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Introduction

This manual aims to give teachers practical instructions and guide them through the steps of 
course  administration  for  the  Dispensing  course  online.  It  will  cover  things  such  as 
Registration enrollment and grading. 

Course Administration

When you enter your course for the first time, you will first see the course page (See picture 
below). This is the home page of your course (in the breadcrumb navigation bar this page is 
listed with the short name for the course, as specified in the course Settings). 

The course page is normally built up of three parallel columns under the navigation bar at the 
top.  The  left  column  contains  blocks  for  management  of  the  course,  as  in  participants 
(People), a list  of  Activities used in the course, the  Administration box and the list  of 
Courses you have access to. 

The middle column contains the course materials and activity modules. Most of those you 
must add when you build your course. Note that in the picture the example course has a 
topic lay out with 5 topics. 

The  right  column  contains  a  number  of  optional  blocks  containing  the  Latest  News, 
Upcoming Events, the Calendar and the Recent Activity block. Sometimes there can be 
other blocks as well (if another teacher added them before you). These blocks are of use in 
teaching. 
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SBUYS e-Learning Dispensing course Administrative Procedure:

Registration

1. Student visits http://sbuys.ithuta.net and browses the website.

2. Registers by clicking on the “Register for e-learning” link to access the registration 

form listed on the main menu on the left, then clicking the  
button. The following screen will appear when clicking on the Continue button they will 
be redirected to the front page of the website.  
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3. The student will receive an email to verify their email address specified by clicking on 
the link provided in the email. 

4. Student clicks link in email to verify email address.
5. Only once verified would the system accept the registration and send an email with 

student login and registration details to the student and 
assigned administrator.

6. Student can now log into the system using login details 
provided via email and entering it into the login box on 
the right and clicking on the Login button.
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Enrollment

1. External enrollment

a. Student logs in.
b. Selects desired course in the Course category 

section. 
c. Student presented with payment options:

i. Online Credit card payment
1. Student fills in details through secure 

VCS payment gateway and is granted 
immediate access when transaction 
confirms successful.

ii. Direct Deposit – Details given
1. Student makes deposit to given details and faxes proof of 

payment to office.
2. Administrator verifies payment with 

finance.
3. Process manual payment for enrollment 

into the course.

2. Internal enrollment 
a. In rare occasions or for testing purposes it is possible to 

enroll students into a course without affecting the 
payments list. This can be done internally within the 
course. 

b. Click on he Assign roles link in the administration 
panel inside the course. 

c. This will open the below window, click on the students 
link shown below. This will open the tool to assign 
students internally from the user database that are not 
already enrolled in the course. 
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d. In the following window select the student you would like to enroll from the list 
on the right that will be the potential student who are not enrolled into the 

course. 
e. To quickly find the student you can search their record by typing in their 

surname or part there of, the list will then filter to your input. Once you have 
found the correct student, highlight then name by clicking on it then clicking on 

the  button in the center. This will enroll the student into the course 
without affecting the Recent Payments list. The Administrator/Teacher and the 
student will both receive an email notification that the student has been enrolled 
into the course.

f. Use the breadcrumbs at the top left of the page to navigate back to the course 

by clicking on the course short name. 
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Booking Summative Assessments

1. Students are required to call in and arrange booking for 
summative assessment.

2. Administrator should take username for reference and checks 
if student was competent in all 5-study units formative 
assessments.

3. To view the students grades:
a. Click on the Users, then Accounts, then Browse list 

of users link on the Administration panel on the front 
page on the site. 

b. Type in the student name or student number or part 
thereof in the filter section on top, Click on the Add filter 
button to view the records containing your criteria.

c. Click on the correct student name to view the profile and 
click on the Login as button at the bottom of the screen, 
you will then be viewing the course as the student. Then 
Click on the course and click on Quizzes in the Activity 
block. This will display all the student’s best grades for the 
formatives in this cause. 

4. Take down date and time student would like to book for reminding them that it is a 5-
hour assessment that can be done after hours as well but without technical support.

