IU LMS
FACULTY TRAINING GUIDE

Quick guide for faculty to access courses, add learning content, and manage activities

[T EY
T

LMS Portal: https://thevirtualvidya.com/

Purpose: This guide explains the basic steps a faculty member needs to log in, access mapped courses, enable
editing, add activities/resources, configure them, and verify the published content.
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Quick Faculty Workflow

Login — Dashboard — My Courses — Open Course — Turn Editing On — Add Activity/Resource —
Configure — Save — Verify

Step 1: Login to the LMS

* Open the LMS portal: https://thevirtualvidya.com/

* Click Login / Register.

* In the login window, select Sign in with IU Email.

* Complete the IU email authentication.

* After successful authentication, you will be redirected to the LMS dashboard.

%5  thevirtualvidya.com G W ) = @ Enter passphrase

| STEP 1

Login to your account

Figure 1: LMS Login = Sign in with IU Email

Step 2: Access the Faculty Dashboard
* After successful login, the Dashboard will open.
» Use the top navigation to access Dashboard, My Courses, Support, and other available options.
* For course teaching activities, proceed to My Courses.
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Figure 2: Faculty Dashboard / Navigation

Step 3: Open My Courses
* Click My Courses from the top navigation.
» The page displays the courses mapped/assigned to your faculty account.
» Use the search and sorting options if you have multiple courses.
* Click the required course to open it.

25 thevirtualvidya.com/my/courses.php b d o} = @) Enter passphrase Relaunch to update 3

| STEP 3 |

HOME DASHBOARD MY COURSES SUPPORT

Search “ Sort by course name +
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Demo Course For Teachers
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{77 Logout

Figure 3: My Courses — Select the Required Course
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Step 4: Open the Course
* After selecting the course, you will be redirected to the Course Content page.
* Review the available sections/topics and existing learning activities.
* Identify the topic/section where you want to add new content.

25 thevirtualvidya.com/course/view.php?id=2359 ¢ 1 = @} Enter passphrase Relaunch to update §

HOME DASHBOARD MY COURSES SUPPORT

Settings Participants Grades More v

Course Content Course start date: 4/08/26 Category: School of Information Technology

~ General Collapse all

FORUM
@ Announcements

v Topicl

FILE
D Introduction @

auiz e
&4 Demo Quiz | s ¢ ‘

{c:n} Options EDIT MODE @

https://thevirtualvidya.com/grade/repart/index.php?ic v

Figure 4: Course Content Page

Step 5: Turn Editing On
* To add or modify course content, enable Edit Mode.
* Use the Edit Mode toggle shown at the bottom of the course page.
* When Edit Mode is enabled, editing controls and Add an activity or resource options become available.

25 thevirtualvidya.com/course/view.php?id=2859 i 7} &, =1 (@ Enter passphrase

STEP 5-6

HOME DASHBOARD MY COURSES SITE ADMINISTRATION SUPPORT

v General ¢ Collapse all

FORUM
@ Announcements &

Add an activity or resource ‘

Add topic

+ Accounting Principles and Conventions &

‘ Add an activity or resource ‘

Add topic

|. Statements: Companies Act 2013 4 =or woo: ) ;

Figure 5: Enable Edit Mode
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Step 6: Choose the Topic/Section
« Scroll to the required topic/section.
* Locate the Add an activity or resource option under that topic.
* Make sure you are adding the content to the correct topic before proceeding.

25 thevirtualvidya.com/course/view.php?id=2859 ¥ ] &, S/ (@ Enter passphrase

STEP 5-6

HOME DASHBOARD MY COURSES SITE ADMINISTRATION SUPPORT

+ General ¢ Collapse all

FORUM
@ Announcements &

Add an activity or resource ‘

Add topic

+ Accounting Principles and Conventions &

‘ Add an activity or resource ‘

Add topic

I. Statements: Companies Act 2013 4 o uoos (R >

Figure 6: Add an Activity or Resource in the Required Topic

Step 7: Select an Activity or Resource
* Click Add an activity or resource.
* A selection window will open with available Activities and Resources.
* Select the activity/resource appropriate for your teaching requirement.
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Figure 7: Activity and Resource Selection Window

7.1 How to add an Assignment
e General — Click Assignment, then enter the general details such as the assignment name and its

description.

