
	

	

 
After completing this module, you should be able to: 
 
• Setup your course homepage 
• Adding and removing users from your course 
• Change into edit mode 
 
 
A. INTRODUCTION 
This module will explain to you how to change your course settings, 
customize you course homepage, and  assign students and teachers to 
your course. Finally, it will show you how to enter the editing mode so 
that you can add contents. 
 
Once you have login to the ODL System, select the course you want to 
access from the list of courses available to you under "My courses". If 
this is a new course, most probably the course will be empty.  
 

 
If you are unsure how to login to the ODL system, please refer Module 1. 
 
B. COURSE SETTING   
 
Once you have select your course, on the right hand side of your course 
homepage you will see two main menu which are Navigation and 
Administration. Below is a list of tools which you can use to administer 
your course that can be found under the Administration Menu.  
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A brief description of each link is as follows: 
 
 

 
 

Command Function 
Turn editing 
on/off  

To enter editing mode and 
make changes.  

Edit settings  To change the look of your 
course.  

Users To add or remove users 
from your course 

Reports Lists the activity and data 
log each enrolled student. 

Backup  Allows your class data to be 
backed up.  

Restore  To restore old class data  
Import  To transfer data from 

another course you are 
currently teaching 

Reset  To remove user data from 
your course, while retaining 
activities and resources 

Questions bank This link takes you directly 
to your question bank, 
which you can use to 
generate questions for your 
quizzes  

 
1. Click on the Edit Settings link under the Course Administration and 

you will see the following screen. You can leave most of the settings 
with the default value. 

 
 



 
 
2. Under the General section, enter the date in the Course Start Date. 
 
3. Under the Description section, type in the synopsis of your course in 

the course summary area.  



 
 
You can upload any file in the course summary file just below the 
course summary. Recommended that you upload the course 
information here if relevant. 

 

 
 

4. Under the Course Format, enter the parameters for your course:  
• For the weekly format, set the start date and the number of 

weeks.  
• For the topic format, set the number of topics.  
• For the social format, set the course start date. You don’t need to 

worry about the number of weeks or topics.  
 

5. When you are done with all the settings, hit "Save and display". 
 



C. ADDING AND REMOVING USERS   
 
Most of the time, students will be added automatically by the university’s 
enrollment system, so there shouldn’t be much need for you to manually 
enroll students. However, if you need to add a tutor, an outside guest, or 
a student who is having a problem with the registration, you must 
manually enroll them, i.e., assign them a role in your course. 
 
To assign a user the role of student 
 
1. Click "Users" and then "Enrolled users" in the Setting block.  

 
2. A list of users enrolled in your course will be listed. 

 
3.  Click Enroll users on the right hand side of the list. A pop up 

window listing all users in the system will appear.  
 



 
 
4. Type the name of the student you want to add to your course in the 

search box and hit enter. Click the "Enrol" button to add the student 
to your class. 
 

Assigning Teachers and Tutors 
 
The procedure for assigning a teacher or non-editing teacher (tutor) is 
quite similar with that of adding a student to your course. You only have 
to select the role you wish to assign in step 4. 
 
 
 
 



Removing Students 
 
If a student drops your class, you’ll want to remove the student from 
your course as well. Leaving a student enrolled in your course when 
he/she is not on the official roster makes grading and class management 
much more difficult.  
 
Fortunately, removing students is easy. Simply hit the × icon in the list of 
enrolled users. 
 
D. EDITING MODE   
 
Before you can add contents to your course, you’ll first need to turn 
editing on, which will allow you to add resources and activities to your 
course. At the top right of the page of any course you are teaching, you’ll 
see a button labeled, "Turn editing on". Clicking on this button will 
present you with a new array of options. 
 
 
E. SUMMARY    
 
In this module, we have learned how to set up your course and assign 
students and teachers in the course. The next exercise we will show you 
how to add contents to your ODL course. 
 
 
 
 
 


