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PENGANTAR

Assalaamu’alaikum warahmatullahi wabarakatuh,
Salam sejahtera bagi kita semua,

Marilah kita panjatkan puji syukur ke hadirat Tuhan YME yang telah melimpahkan rahmat dan
petunjukNya sehingga Buku Panduan Learning Management System (LMS) SPADA
WIMAY A telah dapat diselesaikan.

Buku Panduan LMS SPADA WIMAYA ini disusun sesuai dengan kebutuhan pembelajaran
daring di Universitas Pembangunan Nasional “Veteran” Yogyakarta. Buku panduan ini
membahas langkah dan tahapan dalam menggunakan LMS untuk mendukung pembelajaran
secara daring. Buku ini mencakup pendahuluan penggunaan LMS, mengunggah materi kuliah,
membuat presensi, video conference, pelaksanaan kuis, sampai dengan proses penilaian.
Meskipun belum sempurna, Buku Panduan ini diharapkan memberikan arah dan petunjuk
pelaksanaan LMS baik bagi dosen dan mahasiswa Universitas Pembangunan Nasional
“Veteran” Yogyakarta.

Atas terbitnya Buku Panduan ini kami menyampaikan ucapan terima kasih dan penghargaan
yang setinggi-tingginya kepada semua anggota tim penyusun serta pihak-pihak yang berperan
atas sumbangsih yang telah diberikan mulai dari menggagas dan menyusun sampai dengan
penerbitan. Kami menyadari bahwa buku panduan ini masih jauh dari sempurna, sehingga kami
menerima saran dan masukan untuk perbaikan pada edisi berikutnya. Akhir kata, kami ucapkan
terima kasih atas perhatian dari pembaca semua. Semoga panduan ini dapat memberikan
manfaat untuk memajukan dunia pendidikan dan pada khususnya di kampus tercinta.

Wassalamu’alaikum warohmatulloohi wabarokaatuh
Yogyakarta, September 2020

Ketua Lembaga Pengembangan Pembelajaran dan Penjaminan Mutu

Partoyo, S.P., M.P., Ph.D
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PEMBUATAN PRESENSI

Pada Bab ini akan dijelaskan bagaimana absensi secara online menggunakan Website

E-Learning http://spada.upnyk.ac.id/, dari tampilan akun Dosen dan akun Mahasiswa.

MENGATUR ABSENSI ONLINE
Langkah Pertama : Pilih Mata Kuliah yang akan di setting absensi mahasiswanya.

e Klik tulisan mata kuliah, contoh mata kuliah Shale Hidrocarbon
ditunjukkan pada Gambar 1.
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Gambar 1. Tampilan saat pilih mata kuliah

Langkah Kedua : Atur supaya Mata Kuliah yang dipilih dapat di setting absensinya

e KIlik gambar roda gerigi pojok kanan atas
e KIik Turn Editing on
Ditunjukkan pada Gambar 2.
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G @ MNotsecure | spadaupnyk.acid/course/view.php7id=1492 wa#x »@:

«
= E-LEARNING o & » MmowwoosvaruNuGRoro ()

Shale Hydrocarbon

ard / My courses Shale Hydrocarbon

Ch 1 Pendahuluan

Ch 2 Fined Grained Sedimentary Rocks

Ch 3 Geology of Shale Hydrocarbon

Topic4

Topic 5

Gambar 2. Tampilan saat turn editing on

Langkah Ketiga : Memilih untuk merubah aktifitas

e KIlik menu Add an activity or resource
Menu Add an activity or resource berada di bawah menu
General Information

Ditunjukkan pada Gambar 3.