HOME DASHBOARD

MY COURSES

SUPPORTTEST

25 thevirtualvidya.com/course/view.php?id=2859 bd = @} Enter passphrase
a
#Search |
All Activities Resources
Assignment Book Chat Choice Custom certificate Database
LA A w0 o 0 w0 PAi |
External tool Feedback File Folder Forum Glossary
w 0 w0 w 0 w0 w e it @
Google Meet™ for Moodle H5P IMS content package Interactive Content Interactive Video Suite Label
LA | g ] v 0 v O FAg: | it 8
v

2 Adding a new Assignment to Human Resource Management=

Start
~ v General
£z Profile

Assignment name
E Grades

Description

Calendar

Private files

Reports

i
#

§% Preferences
2% Switch role to.

> Logout

Activity instructions.

Additional files

[——————————————

Operations and behavior

—

Expand all

I||A~ B | I | =EE

% | N @ M R B pp @

Assignment of Subject Operations and behavior.

O Display description on course page &)

1 A~ B 1 =B

% | S @ E B & w @ e O

com mooe @D
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e Upload — Click Upload and attach the assignment file. (e.g. PDF file)

File picker

#h Content bank
i Server files

i Recent files

£ Upload afile

& URL downloader
0 Private files

9 Wikimedia

e Availability — We need to set the submission dates and the due date in the Availability section.

Start

& Profile
ege

¢n Grades

Calendar

& [

Private files

Eﬁ Reports

&

Preferancac

DASHBOARD

MY COURSES

v Availability

Allow submissions from

Due date

Cut-off date

Remind me to grade by

Atachment

Choase File | No filg chosen

Save s

(

Author

[ S0B Teacher 1

Choose licence O

[ Licence not specified

SUPPORTTEST

27 % August %
3 % September %

27 % August *

10 # September %

2026

2026 =

2026

2026 #

Always show description &

00 =

00 =

12

00 =

00 # [& EEnable

00 # (5 EEnable

40 # [ OEnable

00 # f& EEnable
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Submission types — Here we can choose how students submit their work, either as online text or as file
upload such as audio, video, or PDF. Select File submissions to allow students to upload files.

« > C 5 i dedit. urse=967: i 08isr=0 b4 R

HOME DASHBOARD MY COURSES SUPPORTTEST .

v Submission types

Start
Submission types Online textfZ File submissions @

Sa Profile

Word limit @ Enable
Q‘W’f Grades
_ Maximum number of uploaded @ 20 =
Calendar files
] Private files Maximum submission size @ Site upload limit (512 MB) =
[Es Reports
Accepted file types @ No selection
éﬁ? Preferences
A%, Switch role to... > Feedback types
3 Log out - .
(5 togou > Submission settings

> Group submission settings

> Notifications

v Grade eoim wooe (@D

e Grades —We can assign a grade to the assignment in the Grade section.

DASHBOARD MY COURSES SUPPORTTEST

Start Grade @
; T Point +
Ea) Profile da
“fff e Maximum grade
100

Calendar
[2] Private files
=l Grading method @ Marking guide =
[Es Reports

Grade category @ Uncategorised *
{§} Preferences
. @
~p  Switch role to Grade to pass =
UA) Log out Anonymous submissions @ Yes =

Hide grader identity from students & Yes =

Use marking workflow @ Yes ¢

corr mooe @D

= -

Click Apply changes and then save to‘ add the assignment.
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7.2 How to Add a Quiz

< o (=

% indiravirtualvidya.com/course/view.php?id=9673

ADD AN ACTIVITY OR RESOURCE

I Activities Resources

m " a E
Assignment

Custom cerfificate Database External fool
R ]

Lo ]

R i} R ]

Interactive Content
e

e it @
Lesson ‘SCORM package

Sertifier cerfificates &amp; badges Video Time
e : ] w e L= )

% e e v e
w

Workshop

Feedback

Interactive Video Suite

e

Zoom meeting

e

e

e General — In the General settings, enter the quiz name and description.

