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1 Moodle Course Setup for MSE Exams 

Version: 2021-04-14 / Michael Röthlin 
Purpose of this document: describe the activities to set up and operate a dedicated Moodle course for 
regular and resit exam sessions, on the MSE Moodle installation. 

 

 

1.1 Introduction 

In order to organise the regular (RPS) and resit (WPS) exam sessions, MSE-CH may prepare one or sev-
eral copies of dedicated Moodle courses. 
These Moodle courses are managed differently than Moodle courses for teaching in central modules: 

• Manual, explicit enrolment in the course; no self-enrolment 
• Lecturers and students are organized in groups 

o Lecturers are managed by  
• One section per module to be examined 
• Exam sections are composed of mandatory and optional elements, depending on choice of mod-

ule group 
o Mandatory: preliminary information 
o Semi-optional: Moodle quizzes and assignments 
o Optional use (controlled visibility): Grading table 

• Exam sections are only visible for students or lecturers of this specific module 
• Lecturers  

o can edit everything,  
o but not delete or add any activity or resource, and  
o only within the scope of the specific module section 

• Students  
o can always view the preliminary information content of a module section 
o can access exam elements during exam (submit) or during exam viewing sessions. 

This document explains the necessary steps to set up the Moodle course. 

1.2 Exam Models 

In order to reduce complexity and to facilitate access for students and lecturers, the number of activities 
and resources appearing in a module exam section is structured as follows in Models 1, 2, 3 and 4: 
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2 Roles and Exam Procedures 

2.1 Overview: Roles 

 
The various activities are to be carried out by the following roles: 

1. Students of a module (STUD, several persons) 
2. Lecturers of a module (LECT, several persons) 
3. MSE-CH coordination (COORD, several persons) 
4. Moodle Admin (ADMIN, 1x) 
5. Moodle Superusers (SUPER, 1x from each UAS) 

2.2 Overview: Phases and Deadlines 

 
The exam will be structured in the following 4 phases, with the specific admission rights and activities of 
main roles LECT and STUD: 
 

Phase Deadlines LECT Access STUD Access 

1. Exam Prep-
aration 

• D1: Lecturers 
have access 

• D2: Students 
have access 

Access to their spe-
cific exam elements 
after D1 

No access to course before D2, limited ac-
cess after D2 (preliminary information only) 

2. Exam Exe-
cution 

• D3: First exam 
starts 

• D4: Last exam 
ends 

Full access to their 
specific exam ele-
ments, incl. student 
submissions 

Access to relevant exam elements during 
exam times 
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3. Exam Cor-
rection 

• D5: Correction 
finished 

Full access to their 
specific exam ele-
ments 

No access to exam elements 

4. Exam View-
ing 

• D6 + D7: time 
slots for viewing 

• D8: Exam period 
finished 

Access to their spe-
cific exam elements 

Access to relevant exam elements during 
viewing times during D6 and D7 (e.g., 2x 1 
hour) 

 

2.3 Overview: Documents 

Code Document 

LEMC List of exam model chosen, per module group (Excel) 

LMLE List of module lecturers (Excel) 

LSTM List of students inscribed in module 

LSCD List of students with compensation of disadvantages, 
with additional time indication per module  
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3 Preparation of Phase “Exam Preparation” (Regular Exam Session) 

Overview: 

• Dedicated exam course has to be set up 
• Contents have to be converted from existing (template) course 
• Access to the course has to be configured with NO self-enrolment 
• User groupings and groups have to be created 
• Sections with exam elements for each module have to be created 
• User inscriptions for lecturers have to be created, with no role 
• Time control in all exam elements has to be permanently checked, as lecturers have (potentially) 

the rights to misconfigure their elements 
• Once the exams are ready (ca. 1 week before first exam), students are enrolled with their group 

membership (per student module group), in role Étudiant.  
• From now on, time control has to be active, releasing content for the exams on time, even if lectur-

ers are still able to make changes. 
 

3.1 Create Course [ADMIN] 

Create empty course with short name <SN> and full name <FN> - do NOT use a course template at this 
stage. Use standard settings. 
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3.2 Configure Enrolment [ADMIN] 

Remove any existing self-enrolment method from the course access methods – only manual inscriptions 
are allowed. 

