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STEP 1: LOG IN PAGE

. Visit hitps://academy-softskills4.eu/
. Click on the “Log in” button at the upper right corner of the page
. Enter your credentials: username, password

= --ﬁfﬁﬁmu

Figure 1: Log in page

Note:

*The platform gives its users the opportunity to “remember” the credentials

*There is a password recovery/change option

STEP 2: AVAILABLE COURSES

. On the "Dashboard” page you will find the available courses that you are enrolled

Note:

*Each partner is enrolled on their own Module


https://academy-softskills4.eu/

() Dashboard
R site home Chrystalla Thrasyvoulou © Message
Calendar

m Private files

1 My courses

Recently accessed courses

No recent courses

Course overview

Y All (except hidden) ~

ENGLISH o
SOCIAL SKILLS

Show 12 =

Figure 2: Dashboard page

STEP 3: UPLOAD TEACHING MATERIAL

. Click on your Module

Chrystalla Thrasyvoulou "

B My courses

Recently accessed courses

No recent courses

Course overview

T All (except hidden) ~

ENGLISH
SOCIAL SKILLS

Show 12 ~

Figure 3: Module

Customise this page
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. Click on the Settings button

. Click on the "Turn editing on”

O course sections

SOCIAL SKILLS

Dashboard My courses SOCIAL SKILLS

2 Participants

~
% Edit settings

R Badges ¢ Tumn editing on

& course complcjid
Y Filters

B crades © Gradebook setup
2 Announcements

o Competencies

B Backup
(? bashboard ® Restore
1) Site home @ import
TEACHING MATERIAL 4 Reset
Calendar & More..

MAIN OBJECTIVE OF THE MODULE

social skills, or the ability to effectively interact with others, are becoming increasingly important for professionals as almost every job requires such skills. For example, if you work on a team,
you need to be able to communicate cffectively and get along with others. If you work with clients, you must listen attentively to their questions and concerns. It is therefore vital to be able to
demonstrate that you possess strong social skills in your resume, cover letter and interview.

B My courses
[ private files

3 sociALskLs The main aim of this module is to equip participants with the right knowledge and skills,in order to enhance their social competences.
To meet this aim, the module covers the 5 following topics:

1. Conflict Management
2.Communication Skills
3.Intercultural Skills
4.Presentation skills

5. Accountability

FINAL ASSESSMENT

Figure 4: “Turn Editing” button

. Click on the "Add an activity or resource” in the TEACHING MATERIAL Section

D course sections

SOCIAL SKILLS & -

Dashboard My courses SOCIAL SKILLS

2 Participants
R Badges
(44 Competencies

BB orades it -

+ Announcements £~ Edit ~ £
(3 Dashboard =

. @ Add an activity or resource
ﬁ:h Site home

B3 calendor *+ TEACHING MATERIAL 2

T My courses
@ Add an activity or resource

M private files

* FINAL ASSESSMENT ~ =

D socIALSKILLS

[J add a block @ Add an cctivity or resource

& Edlit ~

BEST PRACTICES ~

Figure 5: *Add an activity or resource”
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. Click on the "Label” to add a label for the main objective of the module. Then copy and paste the
main objective from the teaching material

Add an activity or resource

e @
The label module enables text and

multimedia to be inserted into the course
Page in between links to other resources.
and activities. Labels are very versatile and
can help to improve the appearance of a

course if used thoughtfuly.
Lobels may be used

« Tospit up a long list of activities with a
subheading or an image
To display an embedded sound file or
video directly on the course page
To add a short description to a course

saction

@ More help

PP R EDE

Figure 6: Add label

Note:

*Please remove the completion tracking from the Label settings

o a =
Dl course sections &
2 ¢ Updating Label in TEACHING MATERIAL® =
R participants
» Expand all

R sadges ~ General
T Label text = y
¥ Competencies 3|a~ [B|I[[=|E|%|S P

MAIN OBJECTIVE OF THE MODULE il

Social skills, or the ability to effectively interact with others, are important for pi almost evory job requires

such skilis. For example. if you work on @ team. you need to be able to communicate effectively and get along with others. If you work with

clients, you must listen attentively to their questions and concerns. It is therefore vital to be able to demonstrate that you possess strong social

skills in your resume. cover letter and interview.

