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  

Introduction to Moodle 
 
Moodle is one of many Learning Management Systems (LMS). Moodle runs as an interactive 
website with a number of features and activities designed to engage and promote collaborative, 
student-centered learning.  
 
A typical online course will require: 
 

• Reading assignments 
• Papers and projects 
• Discussion of course concepts 
• Tests 
• Additional learning opportunities 

 
This guide will provide you with the basic tools that you will need to navigate a course in 
Moodle. 
 
Online Aptitude Assessment: 
Assess Your Readiness to Take an Online Course 
 
This assessment is designed to provide you with information about your possible success in an 
online course. You may want to print this assessment so you can circle your answers and 
calculate your scores. 
 
For each question, circle the answer that best matches your abilities. Use the scoring guide at the 
end of the assessment to calculate your scores. 
 
1. How do you rate your abilities to use a keyboard and mouse? 

a. Swift and proficient. 
b. Fast but do have to correct mistakes. 
c. Hunt-and-peck style on the keys. 

 
2. Do you like to read? 

a. I am very comfortable reading a computer screen. 
b. I am a good reader, but also I like listening to an instructor’s voice. 
c. I prefer listening, but I would like to take a class online and not have to sit in a classroom 

everyday. 
 
3. How much time per week do you have available to devote to an online course? 

a. 9-12 hours per week 
b. 4-8 hours per week 
c. 0-3 hours per week 
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4. Do you know how to send and receive email, send and receive attachments, and 

download files to your computer? 
a. I am comfortable doing email, attachments, and files. 
b. I know how to do email and attachments. 
c. I only know how to send an email message. 

 
5. Are you comfortable expressing your thoughts in writing? 

a. I am good at expressing myself in writing. 
b. I like to write, but I can’t always put what I want to say into words. 
c. I would rather talk than have to write something down. 

 
6. I expect to spend: 

a. More time in my online course than in an on-ground class. 
b. The same time in my online course as in an on-ground class. 
c. Less time in my online course than in on an on-ground class. 

 
7. If you experience any problems with your computer, do you know how to troubleshoot to 

get it operational again? 
a. Yes. 
b. I have friends who can help. 
c. I don’t know how to troubleshoot. 

 
8. Are you good at working independently? 

a. I am self-motivated and work well on my own. 
b. I don’t have a problem working independently, but I do need help getting motivated. 
c. It’s hard to get motivated and work by myself. 

 
9. Enrolling in an online course means: 

a. I need to logon several times a week to keep up with the course. 
b. I need to logon once a week to keep up with the course. 
c. I need to logon the first week and the last week to keep up with the course. 

 
10. If you had any trouble finding the information you needed for your online course, you 

would: 
a. Continue to “click” around until I find what I need. 
b. Post a message on the discussion board and ask for help. 
c. Assume that if you can’t find it, it isn’t important. 

 
11. Do you wait until the last minute and finish everything before the last day of class? 

a. No, I am not a procrastinator. I like to do my work ahead of time so I don’t have to worry 
about turning things in at the last minute. 

b. I am not a procrastinator, but I do have to be reminded about deadlines. 
c. I like to work under pressure and usually finish things at the last minute. 

 
12. How much time would you expect to spend on group work in an online course? 

a. 40-50% of my time; I like to balance my time between individual and group work.  
b. 90-100% of my time; I like working in groups more than working by myself. 
c. 0-10% of my time; I learn best when I work on my own. 
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Scoring Guide 
 
Write the letter of each answer you chose next to the appropriate question in the grid below (that 
is, if you chose answer “b” for Question 1, write a “b” next to Question 1 in the grid).  
 
Total the number of “a,” “b,” and “c” answers for each column in the spaces provided at the 
bottom of the grid. 
 

 
Question 1:_________ 
Question 4:_________ 
Question 7:_________ 
Question 10:________ 
 

 
Question 2:_________ 
Question 5:_________ 
Question 8:_________ 
Question 11:________ 

 
Question 3:_________ 
Question 6:_________ 
Question 9:_________ 
Question 12:________ 

 
 COLUMN 1 TOTAL 

 
COLUMN 2 TOTAL 

 
COLUMN 3 TOTAL 

 
“a” Answers:______ 
“b” Answers:______ 
“c” Answers:______ 
 

 
“a” Answers:______ 
“b” Answers:______ 
“c” Answers:______ 
 

 
“a” Answers:______ 
“b” Answers:______ 
“c” Answers:______ 
 

 
Column 1 Scoring Guide: Technical Skills 
 
If you chose 3-4 “a” answers, it appears you have the technical skills needed to take an online 
course. 
 
