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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.
'@ Course: § Buys Dispensing of Medicine by Healthcare Practitioners - Mezilla Firefox [ ==
File Edit View History Bookmarks Tools Help
@ 7 C Y [ T | ttp://sbuystest ithuta.net/course/view.phplid=3 Lo . [ Google )
(@ Disabler £\ Cookiesr | €55~ =] Forms= || Images~ @ Information~ Miscellaneous= . Outline- | 5 Resizer ./ Tools+ 2] View Source= . Options- v @ @
SBUYS » SB-DISPMED @ Swichrole to. - | Turn editing on i
Topic outine
H Participants Add a new topic._..
=T S BUYS COURSE FOR THE DISPENSING OF MEDICINE BY o I e
LBIIEE o HEALTHCARE PROFES SIONALS (AUTHORISED PRESCRIBERS)  Notice. End of vear Closing
9;\,feﬁmgnmems IN TERMS OF ACT 101 OF 1965, AS AMENDED ates 2007 more
olces
x Forums Adobe” 7 May, 10:10
|§ Glossaries ngkc;dcr Lehane Boonzaaier
Quizzes You will need the Adobe Reader to open the PDF (PDF) files. Some of the files are big - please be patient while they download MCD vindicated after 10 years
[ Resources to your computer. Save the files on your own computer to avoid downloading them again. Click here to download the Adobe more...
] Surveys Reader (its Free!) for installation on your computer. 15.Jan, 13:12

Lehane Boonzaaier

Search Forums (m] MNew cga:‘l::‘gnegsr\r:jiu\es and

Go [E] Course outcomes 25 Nav. 1143
Advanced search Where and how to find hel Lehane Boonzaaier
@ p
[ How to order a hard copy of the study material End ofyearfrllnjsrlﬂng date notice
Administration (=] o
5 Apr, 11:30
& Tum editing on Get started here cool Clene M
Settings Telephone and Fax Numbers
89 Assign roles The following two documents will give you all the background and information you need o complete the course successfully more
B Grades Oldertopics
ié gmukpﬁ [E] Background and introduction to course
acku
:a R‘estane) [E] The complete course instructions {read and print out!!) Calendar =)
& Import 19 Course Content Index - July 2008 >
« Reset
|.d' RQPDW_S Use "general course questions” to ask questions about the way the course is structured or administered. Tip. Consult the "frequently i) |NRESev e e [
i1 Questions asked questions” undemeath the forum first T2 3 4k
|}J Files [} Frequently asked questions 57 &8 9 0
Profile 214 15 18 17 18 19
B Course news forum
20 AN 22 23 24 25 2%
LS DSl 1 STUDY UNIT ONE: THE DISPENSING VEHICLE: LEGAL AND ETHICAL FRAMEWORK O |7 ® % %
» Dispensing of
medicine Facilitator: Linda Nysschen (B Sc. Pharm) Events Key -
Done




SBUYS e-Learning Dispensing course Administrative Procedure:

Registration
1. Student visits http://sbuys.ithuta.net and browses the website.
& SBUYS - Windows Internet Explorer =)= =]
@\‘/ v ‘ﬁl http://sbuystest.ithuta.net/ - | ‘?| X | | Yahoo! Search 8 |
pdf ~ v B search (30 % PDF

¢ e | sBuvs v B ~ & v [ihPage v G Teols v

You are not logged in. (Login

R English (en) ~+
‘) cmpawered far health

CIT—

B site news Our courses i

d
Contact SBUYS e-Learning Uz Kl
B} Distance Education and its
:Vanlages Click on any of the courses listed below for more information and to apply for admission. eSO
How to study through e- § i : X ll‘“;m]
learning 1.5 Buys Course for the Dispensing of Medicine by Healthcare Practitioners Create new account
Banking details for e- Lost password?
learning Upon successful completion of the course, the leamer will be issued with a certificate in Dispensing for

m

Refund policy for e-learning Healthcare Professionals where after they need to apply for a license to dispense medicine.