< C @ Notsecure | spadaupnykac.id/course/view.php?id=149: 1 ®anx »@Q:
H E-LEARNING @ B $ MUCHAMAD OCKY BAYUNUGROHO "g

7= Shale Hydrocarbon

& Particon Shale Hydrocarbon % -

Dashboard / Mycourses / Shale Hydrocarbon

BB Grades

2 General Information
O General
+_Add an activity or resourg
B ch1Pendahuluan
2Fined Grai

4 Ch1Pendahuluan ¢

(3 Ch3Geology of Shale
Hydrocarbon

0O Topicd
) Topics 4 Ch2Fined Grained Sedimentary Rocks # Edit ~
+ Addan activity or resourc

0O Topicé
4 Ch3Geology of Shale Hydrocarbon # Edit ~

+ Add an activity or resource

U mirA 8

Gambar 3. Tampilan Add an activity or resource

Langkah Keempat : Memilih menu absensi.
e Klik menu Attendance

Ditunjukkan pada Gambar 4.
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&« C @ Notsecure | spadaupnykacidicourse/view phpid=14928&notilyeditingon=1 B a v » @ H
u E-LEARNING L B B
Add an activity or resource x
e ACTIVITEES g
Shale Hydrocart S
Dashboard / My courses / Shale Hydrg
=) Edit +
W@ GeneralInformation o a Edit~ &
= + Add an activity or resaurce
4 Ch1Pendahuluan # ¢ Fdit =
[ 3 T
Gloss # Add an activity or resource
4 Ch2Fined Grained Sedi Q o Edit =
& Add an activity or resource
B scormoscas:
4 Ch3GeologyofShaleH . L .. it -
+ Add an activity o resource
Add Cancel

Gambar 4. Tampilan menu Attendance

Langkah Keenam : Mengatur absensi berdasarkan pembatasan tanggal, misalkan

tanggal mulai dan berakhir kuliah dalam satu semester.

e Kilik menu ADD RESTRICTION
€ 5 C A Notseae | spadaupnykacilicouse/modedit phptodd=attendancedype= Bicourse= 14938isection=08returm=08i waw
H E-LEARNING oas e ¢
Shale Hydrocarbon
Dashboard / Mycourses /- Shale Hydrocarbon / General / Addioganew Attendince
& Adding a new Attendance ?
» B
~ General
Mo ® Presensi Kuliah
Descint -
1 A B I EE %5 @8 ¢ @ nr
Display description on course page ®
» Grade
» Common module settings
~ Restrict access
Access cestricions
Nene
ADD RESTRICTION,
* Activity completion
» Tags
» Competencies
» Extrarestrictions
cance
e KIlik DATE
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€ C A Notsecure | spadaupnykac.id/course/modedit php?add=attendancefitype =Bicourse = 14928isection=08ireturn=08isr=0

n E-LEARNING

oo L)

Add restriction...

» Grade

Date
» Common module settingg
~ Restrict access Grade

Access restrictions
User profile

L -

Restriction set

+ Activity completion

+ Tags

» Competencies

[ TR I ]

+ Extra restrictions

Langkah Ketujuh : Memilih tanggal mulai dan berakhir kuliah dalam satu semester.

e KIlik menu from, dan pilih tanggal mulai pertama kuliah dalam satu
semester.

H E-LEARNING 9 & # MUCHAMADC

O Topics
0 Topic7
Display description on course page
@ Dashboard
» Grade
» Common module settings
~ Restrict access
Acc
Stud t match the following
Dat
from 14 August 2020 00 00 x

0 Topich i » Common module settings
o
O Topic? * Restrict access
Access restrictions
@ Dishboard Student  must match | all of the following
Date )
from 13 August 2020 00 00
ond
Date | o 13 December 2021 00 00

ADD RESTRICTION.

e Klik SAVE AND RETURN TO COURSE

e Berikut Tampilan sudah terbentuk presensi
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i.»....- . Shale Hydrocarbon

d / Mycourses / Sh

U Badges

& Competencies

srades

O General

B ch1Pendahuluan ilable unless
ter 13 August 2020

O ¢h2Fined Grained end of 12 December 2021

Sedimentary Rocks

3 h3Geologyof Shale
Hydrocarbon

D Topica

+ Ch 1 Pendahuluan #

0 Topics
B Topicé

O Topic? + Ch 2 Fined Grained Sedimentary Rocks #

@ Dashboard

Langkah Kedelapan : Mengatur supaya absensi online ada, di setiap kuliah pada
setiap minggu nya.

