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Initial Product Setup  

Note: For publications with large number of chapters (more than 60), you might want to complete the 
initial product setup in Firefox or Edge. Configuring a large number of chapters in Chrome currently freezes 
in Moodle (as of version 3.11). 

1. Go to your course page and Select Turn editing on. Then rename Topic 1 or an existing topic to the 
product name (e.g., CollegeScope) by selecting the pencil icon. Hit enter to save the name. 

 

2. Select Add an activity or resource. Select the tool name configured for your product (typically 
Configure {product name}).  

3. Fill in Activity name (with the product name) and click the Select content button. 

4. For single assessments, the window will flash and disappear as there is no configuration to be done. 

5. For online publication configurations, a popup will display the configuration screen.  

a. Choose the default configuration or Chapter Freedom if these options are provided. "Default" 
restricts students to completing an entire chapter before the next one is unlocked. "Chapter 
Freedom" allows them to move on without completing the preceding chapter.  

b. Choose One Journal Grade per Chapter (one overall grade for journals) or Individual Journal Grades 
(requires you to assign a grade for each journal entry in a chapter).  

c. Choose the configuration and journal grading method then click Submit Configuration choices.  

Note:  If you decide to change the configuration later, it will require reconfiguring the product and 
all previous grading will be lost. 
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6. Ensure the list of chapters is accurate for the desired configuration and select Save and return to 
course.  

7. Ensure the same list of chapters are now displayed in your topic. 
8. Click on a chapter and you should be taken to the Choose a Chapter to Grade page. 
9. Click on Grades in the left menu and ensure there are grade columns for each chapter (there will be 

none for assessments only).  
10. Repeat steps for each product to be added.  

Important note:  

Do not delete any of the activities created during product setup. If you do not wish to have students 
access them, change the availability to be hidden from students. Deleting activities will result in a need 
to reconfigure the product and students will have to click on each activity again for grades to reload. 
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Viewing Student List and Resources 
Class List 
After selecting any of the activity links for the online publication, select the <<Back to class list link at the 
top to view the list of Individuals. As students enter the publication for the first time, their name will 
populate this list. You can view a student’s progress in the publication or assessment results as needed. For 
grading work, use the Grade student work by chapter option. 

 

Resources and Support 
Sample Chapters 

This section serves as your “desk copy” of the online textbook and allows you to view completed student 
results. Use the Chapters links on the left to view the page-by-page content in the online textbook. Click the 
View Results links to see a sample student’s results. 

Instructor Materials and Support 

View our Help Center, including knowledge base and the ability to raise a support request.  

Tools 

See the section on Reconfiguration or Removal of a product for more information on removing the product 
from your course. 
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Activity Configuration and Customization 
The integration automatically creates activities that can be viewed from the Topic. These activities will have 
corresponding columns in Grades that consist of any chapter journal and quiz grades weighted 50%, unless 
you have requested a different configuration on your account. 

From your activities page, you are able to (after turning editing on): 

1. Change the point value for each activity to comply with your syllabus. For example, if you would like a 
chapter grade to be out of 25 points rather than the 10 points allotted, the number of points in Grades 
will adjust based on the percentage (for example, an 8 out of 10 will become 20 points). You can also 
select a grade category or add a grade to pass. Do this prior to opening your course as doing so after 
grades have been entered can result in errors. 

2. Add a due date (expected completion date). Due dates are for students' reference only—they will not 
affect availability or grading of the journals/quizzes. 

3. Change the assignment name. 

4. Change Availability (display link for that activity on course page or hide from students). 

5. Restrict access. You can specify dates for the activity link to be available to students. This can be used to 
limit chapter/activity availability for students to a certain time period. If dates are set prior to the course 
start, students will not be able to view content or complete work on a chapter outside of this time 
frame. These dates should be set before students access the course for the first time. Once a student 
clicks on an activity, that chapter content is unlocked. Therefore, changing the availability of the activity 
will not prevent the student from seeing the chapter once they have been able to view it. However, if a 
student does not unlock the activity during the assignment availability period, they will not be able to 
unless you open the activity back up. 

6. Change the order in which assignments appear in your course. Note this will not change the order they 
appear in the Results page of the publication. 

7. Do not delete any of the activities. If you do not wish to have students access them, change the 
availability to be hidden from students. Deleting activities will result in a need to reconfigure the 
product and students will have to click on each activity again for grades to reload. 

 

Important: 

If you need to reconfigure your product setup at any point, the Assignment Configuration  
may return to the default settings. You will have to reapply your customizations. 
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Reviewing and Grading Student Work 

Grading Student Work by Chapter 
The most efficient way of grading student work is to grade by chapter. When you are ready to grade 
student work in a chapter, then select the first student under Chapter Ready for Grading.  

 

 

Review the student’s submissions for the chapter, enter a grade, a comment to the student and grading 
notes (if desired) for each submission. Grading notes are to keep track of recommended grading 
instructions for that journal or chapter. 

 

 
You can then select Save and close at the top or click Next to grade the next student. 

 
Saved grades will be reflected in the Gradebook. 
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Using Course Copy  

1. You can use the Moodle course copy function to copy all course content, including the online 
publication.  

2. After copying a course, click on any activity link for the publication in the new course to bring up a 
configuration screen. 

 
3. Select your preferred journal grading option and Submit Configuration choices. 

If the course is copied and you do not configure the product, you won’t be able to view student or grade 
student work until you do so.  
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Reconfiguration or Removal of a product 

If you need to change your configuration choices for a product 

1. Go to the Topic page of your course for the publication, turn editing on, and delete the topic and its 
corresponding activities. 

 

2. Once confirmed, all grades will be removed, along with the corresponding columns in grades, after 
deleting the activities. Deletion of the activities will not delete any student work. However, changing the 
configuration or journal grading method will result in a loss of prior grading. 

3. Follow the steps in the Initial Product Setup section to add the product again. If using the same journal 
grading method, the grades will repopulate your gradebook again as students log back in. Changing a 
configuration may require students to go to the last page of previously completed chapters and submit 
the chapter again. 

If you mistakenly added a product and need to remove it 

1. Go to the Topics page of your course and click on one of the activities. 

2. Click on the << Back to class list link if you are not already on that page. 

3. Choose Remove (product name) and then confirm by selecting the Remove Product button.  

4. Go to the Topics page of your course and delete the Topic (with all activities) for the product. Deletion of 
the activities will not delete any student work. All grades will be removed. 

Support 
Questions? Our CustomerCare team is available from 9 a.m. through 7 p.m. (Eastern) via: 

You'll find our support widget in the bottom right any time you are in our products, which 
provides access to our full Help Center. This also contains our Chat, which provides live support 
from our CustomerCare team during business hours.  

We can also be reached at customercare@humanesources.com. 

 

 

mailto:customercare@humanesources.com
https://support.humanesources.com/
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