DUrses Latest News =
Register for e-learnin

Click here to return to the New S. Buys Group website. (No news has been
posted yet)

’ﬁ Continuing professional develop (CPD) for health professionals
e X X Update your professional knowledge and skills through South Africa’s premier CPD website service N
»* 8 Buys Dispensing of Online Users =)

Medicine by Healthcare )
Practitioners = Mnslnali‘;:r s
%# Ordering Textbooks for
ensing course

»* RE-ADMISSION to S Buys
Dispensing of Medicine by
Healthcare Practitioners

All courses ...

You are not logged in. (Login)

Thoodle |

& Intemnet | Protected Mode: Off #100% ~

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

Create my new account ‘

form listed on the main menu on the left, then clicking theI
button. The following screen will appear when clicking on the Continue button they will
be redirected to the front page of the website.

SBUYS » Confirm your account

An email should have been sent to your address at training@aosis.co.za
It contains easy instructions to complete your registration.

If you continue to have difficulty, contact the site administrator.

Continue



http://sbuys.ithuta.net/

3. The student will receive an email to verify their email address specified by clicking on
the link provided in the email.

9 SBUYS: account confirmation - Thunderbird [ = [
File Edit View Go Message Tools Help

L L e BT DA K &
Get Mail Write Address Book  Reply Reply All Forward Tag Delete  Junk Print Back Forward
[=I  Subject: SBUYS: account confirmation
From: Admin User <tech@aosis.co.za»

Date: 01:13 PM
To: training@aosis.co.za

Hi Lee Boonzaaier,

A new account has been requested at "SBUYS’
using your email address.

To confirm your new account plegse goto this web address:

ttp:fsbuystest.ithuta. netlogin/confirm.php?data=gugd TVAWOfyEPHU/
e —— L —

In most mail programs, this should appear as a blue link
which you can just click on. If that doesnt work,

then cut and paste the address into the address

line atthe top of your web browser window.

Ifyou need help, please contact the site administrator,

Admin User
techi@aosis.co.za

2| |

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. ogin B

6. Student can now log into the system using login details

provided via email and entering it into the login box on Usemname |
the right and clicking on the Login button. Password
Login

Create new account
Lost password?




Enrollment

1. External enrolilment

a.
b.

Student logs in.
Selects desired course in the Course category
section.
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

%® S Buys Dispensing of
Medicine by Healthcare
Practitioners

%® Ordering Textbooks for
Dispensing course

%® RE-ADMISSION to S Buys
Dispensing of Medicine by
Healthcare Practitioners

All courses _..

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.

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

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.

Locally assigned roles Owerride permissions

Turn editing on

W Backup
W Restore
W@ Import

« RHeset

|~ Reports
7% Questions
[ Files

B Profile

Assign roles in Course: S Buys Dispensing of Medicine by Healthcare Practitioners @

Roles Description Users
Administrator Administrators can usually do anything on the site, in all 0
COUTsEs.
Course creatolr  Course cestors can weste new courses and teach in 0
them.
Teacher Teachers cando anything within a course, including 3

changing the activities and grading students.

NUH-Editing teacher Wen-sditing teachers can teach in courses and grade 0
students, but may not alter activities.

Ems generally have fewer privileges within a course. 171
LIeSl Guests have minimal privileges and usually can not enter U

text anywhers.

Lehane Boonzaaier
Linda Mysschen
Gertruida Van Wyk

Mere than 10




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

Locally assigned roles

Cwerride permissions

Assign roles in Course: S Buys Dispensing of Medicine by Healthcare Practitioners@

Enrolment duration 365 days

171 existing users

George Aldrich, galdrich@oranjemed.co.za

Elsa Badenhorst, abadenho@law.co.za

Patricia Bartman, pat bartman@gmail.com

Hendi Bekker, h.bekker@bonestan.coza
ZAHIERA BODIAT, zaya@telkomsa.net

Vanessa Ann Boniface, beniface@curie.uctacza
Jenny Agnes Bornman, spatzel@telkomea.net
Anthea Bossert, ABossert@aurumhealth.org
Johan Christiaan Botha, drichan@cosmed.co.za
Michelle Botha, michelle. botha@quintiles.com
ANe BOTHA, hanrimed@mweb.co.za
GERTRUIDA C BREYTENBACH, marmekkie@hotmail com
Anel Briel, abrisl@tctrials.co.za

Zelda Brits, zbrits@telkomsa. net

Ronel Brown, n.taitz@bonestan.co.za
kenyaditswe, bertha buti, kbuti@auruminstitute org
Paul Carey, pcarey@sun.ac.za

Jonathan Carr, jcarr@sun.ac.za

Musa Chauke, mchauke@auruminstitute.org
Marie COETZEE. fnm_maintenance@yahoo.com

m

course.

