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INTRODUCTION 

   
 ―The expert in anything was once a beginner.‖ ~ 

Unknown 

 

 “I just wanna go on more adventures. Be around 

good energy. Connect with people. Learn new 

things. Grow.‖  ~ The Khool Haus 

 

 



 

 

 



GETTING FAMILIAR WITH MOODLE LANGUAGE 
   

Basic Terms Defined 

• MOODLE stands for ―Modular Object-Oriented Dynamic 

Learning Environment.‖ It is an online educational 

management platform or system that provides customized 

learning environment for students. It is used by educators to 

create lessons, manage courses, and interact with students. 

Today most universities and schools use MOODLE. Martin 

Dougiamas, an Australian educator and computer scientist, 

began developing this e-learning system in 1999 until he 

released Moodle 1.0 in August 2002.      

 

 

Martin Dougiamas 



GETTING FAMILIAR WITH MOODLE 
LANGUAGE 

   
 Basic Terms Defined cont‘d 

• Module or Course Module („cm‟ as it is often abbreviated): Refers to 

activities and resources found in a Moodle course. It contains information 

about which course or section an activity or a resource is displayed on, as 

well as details about the completion status of the activity.  

• Object-Oriented: In computer programming or software design,  object-

oriented programming (OOP) highlights the concept of ―objects‖ – that is, 

the things the programmer thinks about first when designing a program. 

He or she defines data types and the types of operations, functions, or 

procedures that can be applied to the data structure.  

 

 



GETTING FAMILIAR WITH MOODLE 
LANGUAGE 

   
 Basic Terms Defined cont‘d 

• Dynamic Learning (DL):   DL is active learning, is learning by doing. In 

the DL model, the teacher or instructor makes the students learn by using 

resources and doing activities. The teacher plays the role of a facilitator. 

  

• Constructive Alignment: Is used to promote dynamic or active learning 

and when setting up a Moodle course. It has three aspects or 

components: 1) learning outcomes, 2)  assessment, and 3) teaching & 

learning activities. 

  

 

 



GETTING FAMILIAR WITH MOODLE 
LANGUAGE 

   
 Basic Terms Defined cont‘d 

• Course:   In Moodle, a course refers to the space where the teacher adds 
activities and learning materials for his or her students. A course can be 
arranged or organized by week or by topic.   

• Category: A list of related courses. For example, in the social science 
category, an instructor could have courses on Sociology, Anthropology, 
and Psychology.  

• Sections: Are what you find in a Moodle course; they are the different 
areas or segments of the course. For example, below the course name is 
often the introductory section of the course. 

  

 

 



GETTING FAMILIAR WITH MOODLE 
LANGUAGE 

   
 Basic Terms Defined cont‘d 

• Activity:   In Moodle, an activity refers to something students will do; 
something the student will contribute to directly. For example, 
Assignments, Chat, Forums, Quizzes, etc.   

• Resource: An item the teacher uses to support or enhance learning. For 
example, books, files, URLs,  etc. 

• Synchronous Learning: Allows attendance at scheduled meetings or 
lectures like, for example, the ongoing OIT-TLC Online Program Training. 

• Asynchronous Learning: Allows students to access learning materials, 
ask questions, and perform skills at the time that works for them. 

  

 

 



GETTING FAMILIAR WITH MOODLE 
LANGUAGE 

   
 List of Learning Activities 

 

In standard Moodle, there are 14 different activities, as follows: 

 Assignments - Enable teachers to grade and give comments on 
uploaded files 

        and assignments created on and offline. 

 Chat - Allows participants to have a real-time synchronous discussion. 

 Choice - A teacher asks a question and specifies a choice of multiple 

        responses. 

 Database - Enables participants to create, maintain and search a bank 

        of record entries. 



GETTING FAMILIAR WITH MOODLE 
LANGUAGE 

   
 List of Learning Activities cont‘d 

 

 Feedback – A teacher uses this activity when he or she wants to 

create and conduct a survey to get student feedback. 

 Forum - Allows students to have asynchronous discussions. 

