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1. How to enrol other users Qs students

For students’ enrolment in INCLUDE Moodle use Self enrolment with an enrolment
key in order to control who can have access to a course.

The enrolment key is a case-sensitive word of your choice (it can be numerical,
alphabetical or alphanumerical) that you will be prompted to enter when creating a
class. Once the class has been created, you can view and change your class
enrolment key at any time by navigating to the class settings page.



as student

1.1 How to activate self enrolment

You select Enrolment methods from Course administration menu

©f Administration

o In the page that appears, enable self enrolment (its
s eye should be open)

# Turn editing on

£ Course completion

&+ Enrolled users

,N CLU DE Integrated Content and Language via a Unified Digital Environment

- * s £3 Evens 8 My Courses daTnis course

85 * Mycourses » tesz_coursel ? Users » Enrolment methods

Enrolment methods

Name Users Up/Down Fot
> Reports

and then click the edit icon on the right...




as student

1.2 How to add an enrolment key

'NCLU BE Integrated Content and Language via a Unified Digital Environment

# Home @ Dashboard £ events 28 My Courses 452 This course
Add your en rOIment key in ‘the bOX & > My courses > test_coursel > Users > Enrolment methods > Self enrolment (Student)
[ ' f enrolment
provided. (Click Unmask to see Self entelmen

~ Self enrolment

What yOLI are typing.) Custom instance name

Allow existing enrolments

Click the Save changes button.

Allow new enrolments Vg

Send the enrolment key to your Erromerckey @ Gicktontr e @

Use group enrolment keys ¢

No *
future students!
Default assigned role sl
Enrolment duration 0 deiys s+ [JEnable
Notify before enrolment expires No

Notification threshold



as student

1.3 How to add a group enrolment key

PaIvEY o v e e gy Yes

1. Follow the steps of slide 1.2

Allow new enrolments @

Yes ¢
2. Before clicking Save ooty & -
Changes button, change Use group enrolmentkeys @ | ves =
the setting Use group Default assigned role g4 .
enrolment keys to Yes Enrolment duration @ | B (erable
3. Save the changes Notify before enrolment expires @ g :
Notification threshold 1 S s



as student

1.3 How to add a group enrolment key

=> Inthe Course administration settings, -  You are in the page where you can create a

click Groups>Create groups group
=> Click Create group

£ Administration
B > My courses > test_coursel > Users > Groups
$ &~
Groups Groupings Overview
v Course administration P =
esl_course roups

Groups Members of:

£ Edit settings
¢ Turn editing off
£ Course completion
v Users
&+ Enrolled users

v Enrolment methods

Self enrolment (Student) -

& Groups
Auto-create groups
> Permissions

- &+ Other users




1.3 How to add a group enrolment key o

1.  Add a name for the group you will create

2. Add an enrolment key to the group. This will be ___--
the key you should send to the studelj,ts,—grtj’ljb
members to access the course.— ____[TERRE

Create group

Group name @

Group description

~ General | v
. 11| A B |1

]}
1]
&P

»

1|[AY |B|I||=EE| % S|E R & e

Enrolmentkey @ Click to enter text &# @




as student

1.3 How to add a group enrolment key

Note

e |[f you do not set a master course enrolment key (slide 1.2) for the course, then anyone
can enrol without a key and users will not be put into groups.

e Users in groups do not need to know the master course enrolment key, only their own
group enrolment key.

e Users notin a group can use the master course enrolment key as usual

e Be careful not to use the same enrolment key for more than one group!

A warning message will appear 'This enrolment key is already used for another group.



2. How to add other users
as teachers



2.1 How to add other users as teachers

# Administration
At the bottom right menu, you select the course: f

v Course administration

% Edit settings
# Turn editing on
& Course completion

s Navigation
Do In the next menu (Course
i administration), select Users
> Site pages > Enrolled users

v My courses

> test_coursel

m AdmlnIStratlon = > Badges

Tt k Y Restore
> Site administration



2.2 How to enrol other users as teachers

From the option Enrol users, you can search for a user and enrol her as a teacher
(Assing role: Teacher)

& > My courses > test_coursel > Participants

Participants

No filters applied m
Search kevword or select fiker ¥

Number of participants: 1

Firswamem alelc|lolelrlaln|i|ilxle|mln]|olelalr|s|v|u]lv|w|x|v]|z

Sur’“amem.:. B|C|D|E|F|G|H|I|}|Kk|L{M|N|loO|P|lQ|RIS|[T|U|V | W|X|Y|Z

Following the same steps, you can also enrol a user as a “non-editing teacher”.




