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MOODLE COURSE ADMIN 
 

Many of the course administration tasks you need to complete can be done at a department 

level, there is usually no need to contact ISS to create courses, manage user enrolment, 

view course reports or transfer content from one course to another. Moodle course 

availability is managed via LUSI, you can define when a course gets created, when staff get 

access and when students get access and whether course content is automatically copies to 

a new course at the end of the academic year. 
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MANAGING COURSE AVAILABILITY 

The majority of Moodle courses are created based on data provided from LUSI. All modules 

in LUSI have a ‘VLE Space CMod’ form where you can control details about whether a course 

is created, when staff gain access and when students gain access. It’s also possible to create 

Moodle courses manually when they are not related to a Module in LUSI. There can be 

considered to be 3 types of course in Moodle: 

 

¶ LUSI Module Course (Single Space) – the course is directly related to a module in the 

CMod area of the Courses handbook. 

 

¶ LUSI Shared VLE Space (Shared Space) – the course is created using data about 

multiple modules in the CMod area of the Courses Handbook e.g. a course called 

‘Engineering Part II’ would be created by combining all of the modules ENGR2** - 

ENGR4**. 

 

Note: a shared space does not exist instead of a single space, in most cases single spaces 

and shared spaces coexist. Shared spaces can be used for creating department pages, 

careers pages, year pages, etc. 

 

¶ Manually Created Course – the course has been created manually as it does not 

have a link to a Module in LUSI e.g. the Moodle-Help page, a SPSS Tutorials page, the 

Careers page, etc. 

 

CREATING A MOODLE COURSE VIA LUSI (SINGLE SPACE) 

The majority of modules taught at the university have VLE spaces created by default. 

However, there are a few modules where a choice has been made that a VLE space should 

not be created. This is not a permanent decision and can be changed at any time by a 

member of staff with LUSI access. 

 

1. Launch ‘LUSI Desktop’. 

2. Access the ‘Courses Handbook’. 

3. Use the ‘CMod’ tab to search for your module. 

4. Locate the appropriate module from the list of results and access its details. 



 
10/09/2014  5
  

 

5. Switch to the ‘VLE Space CMOD’ form. 

6. Select which ‘VLE Tool’ should be used for this module. 

7. Choose when the ‘VLE to be created’ i.e. when should the Moodle/Sakai course be 

created and become available to staff. 

8. Choose when ‘Student access available’ i.e. choose when student’s get access to the 

Moodle/Sakai module. 

9. Choose whether to ‘Copy course materials and activities from previous year’ i.e. a 

new course will be created each year that this module runs, should the new course 

be a copy of the old one or should it be an empty one. 
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10. Click the ‘Save’ button. 

11. You will be asked to confirm whether the changes should be applied to all future 

instances of the Module. 

 

Note: if the ‘Save’ button is not enabled you may need to click into another one of the text 

boxes in order to activate it. 

 

Note: it can take up to 24 hours for your course to appear in Moodle/Sakai after you’ve 

made the change. Moodle and LUSI synchronise data once per day, usually in the early 

hours of the morning. Your new Moodle course not appearing straight away is normal 

behaviour and you should wait at least 1 day before reporting any issues like this to ISS. 

 

CREATING A SHARED VLE SPACE IN LUSI (SHARED SPACE) 

A shared space is a course created using data from multiple LUSI modules e.g. a course 

called ‘Engineering Part II’ would be created by combining all of the modules ENGR2** - 

ENGR4**. 

 

Part 1: Defining the Shared Space 

1. Launch ‘LUSI Desktop’. 

2. Access the ‘Courses Handbook’. 

3. Open the ‘Wizards’ menu (part of the top toolbar). 

4. Select the ‘New VLE Shared Module / Scheme Space’ option. 
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5. Click the ‘Next’ button. 

6. Choose which ‘Session’ the shared space will belong to i.e. the academic year. 

7. Give the new shared space a unique ‘Short Name’. 

 

Note: the ‘Short Name’ MUST be unique. If you fail to provide a unique name then the new 

space will not be created in Moodle/Sakai as expected. 

 

8. Give the new shared space a ‘Long Name’. 

9. Choose which ‘Tool’ should be used for the shared space i.e. do you want to use 

Moodle or Sakai. 