If you chose 0-2 “a” answers, you may need to build your technical skills before you take an 
online course. Look over the questions on the quiz to see what area(s) you most need to address 
(typing and mouse skills, email and download skills, troubleshooting, or locating online 
information). You may want to increase your technical skills by finding tutorials, training 
sessions, or other resources to help you practice your computer and online skills. 
 
 
Column 2 Scoring Guide: Learning Style 
 
If you chose 3-4 “a” answers, it appears your learning style will help you be successful in an 
online course. 
 
If you chose 0-2 “a” answers, your learning style might be better suited to an on-ground or 
other type of course. Look over the questions on the quiz to see what attribute(s) of your learning  
style you need to consider before enrolling in an online course (reading and learning preferences,  
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writing skills, motivation, or procrastination). 
 
  
Column 3 Scoring Guide: Expectations 
 
If you chose 3-4 “a” answers, it appears your expectations towards online learning will help 
you be successful in an online course. 
 
If you chose 0-2 “a” answers, you might want to examine your expectations before taking an 
online course. Look over the questions on the quiz to see what expectation(s) you might need to 
reconsider (time devoted to an online course, logging into an online course, or reasons for taking 
an online course). 
 
 
Success in an online course or program requires: 
 
Self-Motivation Online students must be motivated to participate and complete 

assignments as required. 
 
Frequent Visits Students must login often and keep up with the activity in the course. 
 
Active Participation Online students must make contributions to the discussion boards 

regularly. Logging in and watching is not enough. 
 



Student Moodle Orientation 
© 2010 Baker University School of Professional & Graduate Studies 6 

  

Moodle Icons 
 

Click here to watch a video on Moodle Icons. 
  
Moodle utilizes icons to distinguish certain functions. You will see the following icons within 
your course. These icons will let you know that you can expect: 
 

A forum. In the introduction section this icon will also indicate the News Forum that will 
contain course announcements. 
 

Text-only documents. 
 

Microsoft Word documents. 
 

Link to an external website or file. 
 

Folders containing other files. 
 

Assignments that will be turned in. 
 

A choice activity, which is a question with a specified number of possible responses. 
 

Chats. These tools allow communication with the instructor or classmates in real time. 
 

A quiz, test, or exam in Moodle. 
 

A glossary. 

http://www.youtube.com/watch?v=v9eQwP7YXz8�
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Access to individual course grades. 
 

A list of participants in the class. 
 

Lessons. 
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Logging In 
 

Click here to view a video on how to Log In to Moodle. 
 
You will need to login through MyBaker Portal to access your course in Moodle (for information 
on accessing your MyBaker Portal account go to My Baker Portal Tutorial). 
 
To get to MyBaker Portal, go to http://www.bakeru.edu/ and select the link for the School of 
Professional and Graduate Studies. 

 
 
 

http://www.bakeru.edu/images/pdf/Res_workingadult/Student_Portal_Tutorial.pdf�
http://www.bakeru.edu/�
http://www.youtube.com/watch?v=MFMnd7Jf1X8�
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Click on Current Students. 
 

 
 
Click on MyBaker Portal. 
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Click on Student Portal Homepage. 
 

 Click here to view a video on creating your Student Portal account. 
 

 
 
Enter your username and password. Note: the password is case sensitive. 
 

 

http://www.youtube.com/watch?v=780bBzh_E60�
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In the upper right-hand corner click Go to Moodle. 
 

 
 

 
 
Once you have clicked on Go to Moodle in the upper right-hand corner of your MyBaker Portal 
you should automatically be dropped into Moodle. 
 

 
 
Once in Moodle you access your course by clicking on the course’s name. 
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Page Layout and Blocks 
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This is an example of a basic course in Moodle. Each instructor may design their course with 
some variations, but in general this is how a course will appear when you first enter it. Some 
courses may have more blocks than others; for instance, the calendar may appear in some 
courses but not others, depending on your instructor’s choice. 
 

 Click her to watch a video on Moodle’s course interface. 
 

A. This is the breadcrumb trail. Each link indicates a page you have passed through to get to 
your current location, and clicking on the breadcrumb link will take you to a specific 
point in the course. The naming convention will always follow the abbreviated version of 
your course. 

 
B. This is the Activities block within Moodle. This block uses distinct icons to illustrate 

which activities have been adopted for the course.  Click on the name in blue type it will 
bring up a list of all those functions within the course. 

 
C. The People block allows you to access a list of all users for the course. This is a quick 

method for sending an instant message. 
 

D. This block repeats block B above. 
 

E. Search Forums is a way that you can search for specific forum posts or keywords. 
 

F. You can find your grades for the course in the Administration block. 
 

G. My Courses provides a list of all the courses you are enrolled in under Moodle. Click on 
a course name to enter a course. 