The main aim of this module is to oquip with the right skills.in ordor to enhanco thoir social

To meet this aim, the module covers the 5 following topics:

» Common module settings

] SOCIAL SKILLS » Restrict access
CJAadd ablock ~ Activity completion
Complation tracking @ Do not indicate activity complotion B
» Tags

» Competencies

Figure 7: Activity Completion




Add an activity or resource

The book module enables o teacher to

(<} Forum
@

Glossary create amulti-poge resource in o book-ike
format.with chapters and subchapters:

Lesson Books can cantain media files os wel cs
text and are useful for displaying lengthy
possages of information which can be
broken down into sections.

Abookmay be used

« To display reading material for
individucl modiules of study
« As 0 stoff deportmentol handbook

o Workshop
i * As 0 showease portiolio of student work

RESOURCES @ morehelp
® W oo
e B m
O R folder
o &
0 & o
© B roge

0@ wm

Figure 8: Add a book
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Click on the "Add an activity or resource” to add Book for the e-Book of the module.

Dl add ablock

. Add each chapter (TOPIC) with their main objective in the “Content Section”.

>, . 4
:-.1___.-;

SOCIAL SKILLS

Dashbeard Mycourses  SOCIALSKILS  TEACHING MATERIAL  Adding o new Book to TEACHING MATERIAL

1 Adding a new Book to TEACHING MATERIAL>

~ General
Name @

Doscription

» Expand oll

() Display description on course page ()

» Appedrance
» Common medule settings

» Restrict access

Figure 9: Book Settings
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O Table of contents
7 SOCIAL SKILLS L Confiict Management
valUe+
Dashboard My courses SOCIAL SKILLS TEACHING MATERIAL Module 1: Social Skills 11. Understanding Conflict
2
~"@le+
w
& Module 1: Social Skills
~ Collapse all q
@ ~ Editing chapter
@ Chapter title ] Conflict Management
subchapter (only available once the first chapter has been created)
= Content 0} -
1 AY B I o S @R R

kil

Former President of USA, Ronald Reagan, once said ‘Peace is not the absence of conflict: it is the ability to handle conflict by peaceful
(o} means’. Conflict Management is one of the most essential soft skills that can be used in the workplace, but also in other parts of our life as

well. It is hard for two individuals to think and perceive things in the same way, as they differ on their thought process and perceptions. As a
(| result, disagreements among individuals might rise and lead to conflicts and fights. This topic will provide a theoretical background of what

conflict is, what might cause it and how to effectively manage a conflict when arise. In addition, guidelines on how to use appropriately

cach style to reach the desire outcome are provided.

5
~ Tags

Teame

Figure 10: Add main objective for the Chapters (TOPICS)

. Click on the plus (+) symbol on the right hand side to add sub-chapters (SUB-TOPICS) with the main
content of the teaching material.

11 Understandindhgonf]

o a -

O
e SOCIAL SKILLS
yoy Dashboard My courses SOCIAL SKILLS TEACHING MATERIAL Module ¥: Social Skills Turn editing off
w
&€ Module 1: Social Skills & - Table of contents

1.Contflict Managgfne
¢}

1. Conflict Management

>

Former President of USA, Ronald Reagan, once said Peace is not the absence of conflict;itis the ability to handie confiict by peaceful means. Conflict Management is one of
the most essential soft skills that can be used in the workplace, but also in other parts of our life as well It is hard for two individuals to think and perceive things in the same
way. as thoy differ on their thought process and percoptions. As @ rosult, among individuals might rise and lead to conflicts and fights. This topic will provide a
theorotical background of what confiict is, what might cause it and how to offoctively manago a conflict whon ariso. In addition, guidolines on how to use appropriatoly cach
stylo to reach tho desire outcome aro providod.