3.3 Create Groupings for Lecturers and Students [ADMIN] 

1. Create a grouping named Lect-All, later to be assigned all the module lecturer groups 
2. Create a grouping named Stud-All, to later contain all the module student groups 

 

3.4 Import Information Content from Template Course [ADMIN] 

Use the standard content import procedure to get contents from the template course: 
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Import everything from Section “Information” – but NOT any Forum (those have to be added later on)!  

 
 

Add everything from the “Fake Exam” and the “Example Module_” sections, but no old Module exam sec-
tions. 
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3.5 Check Content and Configuration of Exam Element Templates [ADMIN] 

Carefully check that the elements of the “Example MODULE_x (Model x)” are complete and correctly 
configured, also with regard to the wording of the descriptions (!!!): 

o Preliminary Information for the Exam  
o Exam quiz and/or Assignment 
o Exam additional documents upload 
o Exam marking key 

As those elements will be multiplicated, any initial issue in the exam element templates will have to be 
fixed in all individual copies (!!). 
Hint: ADMIN let COORD check all descriptions in the exam elements, by best sending them all descrip-
tions as Word documents, asking for confirmation or updates. Or at least send the links for a thorough 
check. 

3.6 Add the Block Sharing Cart [ADMIN] 

Add the Block “Sharing Cart” to the new Moodle exam course. This will be the main tool to do the multipli-
cation of exam elements. 

3.7 Copy Forum, incl. Contents, from Template Course, using “Sharing Cart” [ADMIN] 

Copy needed (5) Forums from Template course to the “Sharing cart” (click on basked at the activity). Con-
firm that we want to copy user data. 
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Now insert the 5 Forum with data in the “Information” section in the target course: click on  in the 
Sharing cart, then insert the item in the bottom of the section, in the “landing zone” (downwards arrow). 

3.8 Re-Assign Objects to Groupings [ADMIN] 

Re-assign the Forums (lecturers-only) to the correct grouping – as the activities complain that the group-
ing is missing. 
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3.9 Create Groups for and Enrol Lecturers [ADMIN] 

Create groups for the lecturers of all modules to be examined (input: list of modules and lecturers 
<LML>): module lecturers will belong to a group defined by the short name of the module, e.g. CM_Com-
plPro_A. 
(Student groups will be created later only, they will not have access to the course by now). 
Tool instructions:  

• Use the “User bulk enrolment” Plugin available on MSE Moodle, in the Participant context menu. 
• Compose the needed logic using an Excel formula in list <LMLE> then cleansing up (removing 

hyphen “ character, etc.) in a pure text editor 
o # Module 1 group name, e. g., CM_CompPro_A 
o Lecturer name 1 
o Lecturer name 2 
o # Module 2 group name, … etc. 
o If required (no lecturers confirmed yet), take the email address of some Moodle user (e.g., 

michael.roethlin@bfh.ch in this example) 
o If there are real errors with email addresses from users, correct them. E.g., by going to 

Moodle user management, searching the name of the user, and looking for the email ad-
dress registered in Moodle.  

 

   

mailto:michael.roethlin@bfh.ch
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o If not required, remove the dummy user inscription from the Moodle course 
o If real inscriptions for real lecturers have been made, remove any roles from the lecturer 

inscriptions – especially Étudiant has to be removed from each lecturer! 

BAD:   GOOD:  
 
 
o Finally, add all lecturer groups to the Lect-All grouping. 
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3.10 Adapt Contents for Exam Sessions [COORD] 

The imported contents have to be adapted (links to exam timetable, dates, etc.). In addition, the list of 
Superusers/supporters has to be updated. 
 

3.11 Let Module Groups Choose Exam Model [COORD] 

All involved module groups can choose one of the exam models. COORD communicates the result of the 
survey to ADMIN via <LEMC> list. 
 