10. Choose the date for the shared space ‘To be created’ i.e. when will the space be 

created in Moodle/Sakai and when will staff gain access. 

11. Choose when ‘Student access available’ i.e. choose how long before the start of the 

module students get access to the shared space. 
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12. Click the ‘Next’ button. 

 

Part 2: Adding Module into the Shared Space 

 

13. Choose which ‘Department’ the modules that will make up this shared space belong 

to. 

14. Select the appropriate modules from the left hand ‘Not Shared’ section. 

 

Note: when selecting modules you can hold down the ‘CTRL’ key on your keyboard to select 

more than one modules or you can hold down the ‘Shift’ key to select multiple consecutive 

modules. 

 

15. Click the move arrow to move ‘>’ the modules from the ‘Not Shared’ section into the 

‘Shared’ section. 
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16. Click the ‘Next’ button. 

17. Click the ‘Finish’ button. 

 

Note: if you are creating a shared space comprising of a few LUSI modules you should 

consider whether those modules also need single space courses in Moodle e.g. if you 

combine MATH314 and MATH414 into a shared space do you also need the single spaces? If 

not you should follow the instructions in the previous section and change the ‘VLE Tool’ to 

‘No VLE Space’. 

 

Note: it can take up to 24 hours for your shared space course to appear in Moodle/Sakai 

after you’ve created it. Moodle and LUSI synchronise data once per day, usually in the early 

hours of the morning. Your new share space Moodle course not appearing straight away is 

normal behaviour and you should wait at least 1 day before reporting any issues like this to 

ISS. 
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REQUESTING A NEW MOODLE COURSE (MANUALLY CREATED) 

A manually created course does not have a link to a Module in LUSI; examples of courses 

where this is true include the Moodle-Help page, SPSS Tutorials pages, and the Careers 

page. Manually created courses are ideal when you need a course that does not need to be 

‘official’ and have a link to LUSI, when you want to create a course that anybody can access 

or when you want a course that can be used by staff members only. There are other 

examples where a manually created course is ideal, if you would like one please contact ISS 

to discuss it. 

 

When requesting a manually created course ISS will need: 

¶ A description of what the course will be used for and justification as to why a LUSI 

course/shared space is not appropriate. 

¶ A short name for the course. 

¶ A long name for the course. 

¶ A list of staff members who require access to the course. 

¶ A list of students who require access to the course (Or a cohort if appropriate. If you 

are going to setup a course for self-enrolment you do not need to provide a list of 

students). 

 

Note: once a course has been manually created it will appear in your Moodle ‘My Home’ 

page immediately. Unlike with LUSI courses you do not need to wait 24 hours before gaining 

access to it. 

 

AUTOMATIC COURSE ROLLOVER 

By default, most Moodle courses are set to be created 3 months before the modules starts. 

This means that every year a module runs, a new space will be created 3 months before the 

cohort start date. You should check your settings in LUSI to ensure that content will be 

copied across if you want it and will not be copied if you don’t. You should also change the 

‘VLE to be created’ date in LUSI is you don’t want the course to be created on this timescale. 
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HIDING A COURSE FROM STUDENTS 

In some cases you may want to hide your Moodle course from your students. Perhaps you 

have all students enrolled but are not ready for them to be able to access the course or  

perhaps you have a staff only course that you don’t want student’s to see exists. In cases 

such as this you can use the Moodle hide course feature. 

 

1. Ensure you have accessed your Moodle course. 

2. Click the ‘Edit settings’ link in the ‘Administration’ section. 

 

 

 

3. Change the ‘Visible’ option to ‘Hide’. 

4. Click the ‘Save changes’ button (at the bottom of the page). 

 

 

 

Note: to make your course visible again follow the same steps but change the ‘Visible’ 

option to ‘Show’.  
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MANAGING USER ENROLLMENT 

This section of the guide details how to manage users in your Moodle course: it details who 

will be enrolled on a course; how to enrol ‘extra’ people onto a course; what permissions 

users on your course have (what they can access, what they can change, etc.); what 

enrolment methods are and how you can modify them; and how to un-enrol users. 