 
H. This is the standard introductory section for every course within Moodle. You can find 

the course syllabus, News Forum, Ask a Question forum, and Course Information 
here. 

 
I. The Messages block is where any unread messages from the instructor or other students 

will appear. 
 

J. The Latest News block indicates any updates or posts made to the News Forum. Click 
the word “More” in blue to read the entire post. 

 
K. Upcoming Events coincide with any updates or changes made to the course calendar. 

 
L. Recent Activities allows you to know who has been in the site and when. 

http://www.youtube.com/watch?v=WVWnuCCUa_E�
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The course Calendar allows for postings of course updates and due dates (Note: This block may 
not appear in every course). 

 
N. This bar indicates the weekly time frame for that section of the course. In this example 15 

March-21 March indicates the course is in a weekly format, so each week will appear 
with the date at the top of that section. 
 

O. It is possible to have sections laid out by topic. When a section is laid out as a topic the 
dates will not appear but rather there will be a number followed by the topics name, like 
this: 

 

 
 

This is the section’s title. This should match with the course syllabus and connect with 
the course design. 
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Student Profile 

 

 Click here to view a video on editing your student profile. 
 
In Moodle you have the option of setting and updating your student profile. Your profile allows 
your instructor and classmates to communicate with you and get to know you within Moodle. 
 
From the initial interface click on Participants under the People block. 
 

 
 
When the screen refreshes you will see a list of all the participants. Click on your name. 
 

 

http://www.youtube.com/watch?v=hAxsjokTRe4�
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You have several options that you can choose from:  
 

1. You can change your password. Note: Ensure that you keep your password in a 
secure, accessible location for easy retrieval if necessary. 

2. You can send messages to others within Moodle. 
3. You can edit your profile. 
4. You can access forum posts. 
5. You can begin a blog. 

 
Click on Edit profile to update your profile within Moodle. 
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When the page refreshes you will be able to update and edit your profile. 
 

 
 

A. Set your first and last name in these boxes. 
 

B. Enter your Baker e-mail. This needs to remain as your Baker e-mail, not an outside e-
mail account. 

 
C. You have a choice to hide your e-mail, allow everyone in Moodle to see your e-mail, or 

allow only the users in your course to see your e-mail. 
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D. You will want to set your e-mail as enabled. 

 
E. Insert your city/town and country. 

 
F. Leave the Time Zone as the server’s local time. 

 
G. Set preferred language to English. 

 
H. In the description section you can offer a summary about yourself. 

 
I. Pictures allows you to upload a picture of yourself from you desktop. This will replace 

the yellow smiley face that is placed by your name with the picture you upload. 
 

J. List any interests you would like to share. 
 

K. Click on Update profile to save your information. 
 
Using Forums 
 

 Click her to view a video on forums in Moodle. 
 
Discussion boards in Moodle are called forums. You can use forums to discuss topics selected by 
your instructor.  
 
This icon represents a forum 

 
 
If you’re used to another LMS, it is important to note that the News forum replaces the 
announcements page. This is a place where instructors can post announcements for the course. 
The News forum will always appear in the top section of your course. 
 

 
 
When a new News forum is posted it is updated in the Latest News block. 
 
 
 
 
 
 

http://www.youtube.com/watch?v=F_6TV4V8YLM�
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Replying to a Forum 
 
To reply to a forum you should: 

 
1. Log into Moodle and access your course. 
2. Click on the forum name you wish to review. 

 

 
 

3. Read the directions and/or topics in the forum. 
4. Click on Add a new discussion topic button. 

 

 
 
Once you click on Add a new discussion topic you will be able to reply to the post. 
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Note: The forum topic appears at the top. 
 

A. Enter the subject of your post. 
 

B. Write your text in this box. 
 

C. Set this option to I do not want email copies of posts to this forum. Otherwise your 
Baker email account will be flooded with a new email every time anyone posts to this 
forum. 

 
D. The attachment box allows you to upload necessary documents. 

 
E. Click on Post to forum to post your message. 
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Click the Continue link. You are returned to the Forum page where you will see your post. 
 

Editing or Replying to a Post 
 
To edit a post, click on your post link in the discussion column. Note: your post link is also the 
subject title you gave it when you prepared your post. 
 

 
 
When the screen refreshes click on edit to edit your post. Also, if you are reading someone else’s 
post you can reply. 
 

 
 

A. Edit the post you have made. 
 

B. If you are reading someone else’s post you can reply to the post. 
 

 Click here to view a video on how to subscribe to forums.

http://www.youtube.com/watch?v=px5cD2Cezf4�
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Submitting Assignments 
 

 Click here to view a video on submitting assignments in Moodle. 
 
This icon represents an assignment to be turned in. 
 

 
 
You can access your course assignments on the course’s main page through the assignment 
name. 
 