3.12 Create Module Exam Elements according to Module Group Choice [ADMIN] 

Based on the <LEMC> list, ADMIN create a section for each module, containing the exam elements as 
specified by the module group: 

1. Add a new section 
2. Name the section to the code of the module (e.g., CM_ComplPro_A) 
3. Use the “Sharing Cart” Plugin to mass copy and paste the template contents to the sections 
4. For each element in the section (yes, this is really needed, as it is essential to know, e.g., to which 

exam a quiz backup belongs), add the module code to the name of this element, e.g.  
o CM_ComplPro_A, Preliminary Information for the Exam  
o CM_ComplPro_A, Exam quiz 
o CM_ComplPro_A, Exam additional documents upload 
o CM_ComplPro_A, Exam marking key 

 

3.13 Assign Teacher Role to Lecturers for All Exam Elements [ADMIN] 

Based on the structure created in the previous step, add local permissions (Enseignant role) to the lec-
turers of a module, for all exam elements individually: 
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• Preliminary information 
• Quizzes and/or assignments 
• Exam marking key. 

3.14 Create Student Groups [ADMIN] 

Once the list of registered students <LMLE> is available,  
1. student module groups and subgroups can be defined,  
2. student groups can be created, and  
3. the future enrolment of students has to be tested. 

For creating the groups, the same procedure as specified in step Create Groups for and Enrol Lecturers 
[ADMIN] can be used, i.e., the plugin “User bulk enrolment”. 
As a test user, it is recommended to enrol the dummy student mse-teststudent1@bfh.ch in all student 
module groups. For this, the Excel formula  

="#Stud-"&E2&CHAR(10)&"mse-teststudent1@bfh.ch" 
can be used to create the group name and the dummy enrolment, where E2 stands for the Module code, 
e.g., CM_ComplPro_A.  
Student groups are then named, e.g., as Stud-CM_ComplPro_A. 

3.15 Create Student Subgroups [ADMIN] 

Based on experience and recommendations in the literature, not all students are allowed to launch the 
exam (especially quiz) at the very same exact second. 
For this, the number of exam participants is determined based on the list of registered students <LSTM>. 
If the number of students registered in a module exam exceeds 30, at least one subgroup is created and 
used to split up the number of students. 

3.16 Determine Starting Times of Exams [ADMIN] 

Based on the timetable of the exam and the number of subgroups required, the exact starting times of the 
exams are defined. 

 

3.17 Configure Starting Times of Exams with Moodle Quizzes [ADMIN] 

Set time controls according to exam plan: 

• “Open the quiz”  starting time of first (main) group (sub-groups will have group overrides) 

mailto:mse-teststudent1@bfh.ch
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• “Close the quiz”  best leave open, as there may be students with later submission times 
• “Time limit”  2 hours (typically) 
• “When time expires”  “Open attempts are submitted automatically” 

 

 

3.18 Configure Starting Times of Exams with Moodle Assignments [ADMIN] 

Set time controls according to exam plan: 

• “Allow submissions from”  starting time of first (main) group (sub-groups will have group over-
rides) 

• “Due date”  official, non-technical end time of first (main) group (sub-groups will have group 
overrides) 

• “Cut-off date”  communicated, technical end time of first (main) group (sub-groups will have 
group overrides) 

Take care to have the same information in the cut-off date as in the “Description” text – students will 
NOT see the “Cut-off date” information (only the “Due date”), they will simply experience that submissions 
no longer work. 
This redundancy is needed, as Moodle does not show this very relevant information! 
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3.19 Configure Starting Times of Subgroups in Exams [ADMIN] 

Based on the detail plan from the previous step, the exact starting times are configured in all relevant ele-
ments of the exams, per subgroup. The configuration is made using Group overrides. 
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3.20 Create Student Groups for Students with Comp. of Disadvantage [ADMIN] 

For each student (with name NAME) specified on the document LSCD, an additional group Stud-Comp-
NAME has to be created. Attention: students profiting from compensation of disadvantage may 
have obtained specific time changes per module, not always the same amount of extra time. 
For each module concerned, the specific additional time has to be specified by a Group override, in the 
relevant exam element such as Quiz or Assignment. (Using a group instead of user override has the ad-
vantage that it can be configured even before the student is enrolled in the course.) 