 

WHO WILL BE ENROLLED IN MY COURSE? 

Moodle courses are created, and users are enrolled, based on data provided by LUSI. Your 

course will be available to all students that are registered as taking the module, all staff 

members that are registered as teaching on the module and any administrative staff in your 

department. You can see all of the users who are actively enrolled on the course by clicking 

the ‘Participants’ link in the ‘Navigation’ block. 

 

 

WHO ELSE CAN ACCESS MY COURSE? 

As well as users that are enrolled on your course there are a number of other users who 

may be able to access your Moodle page: the ISS VLE administrators can access all Moodle 

pages; the faculty eLearning representatives can access all Moodle pages; and your subject 

librarian can access your page. Access to pages can also be given at a ‘category level’ e.g. 

your head of department may be able to access all modules for your department. (This is 

not default behaviour but can be requested). 

 

You can see a list of the other users that can see your course by clicking the ‘Other user’ link 

which can be found in the ‘Administration’ section under the ‘Users’ options. 
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Note: ISS currently employs a number of student Digital Ambassadors (DAs) to help staff 

using university eLearning systems. The DAs DO NOT have access to Moodle pages unless it 

is needed to help with a query from a member of staff. They will NEVER be given access to 

any Moodle pages that belong to their own department. 

 

HOW CAN I ACCESS ALL MODULES IN MY DEPARTMENT? 

Some departments allow all staff members access to all of the Modules taught by their 

department e.g. all staff members from Educational Research can view all modules that 

belong to the Educational Research. This is called ‘Category Level Access’ to modules. There 

are two roles that can be assigned at category level: 

 

¶ Manager – the user can see all modules and can make changes to them 

¶ Generic Staff Read – the user can see all modules but cannot make changes to them 

 

Generally the Manager role should be given to a head of department and generic staff read 

to all other department staff. If your department would like to enable category level access 

the head of department or IT representative should contact ISS and provide a list of staff 

members that require access. 
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USER ROLES IN MOODLE 

When a user is enrolled onto a Moodle course they are assigned a ‘Role’ which determines 

what they’re able to do within a course: 

 

¶ CIS Admin – A member of the ISS VLE team or a faculty eLearning representative. CIS 

Admins can access all Moodle pages. 

¶ Course Convenor – Course convenors can do anything within a course, including 

changing the activities and grading students. This is named differently than teaching 

staff to allow you to identify the ‘owner’ of a module 

¶ Teaching Staff – Teaching staff can do anything within a course, including changing 

the activities and grading students. 

¶ Administrative Staff – Administrative staff have the same capabilities as teaching 

staff, this role is named differently to allow you to distinguish between teachers and 

admins 

¶ Staff Alerts – This role can be applied to any staff member to enable them to receive 

email notifications when announcements are made in a course. This needs to be 

applied on a staff-by-staff, module-by-module basis. 

¶ E-Learning Assistant – ELAs can make modifications to a course but CAN NOT access 

assignment activities. This is a similar role to that of teaching staff but with a few 

restrictions. 

¶ DL Tutor – this role is based on a teaching staff role but has a few additional 

capabilities. DL tutors will receive announcement email notifications and are able to 

send bulk messages from the ‘Participants’ page. 

¶ Student - Students generally have fewer privileges within a course, they cannot 

make modifications to a page, cannot grade assignments and cannot manage 

activities. 

 

Roles are assigned to enrolled users automatically. If you feel that you have been given the 

wrong role or feel that you should be given an additional role please contact ISS to discuss 

this. 

 

 

Note: as staff member you can assign the ‘Teaching Staff’, ‘Student’ and ‘Staff Alerts’ roles 

to other users on your course. Other roles must be assigned by a faculty eLearning 

representative or ISS VLE admin. 
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ENROLLING USERS VIA LUSI 

In the majority of cases staff and students should be enrolled on a course via LUSI. You 

should only manually add users into a Moodle course when adding them via LUSI is 

inappropriate e.g. a student is ‘sitting in’ on your course. 

