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Moodle 3.3 Instructor Orientation Workshop 
“Using Moodle to efectively Instruct Online” 

 

Instructions sheet:- 

Activity 1: Enrol existing system users to a course, if not yet enrolled 

1. Enrol one user for the course from the system as a student 

2. Remove that role and assign them another role as tutor 

3. Delete/Unenrol the student from the course 

 

Instructions for Activity 1: 

1. Go to the Course to add users 

2. Select Course Settings (cog icon), then click More  

 

3. Choose Users tab 

 

4. Choose Enrolled Users  
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5. On the screen that appears, Click the Enrol Users button 

 

 

6. From the Dialogue Box that appears, click the down arrown beside Assign roles 

and choose the role that you wish to assign on enrollment 

7. Then select the arrow beside 

Enrolment Options (from this 

choose Enrolment date and 

duration) – This is optional but 

recommended especially for 

students!  

8. Search for the students by typing 

their names in the Search area 

9. After inputting the name or part of 

the name, press the Enter Key on 

your keyboard to see all the users 

with similar names 

10. Select Enrol button beside the person to be enrolled  (ensure that they are assigned 

under the correct role!) 

11. When enrolling all the users, click the Finish enroling users button 

12. They will now appear with the roles beside their names 
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Deleting Users / Editing Roles in a Course 

1. Follow Steps 1- 4 on previous page 

2. Look for the user to: 

A. Remove a role, by clicking trash can beside the role 

B. Add another role, by clicking the figure with plus sign 

C. Delete or Edit, click trash can to delete or cog to edit 

 

 

Activity 2: View partipants for the course 

1. Check the last accessed time of each 

2. Send a group message to the Trainees – Message should read 

 

Dear Trainees, welcome to the course. We hope that you take the time to browse 

through the course on your own. Send a message if you have any additional 

questions. 

 

Regards XXX  

 

Instructions for Activity 2: 

1. Go to the Navigation Block 

2. Click on Participants 

 

C 

A B 
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3. Under Current role, select drop down list for All participants or just Trainee/Student 

or Instructor/Teacher only 

 

 

4. To choose participants 

a. Select specific persons using Check box, 

OR 

b. Click the Select all button 

c. Choose Send message 

d. Type message in space provided (message 

body) 

e. Remove users, if wrong users selected 

f. Click Preview button 

g. Click Send message, or update (if you 

need to make adjustments) 
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Activity 3: Create Groupings (Class) and groups (small groups within the Grouping) 

 

1. Create 1 Grouping (same as a class) and 2 Groups 

2. Add 3 Enrolled users to each Group 

3. Put the groups in the Grouping 

 

Instructions for Activity 3: 

Create Groupings 

 

Groupings are similar to large classes. These can be participants from different 

locations/institutions, campuses, or same class but different instructor. These Groupings usually 

share the same resources but may need to activities or assignments. 

1. While in the Course, go to Course 

Administration Block and select Users 

tab 

2. Click on Groups 

3. Select the Grouping tab 

4. Click on Groups 

5. Select the Grouping tab 

6. Click on Create grouping button 

7. Give the Grouping/Class a name. You can create as many Groupings as you need. 
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Create Groups into Groupings 

1. Click on the Groups tab 

2. Click the Create group button 

3. Give the group a name, you can 

create as many groups as you want  

 

Add Members to Groups 

1. Select the group that you want to 

add members to 

2. Click the Add/remove users 

button 

3. Look for the name of the user to 

ass 

4. Click Add 

5. Click Back to groups button to 

return to the group’s page 

 

Put Groups to Groupings 

1. Click on Groupings tab 

2. Select the icon beside the Grouping that is called Show groups in groupings 
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3. Look for the groups(s) 

4. Slect it/them and click Add 

5. Click Back to groupings button to return to the grouping’s page 

 

You have now successfully added Users to Groups and placed the groups into their Class 

(Groupings)!  

 

Activity 4: Use a chat activity to have LIVE discussions with trainees/students 

Instructions for Activity 4: 

Create Groupings 

1. Click Add an activity 

2. Check Chat and click 

Add button 

3. Name the Chat Room 

4. In description, state 

what it is for 

5. Choose Chat date and 

time etc. 

6. Ensure you have Never 

delete messages 

selected 
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7. Assign grouping, if needed (If it is an open session for all persons in class, chose none 

grouping) 

8. Choose Save and display 

9. Click to enter chat session 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. Click Save and display 

11. Then choose from the screen below  
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Activity 5: Assign activities (also assignments / resources) to specific Groupings 

(same as class) 

 

Activity 6: View discussions, Reply to someone and rate the discussion 
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Activity 7: View assignments, Grant extensions, Grade Assignments and provide 

feedback 

1. View assignments 

2. Grant extensions 

3. Apply grades 

4. Provide feedback/comments 

 

Instructions for Activity 7: 

1. Click on the link for the assignment on the Moodle course page 

2. At the bottom of the page, under submission status you will see if assignments have been 

submitted and/or graded and the due date 

3. If there are assignments submitted, click on the View all submissions button 
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4. Click Edit to update grade, prevent submission changes or grant extension 

 

5. Across from each trainee, click Grade to grade.  

 

6. Then click Save changes 
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Activity 8: Create and use Real Time Quiz to determine achievement of class 

objectives 

1. Select 4 simple questions with possible answers (they can be multiple choice or True ror 

False) 

 

Instructions for Activity 8: 

Create a Real Time Quiz 

1. Click the Turn Editing On button  

2. Select Add an Activity 

3. Under Activities, choose Realtime quiz 

4. Click Add button 

5. Under Adding a new Realtime quiz to 

Topic.., Add Realtime Quiz name 

6. In the Introduction area, Add Your main 

Quiz Instructions  

7. Under Realtime Quiz settings, choose how 

many seconds each question will be 

displayed. 

