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How does Skillbook work?
Inside Skillbook
Skillbook's basic structure is organised around courses. These are basically pages or areas within
Skillbook where teachers can present their learning resources and activities to students. In order
to follow the abstract of the metodology, teachers can start the creation of a course from a
premade template. Courses are organised into categories.

Teachers, students and other Skillbook users
Everyone who logs into Skillbook has no special privileges until they are allocated roles by
the administrator according to their needs in individual courses or contexts.
A logged in user can access areas of Skillbook such as their courses or profile from the Navigation
block and Administration block. What a user sees in these blocks depends on their role and any
privileges granted them by the administrator.
Each user registered on the platform can have one or more roles.
A role is a collection of permissions defined for the whole system that you can assign to specific
users in specific contexts. The combination of roles and context define a specific user's ability to
do something on any page. The most common examples are the roles of student and teacher in
the context of a course.
•

Site administrator - can "do everything" on the site

•

Manager - a lesser administrator role

•

Course creator - can create courses

•

Teacher - can manage and add content to courses

•

Non-editing teacher can grade in courses but not edit them

•

Student - can access and participate in courses

•

Guest - can view courses but not participate

•

Authenticated user - the role all logged in users have

•

Authenticated user on the front page role - a logged in user role for the front page only

Site administrator can assign every type of role. An User can register himself to the platform.
Manager, Course creator and Teacher can enroll an user as a student to his course.
Once registered, an user that need to be Course creator has to ask to Administrator to be Course
Creator.
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Home page before login
You can access to Skillbook platform from the web link : https://skillbook.eu
Home page for users not yet logged into the platform looks as the image below (Figure 1):

Figure 1 - Home page Site

Home page is divided in 3 main areas:
1. Top bar Menu
2. Language bar Menu
3. Available Courses

Top bar Menu
The top bar menu is the topmost bar and has two buttons on the right side:
o

Search courses, a convenient button for quickly searching a course

o

Login, to let user to log into the platform
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Language bar Menu
The language bar is located just below the top bar menu. Using the button on the right you can
select the desired language. The languages available are:
•

English

•

Italian

•

Spanish and

•

Polish

Available Courses
The courses available are positioned below the two menu bars and show a picture of the course
on the left and a description of the course on the right.

Home page logged as Course creator / Teacher
After logged into the platform, an user registered as Course creator has been redirected in the
“logged in home page” (Figure 2). He has the ability to create one ore more courses.

Figure 2 - Course creator logged in home page
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Home page logged as Student
After logged into the platform, an user registered as Student has been redirected in the “logged
in home page” (Figure 3). The Student can only select one or more courses where he has been
enrolled.

Figure 3 - Student logged in home page
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Navigation of the platform
Blocks
A logged in user can access areas of Skillbook such as their courses or profile from the Navigation
block, Administration block and other Blocks. What a user sees in these blocks depends on
their role and any privileges granted them by the administrator. Each user has their own
customisable Dashboard.
Navigation block
The navigation block is used to provide navigation links.
If enabled, the navigation block will appear on every page of the site. It contains an expanding tree
menu which includes Dashboard, Site Pages and Courses. What appears in the navigation block
depends on the role of the user, where they are in the Skillbook site, and any settings that have
been applied globally.
The administrator can change settings (such as the default home page) from Navigation in Site
Administration. On Skillbook the navigation block is hidden.

Administration block
The administration block is used to provide context-sensitive links to settings pages.
What appears in the administration block depends upon where the user is and what role they
have in that location. For example, a site administrator on the front page will have Front page
settings while a teacher in a course will have more options in Course administration than a
student. Here are examples of the Administration block:

Figure 4 - Administration Block

Skillbook presents two different blocks for administration: Site administration and Course
administration and these blocks depends on their role and any privileges granted them by the
administrator. Students, for example, don’t see this blocks.
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Blocks
Blocks are items which may be added to the left or right or centre
column of any page in Skillbook. They may also be added to the
centre of the Dashboard.
Any block can be made 'sticky' so that it appears in all the
contexts below, such as throughout a course or a particular
activity.
Blocks can be placed on the side of the screen and they will be
accessible from the bottom of smaller screens, below the main
content (Figure 5).
Figure 5 - Blocks

Activities
An activity is a general name for a group of features in a Skillbook course. Usually an activity is
something that a student will do that interacts with other students and or the teacher.
An Activity means something students can contribute to directly and is often contrasted to a
Resource such as a File or Page, which is presented by the teacher to them. However, the term
activity is sometimes for convenience also used to refer to both Activities and Resources as a
group.
There are different types of activities in the standard Skillbook that can be found when the
editing is turned on and the link 'Add an activity or resource' is clicked.
Assignments: enable teachers to grade and give comments on uploaded files and assignments
created on and offline
•

Students can type directly into Skillbook, upload files or add media. The options are in
the Submission types section and if you don't see a particular option, get the admin to
check the Site administration settings in Assignment settings documentation.