5. Administrator will then go online and set up one of the summative assessment 
courses as per booking as follows:

a. On the front page, click on the All courses link on 
the Course Categories block. 

b. In the Course Categories list, choose one of the 
Summative assessment courses by clicking on it. 
Please make sure that you do not choose a 
course already set up for a booking. To check this 
you can view the availability of the quizzes and 
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assignment dates to see if they are dated forward. Click on the Activities and 
view their details.

6. Now to set up the Activities for the booking: 
a. Click on the MCQ link, this will open the 

quiz details window.  Then click on the 
Update this quiz button in the top right corner of the screen. This will open the 
quiz settings. 

b. Scroll down to the Timing section and change the Open and close times as per 
booking. Good practice would be to allow the student extra 15min before and 
after the time specified to cater for any technical difficulties they may encounter. 

E.g. this booking was made for 8 June 2008 8am till 1pm. 
c. Click on the Save and return to course button to save your changes.
d. Follow the same procedure from a 

to c for the Essay Paper quiz. 
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e. For the submission of the essay answer sheet we use an assignment. Click on 
the  link in Section 
2. This will open the assignment details window. 

f. Click on the Update this Assignment button in the top right corner of the 
screen. This will open the assignment settings. 

g. Scroll down in the General section, change the open and close date & times to 
the same date & times you set the quizzes. Make sure that the Prevent late 
submissions setting is set to Yes. 

h. Click on the Save and return to course button so save your changes.
7. The student now needs to be internally enrolled into the 

course, as summative assessment is included in payment of 
course.

a. Click on he Assign roles link in the administration 
panel inside the course.

b. Click on the Students link. This will open the tool to 
assign students internally from the user database that 
are not already enrolled in the course.

c. In the following window select the student you would 
like to enroll from the list on the right that will be the 
potential student who are not enrolled into the course.

d. To quickly find the student you can search their 
record by typing in their surname or part there of, the 
list will then filter to your input. Once you have found 
the correct student, highlight then name by clicking on 

it then clicking on the  button in the center. This will enroll the 
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student into the course without affecting the Recent Payments list. The 
Administrator/Teacher and the student will both receive an email notification 
that the student has been enrolled into the course.

e. Use the breadcrumbs at the top left of the page to navigate back to the course 
by clicking on the course short name. 

8. The administrator is advised to keep record of student bookings for support purposes.
9. While the student is doing their assessment and uploads their summative essay paper 

answer sheet, the system will notify administrator and teachers of the course by email. 
The administrator should then check the submission by clicking on the link location 
given in the notification email. 

This will take you to the submissions list for that assignment online. Click on the 
submission corresponding with the student who just submitted. 

11



10.Save the file to your computer and send to assessors. (You can even enroll your 
assessors into the courses as teachers and they will get the notification as well.)

11. Administrator should also check the results of the MCQ’s by clicking on Quizzes in the 
Activity block of the course, then click on the MCQ and find the student record. 

12. Also check that the Declaration of Authenticity is signed before handing submission 
to assessors. Do this by clicking on the 

 link in Section 3. Click on the View 8 
responses link. 

   
13. Make sure that the student’s name is displayed in the list marked yes. Use the 

Breadcrumbs to get back into the course by clicking on the course short name. 

12



Feedback Reporting

1. When the feedback report is received from the assessors, the administrator has to 
establish results and send the original feedback report via email with relevant 
information on how to proceed further.

2. This can be for either re-assessment or how to apply for the dispensing license form 
DOH.

Grading
1. Go to the assessment course on the system stated on the feedback report by clicking 

on All courses in the Course categories block. Then click on the Summative 
assessments sub category. 

2. The quiz is marked automatically by then system so we do not have to grade it. 
3. To grade the essay paper submission, click on Assignments in the Activity block. 

Now click on the submitted assignments link corresponding with the assignment you 
would like to grade. 

 
Click on the Grade link on the student’s record. 

