Faculty of Business

OXFORD
Moodle book BROOKES

The Book resource is, in essence, a series of connected webpages, UNIVERSITY
making it easy to create multi-page resources with a book-like format. Previously created
Word documents or webpages can be directly imported into a Book. They are not
interactive; however, you can include hyperlinks to choices, forums, external websites
etc. Also, Flash movies and other multimedia may be embedded. Books can contain main
chapters and sub chapters and be printed by chapter or entirely.

Create a Book

1) Turn editing on
2) click Add an activity or resource

3)  Scroll down to Moodle Book and select it

4)  Click Add
Add an activity or resource [%]

)E'] Voice Board =

X The book module enables ateacherto create a
Voice E-Mail
multi-page resource in a book-like format, with
-
ﬁg Voice Podcaster chapters and subchapters. Books can contain
& Voice Presentation media files as well as text and are useful for

il displaying lengthy passages of information
%ﬁ Wiki

= which can be broken down into sections
o

" Wimba Classroom

."u).
‘a‘ Workshop

A book may be used

o To display reading material for individual

RESOURCES
R modules of study
’,. Brookes RADAR o As 3 staff departmental handbook
L9SOifice o As a showcase portfolio of student work
| File
Jru— @ More help
&= Folder
& IMS content package
& Label L
@
- I8
© Q§8 Moodle Book
=
Page
@ urRL =
Add Cancel
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5) Inthe Adding a new Moodle Book screen, add a Title and Summary for the
book

6) Select how you want the chapters to be numbered

# Adding a new Moodle Book@

GENERAL

Name* Add a resource R[;ﬂ\dd a book title

Summary® | pont famdy -

rreET i I
B 7 Uax x| EER| S DA
EEFEE 2HEQH =T -

The menu choices under "Add a resource. '

Write a short summary about your book

Path: p
Capternumberng @ Mumbes[=] |- Specify they style of your chapter numbering
Custom tites @ 1 and tick if you will be using Custom titles

T MODULERRETTIA AR . g —

— — — e — -y

7)  If necessary, add access restrictions and/or conditions. Scroll down to the bottom of

the page and click Save and display. The Editing chapter screen appears where
you can begin to edit the first chapter of your book

8)  If thisis a subchapter (e.g. 1.1), click the Subchapter box

9) Inthe Content box, you can use the HTML editor to: key in or import text, insert
hyperlinks, insert images and embed media, etc.

Editing chapter

EDIT

Chapter title* |Brookes RADAR Resource Add a chapter title

Subchapter (Only available once the first chapter has been created)
Content™ | g0t famly |~ | Fontsize ~ || Paragraph | R E

B 7 Usx, X|EEE JS& @A -2 | Format text

iSEEEEE 2 & Q Hwm T

Teaching collection

The Brookes RADAR collection is

Main body of chapter

Path: p

There are required fields in this form marked *

10)  Scroll down to the bottom of the page and click Save changes.
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Edit a Book

1) Click the title of the book

2)  Click the Edit ‘pencil’ -') next to the page(s) to be edited.
Edit/add chapters within a Book

1) If chapters need to be edited, deleted, hidden or added, use the tools in the Table
of contents block (visible after creating the first page).

Hide

Edit

TABLE OF CONTE

o

¥ /X ® 4
2z sources 4 / xX ® + Add new chapter

RADAR Rale 1 Brookes RADAR Resource
l Move

T E The Brookes RADAR collection is

NAVIGATION J
Delete | ~»

Aty
My Pae e e A o ahd s AAANLA A R Ny

Copy and paste text from Word

When you copy/paste text from Word, you will import a lot of junk code; this can mess up
any future formatting. Paste from Word solves this problem

1) Select your text from Word, go to Moodle and select Paste from Word

EDIT €

Chapter title™  Brookes RADAR resource

Subchapter [ 3
Content™ | [gont family |~ || Font size || Paragraph |~ | S RRlE=

B Z Usx, x EEE|JL @A R - 1

—a— o = | A

S *-iﬁ@ﬂ—iﬁ— :

Paste from Word 1
bxford Brookes Research Archiv

_— o B0 M Mopen ahahiveasOxford Brooke® msemtchid .o ., - 4

2)  The Paste from Word dialog box appears. Click in the text box and press Ctrl+V
on your keyboard. The text you copied from word appears in the dialog box

3) Click Insert and the text appears in the Chapter.
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Insert a hyperlink

1)

2)

3)

4)

5)

6)

7)

8)
9)

The Insert/edit link icon will be greyed out until you highlight the text (e.g.