3.21 Validate Student Email Addresses [ADMIN] 

Once the list of registered students <LSTM> is available, the validity of the email addresses provided has 
to be checked. 
For this, a trial enrolment takes place, using the “User bulk enrolment” plugin. 
Each email address generating an error (“No existing Moodle user account with e-mail address … “) has 
to be communicated to COORD. 
The list of student inscriptions <LSTM> will then be updated and, in the end, shall be processed in the trial 
enrolment without any error. 
Only upon deadline D2, the real student enrolments will take place. 

 
 

3.22 Enrol Students [ADMIN] 

At time D2 exactly, all students as validated in the last step are enrolled manually in the course, the re-
spective student module groups, student subgroups, and compensation of disadvantage groups. 
Enrolments have to be checked from enrolled students’ point of view. 
After D2, students experiencing access problems to the exam course will ask Helpdesk for help. ADMIN 
shall fix the problem, typically by exchanging the manual enrolment of one student identity by a different 
one (UAS student account vs. employee account). 
 

3.23 Periodic Jobs [ADMIN] 

1. Make full backups of the entire course each working day, once lecturers have started working. 
2. Download backups to local machine and make local backup. 
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3.24 Tests [ADMIN] 

1. Make sure, using any existing Moodle user, that the exam course is not accessible, and that no 
self-registration is available! 

2. Once lecturers are enrolled, make sure, using an account of an involved lecturer, that the 
a. Forum entries in the information section are visible 
b. 2 fake exam elements are visible and accessible as students 
c. elements of his or her exam are available and can be edited. 

3. Once students are enrolled, make sure, using an account of an involved student, that the 
a. 2 fake exam elements are visible and accessible as students 
b. sections with exams to which the student is registered are visible 
c. preliminary information for registered exams is available and accessible 
d. other elements in any exam section are perhaps visible but NOT accessible. 
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4 During Phase “Exam Execution” 

Overview: 

• On the days of exams, ADMIN and COORD roles are mainly asked for monitoring and support (for 
lecturers and students) 

• After completion of exams, it is very important to hide and make backups of individual exams (for 
the case, data is overwritten or lost during correction). 

 

4.1 Daily Jobs [ADMIN] 

1. Early morning: check that Moodle system is running. 
2. Manage the Hotline system (phone, mse-panic, etc.). 
3. Manage help requests from lecturers and students. 

 

4.2 Module-Related Jobs [ADMIN] 

After the end of an exam: 
1. Hide exam element 
2. Make full backup of relevant exam elements (e.g., of an exam day) 
3. Download and save backup locally. 

Caveat: Make sure that no compensation of disadvantage situation is still active, make an exam 
longer than officially scheduled – do not hide elements too early!! 
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5 Preparation of Phase “Exam Correction” (Regular Exam Session) 

Overview: 

• During the correction phase, no special activities are required from ADMIN 
• Possible support activities include reports about logged student activities, e.g., to confirm no-

shows in exams. 

 

5.1 Analyse Student Submission Status [ADMIN] 

Upon request by COORD, ADMIN will have to use Moodle activity logs to report student activities during 
the exam. 
Also, missing student submission cases (typically files) have to be analysed. 
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6 Preparation of Phase “Exam Viewing” (Regular Exam Session) 

Overview: 

• Before the viewing phase, some specific setup has to be made to allow student access to the 
exam elements 

• After this setup, ADMIN intervention is seldom necessary. 

6.1 Configuring Moodle Quizzes for Viewing [ADMIN] 

Once the viewing dates are known (typically, 1 hour each on two inspection days), the visibility and timing 
parameters for the viewing have to be configured. 