 
 
You can also reach them through the Assignments page in the Activity block. 
 

 
 
Submitting a Text Assignment 
 
Once you’ve found the assignment, read through instructions given, and when you are ready to 
submit your answer, click the Edit my submission button. 
 

http://www.youtube.com/watch?v=uAwefSITXu8�
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In the Submission text box, type out the text requested by the instructor in the directions. 
 

 
 
Click the save changes button at the bottom of the Submission page. 
 

 
 
The assignment has now been submitted. 
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Submitting a File for an Assignment 
 
To submit a file for an assignment you should find the assignment as described above. 
 

 
 
Read the directions given by the instructor. 
 

 
 
Click the browse button to locate the file you wish to upload from your computer for the 
assignment. 
 

 
 
Select the file you wish to upload in the File Upload window and click the open button. 
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Once the file path is listed in the Browse field, click the Upload this File button. 
 

 
 
If your instructor allows for more than one file, you will see the file listed in the Draft 
submission area. You may delete the submission  by clicking the X next to the file link. 
 
Viewing Offline Assignments 
 
An offline assignment looks similar to other types of assignments but you will not need to submit 
a file or type text into Moodle; it is just a set of directions given by your instructor for you to 
complete outside of Moodle. To view an Offline assignment, click on the assignment link from 
either the course’s main page or the Activities block. 
 
Read the directions given by your instructor, and complete the assignment as given. 
 

   
  

 Click here to view a video on how to access an instructor’s feedback for an assignment.

http://www.youtube.com/watch?v=COdzlpveGko�
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 Click here to view how to take a test in Moodle. 
 
Students can take tests through Moodle and can provide instant feedback in most cases. There 
are some important aspects to consider prior to taking your first test in Moodle. 
 

• When your instructor is ready for you to take a test a link will appear with this icon. 
 

 
• Never enter a test unless you are prepared to complete it. 
• It is important to plan the time you will take your test. You should take your test when 

there are few distractions. 
• You should be certain that you have stable internet connection prior to taking a test.  
• An instructor may require a password to enter and take the test. If you are asked for a 

password when trying to enter a test you’ll need to obtain the password from the 
instructor. Be careful of capitalization when keying passwords. 

 
To start the test, click on preview quiz and enter the password provided by the instructor. 
 

 
 

 
 
Remember to click OK 
 
Your test may have a time limit. If so, you’ll see a timer appear at the top left of the screen when 
you enter the test. The timer counts down the time you have to complete your test.  

http://www.youtube.com/watch?v=WCaJyt_tuyg�
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When you’ve answered all the questions scroll to the bottom of the screen and click Submit All 
and Finish button. If you do not click this button prior to the timer expiring, the full test gets 
submitted, and you receive zero points for the questions you have not answered. 
 

 
 
Questions may appear as multiple choice, short answer, essay, true/false, equations, audio, or 
video. Once you Submit all and finish your instructor will have decided what you will see next. 
You may only see your score or you may see each question and the correct answer. 
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Your score will appear in the gray box at the top of the page. 
 

 
 
Your instructor will need to grade any short answer or essay questions, so your initial score will 
not reflect those totals. 
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Grades 
 

 Click here to view a video that discusses accessing your grades in Moodle. 
 
To view your course grades click on Grades under the Administration Block. 
 

 
 
When the screen refreshes you will see a vertical list of all the assignments or activities (as long 
as your instructor has made them viewable to you).  
 

 
 

A. Grade Item lists the name of the assignment. 
B.  Grade displays the actual score you received on that assignment. 
C. Range details the possible points. 
D. Percentage breaks your point total to a percentage. 
E. Feedback is where you can view the comments typed in for each assignment by your 

instructor. 

http://www.youtube.com/watch?v=pDuXXHSh3CY�
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Click on the assignments name and it will take you to the assignment. 
 

 
 
You will: 
1. Be able to read feedback. 
2. See your grade. 
3. Access any document your instructor has uploaded to give back to you. 
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Activities Block 
Under the Activities block you can access your assignments and grades. 
 

 Click here to view a video about the Activities Block.  
  
Click on whichever activity type has been assigned to be graded. 
 

 
 
The assignment’s grade will appear at the end under Grade. 

 
 
Click on the assignment’s name to view feedback and any access any documents the instructor 
has given back with it. 

 
 
 

http://www.youtube.com/watch?v=plmF_eAf6Wk�
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Chat 
 
Chat is a tool that allows you, your classmates, and your instructor to communicate in real time. 
While chats are never mandatory, your instructor might choose to offer a chat for a variety of 
supplemental instructional reasons. When a chat has been set up the Chat icon will appear. 
 

 Click here to view a video on Chat in Moodle. 
 