•

Online text: Text typed into the Editor is automatically saved and the teacher can set a
Word limit which will display a warning if students exceed it.

•

File submissions: Students can upload files of any type the teacher specifies. The
teacher can specify the maximum number of files which may be uploaded and a
maximum size for each file.

•

Students may be able to add a note (comment) to their teacher when the submit their
work.

Chat: allows participants to have a real-time synchronous discussion
•

This is a useful way to get a different understanding of each other and the topic being
discussed – the mode of using a chat room is quite different from the asynchronous
forums. The Chat activity contains a number of features for managing and reviewing
chat discussions.
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Choice: a teacher asks a question and specifies a choice of multiple responses
•

The Choice activity allows you to ask a question and set up radio buttons which
learners can click to make a selection from a number of possible responses. They can
choose one or more option and they can update their selection if you allow them.
Choices can be useful as quick poll to stimulate thinking about a topic; to allow the class
to vote on a direction for the course, or to gauge progress.

Database: enables participants to create, maintain and search a bank of record entries
•

The database activity module allows the teacher and/or students to build, display and
search a bank of record entries about any conceivable topic. The format and structure
of these entries can be almost unlimited, including images, files, URLs, numbers and
text amongst other things.

Feedback: for creating and conducting surveys to collect feedback.
•

The Feedback activity allows you to create and conduct surveys to collect feedback.
Unlike the Survey tool it allows you to write your own questions, rather than choose
from a list of pre-written questions and unlike the Quiz tool, you can create non-graded
questions. The Feedback activity is ideal for course or teacher evaluations.

Forum: allows participants to have asynchronous discussions
•

The forum activity allows students and teachers to exchange ideas by posting
comments as part of a 'thread'. Files such as images and media maybe included in
forum posts. The teacher can choose to rate forum posts and it is also possible to give
students permission to rate each others' posts.

•

In the (default) Standard forum for general use, students will see an introduction text
in a separate space above the list of discussions. Students see a button to start a new
discussion (thread).

•

In a Single, simple discussion the teachers posts a question and students are able
only to reply. They cannot start a new topic of discussion. This is useful if you wish to
keep a discussion focused.

•

The Question and Answer forum is best used when you have a particular question
that you wish to have answered. The teacher posts a question and students respond
with possible answers. By default a Q and A forum requires students to post once
before viewing other students' postings.

•

The Standard forum displayed in a blog-like format works like the standard forum
for general use, but the first post of each discussion is displayed (as in a blog) so that
users can read it and then choose to respond by clicking the "Discuss this topic" button
bottom right of the post.

Glossary: enables participants to create and maintain a list of definitions, like a dictionary
•

The glossary activity module allows participants to create and maintain a list of
definitions, like a dictionary.

•

Glossary can be used in many ways. The entries can be searched or browsed in
different formats. A glossary can be a collaborative activity or be restricted to entries
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made by the teacher. Entries can be put in categories. The auto-linking feature will
highlight any word in the course which is located in the glossary.
Lesson: for delivering content in flexible ways
•

The lesson module presents a series of HTML pages to the student who is usually asked
to make some sort of choice underneath the content area. The choice will send them to
a specific page in the Lesson. In a Lesson page's simplest form, the student can select a
continue button at the bottom of the page, which will send them to the next page in the
Lesson.

•

•

There are 2 basic Lesson page types that the student will see: question pages and
content pages. There are also several advanced navigational pages which can meet
more specialized needs of the Teacher. The Lesson module was designed to be
adaptive and to use a student's choices to create a self directed lesson.
The main difference between a Lesson and other activity modules available in Skillbook
comes from its adaptive ability. With this tool, each choice the students makes can
show a different teacher response/comment and send the student to a different page
in the lesson. Thus with planning, the Lesson module can customize the presentation of
content and questions to each student with no further action required by the teacher.

Quiz: allows the teacher to design and set quiz tests, which may be automatically marked and
feedback and/or to correct answers shown
•

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, short answer and drag
and drop images and text. These questions are kept in the Question bank and can be reused in different quizzes.