4. This will open the grading tool for the assignment. In the grade dropdown box, select 
the relevant grade and type the feedback in the box provided. If you want to notify the 
student that their work has been graded, check the Send notification emails option. 
Then click on Save changes to save the grade. 
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5. You will then be redirected back to the submissions list with your changes made. You 
will then be redirected back to the submissions list with your changes made. 
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Creating Summative Re-Assessments

Setting up a for summative re-assessments:

How to create a course:

1. On the front page, click on All courses in the Courses 
block.

2. Scroll  down  and  click  on  the  hidden  course  category 
named Supplementary summative assessments.

3. Scroll down and click on the  button.

How to set up the course:

Under the General Section:

1. Note that the course  Category should be Dispensing of medicine / Supplementary 
summative assessments, if not, please select accordingly.

2. Rename the course Full name to Summative Assessment (question paper assigned 
eg. Q1), Name of student and Student number, Eg.  Summative Assessment Q1, Sr 
Du Plessis SB 000152.

3. Select Format to be Topics format
4. Number of week/topics should be 1.
5. Leave course date as default.
6. Hidden sections should be completely invisible from users.
7. News items leave as default.
8. Show grades should be Yes.
9. Show activities reports should be No.
10. Maximum upload size should be 2MB.
11. Is this a meta course should be set to No.

Under Enrollments section:

1. Enrollment Plugins: leave as default
2. Default role: Leave as default
3. Course enrollable: Set to NO.
4. Start date: Leave as default
5. End date: Leave as default.
6. Enrollment duration: Leave as default.

Leave the rest as default and click on Save changes button at the bottom of the page.

This should bring you to the empty course template for you to create the re-assessment 
course.
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Now we need to add the instructions to the re-assessment. When you have the course open 
click on the Turn editing on button in top right corner.

Now click on the edit button underneath the Topic outline.

Copy  and  paste  the  example  text  below  into  the  text  into  the  textbox  changing  the 
information for the student accordingly and click on the Save changes button.

Supplementary Summative Assessment Q1
Sr Du Plessis SB000152

Complete the Supplementary Summative Assessment during the alloted 1 hour 15 minutes. Remember 
to complete the Declaration of Authenticity at the end!

INSTRUCTIONS:

Please use the same link below to download your question paper and upload your answer sheet after  
completion.
1. To 'Download' your question paper: Click on the "Download your Supplementary Summative 
assessment essay paper here ( SB 152 )" link below to display the essay paper. You can either print  
this page (file/print in the menu of your browser) or copy and paste the question paper into a Word 
file ( highlight the text and right click on the mouse, select 'copy', and right click on your document 
and select 'paste').
2. To upload your answer sheet: Click on the 'Upload your Supplementary Summative assessment 
essay paper answer sheet ( SB 1525)" link below, to find the window for uploading your answer 
sheet. Click on the 'Browse' button to find the file/answer sheet (remember to name the answer sheet  
with your username). Make sure the path/filename appears in the upload window.Click on 'Upload 
this file'. 

You should now see the instructions in the top middle section of Topic outline. Click on the 

hide button to hide the News forum. 
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Adding the Quiz – used to display question paper

Now in the block numbered 1 below the Topic outline block, click on  the Add an activity 
dropdown box and select Quiz.

 

This should open the Adding a new Quiz to topic 1 page.

Name: Download your Supplementary Summative assessment essay paper here ( SB XXX)
Introduction: Copy the following into the text area changing the details accordingly.

DISPENSING FOR HEALTH CARE PROFESSIONALS

SUMMATIVE RE-ASSESSMENT QX
NAME: Title Initials Last name
ID NO.  XXXXX XXXX XXX
S Buys TDA reg. No: SB000XXX
Date and time of summative re-assessment: 27-06-2008 
Instructions:

• Complete the accompanying Declaration of Authenticity and submit it with your assessment to 
the Academy. 

• Please answer all the questions. 
• You are allowed to use any reference book, package insert, or electronic reference while 

answering these questions. 
• You are not allowed to consult a colleague or other healthcare provider.
• You are allowed to answer in English or Afrikaans.