e Kilik Menu Persensi Kuliah

H E-LEARNING CI

=" Shale Hydrocarbon

§ Particpants Shale Hydrocarbon

d / Mycourses / Shale

U Badg

& Competencies

4 Y2 General information #
O ch1Pendahuluan ——— ot available unless
+ Itis onor after 13 August 2020

[ ¢h2Fined Grained + Itis before end of 12 December 2021
s tary Rocks

[ ¢h3Geologyof Shale

Hydr 4 Ch1Pendahuluan #

0 Topica

0 vopics

O Topics

O Topic7 + Ch 2 Fined Grained Sedimentary Rocks #

@ Dashboard

e Kilik Add Session

Attendance for the course :: Teknik Pemboran 1 8-

Sessions ( Add session ) Report Export Status set Temporary users

~ Add session

b Expandall

Type @ All students
Date 14 August 2020 e
Time

from: 00 00 to; 00 00
Description

1 A B I =

1}
&
2

Gal W & P omP

Create calendar event for session

e Pilih Tanggal, Jam mulai dan Kuliah berakhir




PANDUAN SPADA WIMAYA UPN “VETERAN” YOGYAKARTA

Attendance for the course :: Teknik Pemboran 1 8-

Sessions Add session Report Export Status set Temporary users

b Expandall

~ Add session

Type 7]

All students

Date

Time

Description

Create calendar event for session

e Pilih Menu Multiple session, dan Klik Repeat the session above ad follow
(menu ini dimaksudkan supaya absen otomatis ter setting pada satu
semester)

e Pilih di hari apa kuliah dilaksanakan setiap minggunya, dengan Klik salah
satu menu hari

~ Multiple sessions

(] Repeat the session above as follows

Repeat on Monday Tuesday Wednesday | Thursday Friday Saturday Sunday

Repeat every 2

week(s)

Repeat until
? 14 August 2020 8

e Kilik Menu ADD untuk mengakhiri

~ Student recording

Allow students to record own attendance

Automatic marking o
Yes
[J Rotate QR code
[0 Automatically select highest status available
Show more...

ADD CANCEL

<« TEKNIK PEMBORAN 1 ADALAH Jump to... SLIDE 1: PENDAHULUAN »
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Langkah Kedelapan : Berikut tampilan presensi mingguan sesuai jam dan tanggal

< C O Notsecure | spadaupnykacid/mod/attendar

H E-LEARNING © 8 '® MUCHAMADOCKYBAYUN %)

T Shale Hydrocarbon

W Pacticpants Shale Hydrocarbon

Dashibosrd / My courses / Shale Hydrocarbon Presensi Kullah / Presensi Kulish
Bacges
Competencies o
Attendance for the course :: Shale Hydrocarbon
Grades
18 sessions were successtully generated x
Ch 1 Pendahuluan
Sesstons Addsession Report  Expart Temex
Ch2 Fined Grained —_—
Sedimentary Rocks Al At et
LRI 0acoRY of et " Date  Time Type Description Actions
Hydrocarbon
0 Topkc4 1 Thu13Aug2020 7PM-9PM Al students Pertemuan 1 >o0
0 Topics 2 ThuZ0Aug2020 7PM-9PM  Allstudents Pertemuan 1 »oa
0O Topkc6
3 Thu27Aug2020 7PM-9PM  Allstudents Pertemuan 1 >on
0 Topic7
4 Thu3Sep2020 7PM-9PM  Allstudents Pertemuan 1 L
@ Dashiboard
* Site home S Thul0Sep2020 7PM-9PM  Alistudents Pertemuan 1 ron
£2 Calendar
6 Thu17Sep2020 7PM-9PM  Allstudents Pertemuan 1 o0
™ ot it
T Shale Hydrocarbon 7 Thu24$ep2020 7PM-9PM  Alistudents Pertemuan 1 ron
W Participants
8 Thu1Oct2020 7PM-9PM Al students Pertemuan 1 >oo
U Badges
& Competenc 9 ThuBOCt2020 7PM-9PM  Alistudents Pertemuan 1 >on
o] 10 Thul50ct2020 7PM-SPM  Alistudents Pertemuan 1 >»on
11 Thu220c2020  7PM-9PM Al students Pertemuan 1 >on
Ch 1 Pendahuluan
ned Grained 12 Thu290ct2020 7PM-9PM Al students Pertemuan 1 ron
Sedimentary Rock:
Ch3 Geology of Shale 13 ThuSNov2020 7PM-9PM  Allstudents Pertemuan 1 >on
Hydrocarbon
Topic 4 14 Thu12Now2020 7PM-9PM  Allstudents Pertemuan 1 >on
Topic 5
15 Thu19Now2020 7PM-9PM Al students Pertemuan 1 ron
16 Thu26Nov2020  7PM-9PM  Alstudents Pertemuan 1 ron
17 Thu3Dec2020 7PM-9PM  Allstudents Pertemuan 1 >on
18 Thul0Dec2020 7PM-9PM  Allstudents Pertemuan 1 >on