Role to assign  Student

-

~ Starting from Today ( 28 July 2008) -

e @

94 potential users

asdf adf, asdf@asdf.com -
Odette Barnard, cbarnard@sbuys.co.za

Mary Elizabeth Bateman, mbateman@uctgsh1.uctac.za
me be, lehanesb@webmail.co.za

Werner Bekker, whekker@webmail.co.za

Theresa Belman, tbelman@gmail.com

m

L ehane Boonzaaier lehane@aosis co.za
Kim Booysen, drkimbooysen@yahoo.com.au
JANMIE ERINK, jannie@dorpst.co.za

Mazira Carrim-Ganey, grandma_68@vyebo.co.za

Hannelie Cilliers, heilliers@mweb.co.za

Hanlie Coetzee, hcoetzee@sbuys.co.za

Marie-Louizse Cronj?, medical@shatterprufe.co.za

SOPHIA MAGARETHA LUC DA SILVA, lucia@myclinic.co.za
Lourensa De Villiers, lourensa@ecpdsa.co.za

Lourika De Villiers, rika@ecpdsa.co.za

Pierre de Villiers, pierre@ecpdsa.co.za

Dewet Diener, dewet@aosis.co.za

craig friderichs, craig friderichs@gmail.com

Search

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

Add
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.

Roles

5BUYS _SB-DISPMED




a. Click on the Users, then Accounts, then Browse list
of users link on the Administration panel on the front = Upload users
page on the site = Upload user pictures
. ' =U file field
b. Type in the student name or student number or part Serprofeiers
thereof in the filter section on top, Click on the Add filter Activities O
button to view the records containing your criteria. & Assignments
c. Click on the correct student name to view the profile and ? Choices
click on the Login as button at the bottom of the screen, g Forums
. L [ Glossaries
you will then be viewing the course as the student. Then e
Click on the course and click on Quizzes in the Activity B Resources
block. This will display all the student’s best grades for the | & Surveys
formatives in this cause.
Section Name Quiz closes Best grade Feedback
1 Formative Assessment (SU-1) Friday, 31 December 2010, 1240 PM 8/10
2 Formative Assessment (SU-2): part 1 Friday, 31 December 2010, 08:556 AM 7/ 9
Formative Assessment (SU-2): part 2 Friday, 31 December 2010, 09:30 AM 10/ 10
3 Formative Assessment (SU-3) Friday, 31 December 2010, 04:056 PM  8/10
4 Formative Assessment (SU-4) Friday, 31 December 2010, 04:00 PM 12/ 14
5 Formative Assessment (SU-5) Friday, 31 December 2010, 05:50 PM 7 /10
B MCQ's of summative assessment (Practise)  Friday, 31 December 2010, 08:30 AM
Essay Paper for summative assessment Monday, 18 October 2010, 09:15 AM
T Course feedback questionnaire Thursday, 5 August 2010, 05:40 PM

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:

Site Administration =

= Motifications
& Users
O Authentication

Ll » | o
= Add a new user

rowse list of users

[Admin User] ¥ou are logged in as Stephen John Schmidt {Logout)

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.

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

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

Course categories

%# Dispensing of medicine
bl ]

L
i a

¥ Summative assessments
Summative Assessment Q1
Summative Assessment Q2
Summative Assessment Q3
Summative Assessment Q4
Summative Assessment Q5
Summative Assessment Q6




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: section 1: MULTIPLE-CHOICE QUE STIONNAIRE
a. Click on the MCQ link, this will open the [F1 MCQ's of Summative Assessment (Q3)
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.

& SA-Q3: MCQ's of Summative Assessment (Q3) - Mozilla Firefax =n(=h ="
File Edit View History Bookmarks Tools Help

@ - c 72 | TN | http://sbuystest.ithuta.net/mod/ quiz/view.php?id=279 7 7| | W | Wikipedia (en pel
(& Disabler £ Cookiesw || €SS+ | Forms |4 Images @ Information~ Miscellaneous™ . Outline~ u; Resizer ' Tools~ ',;I View Sou

. = lIHJumpto... - lIJ

empowered for health
Update this Quiz

&

SBUYS » SA-Q3 » Quizzes » MCQ's of Summative Assessment (Q3)

Info Results Preview Edit

MCQ's of Summative Assessment (Q3)

m

Instructions:

* Complete the accompanying declaration of authenticity and submit it with your
assessment to the Academy.

