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A.  Moodle – A brief introduction 

SCE Moodle is an online learning system which allows academic staff to: 

 Upload course materials with simple steps 

 Create online activities such as assignments (作業), chat (聊天), choice (意見調查), forum (討論區), 

glossary (辭彙),, quiz (測驗卷), Wikis, workshop (專題討論) 

 Interact with students in discussion forums 

 Send messages to students 

 

Course materials to be uploaded 

 Teaching plan (教學計劃) 

 Teaching schedule (教學大綱) 

 Assignment specification (作業指引) 

 Lecture notes (講課筆記)   (optional) 

 Tutorial notes (導修筆記)   (optional) 

 Other materials as academic staff deem appropriate, e.g. PowerPoint files, assignment worksheet, etc. 

 

Copyright issues 

 Please note that all copyrighted materials should NOT be uploaded, even if the materials were copied to 

students under the license with HKRRLS. 

 In certain circumstances it may be a copyright infringement to place a hypertext link to another web site 

(i.e. someone else's copyright work) without permission. We recommend that you seek permission from 

the webmaster of another site before making a hypertext link to it. 

 Please consult with your subject leader if you are not sure about the copyright issues. 

 If you would like to learn more in copyright issues, please refer to the following websites: 

Copyright in Teaching and Learning (HKBU):   

http://www.hkbu.edu.hk/~gao/copyright/ 

Copyright in Education in Hong Kong (HKSAR Intellectual Property Department): 

http://www.ipd.gov.hk/eng/pub_press/publications/cpr_ed_e.pdf 
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B. Getting Start 

Login Screen:  http://scemoodle.hkbu.edu.hk/ 

 
 

 

1. Login Name and Password in SCE Moodle 

 User name Initial Password 

For full-time teaching or supporting staff 
email account name at HKBU 

(e.g. marylau) 

email account 

password at HKBU 

For student 
email account name at HKBU * 

 (e.g. 06123456 / C9123456) 

email account 

password at HKBU # 

 

* The email account name is generated mostly from student ID. 

e.g. Student ID: 06123456  User name: 06123456 

 

# For students who are admitted after August 2012 

Students must activate their HKBU email account before logging in to SCE Moodle via the following website: 

https://iss.hkbu.edu.hk/buam/activation 

 

# For students who are admitted before August 2012 

The default password of HKBU email account is “HKID + Birthday”,  

e.g. a student’s HKID is Z123456(7) and DOB is 12 Jun 80, the default password for the student would be 

Z1234567120680 (All English letters must be inputted in capital letters.)

http://scemoodle.hkbu.edu.hk/
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2. Forget Password (for students) 

 

1. For students who are admitted after August 2012, they must activate their HKBU email account before 

logging in to SCE Moodle via the following website: https://iss.hkbu.edu.hk/buam/activation 

 

2. Ask the student to check the account name and password inputted. (All English letters must be 

inputted in small letters.) 

 

3. Ask the student if email password has been changed from the default one, and ask the student to input 

the latest password. 

 

4. If the student has forgotten his/her email password, he/she should contact the Help Desk of Information 

Technology Office (ITO) at 3411-7899  

 

Email Account Login / Password Hotline: 3411-7899 

 

5. ECEED Moodle Hotline: 3411-4310 
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C. SCE Moodle Interface 

 

List of My courses 

 

 

 

List of My courses: 

All subjects that you teach will be listed 

here, and you can click on the links to 

enter respective subject pages. 

Scroll down for more courses. 

Merge session: 

If there is more than 1 session and 1 lecturer/ tutor, the 

system will create a merge session automatically. The 

students of section 1 will be added into (Section 1) & 

(Section 1/2), while the students of section 2 will be 

added into (Section 2) & (Section 1/2). If you would like 

to have materials shown to all students of section 1 & 

2, you should upload the materials to (Section 1/2). 

Otherwise, you should upload the materials to specific 

section. 

Meta Course: 

Some subjects have included a merge session 

named (Meta Course) and all course 

information and materials were put inside this 

merge session. For example, if there are 6 

sessions: A1, A2, A3, B1, B2 & B3. The course 

materials uploaded to the (Meta Course) will be 

shown to all students of these 6 sessions. 
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D. Editing the course content – adding resources 

 

1. Uploading file(s) to SCE Moodle  

 

 

 

 

 

a. Click on the subject session which you 

would like to upload materials to. 

b. To edit the course content, press on the 

button Turn editing on (啟動編輯模式). 
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c. To add file(s), 

select the file(s) you 

want in the windows 

explorer (檔案總案), 

then drag and drop 

them onto topic 

sections to upload 

them 

d. Files are uploaded 

successfully. For 

editing of the files’ 

name displayed or 

other editing options, 

please refer to next 

section of this manual. 
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2. Editing course content 

 

 

 

Notice and usage of the pop up menu: 

 

 the Move right icon lets you add indent to the item 

 the Move icon lets you move the item 

 the Update icon lets you modify the item 

 the Duplicate icon will duplicate the item 

 the Delete icon will delete the item 

 the Hide icon will let you hide something from students 

 the Assign roles icon will let you assign a student the teacher role locally in an individual 

activity like a forum so they can moderate their classmates' posts while still retaining the 

student role in the rest of the course. 