 
 
Click on the link next to the chat icon. 
 

 Note: The link’s name will coincide with the title the instructor gives the chat 
session. 
 

1. Click on Click here to enter chat now. 
 

   
On this page you will also see any content about the chat (B), the next scheduled time for the 
chat (A), and logs of past chats (C); as long as the instructor allows these settings. 
 
A pop up screen will appear with your profile icon, the time you logged into the chat (in 24-hour 
time), and a list of all the members in the chat. You’ll also see a running time for how long you 
have been in the chat. 
 
 
 
 
 

http://www.youtube.com/watch?v=37pUeYgyRL0�
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To enter a message, type in the textbox provided at the bottom of the screen and click Enter on 
your keyboard. 
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Lessons 
 

 Click here to view a video on Lessons in Moodle. 
 
A lesson activity presents a series of pages that ask you to make a choice about the course 
content area. Lessons are used to create a student-centered adaptive learning experience. When a 
lesson has been created the Lesson icon will appear. 
 

 
 
Within a lesson each activity or answer to a question will lead you to a new page predetermined 
by the instructor.  
 
Click on the name of the lesson next to the lesson icon. 
 

 
 
When the screen refreshes, read the text and follow the instructions. Each lesson design comes 
directly from your instructor and may appear different in each course, but the basic premise 
remains the same. 
 

 
 

http://www.youtube.com/watch?v=-ZF7WGagcew�
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When you reach the end of the lesson statistics will appear providing you with results of how 
you performed. The lesson may or may not be used for a grade, depending on your instructor’s 
choice. 
 

 
 
Within a lesson you can experience multiple choice, multiple answer, true/false, matching, short 
answer, numeric and essay questions.  
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Blogs In Moodle 
 
Moodle gives each user the ability to write a blog. Typically, blogs within Moodle are site wide, 
which means that any user in Moodle is able to read a blog posting. Blogs are another means to 
develop written communication skills and offer opportunities for peers to share their thoughts. 
 

 Click here to watch a video on how to create a blog in Moodle. 
 
Once you are logged in to Moodle click on your user name in the upper right corner of the 
screen. 
 

 
 
Click on the Blog tab. 
 

 
 
Click on Add a new entry.  
 

 

http://www.youtube.com/watch?v=vAT7nr5B44U�
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In the space labeled Entry title provide the blog’s title. 
 
In the space labeled Blog entry body is where you will type the content of your blog. 
 
Note: You have a full control bar across the top, which means you can create hyperlinks, embed 
videos, add images, change font type, etc… 
 

 
 
To attach a file, click on Browse located below the blog’s body entry. 
 

 
 
Find the file you wish to add from your computer. 
 
Click on the file’s name. It should then appear in the rectangle box next to Open. 
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Click Open. 
 

 
 
You will see the file’s name appear next to Browse within your blog creation. 
 

 
 
You have two options for publishing your blog under Publish to: 
1. Anyone on this site: This means that anyone logged in to Moodle is able to read your blog. 
2. Yourself draft: This means that only yourself and site administrators are able to read your 
blog. 
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Next, assign tags to your blog. Tags are keywords or terms assigned to a piece of information 
that helps describe the item. 
 
In Moodle, the tag feature is a way for instructors to filter blog postings and for Moodle users to 
determine a blog’s content. 
 
Enter a word or phrase in the section next to User defined tags.  
 
Separate multiple words by using a comma (i.e. Baker, Moodle, MBA). 
 

 
 
When you are finished click Save changes at the bottom. 
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When the screen refreshes you will see your blog posting. 
 

 
 
A. In this section you see your profile information and the time and date of the blog post. 
B. This section is where the content of the blog appears. 
C. The tags associated with the blog are visible here. 

• By clicking on a tag you are taken to a page with all recent blog entries associated 
with that tag, giving you the author, date and time of the post. 

• If you click on See all blogs with this tag…in the middle you are taken to a 
screen with all blogs carrying that particular tag. 
 

 
 

 
 

  
 

D. If you attach a file to your blog this is where it appears. 
E. This section signifies the publication options; it is either Anyone on this site or Yourself 
draft. 
F. Click on Edit to change or add content, or click on Delete to permanently remove the post. 
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  
G. Click on Add a new entry to begin a new, separate blog post. 
Instructors have the option to add a Blog Menu or Blog Tags block to any Moodle course.  
 
If an instructor chooses to do this the block will appear either in the left or right side columns 
within your Moodle course.   
 
The Blog Menu provides five options. 
 