Oxford Brookes)
Click the Insert/edit link

EDIT
Chapter title™  |Brookes RADAR resource
Subchapter [
Content™ | kot family ||| Fontsize | Paragraph |~ | I SR sl=)
B 7 U#x sam==2 2 uim A o gq

i= = & = | 2) The Insert/edit link becomes available

-

Oxford Brook{Insert/editlink JArchive ‘

An open archive of SIRIRIIERs | 1) Select the text for hyperlinking

University staff? RADAR Research Archive is now closed for contributions. All
the information about your publications that has been added to RADAR so far
(including those that have been added but cannot be viewed) will be exported to the

new Current Research Information System (CRIS). Any queries, please email =

Path: p » span

LN

The Insert/edit link dialogue
box will appear

If you want to create a
hyperlink to a file, click the

Browse icon E

When the File picker window
appears, click Upload a file |
Choose file and locate the file
from your My Documents
area. Then click Upload this
file

If you want to link to a
webpage, type in or paste the
URL into the Link URL box

Insertiedit link _

m Popup Events Advanced

General properties

Link URL [rww.brookes.ac.uk ]' Browse icon l

Target lgpen in new window (_blank) EI

Title |[Oxford Brookes homepage ]

Class [-- Not set -- EI
e ]

The Target option defines how the file or link opens, e.g. in a new window, in the

same window, etc.

The Title should contain text describing the link, for visually impaired students

Click Insert

Scroll down to the bottom of the Editing chapter window and click Save

changes.
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Insert an image

1)

3)

4)

5)
6)

Click the Insert/edit image icon =

EDIT

Chapter title*  Brookes RADAR resource

Subchapter [

Content*

Font famly |~/ Fontsize

S: z b e Q ﬁ 2 ﬁ mm7 v|

—_—rr
= j= = ¥

»
~ | Paragraph  ~| |48 253 :

B I Usx, X EEE S @A - P
{

1

foxford Brookes Resear

An open arch

a A . e P

Insert/edit image ]arch

Y

" o i

When the Insert/edit image dialog box appears, on the General tab, click Find

or upload an image... and use the File picker dialog box to locate your image

The dialog box will show the location
of the image (Image URL), the
Image description (that you have
added to assist visually impaired
people) and a Preview of the image

The Appearance tab allows you to
alter the position and size of the
image. The Alignment dropdown
menu allows you to set the position
of the image on the page. The
Dimensions boxes allow you to
specify the size of the image. If you
tick Constrain proportions and
enter one value, the other will be
calculated automatically. Vertical
and Horizontal space and Border
enable you to add space around your
image.

Click Insert

Scroll down to the bottom of the
Insert/edit image window and
click Save changes.

Insertledit image b4
Generzl | Appearance || Advanced
General
[&, Find or upload an image...
Image URL |httpss/ dle.brool .ule/draftfile.php/38365/|
Image description  [Brockes loge ]
Insertiedit image T
General || Appearance || Advanced |
- App: e
Alignment -- Not set -- :I
Dimansions x[ez e &
Lorem ipsum,
[#] Constrain proportions Dolor =it amet,
consectetuer adipiscing
Vertical space l:l loreum ipsum edipiscing
elit, sed dizm nonummy
Horizontsl space || nibh euismed tincidunt
ut lacreet dolore magna
aliqguam erat
Border :l volutpat.Loreum ipsum
Style [
]
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Magnify an image

1)

3)

4)

5)

6)

If you would like your course viewers to be able to magnify an image, in order to see
more detail, onmouseover is a useful piece of HTML code. Once you have your
image on your page, click the Edit HTIMIL source button.

Chapter title™ Adding a table

Subchapter [
Content™  gontfamily | Fontsize | Paragraph |~ " S RE )
B Z Usx, x EEE J2 @A -
= = = 4F 2 HANQ A -

Edit HTML source

You should see this text in the HTML editor window
<p><img src="yourimage.png" height="1541" width="620" /></p>
This simply shows where the image on the screen is stored and its current size.

Adding this small piece of HTML code will allow the image to be magnified when the
mouse is moved over the image

onmouseover="this.width=300;this.height=746;"
onmouseout="this.width=150;this.height=373" p=""
height="373" width="150"

Place your cursor here...