=}
(1]
o
o

Stay in touch [ ¢ ]| o]

softskillsd.eu
@ http://softskillsd.eu

Data retention summary

A s o lnclit e e min =0Rmansmsim = 1R ihehantar=0)

Figure 11: Add sub-chapters (SUB-TOPICS)
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. Add sub-chapters (SUB-TOPICS) with the main content of the teaching material. Make sure the
“Subchapter” button is ticked.

i ©a -

O Table of contents
g SOCIAL SKILLS 1. Gontict Managomont
@U@+
Jel Dashboard My courses SOCIAL SKILLS TEACHING MATERIAL Module 1: Social Skills 11 Understanding Conflict
~Ble®+
] Module 1: Social Skills
- Collapse all e
e ~ Editing chapter
fr Previous chapter Conflict Management
Chaptaer title - Undorstanding Conflict
< ¥ Subchapter
() Content .
1 A B I EE %S @B wd

O

11 Understanding Cenfiict
O

B¢ vefintion

According to the Oxford Dictionary, conflict is defined as ‘a serious incompatibility between two of more opinions, principles or interasts’.

| '__G’)I Scenario

Let us examine conflict through the following example:

Max and Simon were working in the same tearn. One day. they were asked to collaborate on a project assigned to them from their “

~ Tags

Figure 12: Add sub-chapters (SUB-TOPICS)

Note:

*Please find the pictures (key symbols) from the teaching material in the DropBox under the 102 teaching
material folder

*Please add the key symbols as pictures. Use the dimensions (60x60) and Alignment: Left
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STEP 4: UPLOAD ASSESSMENTS

. Click on the "Add an activity or resource"” under Final Assessment Section.

S L O o R
o need to be able to communicate effectively and get along with others. If you work with clients, you must listen attentively to their questions and concerns. Itis therefore vital to be able to
demonstrate that you possess strong social skills in your resume, cover letter and interview.
a The main aim of this modiule is to oquip participants with the right knowledge and skills, in order to enhance their social competences.
Q To meet this aim, the module covers the 5 following topics:
& 1. Conflict Management
2 Communication Skills
3. Intercultural Skills
gﬂ 4. Presentation Skills
5. Accountability
€] + [l Module 1 social skills 2 Bt~ G
o @ Add an activity or resource
+ git ~
o FINAL ASSESSMENT ~
o ® Add an activity or rosource
b + Ediit ~
BEST PRACTICES ~
O
@® Add an activity or resource
@® Add topics
Stay in touch

softskills4.eu Data retention summary
@ http/[softskills4.eu

Figure 13: Add activity or resource - Final assessment



. Click on the “Quiz"

Add an activity or resource

A 2 Seloct an activity or resource to

e a Assignment view its help. Double-click on an

activity or resource name to
o @ o

quickly add it.
o P cnoce
© §§ ootabase

O.‘mlw

Note:

*Please create a quiz for each topic

. Add a name for the Quiz

Figure 14: Add Quiz

02| page 12 from 23
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Click "Grade”, Select 3" for the attempts allowed

Doshboord  Courses  ENGUSH  SOCIALSKLS  FNALASSESSMENT  TopiclConfictManogoment  Editsetiings

« Updating Quiz in FINAL ASSESSMENT

» expand al
eneral
s D | Topic 1 Contict Management

Deacription 1 A B I =E %S @24 ed
4
» Timing
= Grade
Grade catogery Uncatopadscr +
ano
aomprs alowod s .

Grading mathed

» Layout
» Question behaviour
» Raview options

» Appearance

» Extra restrictions on attempts

Click "Completion tracking” and then click “Show activity as complete when conditions are met”
Click "Require grade” and then tick “Student must receive a grade to complete this activity”

Click “Save and return to the course”

Dcouro sections
» Layout
A porticipants
» Question behaviour
» Review options
» Appearance
» Extra restrictions on attempts
» Overall feedback
» Common module settings
» Restrict access
~ Activity completion
TBIoTon options uniockod Wion you sava changes. completion stota for of :,mw,@u your mind about this,do ot sovo tha form.

