activity & ’ e B ®

External toal Fesdoark File Fald F | y
i O r O w @ ir @ w O w @
that you would like to add and A & = B @
H5P IM: ::gt:n Label Lessan Page Dz
follow the prompts. gl relne jrulaelne
Q University of +254 53 2063111 | P. O. Box 1125-30100 ELDORET, SC_RF , Lt &l ‘E , f:’
b o package Survey URL Wikl Waorkshop
4""{ E I d O ret % F 1] O (1] LS [i] v (1] 4 (3]
ﬁ?li‘-ﬁ: Y fomse of nowiecige snd nowation University of Eldoret is ISO 9001:2008 Certified gllar metchcase Match Diacives  whole Words
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o add a file (Course notes), click on file (2" row, 3 column).

Adding a new Flle 1o Week le

¥ Expand all

~ General
Hame o Lecture 1 Notes
S 1 Av B I === %[5 o @3 ¢ maw
Lecture 1 Notes
CliCk here to Display description on course page @
. elect files aximum size for new files: 2
add a file s — § et
Add
I =
File picker X
On the popup window, select | wuwe A B W=

Th Server files

Illpload a fﬂe’ (A) i Recert fles ttackm,

| Browse... | CARBON 2 pdf

om0l

£ Upload & file

Save as

> Clle on IBI‘OWSQ’ (B) to Select & URL dowrloader

I Leciure 1 Motes|
Th Private files

19 wikimedia Author

a file from your computer,

Licence not specfied

C
enter the save as name then o l
gl pload the file” (C)

&
University of +254 53 2063111 | P. 0. Box 1125-30100 _ ,

__Eldoret GEEID

.mh .. University of Eldoret is ISO 9001:2008 Certified ‘|
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Once the file has been uploaded, click on ‘Save and return to

course’.

To add an assignment, select “Assignment” (15t row, 1%t column),

a) Under the general settings, enter the assignment name and
description, check the display assignment box at the
bottom, and then add the assignment file.

b) Under availability, edit the assignment dates as per your

specifications.

Q University of +254 53 2063111 | P. O. Box 1125-30100 ELDORET, KENYA | email: vc@uoeld.ac.ke | www.uoeld.ac.ke .
‘g@%ﬁ_ L Okr,et .. University of Eldoret is ISO 9001:2008 Certified a e



mailto:vc@uoeld.ac.ke

Click here to attach your
asSIgNINEnt file. m——

» Edit availability by checking
and editing the boxes against
the dates.

» Change the ‘'maximum

number of uploaded files’ to

Save and return to course

University of

ldoret

+254 53 2063111 | P. O. Box 1125-30100 ELD(

iE EE = %% D & w4 M

‘aur assignment must be typed in Book Antiqua font, spacing of 1.5 and maximum & pages

page @
1]
~ Availability
Allow submissions from
1 Februan v 20
Due dat

24 & February = 2021 =

24 & February # 2021 &

3 3 March 5 2021 §

« Submission types

Submission types
[ Cnline toxt @ Filo submissions

University of Eldoret is ISO 9001:2008 Certified ‘
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o add URL (like Youtube Video), click on “Add activity or
resource’, click on URL (4" row, 37 column), then fill the pop

up window and attach the URL. Save and return to course

@ Adding a new URL to Week 5Se

» Expand all

~ General

Name o Maoderator/Presenter Tutorial (BigBlueButton 0.81)

External URL o https:/www.youtube.com/watch?v=PHTZvbL1NT4 Choose a link...

Description

1 A B I = EE=E = % & © @HE & ™M F we
Displa},r description on course page @
» Outlook of an added URL.:
L)
I + Week 5 ¢ £dit -
+ et Edt~ & 4

CAT 1 will be dane on 24th as from 10 am to 11 am.

— @) Moderstor/Presenter Tutorial (EigBlueButtan 0.81) # Edit ~ =}

Q University of +254 53 2063111 | P. O. Box 1125-30100 ELDORET, KENYA | email: vc@uoeld.ac.ke | www.uoeld.ac.ke .
‘g@%ﬁ_ L Okr,et .. University of Eldoret is ISO 9001:2008 Certified a e
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o add a forum (announcement), click on the ‘add an activity or
resource’, then select ‘forum” (2" row, 5% column) and follow

the prompts. Save and return to course.

~ General
Hame o Make up cla

Description

1| A BT || EE % S 0 @B Y W™ EH K

m
Slm
7]

e on 1st Octaber as from 10.00am to 120 noon

[¥ Display description on course page @

» To add a web conference/on line class using BigBlueButton,
Click on the ‘add an activity or resource’, then select
‘BigBlueButton” (1t row, 2"d column) and follow the prompts

(More on this under the use of BigBlueButton web conferencing).

Q University of +254 53 2063111 | P. O. Box 1125-30100 ELDORET, KENYA | email: vc@uoeld.ac.ke | www.uoeld.ac.ke
_yEld <] 23 |9
O re .. University of Eldoret is ISO 9001:2008 Certified ¥
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ENROLMENT OF USERS

rs can be enrolled either:

a) Manually (by the Lecturer) of through

b) User enabled sign in (self enrolment-students enrol

themselves) to the course.