SCORM: Enables SCORM packages to be included as course content
•

SCORM (Sharable Content Object Reference Model) is a collection of specifications that
enable interoperability, accessibility and reusability of web-based learning content. SCORM
content can be delivered to learners via any SCORM-compliant Learning Management
System (LMS) using the same version of SCORM.

Survey: for gathering data from students to help teachers learn about their class and reflect on
their own teaching
•

The Survey module is a course activity that provides a number of verified survey
instruments, including COLLES (Constructivist On-Line Learning Environment Survey) and
ATTLS (Attitudes to Thinking and Learning Survey), which have been found useful in
assessing and stimulating learning in online environments. Teachers can use these to
gather data from their students that will help them learn about their class and reflect on
their own teaching.

Wiki: a collection of web pages that anyone can add to or edit
•

A wiki is a collection of collaboratively authored web documents. Basically, a wiki page is a
web page everyone in your class can create together, right in the browser, without needing
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to know HTML. A wiki starts with one front page. Each author can add other pages to the
wiki by simply creating a link to a page that doesn't exist yet.
Workshop: enables peer assessment
•

Students submit their own work and then receive a number of submissions from other
students which they must assess according to the teacher's specifications. (They may also
assess their own work if the teacher requests this.) Text may be typed directly into
Skillbook's editor, or files of any type may be uploaded, as long as others have the software
to view them. See Using Workshop for details of the phases involved. The teacher can
decide whether to show or hide the identities of the students to each other when assessing
is taking place.

•

Two grades are given and appear in the Gradebook: a grade for the student's own
submission and a grade for the quality of their peer assessment skills. See Workshop
grading strategies for more information.

•

Workshop is primarily a student-focused activity; however, the teacher may guide the
students by providing example submissions for them to try out before assessing their
peers and at the end of the workshop the teacher may publish some good (or less good)
examples.

Resources
A resource is an item that a teacher can use to support learning, such as a file or link. Skillbook
supports a range of resource types which teachers can add to their courses. In edit mode, a
teacher can add resources via the 'Add an activity or resource' link. Resources appear as a single
link with an icon in front of it that represents the type of resource.
Book: Multi-page resources with a book-like format. Teachers can export their Books as IMS CP
(admin must allow teacher role to export IMS)
•

The Book resource allows you to have main chapters and sub chapters, but it goes no
deeper. In other words, sub chapters cannot have their own sub chapters, as the module is
intended to be a simple resource for teachers and students.

•

The Book resource is not interactive. You can, however, link to choices, forums etc., from
within a book. Also, Flash movies and other multimedia may be included in a book.

File: A picture, a pdf document, a spreadsheet, a sound file, a video file
•

Skillbook provides an easy way for a teacher to present materials to their students such as
word-processed documents or slideshow presentations. All types of files can be uploaded
and accessed through Skillbook, but the student needs to have the correct software to be
able to open them. Different file types are shown with different icons

•

Files may be added by uploading from an external source such as computer or USB drive,
or by dragging and dropping directly onto the course page. Both options need the editing
to be turned on.

Folder: For helping organize files and one folder may contain other folders
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Label: Can be a few displayed words or an image used to separate resources and activities in a
topic section, or can be a lengthy description or instructions
•

•

A label serves as a spacer on a Skillbook course page. It can be used to add text,images,
multimedia or code in between other resources in the different sections. It is a very
versatile resource and can help to improve the appearance of a course if used thoughtfully.
Banners or descriptions may be added to labels to distinguish between and highlight
different areas.
On the other hand, over-use of multimedia (sound,video) in labels can slow down the
loading of a course page.

Page: The student sees a single, scrollable screen that a teacher creates with the robust HTML
editor
•

A page resource creates a link to a screen that displays the content created by the teacher.
The Text editor allows the page to display many different kinds of content such as plain
text, images, audio, video, embedded code or a combination of all these.

•

URL: You can send the student to any place they can reach on their web browser.
A URL (Uniform or Universal Resource Locator) is a link on the internet to a website or online
file. Teachers can use the URL resource to provide their students with web links for
research, saving the student time and effort in manually typing out the address. The URLS
can be displayed in various ways - see the URL resource settings for example, opening in a
new window so a student can access and use the URL, close it and return easily to their
original Skillbook course page.

Figure 6 – Blocks, Resources and Activities
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Course creator / Teacher role
A user assigned the role of course creator can (as the name suggests!) create a course. If the
setting "Creators' role in new courses" is left as default (teacher), then the course creator is
enrolled as a teacher in the course they have just created and can then edit the course settings
and enrol other users.

