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3. USER PROFILE SETTINGS 
In order to fully utilize Moodle as a tool for managing training of patent examiners, certain 
criteria have to be added to the existing user profile fields. For example, certain trainings 
require the participants to have been an examiner for a certain number of years, have 
technical degree in a certain field, expert in conducting examination for application in certain 
International Patent Classification (IPC) class, and so on. Luckily, Moodle has the option of 
adding or even modifying user profile field, so administrators / managers can easily browse 
through or filter the list of users based on these fields.  
 

HIDING UNUSED DEFAULT USER PROFILE FIELDS 

When creating a new user, the user can fill out the details in his/her profile. For example, 
Moodle has dedicated fields for personal Web page, ICQ number, Skype ID and other 
personal details to be displayed in the user profile page. Even though this details will not be 
shown if there is nothing inserted, it would be advantageous to hide these personal details 
altogether from the profile page to make room for custom user profile fields. 
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CREATING NEW USER PROFILE CATEGORY 

Go to Site administration > Users > Account > User profile fields 
 
By default a category called ‘Other details’ are already created. New user profile fields can 
be created as part of the ‘Other details’ category. If an administrator wishes to create a new 
profile category, click ‘Create a new profile category’: 
 

Custom fields are now directly 
below general fields 



 

 
 
Give a n
 

 
 
Now the

 

new name f

ere are two 

for the categ

categories 

gory, then p

that can be

Give a na
category

proceed by 

e customize

ame for the 

clicking ‘Sa

ed: 

new 

ave change

13 | 

s’: 

P a g e  

 

 

 



 

CREAT

Now, to
drop-do
 

 
For exa
patent e
month a
option, a
 

TING NEW U

o create a ne
own arrow: 

ample, if the
examiner, c
and/or year,
as shown b

USER PRO

ew user pro

ere is a need
hoose ‘Date
, it would be

below: 

OFILE FIELD

ofile field, ch

d to create t
e/Time’ opt
e better to c

D 

hoose one o

the recruitm
ion from the

choose drop

of the availa

ment date of
e menu. If th
pdown men

able options

f appointme
he profile fie
u for each m

14 | 

s when click

ent of the us
eld only con
month and/

P a g e  

king the 

 

ser as a 
ncerns 
or year 



 

 
In the n
put only

ext page, fi
y one word 

ll you the re
in the ‘Shor

equired colu
rt name’ col

Different d
month an

umns for the
umn for eas

dropdown o
d year

e new profil
sy referenc

option for 

e field. It is 
ce. 

15 | 

recommen

P a g e  

nded to 

 



 

 
Specify 
 

i. 
ii. 

iii. 

iv. 

v. 
vi. 

vii. 
 
After co

other settin

Is this fi
Is this fi
authoriz
Should 
input. F
be uniq
Display 
if the us
Who is 
Categor
(‘Other 
custom 
Other s

ompleting th

ngs for this 

ield required
ield locked?
zation are a
the date be
or example
ue 
on signup 

ser field can
this field vis
ry: If there i
details’) and
field will be
pecific setti

he suitable p

field. A sho

d? : a user 
? : It this fiel
allowed to ch
e unique? : 
e, recruitmen

page? : The
n only be inp
sible to? : C
s new categ
d the new c

e put under 
ngs depend

preferences

ort explanati

must fill this
ld is locked
hange it 
Unique mea
nt date may

e custom fie
putted by au

Choose visib
gory create
category. If 
the default 

ding on the 

s, click ‘Sav

ion on these

s field  
, once inpu

ans only on
y not be uni

eld is displa
uthorized u
bility setting
d, choose b
there is no 
category. 
type of use

e changes’ 

e items: 

tted, only u

ne user can 
que, but sta

ayed during 
sers, not us

gs  
between the
new catego

er field creat

to proceed

16 | 

sers with 

key in the s
aff ID numb

signup. Ch
sers themse

e default ca
ory created,

ted 

d.  

P a g e  

  

same 
ber may 

hoose no 
elves 

ategory 
, the 



 

 
For a us
‘dropdo
shown h
 

ser profile fi
wn menu’ o
here: 

ield in which
option, and 

h a user ha
under the s

s to choose
specific sett

e on of poss
ings, every 

sible options
option is in

17 | 

s, choose th
 one line, a

P a g e  

 

he 
as 



 

 
Howeve
Text Inp
 
When a
 

er, this type
put for multi

a user first s

 of option o
ple inputs. 

signs up, the

only allows o

ese custom

one item to 

ized fields w

be chosen.

will be displ

. It may be a

layed: 

18 | 

a good idea

P a g e  

 

a to use 



 

 
After tha
the use
 

at, dependi
r’s profile pa

ng on the p
age: 

preference ssettings, all the custommized fields w

19 | 

will be show

P a g e  

wn in 

 



 

 
 

ADDING

 
https://d
 
 

EXTRA

 

G USERS 

docs.moodle

CTING DAT

e.org/33/en

TA OF USE

/Add_users

ERS 

The
pro

 

s 

ese are all c
ofile fields 

customized user 

20 | P a g e  



 

Adminis
To view
Accoun
 

 
Howeve
also onl
 
In order
adminis
 
This pag
instead 
be filtere
 

strators (and
w the list of r

ts > Browse

er, as the na
ly allows the

r to extract f
stration > Us

ge also has
of having o
ed using an

d users with
registered u
e list of use

ame sugges
e results to 

full data of a
sers > Acco

s the heade
only one filte
ny field foun

h permissio
users in the 
rs: 

sts, this onl
be filtered 

all users, or
ounts > Bulk

r ‘New filter
er, clicking ‘
nd in the use

ns) have th
Moodle site

y allows the
by user full 

r a group of
k user actio

r’, similar to
‘Show more
er profile: 

To filter u

e ability to v
e, go to Site

e administra
name. 

f users with 
ons. 