 
 
1. Add a new entry will allow a user to begin a new blog post. 
2. View my entries allows a user to see the postings they have made, add a new entry and edit 
their postings. 
3. Blog preferences allow users to set how many blog entries they wish to view for their course 
or site entries. 
4. View course entries allow users to view blog postings from those in their course. 
5. View site entries allow users to view blog postings from everyone with an account in Moodle, 
regardless of what course they are in. 
 
Another option is the Blog Tags block. 
 
The Blog Tags block displays a “tag cloud,” meaning a list of tags appears where more 
frequently used tags are in a larger font size.  
 
Depending on how the Blog Tags block is configured, tags can be listed in alphabetical order or 
date last used. One way to establish access to your course’s blog postings is to assign the same 
tag phrase as other students, causing the phrase to appear in bold within the Blog Tags menu. 
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  

Adding To A Wiki 
 
A wiki is a collection of collaboratively authored web pages. The wiki begins with an initial 
front page and adds pages through links. Depending on the setting chosen by your instructor, 
students are able to create original work, edit, and collaborate over activities and peer work.  
 

 Click here to watch a series of videos on how to use a wiki in Moodle. 
 

This is the wiki icon, indicating your instructor has added a wiki to your course. 
 
The functions you will have in a wiki depend upon how your instructor sets up the wiki.  
 
When setting up a wiki your instructor determines the Type and Mode.  
 
Below is an overview of the Type and Mode options your instructor has. 
 

 
 
These settings are not something you can control or alter, but they will determine how you 
interact with the wiki. 
 
To enter the wiki click on the title next to the wiki icon. 
 

  
 

http://www.youtube.com/view_play_list?p=DE6CE714134BEB61�
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  
Below is a breakdown of the main functions within the wiki’s interface. 
 

 
 
A. This is the Summary section for your wiki. This will remain at the top of each page created 
within a wiki. In this section your instructor will provide information on what the wiki is used for 
or what the activity/assignment is. 
 
B. These are tabs within the wiki that assist with its creation, navigation, and layout. 
 

 
 
View: By clicking on View you will be able to see how the wiki appears. Every page is 
displayed in view mode. 
 
Edit: Clicking on Edit allows you to create, add, or edit content in the text box provided. You 
will know you are in edit mode because you will have a toolbar across the top of the text box. 
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Links: Clicking on the Links tab will display the pages that have links pointing to the page you 
are viewing. You can use this to backtrack and see where the page is referenced elsewhere in the 
wiki. 
 
History: The History tab gives you access to the version history of the page. Whenever anyone 
clicks the Save tab they create a new version of the wiki page. Moodle tracks all these versions. 
 
Within the History tab there are three versions you can view: 
 

 
 
 Browse: Views every version of a page 
   
 Fetch-back: This brings back an old version of the page for editing. Once you save your 

changes it becomes the newest version of the page. 
  
 Diff: This highlights the difference between consecutive versions of a page. Additions 

have a + symbol next to them and deletions have a – symbol next to them.   
 
Attachments: Remember, this feature is only available if the instructor chose it in the initial 
setup.     
 
Click on Attachments. 
  
Click on Browse.  
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  
Find the file you wish to upload and double click on it, or click Open once it appears in the 
horizontal space provided. 
 

   
   
The name of the file will appear in the horizontal space provided. 
 
Click FileUpload. 
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   
Moodle will notify you that your file has been uploaded successfully. 
 

  
 
Click on View at the top.  
 

 
 
Click on This page has attachments to view attachments. 
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   
This will take you back to view the uploaded file. Simply click on the file’s name. 
 

 
 
C. This is the text area where you provide content. 
 
There is a full toolbar available, which means you can add images, create hyperlinks, embed 
videos, change font size, etc….  
 

 
 
Type content into the space provided and click Save. The wiki will update and save any changes 
that have been made. 
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  
If you click Preview above the toolbar, it will display how your wiki page appears. You are still 
able to make edits in this view if you wish. When you are finished click Save. 
 

 
 
  
How to Create a New Page 
 
Edit mode allows you to create links to separate pages from within the wiki. 
 
Type the name of a page. Then enclose the name within squared brackets (look for theses on 
your keypad [ ]). 
 

Here is an example of what the name should appear as:  
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  
Then click Save at the bottom. 
 

 
 
You will see a question mark (?) behind the name you have typed. This will remain until 
someone has clicked on it, added content to the page, and then saved it. Once that happens, the 
name will turn into an underlined blue link. 
 

 
 
Once you have clicked on the question mark, add content, then click Save at the bottom. 
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   
The name of the page will now appear underlined and as a hyperlink to that page. 
 

 
 
D. Within the -Choose Wiki Links- drop down menu you will find resources to help navigate 
and evaluate the wiki’s use. 
 

 
 
-Choose Wiki Links- Options: 
 
1. Sitemap: Clicking on sitemap will take you to a screen that reveals all the various pages 
within the wiki. 
 
Note: If a page appears indented this means that it is linked to the page listed above it. 
 