<p><img src="yourimage.png" height="1541" width="620" ,/></p>

Cursor here

Copy and paste the HTML code from 3) above so your new code should look like
this...

<p><img src="yourimage.png" height="1541" width="620"
onmouseover="this.width=300;this.height=746;"
onmouseout="this.width=150;this.height=373" p=""
height="373" width="150" /></p>

\[ Original HTML code ]
Cursor here and paste ]

You can change the figures as you need to; these are only included for an example.
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Embed media

1)

3)

4)

5)

6)

Click the Mloodle Media icon

EDIT

Chapter title™ Brookes RADAR resource

Subchapter [

Content*

Font family ~ | Font size

B I Usx, X' EEE

(NEW SEASON) 5[ Moodle Media

P
Qxford.Rrankss Rhcos

When the Insert/edit embedded media
dialog box appears, click Find or upload a
sound, video or applet... and use the File
picker dialog box to locate your media

Click YouTube videos, if the video is stored
there. Use the Search box to find the video.
Remember to edit the Author and Choose
license. Click Select this file

Once back on the Insert/edit embedded
media dialog box, click Insert

You will not see a preview of the video in the
Editing chapter screen; just the title of the video.

EDIT

Chapter titie®  Brookes RADAR resource

Subchapter

Content*

Fontfamly |~ | Fontsize ~ || Paragraph . 4% @

Bz ysx xEEE|S2EHA -2y
= 2 HEQ A -

(NEW SEASON) Brookes TV Season 7 Episode 1

Oxford ar:c[ Title of Moodle Media ]

An open archive of Oxford Brookes research

University staff? RADAR Research Archive is now clost
Path: p » span » strong

'

-

~ || Paragraph -9

4 45

~59_2~ LI (]

RN QH|mT - i

pisode 1

A

G ]

Click Save changes

1 Brookes RADAR resource

When you view the Chapter, you will see a preview of the video and are able to
access play, pause, volume control etc, at the bottom of the media.
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Insert/edit table

Creating a table is the easy bit; manipulating it can be a bit tricky...

1)

3)

4)

5)

6)

Click the Insert/edit table icon within a page that has previously been created

Chapter title*  Adding a table
Subchapter [

Content™ | |rontfamily | Fontsize

B 7 U & X, xX°

‘i

In the dialog box, enter the
number of columns and rows
required. To make the table
easier to complete, set Cell
padding and Cell spacing to 5.
By default, Border is set to o. If
you want coloured borders
around cells, set this value to 1.

Click Update to be taken to your
newly created table.

Once you have been returned to
the Updating Page screen, you

can type, or copy and paste
information into your new table.

Rows or cell can be manipulated via
right-clicking on the table, and then
selecting the required option, e.g.
adding rows/columns, spilt/merge
cells. You are able to delete an entire
table from here and edit cell
padding/spacing.

Scroll down and click Save and
return to course or Save and
display.

| Paragraph i

Insert/edit table

A 23|

E | Q@3 A -2 -
iﬁ@QjHIMva:

General || Advanced |

~General properties
Columns Rovs
Cell padding  [5__| Cell spacing [5__|
Alignment [~ Hotszet — [w| Border
width 1 Height L1
Class [-- Not set -- [=]
Table caption [

Page content™ Font family  |=| Font size

[m]

Path:

DDT

I U s X, x| E

lj Insertfedit table
.ﬂ Table properties

% Delete Table
Cell r
Ruow 4
Column 4
table = thody = tr = td
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Import HTML pages

1) Putthe HTML files for import into a Zip folder
2)  Open the Moodle book

3) Under Settings, click Import from HTML

My home » My courses » Emma » General » Add a resource

Import from HTML

IMPORT

Type |Each HTML file represents one chapter]Z]
Zip archive™ @  [Choose a file...

No files attached

Moodle and Data Protection Moodle
Moodle Terms of Use

(i) Moodle Docs for this page

There are required fields in this form marked *.

uLcc

4) Click Choose a file... and select your Zip file containing the HTML pages

5) Click Import. The HTML files will be imported into the Moodle book.

Navigation and printing

1) Usethe Previous and Exit book buttons to navigate

; Exit book
1 @ @ ADD A BLOCK
‘ A AN e

2)  Inthe Settings block, you have the option to print Book or Chapter.

SETTINGS =13
®/

~ Book administration

r{_, Print book
2] Print this chapter

® Turn editing off
R NN

Page g of 9



