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1. Introduction 

The community of practice offers a range of services that must be effectively managed by one or 

more designated users (Figure 1). Since the platform is built on Moodle, all administrative tasks 

rely on the functionalities provided by Moodle itself. This tutorial highlights the key administrative 

features and includes links to detailed guides and video tutorials that explain how to manage 

Moodle— and, by extension, how to manage the community of practice efficiently. 

 
Figure 1. – Community of practice admin interface 

 

To access the community of practice as an administrator, users must log in using the standard 

procedure (see Figure 2). In addition, the user account must have administrative permissions 

enabled. The user will see the admin interface described in the following sections. 

https://www.youtube.com/watch?v=Vzq_fuw3CU0&utm_source=chatgpt.com
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Figure 2. – Community of Practice Login Page 
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2. Main Site Interface 

Once logged into the Community of Practice, the first elements visible to the user are: access to the 

project resources (Figure 3), site announcements (Figure 4), and the list of available courses (Figure 

5). 

The project resources section includes a direct link to the project's official website, where all 

compiled materials and outputs have been published and made publicly accessible. 

 
Figure 3. – Link to RoboSTEAMSEN Project List of Resources. 

The site announcements is a forum where the administrator can publish any news that they want to 

send to all the Community of Practice users. 

 

Figure 4. – Site announcement and access to the forum where more news can be published. 
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Below them there is a list of available courses. 

 

Figure 5. – Part of the List of Available Courses. 

 
Figure 6. – Main site menu. 
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On top of these three items, there is a menu for the administration of the main site. Since Moodle 

structures everything as courses, this interface is similar to what a teacher would see within a course 

(except that it not includes the grades option). As shown in Figure 6, the menu includes: 

 Home access: returns to the main page. 

 Settings: allows configuration of the main site interface. 

 Participants: provides access to the list of students enrolled on the platform. 

 Reports: offers insights into the use of the main course on the platform. 

 Question bank: provides access to the questions stored in the community of practice, which 

can be reused in any quiz. 

 Other: additional functionalities such as access to the content bank, course reuse, and more. 
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3. Community of Practice Administration 

At the top-left of the screen, once logged in, users can access a menu bar with several options 

(Figure 7). The Home, Dashboard, and My courses options are common to all users: 

 Home: returns to the main page. 

 Dashboard: displays the user’s tasks and calendar. 

 My courses: shows the list of courses in which the user is enrolled. 

In addition, the administrator has access to a specific option called Site administration, which is the 

most relevant feature for this section. 

 

Figure 7. – Menubar with the admin option 

Once the user clicks on “Site administration” tab and obtain the options that can be seen in Figure 8. 

 

Figure 8. – Submenu bar 

Below there is a description of the options provided by each of the subtabs: 

 General tab refers to the overall configuration of the platform. As shown in Figures 9 and 

10, it includes a wide range of options: 

o Main options such as notifications, Moodle registration, feedback settings, and site 

administration presets. 

o Analytics options for defining which issues are monitored. 

o Configuration of a competencies framework to be applied across the platform. 

o Setup of a badge system. 

o Configuration of interactive digital content (H5P). 

o License, location, and language settings. 

o Messaging configuration among platform users. 
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o Possibility to define payment accounts. 

o Security-related settings. 

o Options to make the platform accessible as a mobile app. 

o Connectivity with other Moodle platforms. 

 

Figure 9. – Options for General Tab 1 
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Figure 10. – Options for General Tab 2 
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 The Users tab (Figure 11) allows the management of users and roles within the platform. Its 

main options include: 

o Accounts: enables listing of users, performing bulk actions, defining common settings, 

creating user cohorts, and uploading users. 

o Permissions: relates to user policies, roles, and capabilities, and how they are assigned to 

specific users or groups of users. 

o Privacy and policies: facilitates the configuration of privacy settings, data registration, 

and data deletion. 

 

Figure 11. – Users tab 
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 The Courses tab (Figure 12) provides several options related to course management, 

including: 

o Course management: classification of courses into categories, definition of default 

course settings, and the possibility to restore or request a course. 

o Activities: definition of the types of activities that can be included in courses. 

o Backups: management of course backups, including the option to automate the process. 

 
Figure 12. – Courses tab content 
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 The grades tab (Figure 13) facilitates the configuration of the evaluation processes into the 

platform. It includes: 

o General grade set up including categorization and different scales. 

o Definition of settings for the assesment reports. 

 
Figure 13.- Grades Configuration 

 The Plugins section (Figures 14, 15, 16, 17, 18 and 19) allows the installation and 

configuration of different types of plugins. It includes: 

o Installation and listing of plugins. 

o Configuration of activity modules and installation of new ones. 

o Configuration of administration tools, including basic settings, antivirus, authentication, 

and restrictions. 

o Management of platform blocks. 

o Settings related to content caching. 

o Content management. 

o Course and data formats. 

o Enrolment management, closely linked to users and courses. 

o Filters to transform different types of content. 

o Question management. 

o Integration of repositories and portfolios. 

o Configuration of media players and text editors. 

 
Figure 14. – Plugins configuration 1 
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Figure 15. – Plugins configuration 2 
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Figure 16. – Plugins configuration 3 
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Figure 17. – Plugins configuration 4 
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 Figure 

18. – Plugins configuration 5 
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Figure 19. - Plugins configuration 6 
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 The Appearance tab (Figure 20) relates to the visual design and overall look of the platform. 

It includes the following functionalities: 

o Platform appearance: configuration of logos, colors, pages, tours, default dashboards, 

and user profiles. 

o Themes: setup of the platform theme, allowing administrators to choose among several 

options and adjust specific theme parameters. 

 

Figure 20. – Appearance tab options 
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 The Server tab (Figure 20) includes functionalities related to server configuration, such as: 

o Web server setup: configuration of PHP variables, session handling, system paths, 

updates, authentication services, and more. 

o Scheduled tasks and processing: management of automated tasks. 

o Email configuration: setup of email services within the platform. 

o Web services: enabling connections with external tools. 

 

 
Figure 21. – Server tab options 
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 The Reports tab (Figure 22) includes different type of reports and a tool to build an specific 

report. 

 
Figure 22. -Reports tab 

 The Experimental tab (Figure 23) includes functionalities to be tested in the platform. 

 
Figure 23. – Experimental tab option 
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4. External tutorials 

As Moodle has very important community there are several interesting tutorials that can be used by 

any potential admin of the platform. Some examples: 

- https://docs.moodle.org/en/Admin_quick_guide  

- https://docs.moodle.org/500/en/Managing_a_Moodle_site  

- https://www.youtube.com/watch?v=NXGV98RsBLY  

- https://www.youtube.com/watch?v=XgWeIqIkLCY  

- https://www.youtube.com/watch?v=wAA8elb910A  

- https://docs.moodle.org/20/en/Administrator_documentation 

https://docs.moodle.org/en/Admin_quick_guide
https://docs.moodle.org/500/en/Managing_a_Moodle_site
https://www.youtube.com/watch?v=NXGV98RsBLY
https://www.youtube.com/watch?v=XgWeIqIkLCY
https://www.youtube.com/watch?v=wAA8elb910A
https://docs.moodle.org/20/en/Administrator_documentation