* You have five hours to complete the assessment.

» Please answer all the questions.

* You are allowed to use any reference book, package insert, or electronic reference
while answering these questions (including the SAMF and EDL).

* You are not allowed to consult a colleague or other healthcare provider.

* You are allowed to answer in English or Afrikaans.

TOTAL: 100 Marks TIME: 5 Hours

This quiz closed on Tuesday, 8 April 2008, 11:15 AM

Continue

Done

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.

Timing
Openthe quiz @ & + June v 2008 v 07 - 45 - [IDisable
Closethe quiz @ 28 + June ~ 2002 ~ 13 » 15 + [[|Disable
Time limit (minutes) @& 330 [¥| Enable
Time delay between first and  Mone -
second attempt @
Time delay between later Mone -
attempts (3

E.qg. 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 ¢ for the E P . Section 2: ESSAY QUESTIONNAIRE
0 clorihe kssay Faper quiz. [F1 Essay Paper for summative assessment (Q3)




¢. For the submission of the essay answer sheet we use an assignment. Click on
the & Uploadyour Summative assessment essay paper answer sheet(Q3)  |ink 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.

-03: Assignment: Upload your Summative assessment essay paper answer sheet - Mozilla Firefox

@ sa-Q3: A ig Upload your Si i y pap heet (Q3) - Mozilla Firef,

File Edit View History Bookmarks Tools Help

@Ev c #2% ([ TN | http://sbuystest.ithuta.net/mod/assignment/view.phpid=281 TP | | W | Wikipedia (en P

(&) Disable ookiesm || - £ Forms mages~ () Information~ iscellaneous™ . Qutliner esizer ” Tools™ 12 View Sou

& Disable £ Cook css 2 F 4| Images @ Inf Miscell Qutliner | 4 R 7 Tools™ 42 View S
™ r] |Jumpto... - | »

ij empowered fur health

e —
SBUYS » SA-Q3 » Assignments » Upload your Summative assessment essay paper answer sheet (Q3) (' Update this Assignment )

Mo attempts have been made on This assignment

m

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/lanswer sheet (remember to name the answer sheet with your
username). Make sure the pathifilename appears in the upload window.Click on
‘Upload this file'.

Awailable from: Tuesday, 8 April 2008, 01:40 PM
Due date: Tuesday, 15 April 2008, 01:40 PM

Done

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.

Available from g+ June v 2008 v 07 v 45 v [[|Disable

Duedate 3 + June v 2008 v 13 v 15 v [[IDisable
Prevent late submissions 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 i Groups
are not already enrolled in the course. W Backup

c. In the following window select the student you would g Restore
like to enroll from the list on the right that will be the QEF;ZT
potential student who are not enrolled into the course. L"_/:J Reports

d. To quickly find the student you can search their $2% Questions
record by typing in their surname or part there of, the ] Files
list will then filter to your input. Once you have found B Profile
the correct student, highlight then name by clicking on

Add
it then clicking on the \*—/ button in the center. This will enroll the

10




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. SBUYS Roles

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.

79 Submitted: Mokhobo, Motselisi Lerato -> Upload your Summative assessment essay paper answer sheet (Q2) ... | = [ & |[3]
File Edit View Go Message Tools Help

L L e 2T O AR A
Get Mail  Write Address Book ' Reply Reply All Forward Tag Delete  Junk Print Back Forward
= Subject: Submitted: Mokhobo, Motselisi Lerato -> Upload your Summative assessment essay paper answer sheet (Q2)
From: Mokhobo, Motselisi Lerato
Date: 2008/07/26 03:04 PM

To: lehane@aosis.co.za

SA-02 -=Assignments -=Upload your Summative assessment essay paper answer sheet (Q12)

Mokhobo, Motselisi Lerato has updated their assignment submission for ‘Upload your Summative assessment essay paper
answer sheet (Q2) '