Creating a course from template
After logged into the platform, an user registered as Course creator has been redirected in the
“logged in home page” (Figure 5).
Trough the green button “Create new course” Course creator can start to create his own course
from a NACSR abstract defined template as in picture below (Figure 3).
Click on “Use as template” to create a course from CCrT Template.
Note: Course creators are not automatically assigned the role of teacher in a course they have not
created, even if it is in a category where they have course creator rights.

Figure 3 - Create a course from template
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In the next step the course creator must define which category the course will belong to. In the
case in figure 4 it is possible to select only the "CCrT" category.
Select the radio button and click to “Continue” button to go on.

Figure 4 - Choose Category for the new course

In the next step the course creator must define the name of the course (Figure 5).

Figure 5 - Course name

To complete the procedure click on “Continue” button to create the course.
The wizard procedure is terminated and the course has been created as in the picture below.
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Figure 6 – Course created from CCRT template

Deleting a course
Course creators cannot delete courses they have created.
They have to ask to local administrator to delete the course.

15

Enroll students to a Course
The process of adding students to courses is called Enrolment. This is different from adding
users to the site, which is known as Authentication. There are various methods of enrolling
students into courses, once they have logged in to Skillbook.

A teacher can view, activate, add and remove the enrolment methods within their course from the
Enrolment methods link accessed either from the gear menu in the nav drawer Participants link,
or from the More link in the course gear menu (or in Course administration > Users in the
Administration block).
First of all he has to enroll himself as teacher of his course.
To do this Course creator has to select “Enrolled users” link in Course administration > Users >
Enrolled Users in the Administration block (figure 7).

Figure 7 – Enrolled user selection

Through the button “Enrol user” (as in picture below) the Course Creator can start to enroll
before himself as teacher and after that to enroll students (previous registered on the skillbook
platform) to the course.
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In the next picture you can view the mask to enrol users as students or theacher.
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Add an activity or resource
To personalize the content of the course is necessary to unlock the editing mode of the course.
To do this the course creator has to click on “Turn editing on” button un the upper right corner of
the screen, under to the language selector dropdown.
As shown in the picture below (Figure 7) at the end of each section will appear a green button with
the label “Add an activity or resource”
•

Select your resource or activity, then click Add. The Edit Settings page of the resource or
activity appears.

•

Click Save and return to course when done editing.

•

Click Turn editing off.

It is possible to customize activities or resources imported from template trough the link “Edit”
closed to the activity.
Is is also possible move or edit a block using the wheel button positioned on the block itself.

Figure 7 – Turn editing on modality

Click Save and return to course when done editing.
Click Turn editing off (the button is in the top right corner) when the editing of course is finished.
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How to evaluate students
Grades
If grading an assignment that has the student submit items to Skillbok (file/online text etc.), the
best place to enter grades is from the assignment itself. From the assignment, click on View/Grade
All Submissions.

Figure 8 – Evaluate a student

Grading from the Grader Report
Accessing to Grader Report
The grader report is the main overview of the grade-book, showing all grades in a grid for the
entire course. It can be accessed from the Side bar on top by clicking on your own name.
After you clicked on your name you can click on the voice Grades in the top sidebar menu
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Once clicked on “Grades” button, The Grader report is shown as in the picture below

The grader report collects items that have been graded from the various parts of Skillbook that are
assessed, and allows you to view and change them as well as sort them out into categories and
calculate totals in various ways. When you add an assessed item in a Skillbook course, the
gradebook automatically creates space for the grades it will produce and also adds the grades
themselves as they are generated, either by the system or by you.
The grades displayed are initially displayed as the raw marks from the assessments themselves, so
will depend on how you set those up e.g. an essay out of 36 will appear as however many raw
marks that student got, not a percentage (although this can be changed later, see below).
Note that various default options for the gradebook are set at system level by the administrator in
and can be marked as being overridable by you, or fixed. This means that the options will not
always be set up the same way for every user when they see the grader report for the first time.

20

Competencies
Competencies describe the level of understanding or proficiency of a learner in certain subjectrelated skills. Competency-based education (CBE), also known as Competency-based learning or
Skills-based learning, refers to systems of assessment and grading where students demonstrate
these competencies.
Competencies are linked to activities. This means you can make sure that you have activities or
resources for every competency in the course, by looking at the course competencies page and
finding un-mapped competencies.
When a student completes a fundamental activity for the acquisition of a competence, the latter is
reported in the teacher's dashboard, as shown in the figure below (Figure 11).

Figure 11 – Review a competence

At this point the teacher can evaluate through the review of the activity, if the competence has
been acquired.
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