 

Note: For more information about using LUSI, including how to add users to a module 

please refer to the guides at: http://www.lancaster.ac.uk/sbs/registry/staff/LUSIHelp.htm   

 

MANUALLY ENROLLING USERS IN MOODLE 

In some circumstances you may need to enrol people onto your module manually. This 

should only be done when enrolling a user via LUSI is not appropriate e.g. a user is enrolled 

on your course for a short period of time to help with their study. 

 

1. Ensure you have accessed your module. 

2. Click the ‘Users’ link. 

3. Click the ‘Enrolled Users’ link. 

 

 

 

4. Click the ‘Enrol Users’ button. 

http://www.lancaster.ac.uk/sbs/registry/staff/LUSIHelp.htm
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Note: if you do not see the ‘Enrol users’ button then the ‘Manual enrolments’ enrolment 

method has not been enabled for your course. Please see the ‘Enrolment Methods in 

Moodle’ section for details about how to enable it. 

 

5. Choose a role from the ‘Assign roles’ dropdown list. 

6. Expand the ‘Enrolment options’. 

7. (If required) choose a ‘Starting from’ date for the enrolment i.e. when the user first 

gets access to the module. 

8. (If required) choose an ‘Enrolment duration’ i.e. how long the user can access the 

module for. 

 

 

 

9. Enter the user’s name in the search box and click the ‘Search’ button. 

10. Locate the user in the list and click the appropriate ‘Enrol’ button. 

11. Repeat steps 5 – 10 for each user you are enrolling. 

12. Click the ‘Finish enrolling users’ button. 
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ENROLMENT METHODS IN MOODLE 

Enrolment methods provide you with different methods of getting students enrolled onto a 

course. Most Moodle courses will enrol users based on data provided from LUSI but there 

may be cases when you need to use another enrolment method or a combination of 

enrolment methods. 

1. Expand the ‘Users’ options in the ‘Administration’ block. 

2. Click the ‘Enrolment methods’ link. 
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LUSI enrolments 

Users that are enrolled on a module in LUSI are automatically enrolled onto the course in 

Moodle. The date that students and staff gain access to the course can be modified in LUSI; 

staff members are usually granted access to a course before students are. Enrolments are 

refreshed overnight so if you add a user in LUSI they will not get access to Moodle until the 

next day. 

 

Manual enrolment 

Users are added to the Moodle course manually; this enrolment method is disabled by 

default and will need to be enabled if you want to use it. You should only enrol users onto a 

course manually in circumstances where adding them via LUSI is inappropriate e.g. an 

agreement to let a student access a module that will help them with another module that 

they are enrolled onto. 

 

1. Expand the ‘Add method’ dropdown list. 

2. Select the ‘Manual enrolments’ option. 

3. Choose whether to ‘Enable manual enrolments’. 

Each enrolment method has its own 

row of data. Note: the combination of 

methods you see is based on the type 

of course have you and any changes 

made by other staff members. 

You can see the 

number of users that 

were enrolled on the 

course via each of the 

enabled enrolment 

methods. 

Each of the enrolment 

methods can be removed 

or modified as 

appropriate. 

Expand this option to add 

an additional enrolment 

method to the list. 
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4. Choose the ‘Default role’ i.e. the role that is automatically applied to users when you 

manually enrol them. 

5. (If required) choose the ‘Default enrolment duration’ i.e. how long the user is 

enrolled onto the course for. 

6. Choose whether to ‘Notify before enrolment expire’ i.e. should an email be sent to 

the user and the person who enrolled them to warn them that they are about to lose 

access to the course. 

7. (If required) choose the ‘Notification threshold’ i.e. the number of days before the 

enrolment ends that a warning message is sent out to the user. 

8. Click the ‘Save changes’ button. 

 

Guest access 

Guest access allows anybody with a Lancaster University network login to view the contents 

of a course without being enrolled onto it. The user cannot interact with the course until 

they are enrolled. 

 

Self-enrolment 

Users are not enrolled onto the course but they can enrol themselves onto it if appropriate. 

This method can be open, allowing any user to enrol onto a course, or closed with an 

enrolment password allowing only people with knowledge of the password to enrol. This 

method is useful for informal courses that are making use of Moodle spaces e.g. an SPSS 

software tutorial Moodle page. 

 

1. Expand the ‘Add method’ dropdown list. 

2. Select the ‘Self enrolment’ option. 

3. Give the enrolment method a ‘Custom instance name’ i.e. a name that will help you 

recognise it in the future. 