£9 Cotendar
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PENGATURAN JADWAL ULANG (RE-SCHEDULE) SESSION

e KIlik Session pada Menu Bar

e © @ Notsecure | spadaupnykacid/mod/attendance/manage phpid=3449 wax @ :

H E-LEARNING O & B MUCHAMAD

Shale Hydrocarbon

rses | Shale Hydrocarbon | General / Preserl Kulloh / Presensi Kulish

) Attendance for the course i Shale Hydrocarbon °-
- T igions were successfully generated x
3 it Pendabuluan
D on
edimentary Rocks Al | Allpast | Months || Weeks || Day:
= L] Date  Time Type Description Actions.
1 ThU13Aug2020 7PM-SPM AN students Perteminn 1 -0
2 Thu20Aug2020 TPM-9PM Al students Pertemuan 1 ro@
—— P

e Kilik gambar roda bergigi ditunjukkan anak panah

« C O Notsecure | spadaupnykacid/mod/attendar ¥ anr »@Q:
o (%)
Shale Hydrocarbon
Attendance for the course :: Shale Hydrocarbon -
18sessions were successtlly genersted x
Sessions Addsessir
Al
3 Ch3Geology o Shale p S v " e
Hydrocarbon

£ Topkch 1 Thu13Aug2020 7PM-9PM Al students Pertemuan 1 >on
0 Topics 2 ThuZ0Aug2020 7PM-9PM  Alstudents Pertemuan 1 Pon

0 Tooics

e Dapat diatur ulang Tanggal, Jam Kuliah, kemudian klik SAVE CHANGE

PENGATURAN STATUS HADIR DAN NILAI

e KiIik menu Bar Status set
e Anda dapat menentukan kategori absensi, seperti Hadir dan ljin dengan nilai 1.

C @ Notsecurs | spadaupnyk.ac.id/mod/attendance/preferences php W @

€
H E-LEARNING © & » uuchampockyesunucrono (S

& Shale Hydrocarbon Sessions  Addsession  Report  Export m Temporary user

& Participants

Changes to status sets will affect existing attendance sessions and may affect grading
U Badges

Status set 1(H 1 TK)

& Competencies

when not marked
BB Grades
o o
] General #  Acronym Description Points Action
1 @
3 Pendahuluan " Haglr 1
O3 ch2Fined Grained
Sedimentary Rocks 2 ' -
| ljin 1
o
0 Topic3
3 -
0 Topkes TK Tanpa Keterangan 0 =
0 Topics
ADD

0 Topics

0 Topic7

UPDATE
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TAMPILAN PRESENSI YG SUDAH DIISI OLEH MAHASISWA
e Tampilan presensi yg sudah diisi oleh mahasiswa ditandai anak panah warna hijau

H E-LEARNING A S LA MAD DCIY BANUCRON ‘.;y

7 Shale Hydrocarbon

[v —— Shale Hydrocarbon

Dashboard / Mycourses / Shale Hydrocarbon / General / Presensi / Presensi

U Badges
& Competencies
Attendance for the course :: Shale Hydrocarbon -

Grades

Sl Sessions  Addsession  Report  Export  Statusset  Temporaryusers

Pendahuluan

< AUG10-AUG16 » All || Allpast | Months | Weeks | Days

Ch 2 Fined Grained
Sedimentary Rocks

# Date  Time Type Description Actions.
Topic 3

1 Thul3Aug2020 7PM-9PM  Allstudents Pertemuan 1 éesn
Topic4 din
Topic 5

Choose.