¢ c (=)

2 2
php qui P!

urn=0&sr=0

Qa x @

DASHBOARD MY COURSES SUPPORTTEST

SOB BBA Demo Course

Start

Participa Grades  Reports

= Adding a new Quiz to Human Resource Managemento

v General

Expand all
Name o

B8 Reports

& Preferences Description 1A B 1| = : % % o @m B w S k|0

:— Log out

O Display description on course page
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Timing — After naming the quiz, configure the timing settings, such as the start and end dates of the
quiz.
You can also set a time limit that controls in how much time limit students have to complete the quiz.

% Adding a new Quiz to Human Resource Managemento

3 General
v Timing
Open the quiz @  27¢ August ¢ 2026¢ 15¢ 07 ¢ [ OEnable
Ae=zirzgoe 27 ¢ August $ 2026¢ 15% 07 # &= DEnable
Tirme limit @ 0 minutes # [ Enable
When time expires @ Open attemnpts are submitted automatically =
Open attempts are submitted automatically
v Grade There is a grace period when open attempts can be submitted, but no more questions answered
Grade category Q) Artempts must be submitted before time expires, or they are not counted

Grades — We need to set the grade for the quiz and the pass mark using the options shown below.

€ > C % indi .php?add=quiz&typ 3&section=38ureturn=08tsr=0 a % @

HOME DASHBOARD MY COURSES SUPPORTTEST

Expand all
Start > General
E5 Profile > Timing
& Grades v Grade
& calendar Grade category @ Uncategorised &
E) Private files
Grade to pass @ 1
E Reports
Atemprs allowed 1

8% Preferences

Layout — Use the Layout option to set how many questions appear on each page, for example 10
questions per page.

%5 i i n=08sr=0 Qv [~]

HOME DASHBOARD MY COURSES SUPPORTTEST

a

Never, all questions on one pags

SOB BBA Demo Course

Dashboard / My courses / SOBBBADe . / HumanRes . / ooz e

SOB BBA Demo Course

Every 10 questions

= Adding a new Quiz to Huma -. - quce mento

Expand all

> General
> Timing
> Grade

~[Layout |

New page

Show more.

> Question behaviour
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e Question behaviour — Use the dropdown menu below to set how questions behave after submission,

<

> C

for example requiring that all questions are answered.

dedit.php?add=q pe= 2 2 N=08isr=0

DASHBOARD MY COURSES SUPPORTTEST

Qax @

&

Private files

Reports

Preferences

~ Question behaviour

Show less.

> Review options @
> Appearance

> Safe Exam Browser Immediate feedback with CBM

Shuffle within questions @ Yess

How questions behave ®

Deferred feedback

Adaptive mode
Adaptive mode (no penalties)
Deferred feedback

Deferred feedback with CBM

Immediate feedback

Interactive with multiple tries

o Review options — Use the Review options to control when students can review their answers, for

example

only after they have submitted the test.

DASHBOARD MY COURSES SUPPORTTEST

Profile

~ Grades

L
[

i)

]

Calendar

Private files

3 Reports

oW more.

> Question behaviour

v Review options @

During the attempt Immediately after the attempt
The attempt @ The attempt

Whether correct @) Whether correct

Marks (@) Marks

Specific feedback (9 Specific feedback

General feedback General feedback
Right answer () Right answer
Overall feedback (%) Overall feedback

Later, while the quiz is still open
The attempt

Whether correct

Marks

Specific feedback

8 General feedback

Right answer

Overall feedback

After the quiz is closed
The attempt

Whether correct
Marks

Specific feedback
General feedback
Right answer

Overall feedback

e Safe Exam Browser — Use this option to conduct the exam in a controlled environment. Safe Exam
Browser must be configured before it can be used.

dedit. q p n=0&sr=0

DASHBOARD MY COURSES SUPPORTTEST

a ¥ @

Start

Profile

= Grades

Calendar

Private files

Reports

Preferences

% Switch role to

| Am

>

Review option

Appearance

v Safe Exam Browser

>

>

>

>

Require the use of Safe Exam Browser @ No
No
Extra restrictions on attempts Yes - Canfigure manually

Yes - Upload my own config

penlinen

Common module settings
Restrict access

Activity completion
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e Quiz feedback — Use the option below to provide feedback on the completed quiz.