1. Make sure that the quiz has a closing date before start of the viewing session (!) 
2. Configuring visibility – only the “After the quiz is closed” settings are needed: 
• "The attempt" (default = checked): student tasks and student responses (automatically by Moodle) 
• "Whether correct" (default = checked): the given answer is correct or wrong (automatically by Moo-

dle) 
• "Marks" (default = checked): possible score and achieved score 
• "Specific feedback" (default = checked): comment added by corrector (lecturer) 
• "General feedback" (default = checked): standard comment provided in quiz question by lecturer 
• "Right answer" (default = NOT checked):   this option is deactivated by default, i.e., students 

will not see the correct solution, only whether their answers are correct or not, plus the points 
• "Overall feedback" (default = checked): general feedback on the overall test (automatically gener-

ated by Moodle), mostly empty or not used at all, but could be 
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3. Configuring time control 
a. For each exam element, go to the settings 
b. Configure “Restrict access” with the 2 time windows,  
c. with each time start and ending times 
d. and no visibility outside the viewing dates. 
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6.2 Configuring Moodle Assignments for Viewing [ADMIN] 

AS for the Moodle Quizzes, the parameters for the viewing can be configured. 
1. Configuring feedback types 

 
2. Configuring time control 

a. Go to the Assignment settings 
b. Configure the “Restrict access” section as described in “Configuring Moodle Quizzes for 

Viewing [ADMIN]” 
 

6.3 Configuring Exam Marking Key for Viewing [ADMIN] 

Shortly before the start of the viewing session, go through all “Exam Marking Key” text resources. If there 
seems to be valid information, unhide the element. If there is still the template text, leave it hidden. 
 

6.4 Periodic Jobs [ADMIN] 

1. Full backups of the entire course may no longer be possible, due to the immense quantity of data 
2. However, you could regularly backup (twice a week or so) all quizzes, with their submissions and 

grading. 
3. Download backups to local machine and make local backup. 
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7 After End of Regular Exam Session 

Overview: 

• After the end of the exam session (this need not be months after the last exam, as access can be 
restored instantly in specific cases), access to the course is disabled by hiding the course. 

• Eventually, all course exam contents are exported in visible format, and the course could be de-
leted. 

7.1 Terminating the Exam Course [ADMIN] 

1. After the end of the viewing, the course can be hidden. 
2. With the hiding, the course becomes inaccessible for lecturers and students. 
3. Managers (MSE-CH staff) and ADMINs can always access all contents. 
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8 Resit Exam Sessions 

Overview: 

• For the resit exams, a new exam course has to be created, all activities have to be repeated for 
the modules requiring a resit exam. 

• In contrast to the regular exam course, the “Information” section is heavily reduced. The “Fake 
exam” elements plus all module exam sections required have to be imported in the same way as 
for regular exams. 

• As there are typically not many students in resit exams, student subgroups are not needed. 
• Due to the reduced number of modules, user groups and user enrolments, the overall work effort 

for ADMIN is much smaller than for a regular exam. 

 

8.1 Preparation: Create Configuration for Resit Exam [ADMIN] 

Same procedure and activities as described in Section “Preparation of Phase “Exam Preparation” (Regu-
lar Exam Session)”. Only differences are the different template course, the reduced content, and the miss-
ing subgroup structure. 
 

8.2 Activities during Execution of Exam [ADMIN] 

Same procedure and activities as described in Section “During Phase “Exam Execution””. 
 

8.3 Activities for Preparing/During Correction of Exam [ADMIN] 

Same procedure and activities as described in Section ”Preparation of Phase “Exam Correction” (Regular 
Exam Session)”. 
 

8.4 Preparation for Exam Viewing [ADMIN] 

Typically, no general viewing sessions take place. Students can request viewing, which is then managed 
by the lecturers. 
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9 Time Budget 

 
The following work times have been estimated for the ADMIN activities by Michael Röthlin: 
 

Step Activity Time  
per  

Unit [h] 

Occur-
rence 

Total 
Time [h] 