Topic 6

OK

Topic7
spadavpnyk.

e Tampilan presensi mingguan sesuai jam dan tanggal

E-LEARNING Q@ & ® MUCHAMADOCKYBAYU NUGR

= Shale Hydrocarbon

8 partcipants Shale Hydrocarbon

Dashboard / My courses / Shale Hydrocarbon / General / Presensi / Presensi

U Badges
Competencies
Attendance for the course :: Shale Hydrocarbon
rades
Sessions  Addsession  Report  Export  Statusset  Temporaryusers
) General
Pendahuluan Page 10f 1
13 August 2020 7PM - 9PM Viewmade
Ch 2 Fined Grained
Sorted list
Sedimentary Rocks. Fertemuant
50
Topic3
L #  Firstname/Surname Email address H | TK Remarks
Topic 5 Setstatus for
Topic 6 unselected
Topic 7
1 ehulmml\lmz:uh tiaraanasstasia@upnykacid ® ¢ Self-re
Nashhoard
Site home: 2 B Djoko Askeyanto dakevanto@yahoocold O @
8 Calendar
3 QLar.:‘aAlrwnAnm farida afriani@upnyk acid > .
3 Private files
T My courses: 4 h Waterman Sulistyana Bargawa waterman.sb@upnyk.ac.id ®
= Praktikum
Geokomputasi 5 DHaryantoHaryanto dharyanto@upnyk.acid ® O
= Geologi Lapangan
é 1‘|v;‘.m~uu-,mu yunie_herawati@upnyk.acid ®
7 Geokomputasi
7 Geofisika 7 3 Herwin Lukito herwin.lukito@upnyk.acid @
= Geologi Indonesia
8 Allen Hariyanto Lukmana allenharyanto@upnykacid > ®

7= Shale Hydrocarbon
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Tampilan summary presensi dan statusnya serta poin

<« C O Notsecure

H E-LEARNING

= Shale Hydrocarbon

& Participants

U Badges

& Competencies
Grades

—) General
Pendahuluan

Ch 2 Fined Grained
Sedimentary Rocks

Topic 3
Topic4
Topic 5
Topicé

Topic 7

Dashboard

Site home
8 Calendar
O Privatefiles
= My courses

= Praktikum
Geokomputasi

T Geologi Lapang

= Geokomputasi

spadaupnykacid/m

attendance/report php?id=3448

QA ® MU ¥ R ¢ ‘y
Shale Hydrocarbon
Dashboard / Mycourses / Shale Hydroc General Presensi / Report
Attendance for the course :: Shale Hydrocarbon 8-
Sessions Report  Export
<4 AUG10-AUG16 » Page1of1 All | Allpast || Months | Weeks | Days | Below Summary
Users= )
Over taken sessions
Statusset1
First name / Surname
Email address H 1 TK Sessions Points Percentage
Titi Tiara Anasstasia tiara.anasstasia@upnyk.ac.id H(1) & 1 0 0 1 1/1 100.0%
Djoko Askeyanto d_akeyanto@yahoo.co.id "1 01 0 1 11 1000%
Farida Afriani Astuti farida.afriani@upnyk.acid TK(0/1) 0 0 1 1 0/1 0.0%
Watern waterman.sb@upnyk.ac.id H(V1) 1 0 0 1 1/1 100.0%
D HaryantoHaryanto  dharyanto@upnyk.acid H{1) i 0 0 1 1/1 100.0%
Yunie Herawati yunie_herawati@upnyk.ac.id H(11) 1 0 0 1 1/1 100.0%
Herwin Lukito herwinlukito@upnyk.acid 1) 0 1 0 1 1/1 100.0%
Allen Hariyanto allenharyanto@upnyk.ac.id 1) 0 1 0 1 1711 100.0%
Firdaus Maskuri firdaus.maskuri@upnyk.acid H(1/1) i 0 0 1 1/1 100.0%
Mofit Eko Poerwanto mofit.eko@upnykac.id H(1/1) 1 0 0 1 171 100.0%
Wiji Raharjo wiji.raharjo@upnyk.acid ? 0 0 0 0 0/0 0.0%
e Export ringkasan presensi menjadi format excel
« C O Notsecure | spadaupnykac.id/mod/attendance/export.php?id=3448 wax »Q
oa e OCKY BAY )