 Browse lis
e…’ will reve

user by nam

view and do
e administra

ator to view

certain crit

t of option p
eal that the

me 

21 | 

ownload us
ation > User

w the list of u

eria, go to S

page. Howe
 list of users

P a g e  

er data. 
rs > 

users. It 

Site 

ever, 
s can 

 



 

 
Filters a
profile f

 
For exa
human 
 

according to
ield is base

ample, if the
necessities

o the custom
ed on the sh

e administra
s (A section)

m user profi
hort name o

ator wants a
), then click

le fields are
f the field:

a list of user
k ‘Add filter’:

e also possi

rs that exam
: 

Click h
availa

ible. Notice 

mine applica

here to see
able filters 

22 | 

that the us

ations relatin

 the list of 

P a g e  

er 

ng to 

 

 



 

 
 
Now thee ‘users in list’ will onlyy show userrs in which hhis/her IPC starts with 

23 | 

A: 

P a g e  

 



 

 
To dow
 

nload the lisst of users, 

List o
cond

choose ‘Do

of users tha
ditions of the

ownload’, th

This 
filters

at fulfill the 
e filter

hen click ‘Go

section will
s 

o’: 

 display all 

24 | 

 

active 

P a g e  



 

 
Choose
 

 
Once th
like if it 
 

 
The cus
 
Regard
the syst
Coordin
new col
 
  
 
Where A
format t
shown b
 

e the format

he file has b
is in Micros

stom user p

ing dates, in
tem describ
nated Unive
umn, use th

A1 is the ce
to Date. The
below: 

 of the file c

been downlo
soft Excel (.x

profile fields 

n the sprea
bes the poin
ersal time (U
his formula:

ell containin
e additional

containing t

oaded, click
xlsx) format

are usually

dsheet, the
nt as the num
UTC), 1 Jan
:  

g the Unix t
 column no

=(A1/86400

 

he list of us

k the file to o
t: 

y to the righ

e dates are u
mber of sec
uary 1970. 

timestamp. 
ow displays 

0)+25569+(‐

sers, then cl

open it. This

t of the defa

using a Uni
conds that h
To convert

Then, right
the recruitm

‐5/24)+1 

lick ‘downlo

s is how the

ault fields, a

x timestam
have elapse
t the format 

t click on th
ment date in

25 | 

oad’: 

e document

as shown ab

p format, w
ed since 
back to dat

e cell to cha
n date forma

P a g e  

t looks 

bove.  

wherein 

te, in a 

ange its 
at, as 

 

 



 

 
  

26 | P a g e  

 



27 | P a g e  
 

 

4. ROLES IN MOODLE 
Normally in a classroom training program, a hierarchy of examiners with differing capability is 
needed to maintain the flow of the training. Not all examiners who are involved in a training 
program have the same roles. For example, when there are trainees, there must be trainers, 
coordinators, and so on. Similar approach is also applicable in Moodle. Moodle has several 
default roles that can be customized according to the needs of a patent office. 
 
For example, the usual roles found in training are as follows: 
 

ROLE DESCRIPTION 
Coordinator the person in charge of the training, usually does not 

involve in the training, but rather managing the training 
Supervising Examiner / Mentor may or may not directly involved in the training, mainly 

for assisting trainees   
Trainer examiners who are responsible for training the trainees, 

also the grader 
Examiner examiners who are not involved in the training 
Trainee examiners who are involved in the training 
  
 
In Moodle, the standard roles and their description are: 
 

ROLE DESCRIPTION
Manager Can access and modify course, usually do not 

participate in courses 
Course creator Can create new courses 
Teacher Can do anything within a course, including changing the 

activities and grading students 
Non-editing teacher Can teach in courses and grade students, but may not 

alter activities 
Student Generally have fewer privileges within a course 
Guest Have minimal privileges and usually cannot enter text 

anywhere 
Authenticated user All logged in users
Authenticated user on frontpage All logged in users in the frontpage course 
 
As can be seen, some of the roles in training have the same function as the role created in 
Moodle. Moodle also allows changing the role name, therefore it would be advisable to follow 
the role in training. 
 
To change name of standard roles in Moodle, go to Site administration > Users > Permission 
> Define roles. Click the name of the role that is to be changed. In this example, ‘Manager’ 
will be changed to ‘Coordinator’. 
 
In the next page, click ‘Edit’ to edit the name. 
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Templates tab is the place where the display of records (either a single item or the whole list) 
can be customized. If the admin or manager would like the list to be presented in table 
format, it is recommended to key in this in each of the respective box (and disable editor 
first): 
 
 
 
 
 
 

  
 

Header: 
 
<table style="width: 100%;" border="1" cellpadding="5"> 
<tbody> 
<tr> 
<td><b>Course Name</b></td> 
<td><b>Place</b></td> 
<td><b>Organizers</b></td> 
<td><b>Start Date</b></td> 
<td><b>End Date</b></td> 
<td><b>Program</b></td> 
<td><b>Name</b></td> 
</tr> 
 
 
Repeated entry: 
 
<tr> 
<td>[[Course Name]] | ##edit## ##more## ##delete##</td> 
<td>[[Place]]</td> 
<td>[[Organizers]]</td> 
<td>[[Start Date]]</td> 
<td>[[End Date]]</td> 
<td>[[Program]]</td> 
<td>##user##</td> 
</tr> 
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</tbody> 
</table> 
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