Ea

Recpuire passing grode roqu orat

Bipent compitad o 2 6| Docember ¢ 209 6 | 048 | 50 | [ @Enoble

» Tags

» Competencies

ired ek

Stay in touch [+ ] o]

softskillsd.eu
@ hitp//softskilisd.ou

Dota retenton summory

Figure 15: Quiz Settings



|02 ] page 14 from 23

. Click on the quiz for the topic

Click on the "Edit quiz” button

*“‘” [oJ:

O

#9 SOCIAL SKILLS

g Dashboard My courses SOCIAL SKILLS FINAL ASSESSMENT Topic t Conflict Managoment

i

M Topic I: Conflict Management &-

o) Grading method: Highest grade

@

Noq{ :

- s

® Back to the course

a}

=l Stay in touch BE
softskills4.eu Dot TR iy

@ http//softskillsd.eu
Figure 16:
Edit Quiz

* Click Add

* Click on the “A new question”
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::*Mm [@ 2t -

SOCIAL SKILLS

Dashboard My courses SOCIAL SKILLS FINAL ASSESSMENT Topic I: Conflict Management Edit quiz

=Y

o]

Editing quiz: Topic 1: Conflict Managemento®
Questions: 0 | This quiz is open Maximum grade -
Repaginate _ Total of marks: 0.00

7z o Shuffle @

Add ¥

@ anew question
@ from question bank

@ arandom question

&)
)

o2 9

0

Stay in touch

softskills4.eu
& nttp:f/softskills4.eu

Data retention summary

Figure 17: Add a new question

. Choose a gquestion type and create the questions
Figure 18: Question types

Note:

Choose a question type to add

Soloct o quostion type to soo its
doscription.

o 4 - 3=k 0

@

+

*Please create a quiz for each topic

STEP 5: UPLOAD BADGES
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5.1 ADD LABELS - FOR THE LEVELS

. Click on your module
. Click “Turn editing on”
. Under Teaching Material section, then click "Add activity or resource” and select “Label”

Figure 19: Add label

Add an activity or resource

The label module enables text and
multimedia to be inserted into the course
page in between links to other resources
ond activities. Labels are very versatile ond
can help to improve the appearance of a
course if used thoughttully.

Labels may be used

« Tosplitup along list of activities with o
subheading or an image

« Todisplay an embedded sound file or
video directly on the course page

= Toadd a short description to a course.
section

@ wmorehep

Note:

*Please create one lable for each level (Basic level, Infermediate level, Advance level)

. Add a label text e.g. “Click here to claim Social Skills badge 'Basic Level'l” (use bold font and italic
for the level)

. Click “Restrict access”

. Click “Grade”

. Click “Grade” and select "Course Total”

. Click and tick must be >=60 and tick must be <70

. Then, click Activity Completion, “Student can manually mark the activity as completed”

. Click "Save and return to course”

Note:

>, . 4
:-.1___.-;
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*For each label will use different grades: Basic level — 60% - 70&, Intermediate level - 71% - 84%, Advance
level — 85% - 100%

o0
Deshboord  Courses  ENGUISH  CREATIVETHINKING SKILLS  FINALASSESSMENT  Adding @ new Lobel 10 FINAL ASSESSMENT
¢ Adding a new Label to FINAL ASSESSMENT®
» Expand all
~ General
fapetet 3 AT B L EE S @@ e
P
D add ablack » Common module settings

~ Restrict access

Access restrictions

Add restriction_
- Activity completion
Completion trocking ® y .
fxpect completed on 2 o pecomber ¢ | 200 ¢ | | e |30e [ mencbio
» Tags

+ Competencies

Add restriction...

RO SSTBaaR]  Recurestucents o
complete (or not

complete) another
activity.

Provent occess until (or
from) a specified dene
ondtime.

Require students to
cehieve o specified

Add @ set of nested
restrictions to apply
complex logic

cancel




[ course sections.

B participants

» Common module settings

~ Restrict access

Access restrictions

Student | must

© bashboard
) sita hame
Grade | Courso total
E ndar
D private files

48 site aoministration @ must be <

[ add ablock Add restriction..