(ls available on the web site. >

2| |

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

Firstname/Surname  Grade Comment |gastmodified (Learner) - Last modified Status Finalgrade
1 - - {Facilitator) - - -
{#] SB_000145_a.doc

Monday, 22 January 2007, 02:52 PM

@,Answer_sheet M_A_Manzi_D1.doc

Maletsie Manzi - Tuesday, 18 Decsmber 2007, 02:49 PH Grade

Johann Petrus Jordaan Grade

Ntaoleng Mazini - Wednesday, 18 July 2007, 01:59 PM Grade
Sharon Margaret Oates E?di?ugg iiﬁfgagg”'n—fggm’c Grade
CaEinbHaran %h‘ﬁfgugggilrd2oucua, 05:34 Pl SEis
Stephen.John Schmidt e e Grade
Juan Schronen R Grade
Bhavna Soni Q‘[sb_UUm94._dr_bhavna_soni._essa\,‘_paper.doc Grade

Tuesday, 28 August 2007, 12:23 PM

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
? Declaration of authenticity for the summative assessment link in Section 3. Click on the View 8

responses link.

& 5A-D1: Declaration of authenticity for the summative assessment (D1) - Mozilla Firefox =R Ech(==|
File Edit View History Bookmarks Tools Help
@ - c Y I T | http://sbuystest.ithuta.net/mod/ choice/view.php?id=689 ir T ' Google P

(&) Disabler £\ Cookies™ || €55+ -] Forms (4 Images @ Information~ Miscellaneous~ - Outliner ; Resizer ' Tools~ ',;I Vie

o

Al

i | = |Jumpt0... -
cmpawered for health

)

SBUYS » SA-DM » Choices » Declaration of authenticity for the summative assessment (D1} Update thi ice
View 8 responses >)

| solemnly declare that:

m

(a) My answers to this summative assessment is authentic; and
(b) | further declare that the information and assessment answers furnished herewith has

been completed by me during an open-book setting and that | was not assisted by a
second party during the answering of the assessment tool

Yes

Mo

Save my choice

Done

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.

& SA-D1: Declaration of authenticity for the summative assessment (D1): Responses - Mozilla Firefox [ -E- =]
File Edit View History Bookmarks Tools Help
@ - C 7 [ T hitp://sbuystest.ithuta.net/mod/choice/report.phplid=639 % - | Goagle »

(& Disabler £ Cookies~ || CS5- ] Forms~ [#] Images- @ Information- Miscellaneous™ . OQutline~ u; Resize- ' Tools~ l;l Wiew §

C‘W ' *] IZ”Jumplu. -

SBUYS » SA-D1 » Choices » Declaration of authenticity for the summative assessment (D1) » Responses Update this Choice

Responses

Yes No
] ) Juan Schronen
%% Gareth P Raman
[C] 2 Johann Petrus Jordaan
[7]:®) Sharon Margaret Qates
[C]®") Stephen John Schmidt
[C] ® Ntaoleng Mazini
[T :®) Bhawna Soni
[ ®) Maletsie Manzi

8 0

Select all / Deselect all  With selected

l Download in ODS fomat H Download in Bxcel format “ Download in test format

Done

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.
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.

Topic Name Assignment type Due date Submitted Grade

(98]

2 Upload your Summative Upload a single file  Tuesday, 18 View 8 submitted
assessment essay paper December 2007, assignments
answer sheet (D1) 02:55 PM

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

Firstname/Surname  Grade Comment |gastmodified (Learner) - Last modified Status Finalgrade

) 5 = (Facilitator) - - =
{#] SB_000145_a.doc

Johann Petrus Jordaan - Monday, 22 January 2007, 02:52 Pl Grade

. . @] Answer_sheet_M_A_Manzi_D1.doc

Maletsie Manzi - Tuesday, 18 Decsmber 2007, 02:49 PH Grade

Ntaoleng Mazini - Wednesday, 18 July 2007, 01:59 PM Grade
[l SB00155_20_April_2007.doc >

Sharophaiyaiet Gates . Friday, 20 April 2007, 01:30 PM C_Grade 2
1 ATAD0000081.doc