 Glossary – Enables students to create and maintain a list of 

definitions like a dictionary. 

 Lesson – The teacher uses this activity when he or she wants to 

present the course content in flexible ways. 



GETTING FAMILIAR WITH MOODLE 
LANGUAGE 

   
 List of Learning Activities cont‘d 

 

 (LTI) External Tool – To use this activity, the site administrator 

must first enable it or set it up. This activity is used to allow 

students to interact with LTI compliant learning resources and 

activities on other web sites. 

 Quiz - Allows the teacher to design and give tests to students, 

which may be marked, and feedback and/or correct answers 

shown automatically. 

 SCORM – Enables shareable content object reference model 

(SCORM) packages to be included as course content. 



GETTING FAMILIAR WITH MOODLE 
LANGUAGE 

   
 List of Learning Activities cont‘d 

 

 Survey – The teacher uses the survey activity when he or she 

wants to gather data from the students that may help him or her 

learn about his or her class better and to reflect on his or her 

teaching methods and strategies. 

 Wiki – This activity allows the teacher and the students to collect 

web pages that everyone can add to or edit. 

 Workshop – The teacher uses the workshop activity when he or 

she wants students to evaluate one another. This is a peer-

assessment activity. 



GETTING FAMILIAR WITH MOODLE 
LANGUAGE 

   
 List of Resources 

This slide and the next one contain the seven resources commonly 

used to support or enhance teaching and learning in Moodle: 

 

 Book: Multi-page resources with a book-like format.  

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

video file, etc. 

 Folder: To help organize files and other folders 

 



GETTING FAMILIAR WITH MOODLE 
LANGUAGE 

   
 List of Resources cont‘d  

 IMS content package: The teacher can add static materials, like, 

for example, books, from other sources in the standard IMS 

content package format. 

 Label: Can be a few displayed words or an image used to 

separate resources and activities, or the label can be a lengthy 

description or instructions. 

 Page: This resource can help the teacher create a single, 

scrollable screen. 

 URL: The teacher can use this resource to insert web addresses 

that students may visit. Teachers can shorten long URLs by using 

TinyURL (https:// tinyurl.com), a free service launched by Kelvin 

Gibertson in 2002.  



SHORTENING LONG URLs 

   



   



  WORKING WITH MOODLE 

 Creating or Setting Up a Course in Moodle 

       NOTE:  

  To  create or set up a Moodle course, you need to have   

      Administrator, Manager, or Course Creator capabilities or 
rights. 

  To set up your course, first decide on the format or layout of 
the course.  

      There are different types of course formats that can be used, 
but we will 

      discuss four commonly used types in the next slides. 

  There are several ways a course can be created in Moodle. 
The two 

      most common ways are: 1) Creating a new, empty course, 
and 2) 

      Uploading an existing course from a different Moodle site. 

 
 

 



  WORKING WITH MOODLE 

 Five Major Standard Users in Moodle 

       In Moodle, there are five major types of standard users. By ‗users‘ we are 

talking in 

       terms of the roles people play when they log into Moodle. Here are the 5 

different 

       users: 

1. Administrator (Admin) – this user is a host who can see and do 

everything. 

 

2. Manager – has similar capabilities or permissions as the Admin, but 

unlike the Admin, this role can be assigned, and the capabilities can be 

modified. 
 

 

 

 

 

 

 



  WORKING WITH MOODLE 

Five Major Standard Users in Moodle cont‘d 

3. Course Creator – can create courses.  He or she needs permissions 

from the 

     Admin or the Manager. 

4. Teacher – can add and edit content and activities within a course. A 

teacher 

      needs to contact the Admin or the Manager to ask for course creator 

capabilities 

      or ask either the Admin or the Manager to create an empty course 

shell for him 

      or her. 

5. Student – can access available courses. 
 

 

 

 

 

 



  WORKING WITH MOODLE 

 Four Types of Course Formats Commonly Used 

Single Activity Format (SAF) — The teacher can select and use this 

format when he or she has just one activity or resource for the student to 

do or use. For example, the teacher can have the students complete a 

survey, read a book, or listen to a video lecture. 

