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1 Introduction 
Dear participant,  
welcome to the Teacher’s training of the ENhANCE project. This guide will provide you some               
pointers for using the course’s open online tool (OOT). The tool will serve as a learning                
platform throughout the course, and it’s important that you learn to access its many              
functionalities.  
 
The web address of the tool is:  
 

https://oot.enhance-fcn.eu/course/view.php?id=5 
 
This document is to serve as a detailed technical guide, and we will refer you to its sections                  
during the course itself. If you have trouble understanding the guide, or if you have questions                
not addressed in this document, you can contact the technical tutor Andrea Ceregini at              
ceregini@itd.cnr.it or post a question in the technical forum available within the OOT.  
 
Please note that, while you will be able to access the OOT in Finnish, Greek, English, and                 
Italian (see Section 2.1), this guide will use the English version as reference.  

  

 

https://oot.enhance-fcn.eu/course/view.php?id=5
mailto:ceregini@itd.cnr.it
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2 Login and Logout 

2.1 Login to the OOT 
It is necessary to authenticate before accessing the OOT. Click on the Log in link in the                 
upper-right corner of any page (2) to load the ENhANCE login form (below).  
To access the OOT: 

● Enter username (or email    
address) and password in the     
login fields (3). 

● Click on the Log in button (4). 
 
It is possible to make the OOT       
remember the entered username (or     
email address) by checking the     
Remember username option (5). 
 
If successful, the login action automatically brings the user to their personal Dashboard (see              
Section 3 for a detailed overview of this tool).  
 
To reset the assigned password, click on the Forgotten your username or password? link. 

2.2 Logout 

 
To sign off the OOT: 

● click on user menu in the upper-right corner of any page; 
● click on the Log out link in the dropdown menu  
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3 Dashboard, User Profile and Preferences 
Logged-in users can access a number of useful        
settings from the User menu in the upper-right        
corner of the page: 

● Dashboard is a customisable page for      
providing direct links to their courses and       
activities within them, such as unread forum       
posts and upcoming assignments. 

● Profile and Preferences contain links to      
further pages allowing users to edit their       
information and preferences, view their     
forum/blog posts, check any reports they      
have access to, set notification and      
message settings and many other actions. 

3.1 Dashboard  
By default, Dashboard shows: 

● a list of all the courses in which a user is enrolled or has an assigned role (Course                  
overview block); 

● an overview of the user’s schedule and deadlines (Timeline block); 
● a list of future Course events in a summarized list (Upcoming events block). 

 
It is possible to personalize the Dashboard (to add, remove, move or hide blocks) by clicking                
on the Customise this page button: 

 
To save the current status of the dashboard blocks and return to the Dashboard, click on the                 
Stop customizing this page button.  
To bring the Dashboard back to its default status, click on the Reset page to Default button. 
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3.2 User Profile & Preferences 
The user Profile page contains, among others, the following informations: 

● User details: 
○ the user’s email address; 
○ a direct link to the Edit profile page; 

● Privacy and policies: 
○ a summary of the project’s data retention policies  

● Miscellaneous 
○ a list of all forum posts and discussions created by the user; 
○ the user’s earned certificates; 
○ the user’s blog entries. 

 
The Preferences page gives users access to various settings they might wish to edit, like: 

● profile informations; 
● currently set password; 
● preferred language; 
● forum preferences; 
● notification settings; 
● blog preferences 

 
IMPORTANT: by default the OOT server is based on the Europe/Athens time zone. It is               
possible to change this settings by entering the user profile (see Section 12 of this guide                
How do I change my time zone?). 
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4 Forum  
Forums allow participants to hold asynchronous discussions among them on various topics.  
To access a forum in the OOT, click on the Forum title in the homepage of the course. 

  
 
Note that the OOT will have three ‘general’ forums, which will be used throughout the course 
(see below). These are:  

● the Announcements forum, which you should regularly check to keep updated on 
important course-related information;  

● the Technical forum, which is the place to ask for help regarding issues with the 
OOT, the webinar platform, or other technical tools employed during the course;  

● the Meta-Reflection forum, which is a space you can use to reflect with your 
colleagues about the learning process.  
 

In addition to these, we will have a forum for each module (e.g. “Forum M3). This is the 
forum to discuss the learning materials and contents related to the module.  
  

