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2.2.9 Glossary 

The “Glossary” option adds a flexible way to present definitions (and more) that can be 
linked through your entire class site. For example, if you define the term “sonnet” and the 
word sonnet comes up in a forum discussion, the word sonnet will appear as a link that 
will take the user to the definition. To add a Glossary, select “Glossary” from the “Add 
an activity” pull-down menu. This will take you to the Glossary screen: 
 

 
 
Name: This field can be anything you like – it is the name that shows up on the class 
page. For my example, I will call it “Computer Terms.” 
 
Description: This can be anything you like. This does support formatting (bold, italics, 
etc.) by using the tool-bar. 
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Entries shown per page: This is useful to help users with slow connections. If you limit 
the entries to 10 or 15 per page, the load time is faster. If you do not specify a number, 
the system will load every definition. 
 
Glossary Type: This can be either “Secondary glossary” or “Main glossary.” You can 
only have one Main Glossary for your entire classroom. You may have as many 
Secondary Glossaries as you like. Entries from Secondary Glossaries can be transferred 
to the Main Glossary. This allows you to build a Main Glossary with the definitions you 
want from any definition in the Secondary Glossaries. Students cannot modify a Main 
Glossary. 
 
Duplicated entries allowed: This sets if students can define a term more than once (if 
two or more students can define “sonnet” or the like). 
 
Allow comments on entries: This sets if others in the class can make comments on 
glossary entries or not. 
 
Allow print view: Students can be allowed to use the print view of the glossary. You can 
choose whether this feature is enabled or disabled. Teachers always can use the print 
view. 
 
Automatically link glossary entries: If this option is set to “Yes”, then every time a 
term is used anywhere on the site, the term will link to the definition in the glossary. For 
example, if I define sonnet, and someone uses the term sonnet in a forum discussion, the 
word sonnet will become a link to the definition I wrote. 
 
Approved by default: If this setting is set to “No,” then all student entries must be 
approved by the teacher before they become available to everyone. If this is set to “Yes,” 
then all entries are available to everyone. 
 
Display format: This sets how the glossary will appear to the students. There are several 
choices: 
 - Simple, dictionary style – this presents the terms like a dictionary, in 
 alphabetical order. Any attachments are shown as links. Author information is not 
 presented. 
 - Continuous without author – this presents the terms as one big page, and sorts 
 the terms by date. The author is not indicated. 
 - Encyclopedia – this presents the terms like an encyclopedia. All uploaded 
 images are seen in the article, and the author is indicated. 
 - Entry list – this presents the terms as a list of the terms with no definitions. Your 
 Moodle administrator must set what happens when you click on the term – it may 
 or may not show the definition depending on what is set by the administrator. 
 - FAQ – this presents the terms as a frequently asked question forum. The term’s 
 “Name” field will be presented as a question, and the “Description” field will be 
 given as the answer. 



 

 86 

 - Full with author – this is similar to the “Encyclopedia” setting, except 
 attachments are seen as links instead of being in the definition. Author 
 information is given. 
 - Full without author – this is the same as “Full with author,” except no author 
 information is given. This looks very much like the “Simple, dictionary style” 
 except time and date information is given. 
 
Here are what the various settings look like: 
 
Simple, dictionary style 

 
 
Continuous without author: 
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Encyclopedia: 

 
 
Entry list: 
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FAQ: 

 
 
 
 
Full with author: 

 
 
 
 
 
 



 

 89 

Full without author: 

 
 
Getting back to the “Adding a new Glossary” screen: 
 

 
 
Show 'Special' link: if this setting is set to yes, it allows students to browse using special 
characters (like $ % #). 
 
Show alphabet: if this is set to yes, it allows students to browse by letter of the alphabet. 
 
Show ‘ALL’ link: if this is set to yes, it allows students to list all entries in the glossary 
at once. 
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Edit always link: if this is set to yes, then students can edit their glossary entries at any 
time. If this is set to no, students cannot edit their entries once they are submitted. 
 
If your administrator has enabled RSS feeds (news feeders), you will see two additional 
entries: 

 
 
If the RSS questions do not appear on your screen, then your administrator probably has 
not enabled RSS feeds. See your administrator for more information. Since RSS is 
available in multiple modules, it is covered in its own section. For more information, see 
Appendix 3: RSS Feeds. 
 
The next section of setting up a Glossary is the option to rate posts in a discussion. If you 
do not want to rate posts, then leave the “Use ratings” checkbox blank. If you do want to 
rate posts, check the box next to “Use ratings.” 
 
Once you check “Use ratings,” the other options become available. Under the “Users” 
menu, you have the option of setting who can rate posts. If you want to restrict rating 
posts to just yourself (as the teacher), select “Only administrators can rate entries” from 
the “Users” menu. If you would like the students to be able to rate entries (for peer 
review or the like), select “Everyone can rate entries.”  
 
Once you have determined who can rate posts, then you can select the rating method. To 
set the evaluation method, select what you would like from the “Grade” menu. Under this 
menu, you will see any custom scales you set up under “Scales” (see above), as well as 
any numerical evaluation from 1 to 100. If you select a custom scale, the evaluator (you 
or the students) can select any of the words you set up (Excellent, Good, etc.). If you 
select a numerical evaluation, the evaluator can select a number from 0 to the upper limit 
you set (if you set a grade of 85, then the evaluator can select any number from 0 to 85). 
 
If you wish, you can limit the rating of posts to just certain days or times. If you wish to 
do this, check the “Restrict ratings to posts with dates in this range” box. Set your “From” 
date and your “To” date, and the evaluator will only be able to assign grades during those 
times. 
 
You can also choose if this glossary is or is not visible to your students. Once you have 
these settings the way you want them, click on “Save changes.”  
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After the glossary is created, if you click on its link, you will go to your glossary page: 
 

 
 
The heading tabs are: 
 
Browse by alphabet – sorts the terms by letter. 
  
Browse by category – sorts the terms by categories you define (define categories by 
clicking on the “Edit categories” button under the “Browse by category” tab). 
  
Browse by date – sorts the terms by date. This can sort by modification date or by 
creation date. 
  
Browse by Author – sorts the terms by author of the definition. This works even  when 
the author information is not displayed. 
  
Add a new entry – this allows a new term and definition to be added to the system. See 
below for more detail. 
  
Import entries – allows you to import glossaries that have been exported from other 
glossaries. 
  
Export entries – this allows you to export your glossary to share with another glossary. 
  
Waiting approval – if entries require teacher approval before being publicly posted, this 
is where those entries are approved. 
 
Also note the search option at the top of the page. If you do not check the “Search full 
text” box, then the search only looks for the term names.  If the “Search full text” box is 
checked, the system will search through every word. This can take longer and return 
more entries than you might wish, but it is thorough. 
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Adding a new entry – if you click on the “Add new entry” tab, you will see a screen like 
this: 
 

 
 
You must specify the “Concept” field. You may add keywords that the system will link to 
this definition if those words are used. For example, if I define “sonnet” with a keyword 
of “poem,” then the system will link to the definition of “sonnet” if someone uses “poem” 
in a discussion. You may also put the term into a category if you have any defined. You 
then can fill in the “Definition” field, and can attach any attachments you want to. When 
you are done, click on “Save changes.” 