Topics Format (TF) — The teacher can use this format when he or she 

decides to organize the course content into different sections, such as, for 

example, lessons, units, modules, etc. Note that this is the most popular 

format used in organizing online courses. 

 

 

 

 
 

 

 

 

 

 



  WORKING WITH MOODLE 

 The Four Types of Course Formats or Structures 

Weekly Format (WF) — This format is like the TF. The difference is the 

teacher uses weeks instead of units. The teacher can rename the dates 

as Week 1, Week 2, Week 3, Week 4, and so forth, to allow for the reuse 

of the course. For teachers who would like to set and follow a periodic 

pace or speed of his or her students‘ learning, this format is a good option. 

Social Format (SF) — This format is a good option for teachers interested 

in informal learning and in encouraging discussions among students. 

Forums, not units or weeks, can be used in this format. Forums help 

students to get to know one another and foster constructive informal 

communication. 

 

 

 

 
 

 

 

 
 

 



  WORKING WITH MOODLE 

Selecting the Course Format 

Follow these steps to select the format or layout of your course: 

1. Log in and go to your course, where you will be adding activities and 

resources. 

2. Click the cog or gear icon in the upper right and turn on the editing 

mode. 

3. Again click the gear icon (with red arrow) and select Edit settings 

(with green arrow) from the dropdown menu. 

 

 

 
 

 

 

 

 

 



  WORKING WITH MOODLE 

Selecting the Course Format (Steps continue) 

4. Scroll down to the Course format section and choose the format you 

want to use. 

 

 

 

 

5. Then click Save and display.  
 

 

 

 
 

 

 

 

 

 



  WORKING WITH MOODLE 

Modifying the Front Page  

Your Moodle front page is called Site home. It can be modified. 

You can modify the front page by changing the site name and 

the course information. To do so, follow these steps: 

1. Log in with your administrator account. 

2. From the left panel (the Navigation drawer), click Site 

administration. 

3. Scroll down to the Front page section and click Front page 

settings. 
 

 

 

 
 

 

 

 

 

 



  WORKING WITH MOODLE 

Modifying the Front Page  

4. Change the long and short name of your site on the ‗Front 

page setting‘ 

      page. Decide which items will be shown to non-logged in 

and logged 

      in users from the two drop downs. 

6. Click Save changes. 
 

 

 

 
 

 

 

 

 

 



  WORKING WITH MOODLE 

Modifying the Front Page cont‘d 

You can also modify the front page by ensuring that users land on 
the front page instead of their personal dashboards. To do so, follow 
these steps: 

1. Log in with your administrator account. 

2. From the left panel (the Navigation drawer) click Site 
administration. 

3. Click the Appearance tab. 

4. Click Navigation. 

5. Change the Home page for users to Site. 

 
 

 

 

 
 

 

 
 

 

 



  WORKING WITH MOODLE 

 Creating a New, Empty Course  

       When creating a new, empty course, follow these steps: 

1. Log in with your administrator account 

2. From the left panel (the Navigation drawer) click Site administration 

3. Click the Courses tab 

4. Click Add a new course 

5. Add your course details, using the question mark (?) icon for extra help. 

6.    Click Save and display 

7. Click Proceed to course content to add your teaching materials. 

 





  WORKING WITH MOODLE 

 Uploading an existing course 

       When uploading an existing course, follow these steps: 

1. Make sure the course you want to upload (known as a "course backup") has the file ending .mbz 

2. Log in with your administrator account 

3. From the left panel (the Navigation drawer) click Site administration 

4. Click the Courses tab 

5. Click Restore course 

6. Drag in or upload your .mbz file into the space Import a backup file 

7. Click "Restore" and on the next page, scroll down and click Continue 

8. In the "Restore as a new course" section, click the button next to "Miscellaneous" OR click the button of the category where you 

want to upload your course and then press Continue 

9. Click the Next button at the bottom of the next two pages. 

10.Click Restore on the final page. Your course will then be displayed. 