 
 
2.  Page Index: This function provides a similar list as the –Choose Wiki Links- menu does. 
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  
3.  Newest Pages: This function reveals the name of the newest pages created, plus the date and 
time the pages were last changed and/or updated. 
 

 
  
4. Most Visited Pages: This function lists the names of the most visited pages and includes the 
number of hits on each page listed. 
 

 
 
5. Most Often Changed Pages: This function lists the names of pages that have been changed 
often and the number of changes that have been made. 
 

 
 
6.  Updated Pages: This function reveals pages that have been updated along with the date and 
time of the last update. 
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7. Orphaned Pages: This function reveals a list of pages that were created and had all the links 
to them deleted. 
 
Note: When creating subpages within a wiki, if you change any of the information within the 
hard brackets it breaks the original link, causing the page to fall under the Orphaned Page. Only 
your instructor is able to delete orphaned links.  
 

 
 
8. Wanted Pages: This function allows users to list pages they wish to see within the wiki. 
 
9.  Wiki Export: This function allows you to save all your wiki pages as a zip file and save it to 
your computer. 
 
10. File download: If files have been added to your wiki this option will reveal which files have 
been downloaded by the wiki’s users and how many times. 
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  
E. Other Wikis: Depending on the Type and Group mode settings, this drop down menu will 
allow you to navigate to other wikis. 
 
In this illustration the Type is Student and the Group Mode is Visible groups. 
 

 
 
You can access any wiki from the drop down menu by clicking on the wiki’s name. 
 
Once you click on the wiki’s name you will be able view that person’s wiki page. Depending on 
the settings you may be able to edit or share content within that page. 
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  

Glossary 
 
Glossaries are a way to build and maintain course specific terminologies and meanings. There is 
a main glossary that only the instructor can edit, but secondary glossaries allow students to 
comment, enter new terms, and auto-link.  
 

 Click here to watch a video on adding content to a glossary. 
 
How students view and what functions are made available is determined by how the instructor 
sets up the glossary. The tutorial below illustrates the most common functions available to 
students. 
 
It is important to note that depending on how your instructor sets up the glossary, some terms are 
accepted automatically and some may require approval by the instructor. 
 
Your glossary will appear with its title next to this icon: 
 

 
 
Click on the title next to the glossary icon to enter the glossary. 
 
The main view of the glossary offers options on how you search or sort through entries.  
 
Keep in mind some of the options available will depend on how your instructor configures the 
settings when creating the glossary. 
 

 

http://www.youtube.com/watch?v=IvW1rtloM5Y�
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  
The instructions/description of the glossary appear at the top. 
 

 
 
Typing a word into the search box provided at the top will search all entries and display the ones 
with that word in them. 
 
Type the word into the space provided directly behind the Search tab, then either click enter or 
the Search tab. 
 
Entries will appear below. 
 

 
 

 
  
Click Add a new entry to enter a new word and its definition. 
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Add the new term next to Concept. 
 

 
 
In the space provided under Definition enter the term’s meaning. 
 

 
 
  
Next, if your instructor has setup the glossary to allow for the creation of categories in the 
settings, enter the associating term with the correct category. 
 
Simply click on the name of a category provided. In the illustration below there have not been 
any categories created. 
 

 

Each entry in the glossary can have an associated list of Keywords (or aliases). 
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Enter each keyword on a new line (not separated by commas). 

Keywords are used as alternative ways to refer to the entry. 

If the keyword is part of a search, the term associated with it will appear. 

 

If you wish, you can attach a file by clicking on Browse. 
 

 
 
Next, locate the file to upload from your computer. 
  
Then click on the file you wish to upload. Once its name appears in the rectangle next to File 
name: click on Open. 
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The file’s name will appear next to the Browse tab.  
 
Once you click on Save changes at the bottom the file will be attached. 
 

 
 
Choose the Auto-linking settings next (if this was enabled in the glossary’s settings by the 
instructor). 
 

 
 
1. Click on the box behind This entry should be automatically linked, which means that 
whenever the concept’s words and/or phrases appear throughout the rest of the same course users 
are able to link directly to the glossary. 
 
The auto-linking will happen whenever the words or phrases are used in a forum, assignment, 
blog, or wiki. 
  
Once a user clicks on the word a new window with the glossary entry will pop-up. 
 
Note: The other two options for Auto-linking will be made available once This entry should be 
automatically linked is selected. 
 
2.  Checking the box behind This entry is case sensitive specifies whether matching exact upper 
and lower case is necessary when performing automatic linking. 

3.  If automatic linking is enabled, then turning on Match whole words by clicking on the box 
behind the phrase will force only whole words to be linked. 