~ Activity completion

Completion tracking

y the ploted #

Expect completed on 2 8 December 8 2008 (078 398 Elincble

+ Tags

+ Competencies

Stay in touch
softskills4.eu
@ httpyfsoftskillsd.eu

Figure 20: Label Settings
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Data retention summary
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5.2 ADD BADGES

. Click in your module
. On the left-hand side, click “Badges”
. Click "Add a new badge”

CREATIVE THINKING SKILLS
CREATIVE THINKING SKILLS : Badges
Stay ?n touch E
POl o R
Figure 22: Add a new badge
. Click "Add a new badge”
. Click for the name of the badge e.g. “Creative Thinking Skills Basic Level”
. Add a description e.g. This badge is awarded for completing the Creative Thinking Skills course 'Basic
Level
. Choose a file — badge image
. Click “Issuer details” and then for the name add "SoftSkills4EU Consortium™

. Click "Create badge”



CREATIVE THINKING SKILLS : New badge

mbtrd Cowsn | WNGLS | CRAIN INMNGRLS  bogos ek arow badge

- Badge details

+ Badge expiry

=
Figure 23: Add a new badge
. Now, we need to add the criteria for the users how to earn the badge

. Click "Add badges criteria” and select “Activity Completion”

|02 ] page 20 from 23
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(3 bashboard
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Calendar

[ private files

¥ site administration
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o 0 -
N . . . " + "
Creative Thinking Skills "Basic Level
Dashboard Courses ENGLISH CREATIVE THINKING SKILLS Badges Manage badges Creative Thinking Skills "Basic Level®
«~ Creative Thinking Skills "Basic Level
Criteria for this badge have not been sot up yet.
Qverview Edit details Criteria Message Recipients (0) Endorsemont Related badges (0) Alignmonts (0)
Add badge criteria | Activity completion
‘ Choose..
To start adding crit Manual issuc by role ¢ options from the drop-down menu.
Course completion
Awarded badges
) Activity completion
Stay in touch Compotencies n @

softskills4.eu
@ http://softskillsd.eu

Data retention summary

Figure 24: Add criteria for the badge

. Then, under Activity Completion tick the label "Click here to claim Creative Thinking Skills Badge Basic
Levell”

. Click "Save”

Note:

*As we created three badges for three levels (Basic, Infermediate, Advance) for each badge we will
select the specific label for the activity completion of the badges.
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© 0 M
3 course sections » Expand all
~ Activity completion
8 participants Y P
1 Book - MODULE § - CREATIVE THINKING SKILLS
£ Badges complete by
2 ¢ | December ¢ || 2019 o [ O Enable
¥ Competencies
0 Quiz- Topic 1 - Innovativeness
Bl craces B .
complete by
© pashboard 2 ¢ | December ¢ | | 2019 ¢ |E O Enable
1R Site home 10 Quiz- Topie 2 - Constant improvement
complete by
[ catendar 2 & | December & || 2019 & |[ ©enable

(B privete files

3 Quiz- Topic - Analytical thinking
. . complete by
1 site administration
2 ¢ | December ¢ | 2018 & |[E ©Enable
[ Add ablock
0 Quiz- Topie 4 - Implementing changes
complete by

2 ¢ | ecember & || 2018 o |[E O Enable

5 Quiz- Topic § - Fostering creativity
complete by

 Label - Click here to claim Creative Thinking Skills bacige.

complete by

2 & | becember ¢ || 2018 ¢ |[E ©Enable

~ This criterion is complete when..

© Allof the selected activities are complete
® Any of the selected activities is complete

» Description

o

Figure 25: Add criteria for the badge — Activity Completion

. Last step, to click “Enable Access” to be visible for the teachers and then for the students.
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[SRpsl -

Creative Thinking Skills "Basic Level

Dashboard Courses ENGLISH CREATIVE THINKING SKILLS Badges Manage badges Creative Thinking Skills ‘Basic Level”

+ Creative Thinking Skills "Basic Level

Badge criteria successfully created X

This badge is currently not available to users. Enable access if you want users to eam this bad, Enable access.

Overview  Editdetalls  Criteria Message  Recipients(0)  Endorsement  Related badges(0)  Alignments (0)

Add badge ctiteria | Choose. *
@0

Activity completion®
The following activity has to be completed:

. ive Thinking

Stay in touch
softskills4.cu
@& http://softskillsdeu

Figure 26: Enable access

Data retention summary