3.1 Create Course 1 1 1 

3.2 Configure Enrolment [ADMIN] 1 1 1 

3.3 Create Groupings for Lecturers and Students [ADMIN]   0 

3.4 Import Information Content from Template Course [ADMIN] 1 1 1 

3.5 Check Content and Configuration of Exam Element Templates [ADMIN] 2 1 2 

3.6 Add the Block Sharing Cart [ADMIN]   0 

3.7 Copy Forum, incl. Contents, from Template Course, using “Sharing Cart” [AD-
MIN] 

1 1 1 

3.8 Re-Assign Objects to Groupings [ADMIN]   0 

3.9 Create Groups for and Enrol Lecturers [ADMIN] 3 1 3 

3.10 Adapt Contents for Exam Sessions [COORD]   0 

3.11 Let Module Groups Choose Exam Model [COORD]   0 

3.12 Create Module Exam Elements according to Module Group Choice [ADMIN] 0.1 50 5 

3.13 Assign Teacher Role to Lecturers for All Exam Elements [ADMIN] 0.1 50 5 

3.14 Create Student Groups [ADMIN] 0.1 50 5 

3.15 Create Student Subgroups [ADMIN] 0.1 30 3 

3.16 Determine Starting Times of Exams [ADMIN] 4 1 4 

3.17 Configure Starting Times of Exams with Moodle Quizzes [ADMIN] 0.1 30 3 

3.18 Configure Starting Times of Exams with Moodle Assignments [ADMIN] 0.1 30 3 

3.19 Configure Starting Times of Subgroups in Exams [ADMIN] 0.1 30 3 

3.20 Create Student Groups for Students with Comp. of Disadvantage [ADMIN] 0.3 10 3 

3.21 Validate Student Email Addresses [ADMIN] 4 1 4 

3.22 Enrol Students [ADMIN] 1 1 1 

3.23 Periodic Jobs [ADMIN] 0.2 10 2 

3.24 Tests [ADMIN] 0.2 10 2 

4.1 Daily Jobs [ADMIN] 1 12 12 
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Step Activity Time  
per  

Unit [h] 

Occur-
rence 

Total 
Time [h] 

4.2 Module-Related Jobs [ADMIN] 0.3 50 15 

5.1 Analyse Student Submission Status [ADMIN] 0.5 8 4 

6.1 Configuring Moodle Quizzes for Viewing [ADMIN] 0.2 30 6 

6.2 Configuring Moodle Assignments for Viewing [ADMIN] 0.2 30 6 

6.3 Configuring Exam Marking Key for Viewing [ADMIN] 0.02 50 1 

6.4 Periodic Jobs [ADMIN] 0.2 10 2 

7.1 Terminating the Exam Course [ADMIN] 2 1 2 

8.1 Preparation: Create Configuration for Resit Exam [ADMIN] 15 1 15 

8.2 Activities during Execution of Exam [ADMIN] 10 1 10 

8.3 Activities for Preparing/During Correction of Exam [ADMIN] 5 1 5 

8.4 Preparation for Exam Viewing [ADMIN] 0 0 0 

 All activities per semester   130 
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10 Troubleshooting 

10.1 Wrong Email Addresses in Enrolment 

Go to Moodle Admin User Management. Search for the name of the user (lastname, firstname), then pick 
the email address registered with the user. 
Lecturer email problems typically occur with ZHAW, who use sometimes shortnames@zhaw.ch, some-
times firstname.lastname@zhaw.ch.  
This problem also occurs with student accounts from HSLU and ZHAW. Students from BFH (and perhaps 
other UAS) can separately login with their employee account, if they are UAS employees. 
If multiple emails/Moodle accounts are registered for a given person, take the email address from the ac-
count with the newest login, or with the newest (still active) Moodle course inscriptions you find in the user 
profile. 

10.2 Lecturers have no Access to Exam Elements 

Check the local permissions in exam elements for existing users. 
If you enrol new, or additional lecturers or Superusers into a module group, you have to  

1. Enrol them in the relevant group 
2. Add them to Enseignant roles in each one of the relevant exam elements (yes, it is a lot of 

clicks!) 

 
 

10.3 Lecturers have no Access to Fake Exam Elements 

You have to give local Étudiant role to lecturers in each of the 2 Fake Exam elements.  

Explanation: students have (as they possess the role Étudiant after enrolment in the course) by default 
access to the 2 elements, whereas lecturers DO NOT, as they lack any role! 

10.4 Students cannot access Course 

Check if the enrolment corresponds to the email address in the latest login attempt. 
 

mailto:shortnames@zhaw.ch
mailto:firstname.lastname@zhaw.ch
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