For example, a glossary entry named "demo" will not create a link inside the word 
"demonstration". 
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When finished click Save changes at the bottom. 

 

When the screen refreshes the entry will be shown. 

If you have attached a document it will be found on the right hand side of the entry. 

Keywords will be located in the drop down menu in the middle of the entry. 

You are able to delete the entry by clicking on the X in the bottom right corner of the entry. 

You are able to edit the entry by clicking on the edit icon in the bottom right corner of the entry. 

  

If your instructor enabled the Add comment option you will see the icon below in the bottom 
right corner of the term. 

  Clicking on this will place the term and it’s definition at the top and provide you with a 
text box to enter a comment. 
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When you are finished click Save changes at the bottom. 

 

When the screen refreshes you will see the term and its definition along with your comment. 

You are able to edit your comment by clicking on  in the bottom right corner, or you can 
delete the comment by clicking on the X.  

Return back to the glossary by clicking on the glossary’s title found in the bread crumb trail in 
the upper left corner of the screen. 
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How to Browse Entries 

Browse by Alphabet 
When you initially enter the glossary you are on the Browse by alphabet page (as long as it has 
been enabled by your instructor).  
 
This means the alphabet will appear in the middle of the page. Clicking on a letter will take you 
to a page that contains all entries beginning with that letter.  
 
Note: The letter you are viewing will change to a bold font. 
 

 
 
Browse by Category 
Categories are setup by the instructor and terms are added by users. Depending on which 
categories and how many have been set up will determine how many options there are for this 
category. 
 
Click on the Browse by category tab in the middle of the page. 
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The name of the category will appear in the center of the page in bold type. All of the terms and 
their definitions will appear below the category heading. 
 

 
 
Change categories or choose a different category to search through by clicking on the drop menu 
to the right of the category title. 
 
Click on the name of the category you wish to navigate to. 
 
Note: You will always have the option to choose All Categories, which will display all the 
available category entries. 
 

 
 
Browse by Date 
Clicking on the option to Browse by date in the middle of your screen allows you to search 
through entries by date, either when the entry was last updated or created. 
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Once you have entered the Browse by date option you can search entries either By last update 
or By creation date. These options are found behind the phrase Sort chronologically. 
 
By last update means entries that have been recently updated will appear first. 
 
By creation date means entries appear in order of when they were created, with the most 
recently created terms appearing first. 
  
You will know which one you are searching by because the title will appear in bold type.  
 

 
 
Browse by Author 
Clicking on the Browse by author tab in the middle of the screen allows you to search by who 
created the entry. 
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Once in the Browse by author option you have three ways to search.  
 
1. All: Using this option brings up all authors of entries on one screen.  
2. Surname: This allows you to search by an author’s last name. This option is found under the 
alphabet and next to the phrase Sort by. You know you are in Surname because it will appear in 
bold type. Click on the letter you wish to search by that corresponds with the first letter in the 
author’s last name. 
3. First name: This allows you to search by an author’s First name. This option is found under 
the alphabet and next to the phrase Sort by. You know you are in First name because it will 
appear in bold type. Click on the letter you wish to search by that corresponds with the first letter 
in the author’s First name. 
 
Note: The author’s name and profile image will appear above the entry as well. 
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Jump to 
 

 Click here to view a video on how to jump around Moodle. 
 
This feature allows you to use a drop down menu to navigate immediately to other areas of the 
course. The Jump to menu appears in the upper right hand corner a page. 
 

 
 

 
 

http://www.youtube.com/watch?v=vugwX6BohRc�
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  
Below are links to all the videos in this tutorial. The videos can also be found at YouTube by 
searching for spgsstudent. 
 
Create a Student Portal Account 
 
How to Access Moodle 
 
Moodle Icons 
 
Moodle’s Interface 
 
How to Edit Your Profile 
 
Turning in Assignments in Moodle 
 
Testing in Moodle 
 
Using Chat in Moodle 
 
Instant Messaging in Moodle Part I 
Instant Messaging in Moodle Part II 
 
Using the Calendar in Moodle 
 
How to “Jump” in Moodle 
 
Using a Lesson in Moodle 
 
Activity Block in Moodle 
 
Assignment Feedback 
 
Subscribe to a Forum 
 
See Your Grades in Moodle 
 
Creating a Blog in Moodle 
 
Adding to a Glossary in Moodle 
 
How to Use a Wiki Part I 
How to Use a Wiki Part II 
 
 

http://www.youtube.com/�
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http://www.youtube.com/watch?v=uAwefSITXu8�
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http://www.youtube.com/watch?v=vugwX6BohRc�
http://www.youtube.com/watch?v=-ZF7WGagcew�
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