 

 

 



  IMPORTING COURSE BACKUP 



  WORKING WITH MOODLE 

 Organizing Courses 

      Keep these bulleted points in mind as you organize your 

courses: 

  A course in Moodle is an area where the teacher can 

add learning materials for students. 

A category is a list of related courses.  

  Miscellaneous is a category that is present in a new 

Moodle site. You can keep it or change its name. 

  

 

 

 



  WORKING WITH MOODLE 

 Changing the Miscellaneous name 

         To change the name of the Miscellaneous, do the following: 

1. Log in with your administrator account 

2. From the left panel (the Navigation drawer) click Site administration 

3. Click the Courses tab 

4. Click Manage courses and categories 

5. Click the Edit icon (See below) next to Miscellaneous and change its name. 

 

  

 

 

 



  WORKING WITH MOODLE 

 Creating Categories 

         To create a category, do the following: 
1. Log in with your administrator account 

2. From the left panel (the Navigation drawer) click Site administration 

3. Click the Courses tab 

4. Click Manage courses and categories 

5. Click Create new category 

6. From Parent category, choose Top if you want a main category, not a 
sub-category 

     of another category. 

7. Add a name and, if you wish, a description, and then click Create 
category. 



  WORKING WITH MOODLE 

 Adding Course Content 

     After creating or setting up a course, you need to add activities 

and 

      resources to your course (i.e. the course content). Follow these 

steps when 

      adding course content:  

1. If you are not logged into Moodle already, log in and go into your 

course. 

2. To add activities and resources to your course, you need to be in 

editing mode. To do so, click the cog or gear icon (see below) in the 

upper right to access the dropdown menu.  

 



  WORKING WITH MOODLE 

 Adding Course Content cont‘d 
       3. Click Turn editing on. 

       4. To add files such as, for example, the course syllabus, PowerPoint 

presentations, 

            or other documents, upload such files or simply drag and drop from 

your desktop. 

        5. To add more activities or resources, click Add an activity or 

resource wherever you 

             want to add them.  

 



  WORKING WITH MOODLE 

 Adding Course Content cont‘d 

       6. Identify the activity or resource you 

want to 

          add. Double click on it to add it to 

your 

          course.  

 

         NOTE: You can scroll down to view more 

items. 

 



  WORKING WITH MOODLE 

Adding & Editing Quizzes  

There are two major steps (a two-step process) to 

follow when adding a new quiz to your course:  

 Creating an empty quiz shell and, if you like, specifying the 

instruction for the quiz in the Description field;  

 Adding questions to the empty quiz shell (i.e. editing the 

quiz) 

 

 

 



  WORKING WITH MOODLE 

Adding Quizzes -  Creating an empty quiz shell:  

 First decide on the section of your course where you want to add the 

quiz. 

 Click Add an activity or resource link and choose Quiz in the pop-up 

window. 

 When the quiz settings menu appear (see the next slide), write the 

name of the quiz 

      in the Name field (required) and, in the Description field, specify the 

rules 

      or instructions for the quiz (optional). 

 Then click Save and return to course. 

 

 

 

 





  WORKING WITH MOODLE 

Editing Quizzes -  Adding questions to the empty quiz shell  

 Now that you have a blank or empty quiz shell, it is time to fill it with questions. 

   Start by clicking Edit quiz. 

 In a new window (Quiz Editing Menu), click Add → + a new question. (See the next slide 

for display) 

NOTE: In Moodle, there are 15 types of questions you can use.  

 When you choose the type of question you‘d like to use, click Add. Add as many questions 

you want to add. 

      Note that in a new window, you will have to fill out the details of the question. 

 When done, click Save changes.  

 

 

 

 





  WORKING WITH MOODLE 

Adding & Editing Assignments  

One task you the teacher will very often perform is creating assignments and 

asking your students to complete and submit them within given time frames. 

Before you start to add and edit assignments, 

 know the section of your course where you want to add the assignment, 

 be logged into your course, and 

 be in editing mode (i.e. Turn Editing On). 



  WORKING WITH MOODLE 

Adding & Editing Assignments  

When the things mentioned in the previous slide are in place, you can then proceed 

with adding and editing the assignment. Follow these steps: 

 Click the Add an Activity or Resource link. 