 
When you click on a forum, previously started discussions are listed and available to all               
users. Clicking the button “add a new discussion topic” (1, below) will let you post a new                 
discussion thread (see Section 4.1). Clicking on a discussion title (2, below) will open it and                
allow you to reply to it.  
Is it also possible to subscribe to discussions (i.e. be notified of new posts) by clicking the                 
envelope beside them (4, below). You can also subscribe to the whole forum by clicking on                
the gear icon (3, below) and selecting “Subscribe to this forum”. You will then be notified                
whenever a new discussion or reply is added to the forum.  
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4.1 Start a new forum discussion 
To start a new thread (1), click on the Add a new discussion topic button (1 in the image                   
above) to access the New Discussion Topic panel.  

 
Both a subject and a message are required. Try to keep the subject short, but informative on 
the message contents. Make sure that your discussion is in-topic for the forum you are 
posting it in.  
The message text field has some simple formatting options for changing font style and size, 
and add lists, links or multimedia files. You can access more advanced formatting options by 
clicking the downward arrow (see 1, above).  
It’s possible to subscribe to your post (see 2, above). If you do, you will be notified whenever 
someone posts a reply to your discussion.  
You can add attachments to your discussion by opening the file picker (3, below) or by 
dragging and dropping files to the area just beneath it. Using the file picker, you can upload 
a file from your device, retrieve a file using an URL, or select one file you already uploaded 
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on the OOT. You can also add tags to your post (4, below) to make it easier for other 
students to find your discussion. Both attachments and tags are optional.  
When you are ready to post your discussion, click the button labeled “Post to forum” (5, 
below). Your post will now be visible to all other students.  

 
 
 

4.2 View and reply to discussions 
When you open a discussion, you can add a reply to it (see below).  

 
The form for adding a discussion reply is identical to the one for adding a discussion post.                 
However, your reply won’t be shown on the list of discussions, and will only be visible when                 
a student views the discussion you are replying to.  
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5 Webinar  
Webinars will be delivered directly from inside the OOT through a dedicated plugin. 
To access a webinar in the OOT, click on the Webinar title in the homepage of the course.  
 
IMPORTANT: make sure to have Adobe Flash installed and enabled on your browser before              
accessing a webinar. If you need help checking on this, refer to section 12 of this guide (How                  
do I check if Flash Player is enabled on my browser?).  
 

 

 
 
When you’re sure Adobe Flash is installed and enabled on your browser, you can click on                
the blue Join session button to enter the webinar.  
NOTE: Depending on which browser you are using, you may be asked again to confirm you                
want to run Flash in your browser. Better safe than sorry! 
  

 
 
In this case, just click on the messages to confirm your intention.  
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Before accessing the Webinar room it is possible to choose how to join the audio: 

 
To be able to actively speak during the Webinar, click on the Microphone icon. 
To only enter as a listener, click on the Listen only headset icon.  
If you chose to activate your microphone, an audio test will be offered: 

 
To test your audio connection, speak into the microphone: if you hear your voice back then 
everything has been set-up correctly.  
 
The main default screen of a OOT webinar is composed of three main parts: 

● A list of connected participants (on the left in the image below); 
● The presentation screen (center); 
● A public chat (right). 
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The Users panel (1 in the image above) lists all the Webinar participants’ names along with                
a series of icons useful to understand what action each user is able to do, and their roles: 
 

 
Moderator (can activate and deactivate audio & video for other users, 
select a presenter among the participants, make other users moderators…) 

 
Presenter (has full access to the presentation screen; only one participant 
can be presenter at a time) 

 
User with Video and Audio activated. All currently active video streams are 
visible in the Webcams section (3 in the image above) 

 
Participants can use the Emoji Tool (2 in the image above, and on the              
left) to update their status icon. This functionality allows users with           
deactivated microphones to make their voices heard by selecting one          
of the available icons, that will appear on the left of their name: 

 
 
Particularly important is the Raise hand icon, that can be used to ask a              
moderator for right to speak. 
 
 

The Presentation panel is the main section of the Webinar module. All the documents and               
slides shared by the Presenter will be shown here. 
 
The Chat panel (5) allows all the participants to         
share thoughts, comments and questions about      
the current presentation.  
It is possible to download the content of the chat          
as a .txt document. To do this, click on the Options tab in the Chat panel and then click on                    
the Save chat button in the Chat Options. 
 
At the top middle of the screen (6) are grouped the actions for activate and deactivate                
microphone, audio and webcam. 
 