CERNPRETET Sunday, 8 Octaber 2008, 05:34 P SEis

. @,Username_.ﬁ.T.ﬁ.DUUUDD16.doc

Stephen.John Schmidt - Wednesday, 27 June 2007, 12:56 PM Grade
@,.ﬂ.dverse_Drug_Form_RepIica_doc

Juan Schronen - Sunday, 3 September 2006, 06:00 PM Grade
E’[s _000184._dr_bhavna_soni_essay_paperdoc

Bhavna Soni Tuesday, 28 August 2007, 12:23 P Grade

4. This will open the gradlng 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.

13




@ Feedback:Sharon Margaret Oates:Upload your Surmmative assessment essay paper answer sheet (D1) - Mozilla Firefox [ = |[ B |[#3)
l m http://sbuystest.ithuta.net/mod/assignment/submissions.php?id=687 &userid=121 &mode=singleBoffset=3 \':'(

Grade : No grade

Trebuchet - 1(Ept) v lang « B F U &

- Competent
EEES I |EEEE B —Ptede | QOQSR|O|@
Well Done!!
..
;‘ =
«*  Sharon Margaret Oates Bl SB00155_20_April_2007.doc

- Friday, 20 April 2007, 01:30 PM (242 days 1 hour early) =

Done

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.

ilr_s.t name / Surname Grade - Comrrlent e ot s = I:ast modified (Facilitator) St.'i_tus Final glad:e
) SB_000145_a.doc
Monday, 22 January 2007, 02:52 PM

- R ) Answer_sheet_M_A_Manzi_D1.doc
LEEERUETH Tuesday, 18 December 2007, 0249 PM Cie -

Johann Petrus Jordaan = Grade -

Ntaoleng Mazini - Wednesday, 18 July 2007, 01:59 PM Grade -
Sharon Margaret Well [l SB00155_20_April_2007.doc Thursday, 31 July 2008,

Oates e Friday, 20 April 2007, 01:30 PM 11:21 AM Update  Competent
Gareth P Raman - ] ATADD000081 doc Grade -

Sunday, 8 October 2006, 05:34 PM
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Creating Summative Re-Assessments

Setting up a for summative re-assessments:

How to create a course: Practitioners
1.

2.

3.

bl ]
#» 5 Buys Dispensing of
Medicine by Healthcare

#» RE-ADMISSION to S Buys
Dispensing of Medicine by

On the front page, click on All courses in the Courses | w5 ctitionars

block. . . %® Ordering Textbooks for
Scroll down and click on the hidden course category Dispensing gourse
named Supplementary summative assessments. <A|| courses >

Scroll down and click on the | Add a new course | button. —

How to set up the course:

Under the General Section:

1.

o e

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

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.

Select Format to be Topics format

Number of week/topics should be 1.

Leave course date as default.

Hidden sections should be completely invisible from users.

News items leave as default.

Show grades should be Yes.

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:

Sk W=

Enrollment Plugins: leave as default
Default role: Leave as default

Course enrollable: Set to NO.

Start date: Leave as default

End date: Leave as default.
Enroliment 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.

L

= 24X @

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'.

Summary of topic 0

- 1GM « Nemd o ng - B Z US|% < [E[ 0o
EE EE —~bede DO@ RO

a

Summary: Ai

s===| 1w E

Aboutthese summaries @
Aboutthe HTML editor @ | Sr Da Pl

y
is SB000152

Complete the Suppleme
‘minutes. Remember o c

during the alloted I hour 15
uthenticity at the end!

INSTRUCTIONS:

ggggg

Click on the "Upload your Supplementary
mer answer shost ( SB 1525)" Jink helaw ta find ~

Save changes

You should now see the instructions in the top middle sectic?/of Topic outline. Click on the

& Mews forum < & & X = &

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.

1 4 (I
v
i# Add a resource... * (3 Add an activity... ~ &

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:

Uncheck the Disable boxes behind open and close quiz.

Open the quiz: Change to date and time to start time.

Close the quiz: Change to date and time specified finish time.

Check the enable box behind Time limit box.

Time limit (minutes): Enter the amount of minutes to complete the assessment.