 In the ‗Add an activity or resource‘ dialogue box that appears, select Assignment 

and click Add.  

 In the Adding a new assignment window, give a name to the assignment and, in 

the Description field, specify what you want for the students to do. See the next slide 

for examples. 





  WORKING WITH MOODLE 

Editing Assignments  

 To edit an existing Assignment, select the Update icon against the 

Assignment you want to update.  

 



  WORKING WITH MOODLE 

Assignment Settings  

Note the following: 

 There are many configuration options or settings available when you are creating, 

editing, or updating Assignment activities.  

 By default, only General, Availability, and Submission types are open; the others 

are collapsed. To expand everything or to see every other setting, click the Expand 

all link in the upper right.  

 On the next three slides, let‘s look at Availability, Submission types, and Online text. 

 When you are done with all necessary settings, click Save and return to course.  









  WORKING WITH MOODLE 

Adding Teachers & Students  

 Let‘s suppose you are an administrator and want to add teachers and 

students to courses. First, ensure that those you want to add have 

accounts on your Moodle site. Remember that teachers and students 

are assigned roles within courses, not the entire Moodle site.  

 As an admin trying to add teachers and students to courses, follow the 

steps outlined on the next slide. 

 



  WORKING WITH MOODLE 

Adding Teachers & Students – Steps to 

follow: 

1. Log in with your admin account and go to the course where you 

want to 

     add teachers and students. 

2. From the left panel (Navigation drawer) click Participants. 

3. Click Enrol users. 

 



  WORKING WITH MOODLE 

Adding Teachers & Students – Steps to 

follow: 

4. From the dropdown list, select the users you want and the roles you 

want to 

     assign to them.  

 

 

 

5. Click Enrol users. 

 

 



  WORKING WITH MOODLE 

Enrolling Students/Learners  
 Note that when the course is ready, then it is time to invite students or 

learners to the course.  

 Decide on the enrollment methods. Within your course, click on the 

Participants tab in the left menu, then click a gear icon in the upper right and 

select Enrolment methods from the drop-down menu. See the next slide for 

display. There are three enrolment methods available: manual enrolment, 

guess access, and self-enrolment. 

 By default, only manual enrolment is enabled. You can activate self-

enrolment or guest access by clicking the eye icon. We‘ll see a display later.  

 







  WORKING WITH MOODLE 

Enrolling Students in a Course 

Usually, the teacher is not the one who adds users to the system; it is either the admin 

or a manager who does that. So, you as a teacher should do the following to enroll 

students in your course: 

 First, click on the Participants tab in the left menu.  

 From there, click Enrol users in the upper right, 

 In the window that appears, select users or groups of users from the drop-down 

lists. See the next slide for a display. 

 When you are done with your selections, click Enrol selected users and cohorts. 

 





  WORKING WITH MOODLE 

 Creating Groups – Steps to follow 

Dividing your students into groups can be convenient and useful: 

 if you have different classes studying the same course; for example, SOCI 201 

with different 

     sections, SOSC 201 with different sections, etc. 

 when there is another teacher assigned to the course. 

To create a group, follow the steps listed on the next slides: 

 

 



  WORKING WITH MOODLE 

 Creating Groups – Steps to follow 

1. Click the cog or gear icon in the upper right. 

2. From the dropdown menu, select Groups. 

3. In the new window that appears, scroll down the page and click Create 

groups. 

4. Give a name to the group and, if you like, set a group picture and enable 

group 

     messaging. 

 

 

 





  WORKING WITH MOODLE 

 Creating Groups – Steps to follow 

5. Click Save changes.  

6. In the Add/remove users: Advanced window, select the group you created 

and click 

     Add/remove users from the right. 

7. From the list of students enrolled in the course, select those you are adding 

to the group 

     and click Add in the middle. 

 

 

 





  WORKING WITH MOODLE 

Sending Messages to Students  

In Moodle, teachers can communicate with their students and their colleagues. 