4. Choose whether to ‘Enable existing enrolments’ i.e. whether any other self-

enrolment methods should still be used or whether they should be suspended and 

only the one you are creating should be used. 

5. Choose whether to ‘Allow new enrolments’ i.e. whether new people can enrol on 

the course. 

6. (If required) enter an ‘Enrolment password’ to limit who can enrol on the course – 

only those who know the password can enrol successfully. 
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7. Choose whether to ‘Use group enrolment passwords’ i.e. you provide different 

groups with different enrolment passwords. They are then enrolled onto the course 

and added to groups based on the password they provide. 

8. Choose the ‘Default assigned role’ i.e. what role the person is given one they are 

enrolled. 

9. (If required) choose an ‘Enrolment duration’ i.e. the amount of time that the user 

can access the course for once they have been enrolled. 

10. (If required) choose whether to ‘Notify before enrolment expire’ i.e. is the user sent 

an email to warn them that they are about to lose access to the module. 

11. (If required) choose the ‘Notification threshold’ i.e. the amount of time before 

enrolment ends that the user is notified about losing access. 

12. (If required) choose a ‘Stare date’ i.e. the date at which users can start to self-enrol 

on the course. 

13. (If required) choose an ‘End date’ i.e. the date at which users stop being able to self-

enrol on the course. 

14. (If required) choose when to ‘Unenrol inactive user’. 

15. (If required) choose the ‘Max enrolled users’ i.e. the maximum number of users that 

can enrol using this enrolment method. 

 

Note: The ‘Max enrolled users’ field contains 0 by default. This represents an unlimited 

number of users and does not mean that no users can enrol. 

 

16. (If required) limit the enrolments to ‘Only cohort members’ form a specified cohort 

of e.g. only members of ENGR113 can enrol on this module. 

17. (If required) input a ‘Custom welcome message’ that will be sent to the user once 

they have enrolled. 

18. Click the ‘Add method’ button. 

 

Cohort Sync 

This method allows entire cohorts to be enrolled onto a Moodle course (the data for this is 

provided via LUSI). This is a method which can only be used by ISS VLE admins or Faculty 

eLearning Representatives; if you would like to use this method please contact the 

appropriate person to discuss. 
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ENROLLED USERS VS PARTICIPANTS 

There are two screens that can be used to see which members are a part of your Moodle 

course: ‘Enrolled users’ and ‘Participants’, the distinction between them is that the enrolled 

users screen display all users that have ever been a part of the course whereas the 

participant page only show users that are actively a part of the course. 

 

¶ Active users – are enrolled on the course and do not have any access limits such as 

date restrictions.  

¶ Inactive users – are users that may have been a member of the course at some point 

but do not currently have access to it. This could be because they have left the 

university, have left the module or have had restrictions applied by credit control. 

 

When a user becomes inactive they will no longer be able to access the course, it will not 

show up in their ‘My home’ page, they will not be able to access it if they search for it from 

the ‘Site home’ page andthey will no longer show up in assignments (though you can enable 

inactive users in assignments if you need to). 

 

Enrolled Users: (Users -> Enrolled users found in the ‘Administration’ block)  
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You can see how each user was 

enrolled onto the course i.e. which 

enrolment method was used and 

the date and time of that 

enrolment.  

You can use the ‘X’ button to 

remove the user from the course 

and the cog icon to update their 

enrolment e.g. to add an end date. 

How long ago the user last 

accessed Moodle.  

Note: this is not the last time 

the user accessed your course. 

For that data you need to refer 

to the participants screen. 

The roles that are applied to the 

user. Users can have multiple 

roles e.g. the Manager of a 

course could also be enrolled as 

teaching staff. 

You can click the ‘+’ button to 

add additional roles to a user, 

clicking the ‘X’ button will 

remove the role from the user. 

Any groups that the user is a member of will be 

displayed here. You can use the ‘+’ icon to add the 

user to an additional group and the ‘X’ icon to 

remove the user from a group. 

Inactive users are displayed 

greyed out, you can see the 

date that their enrolment 

ended. 

You can use these buttons to enrol 

users onto your course. 