Nk W=

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.
Review options @

Immediately after the Later, while the quiz is After the quiz is closed
attempt still open

I Responses I Responses "IResponses

[C] Answers [C] Answers [C1 Answers

| Feedback "l Feedback "I Feedback

[l General feedback [l General feedback [l General feedback
V| Scores V| Scores VI Scores

"] Overall feedback 1 Overall feedback [l Overall feedback

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.

shuys G2 Re-5B 288 Cuizzes Download your Supplementary Summative assessment essay paper here [ 5B 2838} » Editing Guiz Update this Quz
Info Results Preview Edit
Quiz Questions Categories I iport Export

Questions in this quiz Question bank

No guestions have been added yet Category
Default for Q2 Re-SB 288

Display guestions from sub-categories too
DAlscl show old questions
D Show guestion text in the gquestion list

The default category for questions shared in con Re-5B 238"
Create new guestion Choos= - (@

No questions have been added yet

(i Moodle Docs for this page

THUTAJ/TUTA
Powered By Moodle

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.
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Adding a Description®

Category Defzult for 02 Re-S8 288

Qluestion name* [Question 1,22nd 4.2
Question text (3
B S U R = = FH | e e

Trefechet -~ 1@ - Ll

=SES=S|Aw|EEEE EA| —Dbmse QOOGER| 0@

QUESTIOHN 1: 15 Marks i
(Sub-minimum of 10 is required for competence) |E|
You have examined and interviewed your patient, Ms Brenda Monet, (an adult

Patfi: Dody
ek —

Format (3 HTML format
Image to dizplay Mo images have been uploaded to your course yet
General feedback (3

H

Trefuchet - 1EE o w g . B 50 R %o A e
EEES|MAMN|ISESRE| gy | —J=mcskae | OSSR | @
Pt
(FEEE]

[ Savechanges ][ Cancel ]

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.

e mp a e

Action Question name Type
wWogd x [ Question 1,2 and 4.2 =
Select all / Deselact all
With selected:

[ -4 Add to quiz ] [ Delete ] [ Move to x> ]
Default for 32 Re-5B 288 (1) -

Add 1 » random guestions @
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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.

e mp aE e

ion Question name Type

«ogdx [ Question 1,2 and 4.2 &

Select all / Deselect

With selectad;
-4 Add to quiz I Delete H Move to == I

Default for (32 Re-SB 288 (1) -
Add 1 » random guestions Add @

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

Questions in this quiz Question bank
Order #Question name Type Grade Action Category
Question 1,2 and 4.2 = ] Default for Q2 Re-SE 288 (1) -
Total-0 Displayr questions from sub-categories too
Maximum grade: 10 @ [Cl Also show old questions
" Save changes [CShow question text in the question list

[C] Show page breaks The default category for questions shared in context ‘Q2 Re-SB 288"

[C] Show the reordering tool @3

Create new question Choose... - @
lG_"J Sort by type, name -
Action Question name Type
e x [ Question 1,2 and 4.2 =
Select all / Deselect all
With selected:
I -4 Add to quiz I l Delete ] l Move to »» ]
Defautt for Q2 Re-SB 288 (1) -

Add 1 - random guestions | Add | @

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

o

sbuys » Q2 Re-5B 288 » Quizzes » Download your Supplementary Summative assessment essay paper here { SB 288) » Editing Quiz

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 [i3dan activity 1w
Upload a single file under Assignments. Add an activity...
Assignments

. Advanced uploading of files
Name: Upload your Supplementary Summative assessment essay Online text

paper answer sheet ( SB XXX)

(Offline activity

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 {&idzn activity.. ™
Choice. Add an activity ...
Assignments
Advanced uploading of fi
1. Choice name: Declaration of Authenticity @n?{§2$§¢“p cadng aies
2. Copy the following text into the Choice text area: gﬁPad Eﬂ_iﬂﬂe file
INE aCLIV

Cha

| solemnly declare that:

Database

(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 | was not assisted by a second
party during the answering of the assessment tool

Limit: Leave as default.
Choice 1: Type in Yes.
Choice 2: Type in No.
Leave the rest as default.

o0k w

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 enroliment 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.
. R . ) (@ i Switch role ta... [ +|| Tum edting on
Click on all the activities in block 1 and review whether Switch role to...

access is denied until specified time of re-assessment Teacher
booking. Mon-editing

teacher

 new topic...

If everything is in order, click on the | Retumto my nomnal role | 1)\ 140

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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