 

Each items will have a Edit (編輯) 

button next to them. Press the button 

Edit (編輯) next to the item you want to 

edit and a menu will popup. Choose the 

function you want to perform. 

When the button appeared 

as Turn editing off (關閉編輯

模式), you are viewing the 

course in editing mode. It 

allows you to add 

resources/files or activities 

to the course page. 

To toggle between editing 

mode and viewing mode: 

Press Turn editing on/off  

(啟動/關閉編輯模式) button 

at the top right hand corner. 
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3. Adding an URL 

 

 

 

 

 

 

a. To edit the course content, press on the 

button Turn editing on (啟動編輯模式). 

b. To add an URL, click on the link “+Add 

an activity or resource“. 

c. Scroll down to the section 

“RESOURCES (資源)”, click on the option 

button next to “URL”, then press the Add 

button to proceed. 
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d. Type the description in the “Name (名稱)” box 

which would be displayed to students, then type or 

paste the URL to the External URL box. 

e. Scroll down and press the button 

Save and return to course (儲存後

回到課程主頁) or Save and display 

(儲存後顯示結果) to return to 

course page or display the URL. 
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E. Editing the course content – adding activities 

Apart from uploading course materials, you can also launch activities to interact with students. 

 

1. Adding an Online (Turnitin) Assignment  

 

 

 

 

 

 

 

 

a Login to SCE Moodle, and click on the 

subject session which you would like to 

add an online assignment. 

b. To edit the course content, press on the 

button Turn editing on (啟動編輯模式). 

c. To add an assignment, click on the link 

“+Add an activity or resource“. 



Moodle tutor manual_v130424.doc  P. 12 / 18 

 

  

d. Under the section “ACTIVITIES (活動)”, 

click on the option button next to “Turnitin 

Assignment”, then press the Add button to 

proceed. 
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d. Type the details in the 

“Assignment Name (作業名稱)” 

and “Description (敘述)” box 

e. There are a number of important settings that 

you must alter: 

1) Submission Type (提交物件類型): 

Default is “Any Submission Type “, should 

change to “File Upload (文檔上傳)” 

2) Student Originality Reports (學生原創性報告) 

Default is “No”, should change to “Yes” 

3) Allow late submissions (允許遲交):   

Default is “No”, should change to “Yes” 

4) Report Generation Speed (產生報告速度): 

Default is “Generate reports immediately, first 

report is final (即刻製作報告,第一份報告即是完

稿)”, should change to “Generate reports 

immediately, reports can be overwritten 

until due date (即刻製作報告,報告可以在截止

日期前隨時被覆寫)” 

g. Press the button Save and 

display (儲存後顯示結果) to 

continue the setup of assignment. 

f. There are a number of 

important settings that you must 

alter: 

1) Exclude Bibilography  

(排除參考書目) 

Default is “No”, should 

change to “Yes” 

2) Exclude Quoted Material 

(排除引用資料):   

Default is “No”, should 

change to “Yes” 
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h. Click on the pencil icon to setup 

the due date 

i. Setup the Due Date (截止日

期), e.g. if the Due Date of the 

assignment is 27 September 

2012, you should set the date 

to 28 September 2012 00:00 

j. Press the button Submit to finish 

the setup of assignment. 
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2. Reviewing Online (Turnitin) Assignment submitted 

 

 

 

 

 

 

 

 

 

a. Go to the course session and 

click on the assignment. 

b. To download all student’s assignments 

as a Zip file, click on the word icon under 

Export (外傳). 

c. A new window will pop up, click 

on the “here” link to download the 

file. 

d. Choose “Save File (儲存檔案)”, 

and then press “OK (確定)” to save 

the file 
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e. To check individual student’s Originality 

Report, click on the tab named “Submission 

Inbox (提交收件匣)” 

f. Click the + button next to the student name, and then details of the 

originality report will be shown. Click on the percentage bar for 

details. 

g. Click on the icon to download the 

originality report. 
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3. Downloading Assessment Feedback Form submitted 

 

 

 

 

 

 

 

 

  

 

 

a. Go to the course session and click 

on the Assessment Feedback Form 

(習作評核表). 

- 習作評核表 

b. Click on “View submitted 

assignments (檢視已繳交的作業)” 

c. Click on a name of the files to 

download an assignment, or click 

on “Download all assignments as 

a zip” 

Assignment 2 – Assessment Feedback Form 
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F. Support 

 

Email Account Login / Password Hotline: 3411-7899 

 

ECEED Moodle Hotline:    3411-4310 

 

SCEMoodle Support Team Email:  scemoodle@hkbu.edu.hk 

mailto:scemoodle@hkbu.edu.hk