Note: the buttons you see here will 

depend on which enrolment 

methods you have enabled 

You can filter which users are shown in this list by 

using these dropdown lists. You can filter based on 

what enrolment method was used to add the user, 

what role(s) they are assigned, what group they 

belong to and whether they are active or inactive 
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Participants: (Found in the ‘Navigation’ block) 

 

 

 

 

User Details List:  

 

 

 

  

By default when accessing the 

‘Participants’ page the data is 

displayed in a ‘Brief’ format. You 

can change this to ‘User details’ 

if you would like to see more 

data (see the screenshot below). 

You can filter the list of users based on their 

role e.g. if you only want to see Students, or 

if you only want to see Teaching Staff. 

You can see how long ago the 

user last accessed your Moodle 

course. 

Note: if you would like to see a 

date and time you should 

change to the ‘User details’ 

view. 

Clicking on a user’s name will 

display their profile page 

Clicking on the user’s email address will 

launch your default email program 

(usually Microsoft Outlook) and create a 

new email to the user. 

Clicking the ‘Activity’ link will allow you 

to see the user’s activity/participation 

within the course. 
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UN-ENROLLING USERS 

When you have enrolled users onto your course manually, or they have self-enrolled, you 

will be able to un-enrol them from them from the course. Users that have been enrolled via 

LUSI cannot be removed, they may be removed in LUSI which will cause them to become 

inactive in Moodle, but you should only do this in circumstances where the student 

absolutely should not be a part of the course – please contact Student Registry if you are 

unsure of whether you should remove a student. 

 

1. Ensure you have accessed your Moodle course. 

2. Expand the ‘Users’ options. 

3. Click the ‘Enrolled users’ link. 

 

 

 

4. Locate the student you wish to un-enrol (use the filters or search functions to help if 

needed). 

5. Click the ‘Unenrol’ button (the ‘x’ button at the end of the row of data about the 

student). 

 

 

 

6. Confirm you want to un-enrol the user – click the ‘Continue’ button 
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VIEWING STUDENT PARTICIPATION (COURSE REPORTS) 

Whenever anybody interacts with your Moodle course, records of the interaction are kept: 

if a student downloads lecture slides a record is kept; when a student uploads work to an 

assignment a record is kept; when a staff member uploads a new document a record is kept 

etc. These records can be interrogated to gain information about your course, about 

activities or about a student. There are a number of different reports that can be generated: 

 

¶ Logs – records of user interaction within a course, these records can be filtered as 

appropriate. 

¶ Live Logs – records of user interaction that automatically update every 60 seconds 

(you cannot apply filters to these). 

¶ Activity Report – records showing how many views each activity or resource in your 

course has received. 

¶ Course Participation – records about user’s interactions with specific activities 

within the course. 

¶ Activity completion – this can be used to see which students have completed each 

activity. 

¶ Statistics – statistics about user interaction within your course, you can apply filters 

based on user role and time period. 

Reports can be found by expanding the ‘Reports’ options in the ‘Administration’ block. 
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LOGS 

The ‘Logs’ report contains records of user interaction within a course, these records can be 

filtered as appropriate. Perhaps you want to see what activities were viewed by all of your 

students on a specific date. Perhaps you want to see what activities student x has viewed 

during your course. Perhaps you want to see which students accessed your reading 

materials last Wednesday. The filters in the logs report can help you see data about all of 

these scenarios. 

 

1. Ensure you have accessed your Moodle course. 

2. Expand the ‘Reports’ options in the ‘Administration’ block. 

3. Click the ‘Logs’ option. 

4. Modify the filters as appropriate (the example below would show you all activities 

that Stephen Owens has viewed whilst the course has been running). 

 

 

 

 

  

 

 

 

 

 

5. Click the ‘Get these logs’ button. 

 

Note: if you chose to view the data in an Excel, Text or ODS format it will be downloaded to 

your computer. 

 

Choose which group of 

students the report 

should refer to. You may 

choose to include all 

groups or a specific 

group. 

Choose which participant 

the report should be based 

on. You may choose all 

participants or an 

individual one. 

Choose which day the 

data should be gathered 

from. You may choose 

to include all days or a 

specific day 

Choose which activity the 

report should be based on. 