8. Under Common module settings, choose 

which grouping should see this, if there are 

groupings 

9. Click Save and Display 

10. Select the Edit quiz tab  

11. Click Add Questions 

12. In space provided answer Question , then expected answers beside radio buttons (select 

radio button beside right answer)! 

13. Click Save question and add another or Save Question ,if there is no more to add 

 

To view Quiz Click View quiz tab,  you and the learners will see the screen below. 

Facilitator will Start Quiz and learners will Join quiz --- BUT BEFORE YOU DO THIS.. GO 

to Activity 9! 
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Activity 9:  Switch your role to the trainees role or any role with less priviledges 

1. One person will choose their quiz to view and be the teacher 

2. The rest of the participants will act as the students in the class 

3. Teacher will click the START QUIZ button and wait on class 

4. Students, follow Instructions for Activity 8 THEN join the quiz  

 

Instructions for Activity 9: 

 

 

HOW DID YOU LIKE THE REAL TIME QUIZ? 

Discuss the possibilities! 
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Activity 10:  Create a simple multiple choice quiz 

USE OTHER INSTRUCTIONS SHEET FOR THIS ACTIVITY! 

 

 

Activity 11:  Manually mark quiz questions – essay type 

1. Open the quiz link to be graded 

2. Click cog to go to quiz administration 

3. Select Results 

 

4. Grade each based on their responses and specified marks. 

 
 

5. You can then give your comments. State what was done right etc. 

6. Assign mark 

7. Save your grade and response 
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Activity 12:  View gradebook 

1. Go to Course page 

2. Click Grades under course navigation block 

 

 

3. You will see the grades for all trainees 

4. Choose the drop down list beside Visible or Separate groups to see grades only for 

specific groups 

 

 

Activity 13:  Review activity reports, logs, course participation and send reminders 

To view ALL course reports: 

1. Go to Course Administration 

2. Beside Reports:  
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A. Select Logs to get links to all activities by course, or to view all activities or specific 

activity by each user.  

Each field can be selected with the down arrows, and then click Get these logs 

Logs appear below based on the selections made. 

 

B. Select Activity Report to get links to main activities and a quick view of how many 

views and actions each activity had. 
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C. Select Course Participation to see the participation report for each activity for 

a specific period.  

You can view specific activity  

You can view teachers’, students’ etc. participation. 

You can view the period to review 

You can view specfic actions 

You can send messages to students who have done nothing 
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WHAT’s BEHIND THE ASSIGNMENTS AND DISCUSSION – Looking at settings! 

Create Assignments 

1. Click the Turn editing on button  

2. Under each Topic etc., select Add an activity or resource 

3. Check Assignment, then click Add (at the bottom of the 

dialogue box) 

 

4. Under Category Settings, choose Assign Roles 

 

5. Under Adding a new Assignment to Topic add an 

Assignment Name  

 

6. Add Description (this is a must, as Instructions will be 

placed here) 

 

7. Under Assignment Settings (explanation): 

 

a. Date for Allow Submission [ Date when learners will be able to submit 

assignment] 

b. Date for Due Date [Date when learners must submit by or they will no longer see 

submit/upload feature] 

c.  Yes for Always show description [allows learner to see Instructions] 

 

8. Under Submission Settings (explanation): 

a. Online Text [If you want the learners to type in their responses online instead of 

uploading / submiting their file/project] 

b. Maximum number of uploaded files [If yes was selected for File Submission, then 

each student will be able to upload up to this number of files for their submission] 

c. Maximum submission size [Files uploaded by students may be up to this size] 

d. Submission Comments [If enabled, students can leave comments on their own 

submission. This can be used to let students alert the marker about which files the 

master file is in cases of inter-linked files, for instance] 

 

9. Under Feedback Settings (explanation): 

a. Feedback Comments [Facilitator can leave feedback comments for each 

submission] 

b. Feedback Files [Facilitator will be able to upload files with feedback when 

marking the assignments. Files include, learners assignment with comments, other 

documents or even audio feedback] 

 

10. Click Save! 
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Create a Discussion Forum 

1. Click the Turn Editing On button to the 

top right  

2. Under Adding a new Forum to Topic…  

3. Add the Forum Name 

4. Add Forum introduction [ This is the 

initial overview of what the forum is 

about, including general Instructions] 

5. Do not check the Display Description on 

Course Page 

6. Decide on the Subscription Mode  

a. Checking this means that persons will receive email copies of forum posts. 

i. Optional subscription - Participants can choose 

whether to be subscribed 

ii. Forced subscription - Everyone is subscribed and 

cannot unsubscribe 

iii. Auto subscription - Everyone is subscribed initially 

but can choose to unsubscribe at any time 

iv. Subscription disabled - Subscriptions are not allowed 

 

7. Decide if you want the participants to Read Tracking for this Forum 

a. If this is enabled, participants can track read and unread messages in the forum 

and in discussions. 

8. Under Ratings [Decide on how you want participants of the forum to be graded] 

a. Average of ratings 
– All grades given 

will be average, this 

will be the final 

grade for the forum 

b. Count of ratings - 

The number of rated 

items becomes the 

final grade. Note 

that the total cannot 

exceed the 

maximum grade for 

the activity. 

c. Maximum - The 

highest grade becomes the final grade 

d. Minimum - The smallest grade becomes the final grade 

e. Sum - All ratings are added together. Note that the total cannot exceed the 

maximum grade for the activity. 

9. The Scale represents the amount that each post will be marked out of 

10. Choose the type of groups [Separate or Visible or No Group] and identify, if needed, 

which groupings will be attached to forum 