The dropdown lists in the bottom-right corner of the window (7) allow the user to select the                 
interface language for the webinar module and the preferred graphic layout. For best             
enjoying the Webinar, it is advised to select English and Default Layout: 
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5.1 Breakout rooms 
During a webinar activity the moderator may decide to split the participants into separate              
groups called breakout rooms. To accept an invitation to join a breakout room, click on the                
blue Join Session button in the popup alert that will appear on screen: 

 
 
When requested, perform the audio test to enter the room, that will open on a separate tab: 

 
 
Breakout rooms work exactly as the main instance of the webinar, with the exceptions being:  

● documents shared in the Presentation panel will only be visible to members of the              
group 

● chat messages will be read only be members of the group 
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6 Quiz  
The Quiz activity module allows the teacher to design and build quizzes consisting of a large                
variety of Question types, including multiple choice, true-false and short answers. 
To access a quiz in the OOT, click on the Quiz title in the homepage of the course. 

 

 
To start taking the quiz, click on the Attempt this quiz now button. 
 
Once all questions have been answered, click on the blue Finish attempt button. This will               
present the user a summary of the current attempt, as shown in the image below: 

 
To edit the answers click on the Return to Attempt button. 
To confirm your answers and submit your quiz, click on the Submit all and finish button (a                 
confirmation prompt will be displayed).  
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The next page shows a detailed summary of the results, including the final mark and               
corrections to wrong answers: 
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The OOT includes different types of questions: 
● Multiple Choice  
● True or False 
● Short answer  

 
Multiple Choice (only one correct answer) 
These questions allow one and only one answer to be chosen by selecting the radio button                
next to the answers. 

 
 
Multiple Choice (more than one correct answers) 
The only way to get this right is to pick ALL the correct answers, by clicking on the check                   
boxes next to them.  

 
 
True or False  
A participant is given only two choices for an answer in this kind of question: True or False. 

 
 
Short Answer  
To reply a Short Answer question, type a word or a brief phrase in response to a question in                   
the provided text field. Answers must match exactly the expected solution and are NOT case               
sensitive (i.e. WHITE CHRISTMAS and white christmas are both correct answers to the             
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example below because the expected solution set by the tutor is “White Christmas”, while              
White Xmas is not a valid answer). 

 
 
 

7 Assignment  
The assignment activity provides a space into which students can submit work for teachers              
to grade and give feedback on. In an assignment, you may be asked to submit one or                 
several files and/or to type text essays.  
Assignments can be individual (and each student will have to submit them for the activity to                
be marked as completed) or group assignments (only one member of the group will have to                
perform the submission, and this will mark the activity as completed for all group members).               
Assignments can have deadlines and cut off dates. 

7.1 Submitting an assignment  
To begin submission of an assignment, go to the assignment page and click “add 
submission”.  

 
Depending on the type of assignment, you will be asked to either upload one or more file(s), 
or to type some text in an open field. The picture below show a text assignment example. 
When you finished working on your assignment, click “Save changes”.  
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After saving your draft, you will be shown a summary of your draft. You can still edit your                  
draft, by clicking “edit submission”. Your work has not yet been submitted! 

 
To submit your work, click instead “Submit assignment”.  
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8 Database  
The database module allows the participants to build, display and search a bank of record               
entries about a given topic. The format and structure of these entries can include images,               
files, URLs, numbers and text amongst other things. 
To access a database in the OOT, click on the Database title in the homepage of the course. 

 

 
It is possible to use the provided links and tools to perform a number of actions: 
Visible groups: filter all items added by members of a specific group; 
View list: view several items at a time; 
View single: view only one item at a time; 
Search: search the entries by keyword or contributor; 
Add entry: add an item to the database (see image below) 
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9 Learning Journal 
The learning journal is a section you can use to track and annotate your learning process. It 
is designed for a student to write their reflections and edit or refine them during the course. 
To start your learning journal, go to the course dashboard, click on “My learning journal 
[optional]” and then select “Start or edit my journal entry”.  