You can choose to include 

all activities or a specific 

activity. 

Choose which action the report 

should refer to i.e. a user viewing an 

activity, updating an activity, 

deleting an activity. You may include 

all actions or a specific action. 

Choose how the report 

should be presented. You 

can have is displayed on 

screen or download it in a 

number of different formats.  
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LIVE LOGS 

The ‘Live logs’ report is an unfiltered version of the ‘Logs’ report, it displays records of user 

interaction that automatically update every 60 seconds. You could use this to see how users 

interact with your course after you have told them about new materials. 

 

1. Ensure you have accessed your Moodle course. 

2. Expand the ‘Reports’ options in the ‘Administration’ block. 

3. Click the ‘Live Logs’ option (it will open in a new window). 
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ACTIVITY REPORT 

The ‘Activity Report’ contains records showing how many views each activity in your course 

has received. You may want to use this report to see how many students have downloaded 

your latest lectures notes or how many students have accessed this week’s readings.  

 

1. Ensure you have accessed your Moodle course. 

2. Expand the ‘Reports’ options in the ‘Administration’ block. 

3. Click the ‘Activity report’ option. 

 

 

 

COURSE PARTICIPATION 
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The ‘Course participation’ report contains records about user interaction with specific 

activities within your Moodle course. Perhaps you want to see which students have viewed 

your week 1 lecture notes or which users have posted in the seminar discussion forum.  

 

1. Ensure you have accessed your Moodle course. 

2. Expand the ‘Reports’ options in the ‘Administration’ block. 

3. Click the ‘Course Participation’ option. 

4. Modify the filters as appropriate (the example below would show you all eLearning 

assistants that have viewed the Getting Started with Moodle guide in the last 4 

weeks). 

 

 

 

 

 

 

 

 

 

5. Click the ‘Go’ button. 

 

 

Choose which activity the report 

should be based around. You 

must choose a specific activity. If 

you want to include all activities 

you need to use the ‘Log’ 

report. 

How far back in the 

course should the 

data be gathered 

from. 

What role should the report be 

based on i.e. what type of person, 

Teaching Staff, Students, Admin 

Staff, etc. You must choose a role. 

You cannot include all roles. 

What action should the report be based 

around. Do you want to see who has viewed 

an activity, who has posted to an activity or 

both? 
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STATISTICS 

The ‘Statistics’ report is used to generate statistics about user interaction within your 

course; you can apply filters based on user role and time period. 

 

1. Ensure you have accessed your Moodle course. 

2. Expand the ‘Reports’ options in the ‘Administration’ block. 

3. Click the ‘Statistics’ option. 

4. Modify the filters as appropriate (the example below would show you all activity 

performed by all of the roles in the course in the last 4 weeks). 

 

 

 

 

 

 

 

 

 

 

5. Click the ‘View’ button. 

 

Choose which course you want to generate statistics 

for. 

Note: this will be automatically set to the course you 

were viewing when you clicked the ‘Statistics’ option. 

Choose which type of report the statistics should be 

based on, do you want to include all activities and 

all roles, all activities and a specific role, or a 

specific action applied to all activities. 

Choose a period 

of time that the 

statistics should 

be built from. 
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10/09/2014  32
  

BACKUP AND RESTORE OF COURSES 

A course can be saved with some or all of its parts by using the course backup feature. Any 

member of staff can create a backup, download an existing backup and use that backup to 

restore the course to a previous state or restore the content into a new course. 

When you setup your Module in LUSI you will see an option to automatically rollover course 

content into new sites i.e. each year you will get a new Moodle site for your Module, rolling 

over the content means that the materials from the old course get copied into the new 

course. If you don’t tick this box but later decide that you want the course materials to be 

copied, you can achieve the same result by using the Backup and Restore processes detailed 

below. 

 

BACKING UP CONTENT 

 

1. Ensure you have accessed your Moodle course. 

2. Click the ‘Backup’ option found in the ‘Administration’ block. 

3. Choose which items you would like to include in the backup (tick and un-tick the 

boxes as appropriate). 
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Note: you will not be able to include enrolled users in your backups. User enrolment is 

controlled via LUSI for the majority of Moodle courses, including the user data in a backup 

would cause issue when you restored the content 

 

4. Click the ‘Next’ button. 

5. Choose which activities you want to include in the backup (all activities are included 

by default. Tick and un-tick the boxes as appropriate). 