= E-LEARNING

T Shale Hydrocarbon

& Participants

U Badges
Competencies
Grades

- Genes
Pendahuluan

Ch 2 Fined Grained
Sedimentary Rocks

Topic3
Topic4
Topic5

Topic 6

Topic7

Dashboard

Competencies

Grades

General

Pendahuluan

Ch2 Fined Grained
Sedimentary Rocks

Topic3

Topic4

Topic5

Topic 6

Topic 7

Dashboard

Site home

Dashboard / My courses

Shale Hydrocarbon

Shale Hydrocarbon

General / Presensi / Export

Attendance for the course :: Shale Hydrocarbon

Identify student by

Select all sessions
Include not taken sessions
Include remarks

Start of period

End of period

Format

Sessions  Addsession  Report  Export  Statusset  Temporaryusers
~ Export

Group All participants

Export specificusers o

Userstoexport Herwin Lukito

Allen Hariyanto Lukmana
Firdaus Maskuri
Mofit Eko Poerwanto
Wiji Raharjo

Yody Rizkianto

Heru Suharyadi
Indun Titisariwati
Agus Widiyarso

Ir. Winda, MT.
Bambang Wisaksono
Y Yatini

Student ID
Username
11D number
Institution
Department

Yes
Yes

) Yes

Download in Excel format
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e Tampilan format excel ringkasan presensi setelah di export

FEHS & - Shale Hydrocarbon_Attendances_20200814-1013 - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

r
, 0 cut Arial -l - A A - BWrap Text Text - _Fﬂ

Copy ~

Paste ot ponter T W - B A 5= 3= EMergeCenter - - % 1 % Fto‘v:r::;‘(:ﬁ'ﬂ:amm Neutral

Cipboard " Font ] aligament 3 Humber 3 Sty
A1 - S| course

A B [ D E F G H ] K L

1 |Course _|shale Hydrocarbon
2 Group  Alparticipants
3
4 StudentID Username Surname  First name 13 Aug 20H 1 T®
] 17 ora.anasstasia  Anasstasia  Titi Tiara H(11) 1 0 0 1141 100
6 216 8839770018 Askeyanto  Djoko 11y o 1 a 1171 100
7 250 505048701 Astuti Farida Afriani TK (0/1) 0 0 1 10/1 a
E] 533 11026308 Bargawa  Waterman Sulistyana H (1/1) 1 0 a 1171 100
9 199 8807860018 Haryanio D Haryanto H(111) 1 0 a 1171 100
10 561 522065002 Herawali  Yunie H (1) 1 0 0 1101 100
1 290 520087001 Lukito Herwin 1(11) 0 1 0 1101 100
12 14 allen haryanto Lukmana  Allen Hariyanto 1{1/1) 0 1 0 1111 100
13 253 22085812 Maskuri  Firdaus H (/1) 1 0 a 1171 100
14 368 5126510 Poerwanto  Mafit Eko H (/1) 1 0 a 1171 100
15 15 wili raharjo Reharo Wi ? 0 0 a a0/ a
16 16 yody_r Rizkianio  Yody ? 0 0 [ 00/0 [
17 43 herus Suharyadi Heru ? 0 o 0 0o/0 0
18 an 27036112 Titisarwati  Indun ? 0 0 0 0o0/0 0
19 133 22075508 Widiyarso  Agus ? o [ o aoro o
20 541 11076014 Winda, MT. Ir. ? o o 0 0o/0 [
21 180 22095809 Wisaksono Bambang ? 0 0 0 0o0/0 0
22 549 22056309 Yatini ¥ ? 0 o Q ao0/0 0
23
24
25
26
27
28
29
30

Attendances ® «