 
This will open a simple field for text editing, similar to the one used for submitting 
discussions to a forum (see section 4.1). When you finish editing your entry, click “Save 
changes” (see below).  
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Your journal entries will be visible for course teachers, who may add a brief comment to 
each entry. However, other students will not be able to access and read your entries.  
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10 4Cs Dashboard 
Throughout the course, we will continuously refer to the 4Cs framework for conceptualizing             
the learning process. In the 4C framework, learners’ action are divided in 4 categories:              
creating, connecting, contributing, and consuming.  
The definition and application of these categories will be a fundamental part of the course,               
and will not be explained here. However, do note that your actions in the OOT will be tracked                  
and classified according to the framework. Therefore, during the course you will be provided,              
at all times, a measure of how much you are creating, connecting, contributing, and              
consuming. Additionally, you will have a measure of how much the whole classroom is              
acting according to the 4C framework.  
To access your personal 4C dashboard, click on the “My 4Cs Dashboard” section in the               
OOT sidebar.  
 

 
Clicking on the section will open a new tab, which will provide you a visualization of your                 
performance in each category.  
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In this graph, the size of each area represents how much you enacted each category of                
action during your course experience thus far. Remember that certain behaviours (e.g.            
posting on a forum) will naturally require less effort than others (e.g. creating and sharing a                
new learning material). All actions are weighted according to the effort they require.             
Therefore, it may require multiple blog posts to match the score gained by creating and               
sharing a single material.  
 
To access the collective 4C summary for the whole classroom, click on “Nurse Sally's 4Cs               
Dashboard” in the Sidebar.  
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In this dashboard, similarly to your personal one, you can access a summary of the               
classroom score for each category and a visualization of the relative enactment of each              
category of action.  

 

  

 



ENhANCE OOT user guide v 1.1.3 

11 Score, level and badges 
The OOT implements the Level Up! plugin for Moodle. This plugin lets you accumulate              
experience points for your actions during the course. You will level up when you collect               
enough experience points.  
A section in the sidebar shows you your total experience points, the points needed for               
reaching the next level, and a button you can click to access the student leaderboard.  

 
This allows you to see, at a glance, a composite measure of your and your fellow students’                 
engagement with the course. However, you should refer to the 4Cs dashboard (see section              
10) for a more in-depth analysis of your behaviours.  
 
In addition to this, during the course you can gain badges.These represents achievements             
you reached by performing specific actions. In the Teachers’ training path, badges are             
awarded after performing all mandatory actions for each module. For example, performing            
all mandatory actions for Module 2 will award the expert in EU curriculum badge. To see                
your badges, click on the “Badges” section in the main menu.  
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This will let you access a page in which you will be shown the badges you earned. You can                   
use this page to check your progress in the mandatory parts of the course. 
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12 Quick Reference 

12.1 How do I check if Flash Player is enabled on my browser? 
Flash Player is required by the Webinar module (see Section 5) so it is very important to                 
check if your browser is correctly configured to run it.  
To do this, follow this steps: 

1. Visit https://helpx.adobe.com/flash-player.html by the browser you’ll be using to         
participate in the OOT and click on the yellow Check Now button; 

a. If Flash Player is installed AND already enabled, you’re good to go!  
b. If Flash Player is installed but not enabled, go to Step 5; 
c. if Flash Player is not installed, go to step 2; 

2. To download the latest version of the player, visit http://get.adobe.com/flashplayer/ 
3. After you download the Flash Player, follow the installation instructions that appear            

on the download page; 
4. Close and reopen your browser; 
5. To enable the player in your browser, you can follow the detailed instructions on the               

official Adobe website at the address https://helpx.adobe.com/flash-player.html (4.        
Enable Flash Player in your browser) 

 

Good to go! Your browser is 
correctly configured to run 
Adobe Flash.  

 

Flash is installed but not 
enabled. Refer to point 5 of 
this section.  

 

Flash has to be installed. 
Refer to point 2 of this section. 

 

12.2 How do I change my time zone? 
In order to avoid confusion around activities that starts at a given hour (i.e. Webinar) it is                 
very important to set the correct time zone. This should be done by every user who works on                  
a different timezone than Europe/Athens.  
To do this: 

● Access your profile page and click on Edit profile; 

 

https://helpx.adobe.com/flash-player.html
http://get.adobe.com/flashplayer/
https://helpx.adobe.com/flash-player.html
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● Set the timezone by selecting the correct value in the Timezone drop-down menu             
(e.g. Europe/Helsinki or Europe/Rome) 

● Click on the blue Update profile button to save the change. 

12.3 How do I change interface language? 

 
All the content of the ENhANCE Open Online Tool (OOT) is available in four different               
languages: English, Italian, Finnish and Greek.  
To change the currently set language (1): 

● click on the language selection menu in the upper-left corner of any page 
● select the preferred language from the dropdown menu 

 


