MOODLE QUICK GUIDE 
Upload a file 

1. Turn editing on

2. Under “Add a resource” select “Link to a file or webpage”.

3. Give the file a name and an optional description.

4. Click Choose or Upload a file
5. In the new window (which is your file folder) choose “Upload a file”

6. Click Browse to find your file.
7. Click Upload.
8. The file will appear in your folder. Click Choose to link to that file.

9. Scroll down and hit “Save and return to course.”
Create a calendar item.

1. Click on your calendar block and select “New Event” or select “New Event” under the Upcoming Events block

2. Choose to make a “Course Event”
3. Write the title, add a short description. Select the date, and time (you can make it repeat if you want)
4. Hit “Save changes”

Create a weekly calendar
1. Turn editing on

2. Under “Add a resource” select “Insert a Label” if you want the calendar to display on the front page. Choose “Compose a webpage” if you want the students to click a link to display the calendar.

3. In the label or new webpage insert a table (next to the smiley face)

4. Set up a column for each day and away you go!

5. You can add more rows by clicking the arrow that displays on the border of each cell.
6. Hit “Save changes”
Create a discussion board (forum).

1. Turn editing on

2. Under “Add an activity” select “Forum”

3. Select a “Single simple discussion” (this gets all of the responses on one page)
4. Type in an introduction.

5. Hit “Save changes”
See how your Moodle is used (what they click)

1. Under the “Administration” block click “Reports”

2. Select “Activity Report” to see a list of how many times each item has been clicked

See how your Moodle is used (who logs in)

1. Under the “People” block click “Participants”

2. This will give you a list of who is in your class and the last time they logged in.
Add students to your class: First tell your students to go to your course and click enroll. If some students haven’t done this then you can add them.

1. Click “Assign roles” under administration

2. Click “Student”

3. On the left is a list of students in your class, on the right is a list of all students in the district.

4. Click on student names on the right (or type in a name in the search box below)

5. Click the arrow pointing to the left.

Send a message to all students

Option 1: News Forum

1. Click on your news forum and select “Add a topic”. 

2. Type your message and it will be emailed to students and appear in the Recent News block.
Option 2: Send a message

1. Under the “People” block click “Participants”

2. At the bottom of the screen click “Show all”

3. Click the “Select All” button.

4. Under the drop down menu “With selected users” select “Add/Send message”

5. Type your message and send it. The message will pop up when students log in to Moodle and it will be emailed to them if they don’t log in for a day.

Upload a bunch of files all at once

1. First find the files you want to upload and put them in a folder

2. Zip up the folder (right click-find “Send To“ in the menu-choose “Compressed (zipped) Folder”

3. Now go to your Moodle page and under the Administration block select Files.

4. You are now looking at all the files for your Moodle course

5. Click “Upload a File”

6. Click “Browse” to find your file.

7. Once the file is on Moodle click “Unzip”

8. Now you can link to these files.

Display an Entire Folder of Files (best when combined with Upload a bunch)
1. Turn editing on

2. Under “Add a resource” select “Display a directory”

3. Give the folder a name and an optional description.

4. Under “Display a Directory” it says “Main files directory” click on the menu and select the folder you want the students to be able to see.

5. Click “Save changes” and you will see your folder. If you upload new files to this folder, the files will be instantly visible to your students.
