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Log In

Username: Your username is likely your email address.

Password – Must contain one lowercase letter (a,b,c…), 
one uppercase letter (A,B,C…), one number (1,2,3…), 
and one symbol (!,@,#...). Must also be at least 8 
characters long.

Examples:     Moodle1!    Mute$i2023     #Eacc1234



Activity 1

• Make sure you have a valid username and password

• Log into EACC’s Moodle website

• Navigate to Moodle Resources > Moodle Example Course

• Enroll in the course—enrollment key is Moodle1



Course Homepage

< EACC Moodle Homepage

Turn editing on/off button >

Course Content

Navigation Panel



Course Content

< Topic

Add New Activity >

< Activity

< Edit Activity Name
Edit Activity >

Move Item



Activity 2

• Navigate to your Moodle practice room

• Moodle Resources > Moodle Practice Rooms > Moodle Practice   
Room #

• Enroll yourself using the enrollment key – Room1, Room2, etc.

• Turn editing on

• Edit the course topic names



Adding an Activity



Important Activity Types

• File – Upload a PDF document, Word document, PowerPoint 
presentation, image, or other resource for student access

• URL – Upload a link to direct students to an online resource (or to a 
Zoom meeting)

• Assignment – Create a portal for students to submit either a 
document or text to fulfill an assignment for the module

• Forum – Create a platform for students to present information, and to 
discuss that information with one another

• Quiz – Create, administer, and mark a quiz online

• Big Blue Button – Present information using video lecture



Adding a File Resource

Type Name Here

Type Description Here



Adding a File Resource

< Search from computer



Adding a File Resource

< Search from computer



Adding a File Resource



Adding a File Resource



Adding a URL Resource

URL >



Adding a URL Resource

Copy/Paste >

< URL



Activity 3

• Add a file resource under your first topic

• Add a URL resource under your second topic



Adding an Assignment

• Name

• Description

• Additional files – Files for the student to access, which may give 
additional instructions or be used during the assignment (use the 
same process as when adding a file for a file resource)

• Availability – When can the assignment be submitted?

• Submission types – What format will be accepted?



Adding an Assignment

Date and Time > < Turn feature 
on or off



Adding an Assignment

• Allow submissions from – No assignment can be submitted before 
this date.

• Due date – This communicates to the students when their 
assignment is due.

• Cut-off date – No assignment can be submitted after this date.

• Remind me to grade by – Moodle will send you a notification 
reminding you to mark the assignment.

• If you do not understand a feature or do not plan to use it, then turn 
that feature off.



Adding an Assignment

< Allow Submission Types

< Word limit for Online text

< Limits for file types 
and sizes



Adding an Assignment

• Online text – The student types his or her answer directly into the 
assignment portal.
• Word Limit – Limits the number of words that the student can use in their 

“online text” answer

• File submission – The student creates a document or some other file 
(PowerPoint presentation, image, etc.) and uploads the file to the 
assignment portal.
• Maximum number of files – Limits the number of files the student can 

upload
• Maximum submission size – Limits the size of files that can be uploaded
• Accepted file types – Limits what kind of file types that can be uploaded (PDF, 

PowerPoint presentation, Word document, etc.)



Activity 4

• Add an assignment under your third topic



Enrolment

• Administrators – Deans, HODs, and others who facilitate Moodle 
usage. These users can access and edit all courses. They are 
responsible for enrolling lecturers in their appropriate Moodle 
courses, and for creating new Moodle user accounts.

• Lecturers – These users can only access courses in which they have 
been enrolled. They are not a “teacher” of a course until an 
administrator enrolls them. Once they are enrolled in a course, they 
can enroll students and edit the course content.

• Students – Students can only access courses in which they have been 
enrolled. They can never enroll others or edit course content.



Enrolment

Enrolment Options >

Manual Enrolment >



Manual Enrolment

< Persons selected

< Person search

< Person options



Manual Enrolment

< Persons selected

< Role chosen

< Role options



Manual Enrolment

• Teacher – Teachers can access the course, edit the course content, 
view and mark submitted assignments, and enroll others.

• Non-editing teacher – Non-editing teachers can access the course 
and view and mark submitted assignments, but they cannot edit the 
course content.

• Student – Students can access the course and submit assignments, 
but they cannot edit the course content nor view other students’ 
assignments.

• Administrators do not need to be enrolled. It is the role of the 
administrators to enroll teachers in the appropriate courses. Deans 
and HODs are administrators.



Participants



Self Enrolment



Self Enrolment

Activate/Deactivate >

< Edit



Self Enrolment

< Type Enrolment Key

< Select Correct Role



Activity 5

• Navigate to Participants

• Manually enroll Wade Weeldreyer as a student

• Create a self-enrolment with an enrolment key



Quiz

• Timing – Determine when the quiz will be accessible, and how much 
time students receive to complete the quiz.

• Grade – Set the grade students need to achieve to pass. Also 
determine how many times a student can attempt the quiz.

• Review options – Determine if and when the student can review their 
answers and see their marks after completing the quiz.

• Safe Exam Browser – Set limitations to what the student can access 
on the internet for the duration of the quiz.



Quiz

When is quiz accessible?

< Time to complete quiz

What happens when time expires?



Quiz

< Can the student retake the quiz?

< What is a passing score?



Quiz

< Open quiz to create questions



Quiz

< Add or edit questions



Quiz

Total Marks Possible >

Add a new question >



Quiz

< Select question  type

Add question >



Quiz

Type question here

< How many marks is this question worth?



Quiz

< How many answers
can be chosen?

< Shuffle answer  
choices so each 
student’s quiz is 
different



Quiz

< Is this the correct answer?

Type feedback for students

Type answer choice here

100% = Correct

None = Incorrect



Activity 6

• Create a quiz under your fourth topic

• Use the multiple choice, true/false, matching, numerical, and essay 
question types



Activity 7

• Navigate to an actual module that you have taught or will teach.

• Enroll as a teacher if possible, or have an administrator enroll you.

• Begin creating your Moodle page:
• Divide the course into the appropriate topics

• Create file and/or URL resources

• Create assignments

• Create forums

• Set up self enrollment or manually enroll students

• Create a quiz