€ 5 C % indi i n=08sr=0 Q% @

DASHBOARD MY COURSES SUPPORTTEST

v Overall feedback @

Start Grade boundary 100%
Bg Profile
= Feadback 1A B == % % 0 @ B ¢ M a0
‘& Grades
Calendar 4
B Private fles Grade boundary
Bf Reports
= Feedback 1 A~ BT =EE %% O @ B Y A o @
{84 Preferences
2% Switchrole to...

0%

Add 3 more feedback fields

2 Logout Grade boundary

e After saving all the quiz settings, open the topic under which the quiz was added and click on the quiz,
as shown below.

DASHBOARD MY COURSES SUPPORTTEST

T BTV e BT N S N

Dashboard / My Courses / SOB BBAD...

(

Seftings  Participant; Reporis More «

Course Content Course start date: 24/08/26 Category: Bachelor of Business Administration
> General # Collapse all |
> Principles of Management # ]
~ Marketing Management & 1

ez —
£ 4 - o
tE o ‘ }

Open the quiz, go to the Question bank, and click Import.

DASHBOARD MY COURSES SUPPORTTEST

Dashboard / My Courses / SOB BBAD... / MarketingM... / Quiz / Question Bank / Questions

Quiz Settings Questions Results

Questions ¢

Questions
categories N bank
Import
‘ Default for SOB BBA Demo Course (30) ¢
Export

The default category for questions shared in context ‘SOB BBA Demo Course’.

No tag filters applied
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¢ On the Import page, select the Aiken format and upload a supported file.

Sample Aiken format: (Follow this format for uploading a quiz)

What is the primary purpose of business management?

A. Managing resources effectively to achieve organizational goals

B. Manufacturing only physical products
ANSWER: A

HOME DASHBOARD MY COURSES SUPPORTTEST

Vlmporl :'\
Import questions from filec

v File format

~ |®Aikenfomat @
" ‘oemxooaT—
O Embedded answers (Cloze:
O GIFT format (3
O Missing word format
© Moodle XML format

[EXe]

> General

v Import questions from file

Import ) Maximum size for new files: 512 MB

Expand all

-

You can drag and drop files here to add them

Click Import, then click Continue. The quiz will be added to the topic.

Common Activities and Resources

Activity / Resource Use
Upload documents such as PDF, PPT,

File Word files, reading material.

Page Create and di_splay fprmatted
text/content directly in Moodle.

URL Provide a link to an external website or
online resource.

Quiz Create online assessments, tests, or

knowledge checks.

Provide video content with interactive

Interactive Video . o
guestions/activities.

Collect student submissions and assess

Assignment
g them.
Create discussion and communication
Forum L
activities.
Folder Organize multiple files in one place.

Create interactive learning content

H5P / Interactive Content
where enabled.
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Lecture Notes.pdf
Module Introduction
Reference Website
Unit Test

Lecture Video
Written Assignment

Topic Discussion
Study Material

Interactive Presentation



Step 8: Configure and Save the Activity

* Enter a clear and meaningful activity/resource Name.
* Add a Description where required.

» Configure the settings according to the selected activity, such as files, links, questions, grading, availability,
completion, or restrictions.

* Review the configuration before saving.

¢ Click Save and display to save and immediately open the activity, or Save and return to course to return to
the course page.

Note: The exact configuration screen depends on the activity/resource selected.

Step 9: Verify the Added Content

» Confirm that the activity/resource appears under the correct topic.
* Open the activity and check that the content, file, link, or assessment works correctly.
* Check dates, grading, completion, and access restrictions where applicable.

* Inform students only after the content has been reviewed and is ready for use.

Important Faculty Tips

v Always add content to the correct course and topic/section.

v Use clear and meaningful names for learning activities and resources.

v Check uploaded files and external links before publishing.

v Configure availability, grading, and activity completion carefully.

v Avoid changing course-level settings unless you understand their impact.

v Review the final content from the student perspective before sharing it with students.

Troubleshooting / Support

If you cannot see a mapped course, cannot enable editing, or face an issue while adding an activity, contact
the LMS Support Team with the course name, activity name, and a screenshot of the issue.
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