TOTAL: XX Marks TIME: XX hour XX minutes

In the Timing section:

1. Uncheck the Disable boxes behind open and close quiz.
2. Open the quiz: Change to date and time to start time.
3. Close the quiz: Change to date and time specified finish time.
4. Check the enable box behind Time limit box.
5. Time limit (minutes): Enter the amount of minutes to complete the assessment.

Leave the Display, Attempts and Grades sections as default.
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In the Review section uncheck all the boxes besides the scores boxes n each row.

Leave the rest of the sections as default and click the Save and Display button at the bottom 
of the page.

You now have to add the questions to the quiz.

1. Click on the dropdown menu of Create a new question and select Description.

2. Question name: Enter the question number the student has to complete.
3. Paste the text of the re-assessment from the word document into the Question text 

area and format the text.

18



Click on the Save changes button when done.

You now have your question listed in the question bank on the right. Click on the Preview 
button (the magnifying glass) to see if the questions display correctly.
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If  it  does  not  display  correctly  close  the  window and  click  on  the  edit  button  to  format 
correctly.

When  you  are  satisfied  with  the  question  format,  click  on  the  check  box  to  select  the 
question. You now have to add the question into the quiz.

Now click on the Add to quiz button to add the question to the quiz. It should now look like 
this:

Now use the  breadcrumbs to  navigate  back to  the  re-assessment  course  front  page by 
clicking on the course short name.

You will now notice that the quiz has been added to the block numbered 1.
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Adding the Assignment – used to upload answer sheet.

Click on the Add an activity dropdown box in block 1 and select 
Upload a single file under Assignments.

Name: Upload your Supplementary Summative assessment essay 
paper answer sheet ( SB XXX)

Paste the following text in the Description text area:

Please follow the instructions below in red:

To upload your answer sheet: Click on the 'Browse' button next to the uploading 
window to find the file/answer sheet (remember to name the answer sheet with your 
username). Make sure the path/filename appears in the upload window. Click on 
'Upload this file'.

1. Grade: Select - Scale: Competence.
2. Available from: Set date and time accordingly.
3. Due date: Set accordingly.
4. Prevent late submissions: Set to Yes.

In the Upload a single file section:

1. Allow resubmitting: Set to Yes.
2. Email alert to teachers: Set to Yes.
3. Maximum size: Set to 2MB.

Leave the common module settings as default.

Click on the Save and return to course button. Your Assignment has now been setup and 
you will be taken back to the re-assessment course front page.
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Adding a Choice – used for Declaration of Authenticity

Click on the Add an activity dropdown box in block 1 and select 
Choice.

1. Choice name: Declaration of Authenticity
2. Copy the following text into the Choice text area:

I solemnly declare that: 

(a) My answers to this supplementary summative assessment is authentic; and 

(b) I further declare that the information and assessment answers furnished herewith has 
been completed by me during an open-book setting and that I was not assisted by a second 
party during the answering of the assessment tool 

3. Limit: Leave as default.
4. Choice 1: Type in Yes.
5. Choice 2: Type in No.
6. Leave the rest as default.

In the Miscellaneous Settings section change Display Mode to Display Vertically.

Leave the rest as default and click on the Save and return to course button.
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Enrolling the student into the re-assessment course

Click on the Turn editing off button.

Setting teacher and Enrolling student. 

1. Follow the instructions for Internal enrollment pertaining to your student on page 6.
2. Follow same instructions to set teacher for  the course by selecting Teacher when 

assigning roles.
3. Navigate back to the course.
4. The student will now receive an email notifying him that he has been enrolled into the 

course welcoming him into the course. (Email goes out to the teacher as well.)

Testing if course set up correctly for re-assessment access:

Click on the Switch role to dropdown box and select student.

Click on all  the activities in  block 1 and review whether 
access  is  denied  until  specified  time  of  re-assessment 
booking.

If everything is in order, click on the  button.

You have now set up the re-assessment course and tested the access to the course for the 
student.  You  may now send the  student  an  email  to  confirm the  booking  for  online  re-
assessment.
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