To send a message to any of your contacts, including your students, click the 

bubble icon in the upper right ribbon to open the list of your contacts. You can 

send private messages as well as group messages.  



  WORKING WITH MOODLE 

Setting Up Gradebook  

In Moodle, gradebook helps the teacher collect scores for graded activities, 

manually 

    enter grades for offline activities, and view student grades. Setting up a 

gradebook before 

    adding resources and fleshing out your course is very important. In setting 

up a grade- 

    book, one important thing you will need to have with you is your course 

syllabus. Don‘t 

     forget. 

 Follow the steps outlined in the slides that follow: 



  WORKING WITH MOODLE 

Setting Up Gradebook – Steps to follow 

1. Log into your course, and in the course administration block, click Gradebook 

setup. 

2. In the ‗Gradebook setup‘ window, click Setup. 

3. At this point, you want to first set up how your grades will be aggregated. 

Make sure the 

     name of course appear in the middle. Under the ―Actions" column, click the 

Edit 

     button on the right in front of the course name and thereafter click Edit 

settings. 



  WORKING WITH MOODLE 

Setting Up Gradebook – Steps to follow 

4. The most common way of setting up gradebooks in Moodle is to have certain items 

or categories 

     aggregated. With this understanding, in the Edit settings window, select 

"Weighted mean of 

     grades" for Aggregation, then scroll down and click Save changes. 

5. After reloading, under the Aggregation option, you will see an option that reads 

―show more‖. 

     Click on it.  The Exclude empty grades option will appear. Check the box in front 

of it. Let 

     everything else on the page remain in default settings, including the Category 

name.  



  WORKING WITH MOODLE 

Setting Up Gradebook – Steps to follow 

6. At this point, your course syllabus is needed, because you are to create grading categories. 

Your 

     syllabus will help in doing so. Scroll down to the bottom of the Gradebook setup page and 

select 

     Add Category. 

7. Give each of the grading categories a name. For example, if ‗Assignments‘ is one of your 

categories, 

     type ―Assignments‖, and in the Aggregation field, select Mean of grades. Click Save 

changes at 

      the bottom of the page. Repeat this process until you have named all the grading 

categories in the  

      course syllabus.  



  WORKING WITH MOODLE 

Setting Up Gradebook – Steps to follow 

8. Now that you have added your categories along with the aggregation types, the 

next thing you 

     need to do is to assign relevant weights. Again, use your course syllabus in 

assigning the different 

     weights.  

9. Now that your weights are assigned, start creating activities and resources and 

assigning them to 

     categories.  



  WORKING WITH MOODLE 

Grading Assignments  

To grade assignments,  

 Enter your course and, in the Course Administration menu on the left, select 

Grades and 

      then find the assignment or activity you would like to grade. Click on the 

selected 

      assignment. 

 On the ‗Grading summary page‘, you will find two options: ‗View all 

submissions‘ or 

      ‗Grade‘. Click View all submissions. After that, the list of your students will 

appear with 

      their submissions. 



  WORKING WITH MOODLE 

Grading Assignments cont‘d 

 If you are ready to start marking or reviewing each assignment, click Grade. 

 Note that the gradebook‘s interface allows the teacher to leave annotations, 

make 

      comments, mark with colors, and leave feedback.  

 Enter the grade for the student‘s submission in the right panel, change the 

status, and 

      then click Save changes to quit or Save and show next to proceed. 

 



  An Ibo Proverb 
 

 

 

 

―As Albert Einstein challenged us, we 

will not stop learning, for, if we do, 

“[we‟ll] start dying.” 
 



  Helpful Links for Further Reading 

 For Moodle documents, resources, updates, etc, visit Moodle Main Page: 

       https://tinyurl.com/moodledocuments 

 Teacher Quick Guide: https://tinyurl.com/teacherquickguide 

 The 10-Minute Guide for Teachers on Getting Started with Moodle: 

       https://tinyurl.com/10-minuteteachermoodleguide 

 Setting Up Assignments: https://tinyurl.com/moodleassignments 

 Grading Assignments: https://tinyurl.com/gradingmoodleassignments 
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