 

 

 

Note: Section names appear in bold. Underneath them are all the activities and resources 

contained in that section. To remove an entire section from the backup (including all 

activities and resources in that section) remove the tick from checkbox beside the section 

name. 

 

6. Click the ‘Next’ button. 

7. Change the ‘Filename’ of the backup to make it easy for you to recognise. 
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8. Click the ‘Perform backup’ button. 

Note: you will be notified if the backup was successful. If the backup fails it may be because 

your course is too big to manually backup. If this is the case you can use the ‘Import’ feature 

to move the content into a new course. 

 

9. Click the ‘Continue’ button. 

 

Note: The backup will now be listed (along with your other backups) in the ‘User private 

backup area’. 

 

 

 

RESTORING CONTENT 

You can restore content into the course where the backup was performed or you can 

restore content into a new course. You might want to do this to transfer content from the 

previous year’s Moodle course into the current year’s Moodle course. 

 

1. Go to the Moodle course where you would like to restore the content. 

2. Click the ‘Restore’ link found in the ‘Administration’ block. 

3. Decide where the backup file you want to restore from is: 

 

a. If it is on your computer click the ‘Choose a file’ button, locate the backup file 

and upload it into Moodle, then click the ‘Restore’ button. 

b. If the file is in the ‘Course backup area’ or the ‘User private backup area’ 

locate the appropriate file and click the corresponding ‘Restore’ link. 
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4. Scroll down to the bottom of the page and click the ‘Continue’ button. 

 

 

 

5. Locate the ‘Restore into this course’ options. 

6. Choose whether to ‘Merge the backup course into this course’ or whether to 

‘Delete the contents of this course and then restore’ i.e. choose whether to keep 

any files that already exist in the course. 

 

 

 



 
10/09/2014  36
  

7. Click the ‘Continue’ button. 

8. Choose what should be restored (tick and un-tick the boxes as required). 

9. Click the ‘Next’ button. 

 

 

10. Choose which activities should be included in the restore (tick and un-tick the boxes 

as required). 

 

 

 

Note: Section names appear in bold. Underneath them are all the activities and resources 

contained in that section. To remove an entire section from the restore (including all 

activities and resources in that section) remove the tick from checkbox beside the section 

name. 

 

11. Click the ‘Next’ button. 

12. Scroll down to the bottom of the page and click the ‘Perform restore’ button. 
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IMPORTING CONTENT 

You can reuse content from an existing course you have access to in a new course you have 

access to e.g. you might want to move the courses handbook from your 12/13 course into 

your 13/14 course. You can do this using the ‘Import’ feature. 

 

Note: you can also import all activities and resources from an old course into a new one. 

 

1. Access the Moodle course that you want to import content into 

2. Click the ‘Import’ link found in the ‘Administration’ block. 

3. Select the course you want to import content from, from the list of available courses. 

4. Click the ‘Continue’ button. 

 

 

 

Note: if you have access to a large number of courses you can search for the appropriate 

course by entering text into the search box and clicking the ‘Search’ button. 

 

5. Choose what to include in the import (tick and un-tick the boxes as required). 
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6. Click the ‘Next’ button. 

7. Choose which resources and activities should be included in the import (tick and un-

tick the boxes as required). 

 

 
 

 

8. Click the ‘Next’ button. 

9. Scroll down to the bottom of the page and click the ‘Perform import’ button. 
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USEFUL LINKS 
Lancaster Answers 

Lancaster Answers contains a large number of step-by-step guides, which explain many 

features of Moodle and more …… 

http://lancasteranswers.lancs.ac.uk 

ISS Service Desk 

For further help and support, please contact the ISS Service Desk on: 

Phone:   01524-510987 

Email:  iss-service-desk@lancaster.ac.uk 

In person: Learning Zone in Alexandra Square 

 
 
 

 

 

 

 

http://lancasteranswers.lancs.ac.uk/
mailto:iss-service-desk@lancaster.ac.uk