»To select the preferred enrolment method, click on participants
(expand the left hand side of the course page) then click on the
cogwheel icon at the right hand side and select ‘Enrolment

Methods’ TEDU 110

Dashboard / My courses / School of Education / Department of Technology Education / Undergraduate Programmes
/ Bachelor Of Education In Technology Education (Building And Construction Technology) / First Year / First Semester / TEDU 110 / Participants

& Enrolled users I

) [rrolment methods

Self Enrolment

& Groups

Participants

*

Match  Any = Select

Permissions

Q University of +254 53 2063111 | P. O. Box 1125-30100 ELDORET, KENYA | email: vc@uoeld.ac.ke | www.uoeld.ac.ke .
%ﬁ%\%ﬁ_ o Q[et .. University of Eldoret is ISO 9001:2008 Certified u ,
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k on the ‘EYE’ icon to enable ‘Self enrolment’ (A) then click

e arrows to move it to the top (B).

Enrolment methods

Name Users Up/Down Edit
Manual enrolments 5 4 s+ 13
Guest access o ~ ¥ o e &
B C
Self enrolment (Student) 0 ‘ T~ | ﬁ'_

» Click on the cogwheel icon to edit the method (C). A
» Fill the pop up window.
» Enter the custom instance name as “Self Enrolment’

» Click on enrolment key to enter an enrolment key to be given to
student.

. ‘-gi:"—-)’//_:_ !ud Oktetr _ University of Eldoret is ISO 9001:2008 Certified ﬂ
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able enrolment duration (A) as per the university guidelines

Self enrolment
« Self enrolment

n semester dates.

Custom instance name

The ‘start” and ‘end” dates (B) for studer  *=™"

Allow existing enrolments (7]

enrolment to the course should tied to
Allow new enroiments e
the University policy on % class
Enrolment key 7]
e = A ——
attendance. R :
> Save Changes Default assigned role
Student *

» Remember to give the enrolment key t.LA’ﬁ et
Notification threshold (2]

the student for self enrolment. 1

=
Start date (2] B

17 % February % 2021 % 5 % 23 + B EEnable

End date e =
17 March 2021 15 23 22 @ Enabie
Q University of +254 53 2063111 | P. O. Box 1125-30100 ELDORET, KENYA |
B> o Unenrol inactive after (2]

—u~Eldoret ] 20 ] %

University of Eldoret is ISO 9001:2008 Certified ‘
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manual enrolment, click on ‘enrol users’.

— Enrol isers

Participants

Ak

Match  Any % Select

o

+ Add condition Clear filters Apply filters

5 participants found

»On the pop up window, search for students using their email

addresses the click on ‘enrol users’.

Enrol users X

Enrolment options

Select users No selection
ISearch v
Assign role Alfred Achieng' actieno@uoceld.acke G

Muhamed Ahmed mswaleh@uoeld.acke
Show more... Robert Aming'a aminga.robert@uoeld.ac.ke
Rosemary Bargerei Rosemary.bargerei@uoeld.ac.ke
Winrose Chepng'eno winroseck@uoeld.ac.ke
. rol users Cancel
Dismas Choge dchoge@uoeld.acke

Q University of +254 53 2063111 | P. O. Box 1125-30100 ELDORET, KENYA | email: vc@uoeld.ac.ke | www.uoeld.ac.ke
ey o
_Eldoret | 27 |,
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ASSIGNING ROLES

assign roles, click on participants, scroll down to see a list of
articipants, click on the role assigned against each participant.
sing the dropdown arrow, assign a new role

Delete previous role by clicking “x” against the role

» Save the new role by clicking on the floppy icon

3 participants found

FirStnameABCDEFGHIJKLMNOPQRSTUVW){YZ

Surname WY@ 4 B C D E F G H I J KL M N O P QR ST UV WX Y Z

First name / Surname Last access to
Username Email address Roles Groups  course Status

O - -

Albert Onyango EE— ) > 4
No pmeo o
&

-

O aonyango aonyango@uoeld.acke 11 mins 10 secs

] groups
| Y —
i o _ : Mon-editing teacher No Ll -
O Jeniffer Ronoh jennirono  roncjenni@gmail.com 9 8 mins 55 secs m
Student groups a
. . o No : o
O Simon Wanami [ nomi simon .wanami @uoeld.acke Teacher #* 18 mins 54 secs ==l
groups o
With selected users... Choose... &
Enrol users
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dit/limit enrolment duration, click on the cogwheel icon.

3 participants found
F”’StnameABCDEFGH\JK’LMNOPQRSTU\'WX‘/Z

Sumame W 4 B C D E F G H I J KL M NOPQRSTUVWZXVZ

First name / Surname Last access to
- Username Email address Roles Groups  course Status
o - - - - - - -
Albert Onyango x
- pmo
O aonyango aonyango@uoeld.acke 11 mins 10 secs. =
groups ]
I v
i - N
O Jeniffer Ronoh jennirono  ronojenni@gmail.com o e ojleaciel ° 8 mins 55 secs Emme
Student groups g
. f No Active i IR 3
O Simon Wanami o, .nami  simon.wanami@uoeld.acke Teacher # 16 mins s4secs L
groups ]
With selected Users.. | Choose.. +
Enrol users

» Edit the pop up window by enabling and setting the ‘enrolment

ends’ date.

Edit Albert Onyango's enrolment x

» Save changes. vomentmethod  nanusl enrolments

Status Active +

Enrolment starts

7% September % 2020 ¢ 15 ¢ 46 + B [VIEnable
Enraolment duration Unlimited #
Enrolment ends 7 % || December # | 2020 ¢ 18 % | 02 ¢ B Enable_
1
Enrolment created Monday, 7 September 2020, 3:47 PM
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THANK YOU
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