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Use Course Reports to Track Student Activity  

Moodle 4.0 Help (For Staff): https://www.lttc.eduhk.hk/moodle/help-staff 

 

 

 
1. In your course ‘Administration’ block, click on 

‘Reports’ and then choose a type of reports: 

 

a. Activity Report - showing the number of views 

by user for each activity and resource. 

 

b. Course Participation Report - provides a 

sortable list showing all class members, with 

details about a particular resource or activity. 

You can see who has viewed a resource or 

submitted an activity. 

 

c. Logs - generates a filtered report showing 

information about a particular activity or 

student. 

 

d. Activity Completion Report - generates a list of 

all participants and displays whether they have 

completed activities. 

 

e. Statistics - generates statistical graphs and 

tables show how many hits there have been on 

various parts of the Moodle course during 

various time frames.  

 

https://www.lttc.eduhk.hk/moodle/help-staff
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Activity Report 

The Activity report is a simple report with no filters that shows all the activities on the course. 

 

 
 

1. In your course ‘Administration’ block, click on ‘Reports’ and then choose ‘Activity Report’ to 
generate the Activity report. In the Activity report page will open, listing course activities. Items 
are listed in order of appearance in the course sections. 
 

• The Activity column shows the icon for the activity type and the name of the activity. 
 

• The Views column tells you how many times each item has been viewed. 
 

• The Last access column tells you the date the item was last viewed and the elapsed time 
since it was last viewed. 
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Course Participation Report 

The Course participation report provides an easy way to monitor general participation in your course. It 
is particularly useful for monitoring activity in forums. You can see if students have viewed readings or 
forums, and if (and how many times) they have posted in the forum or activity. 

 

 
 

1. In your course ‘Administration’ block, click on ‘Reports’ and then choose ‘Course Participation’. 
Choose your options from the drop-down menus: 
 

• Activity module – Select the Activity type for which you wish to report (e.g., Assignments, 
Forums, Quizzes, etc.). 
 

• Look back – Select the period for which you wish to report (you can only go back the number 
of days since the first activity occurred). 
 

• Show only – Choose what course role to filter by. 
 

• Show actions – Choose whether to report on Views, Posts, or both (All Actions). 
 

• Groups – Choose which groups to filter by. 
 

2. Once you have set values, select ‘Go’. Users matching the criteria you selected will be listed in a 
table sorted by Name. Under ‘All actions’, you can see whether (and how many times) they have 
completed the action. To sort the table, select the column header ‘All actions’. 
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Logs 

Course logs allow you to see when and which resources or activities have been accessed. You can check 
to see if an individual student has viewed a specific resource or participated in a particular activity. You 
can limit your search to a specific day or get results for a specified period of time.  

 

 
 

1. In your course ‘Administration’ block, click on ‘Reports’ and then choose ‘Logs’ to open the ‘Choose 
which logs you want to see’ page, select any combination of group, student, date, activities, actions 
and level, then click the ‘Get these logs' button. The page will refresh, displaying logs based on your 
chosen filters. 
 

Tip: The Group menu is only available if Groups is set to Visible groups or Separate groups.  
 

Tip: Click the (?) icon for more information about events filters.  
 

• Teaching: an event or action performed by a teacher (usually) which affects the students' 
learning experience. This might be for instance, grading a student or adding a module to 
the course. 

 
 

• Participating: an event or action which could be related to a user's learning experience. 
This might be for instance a student posting to a forum or submitting an assignment. 
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Activity Completion Report 
• Activity completion allows the teacher to set completion criteria in a specific activity's settings. 

• A check (tick)  appears against the activity when the student meets this criterion. 

• The criterion might be viewing, receiving a certain score or a student marking it as complete. 

To set completion criteria: 

 

1. ‘Turn editing on’ on your course, click ‘Edit 
settings’ to the right of the Activity or 
Resource name you wish to set completion 
criteria. 

 

2. In ‘Activity completion’ section, the Activity 
completion configuring options will appear. 
Configure the criteria for completion and then 
click ‘Save’ to finish. 

To generate Activity completion report: 

 
 

1. In your course ‘Administration’ block, click on ‘Reports’ and then choose ‘Activity completion’. 
The Activity completion page will open listing student names and lists of activities or resources 
configured for completion. The report can also be downloaded in Excel-compatible format (.csv) 
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Statistics 

The statistical graphs and tables show how many hits there have been on various parts of the Moodle 
course during various time frames. 

 

 
 

1. In your course ‘Administration’ block, click on ‘Reports’ and then choose ‘Statistics’. Select 
‘Report type’ and ‘Time period’. Click ‘View’ button to generate a statistical graph and table that 
show how many hits there have been on various parts of your site during various time frames. 

 


