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What is Moodle? 
 

If you’ve ever taken a course using Blackboard, Desire2Learn, 
eCollege, WebCT, or another online tool, Moodle is SIMILAR. Moodle is 
an online classroom that includes many features. Instructors may  

 

 Create Forums for discussion 

 Post Resources for students 

 Create a paperless way to hand in assignments 

 Use a Quiz or Choice to gauge student understanding and opinion 

 Make a Wiki available for students to collaborate 

 Use a Journal to help students reflect 

 And much, much more . . . 
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I. Our Moodle 

Our goal is to use Moodle for enhanced communication and collaboration in our 
District. We believe Moodle is one of the many ways we can add rigor, 
relevance, and authenticity to the curriculum. 

In terms of our technology integration model, Moodle provides a mechanism for 
reaching the Transforming level of instruction where: 

 Critical thinking is key 
 Technologies promote complex learning and thinking tools focusing on 

inquiry 
 Students draw conclusions, analyze, compare, synthesize, evaluate 
 Teachers and students evaluate work 
 Using technology to solve problems 
 Using technology to communicate, brainstorm, share, plan, and create  
 Students construct and organize knowledge 
 Students create work useful to others 
 Students question information 
 Students are quality information producers 

 

How to Get There: http://moodle.deforest.k12.wi.us/moodle 

 
For Students . . . Quick Links >> Student Learning Links >> Moodle 

Courses are 
organized by 
location/school. 
Some courses 
require keys for 
enrollment. 

Log in or log out 
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II. Moodle Navigation 

! Help is always 
available—Look at the 
bottom of each Moodle 
window for Moodle Docs for 
this page. 

This classroom is organized by Topic. 
You may organize by week or other 
formats. 
Each week or topic can have forums, 
quizzes, resources and more attached 
to it. (See page 4.) 
Right now this course is blank. 

Click the + or 

– sign to show 
and hide 
blocks. 

Click Participants 
to see who is in your 
class.  

Click the box to 
show or hide topics 
or weeks.  

Click Switch Role To 
in order to see your 
classroom as others 
would.  

Turn Editing 
On to start 
working in 
your 
classroom.  
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For each “week” or topic, you may add two types of items: Activities 
and Resources. 

When you click Turn Editing On, you’ll have access to these items in your 
course. 

 

 

 

 

An activity is generally an 
interactive learning segment for a 
student in a course. The teacher 
adds activities by a pull down 
menu found in their course's 
sections when the edit mode is 
turned on. 
  
(From Moodle Docs) 

Moodle supports a 
range of different 
resource types that 
allow you to insert 
almost any kind of 
web content into 
your courses. 
 
(From Moodle Docs) 
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III. What Works 

 

A. A variety of communication opportunities 

Formal Informal 

 Critiques  

 Article responses 

 Peer reviews 

 “Patchwork” or jigsaw 
activities 

 Literature responses 

 Building an 
information base or 
background 
knowledge 

 Creating a product 

 Brainstorming 

 Sharing ideas for 
assignments 

 Socializing 

 Journals 

 Another source of help 
for assignments 

 Gauging opinion 

 Collaborating or 
planning 

 

B. Different Forums for Different Purposes 

If you’re using the “Topics” view, you can set up your Moodle by the themes 
and ideas you’ll be covering. That separation helps to keep the discussion on 
target. With Moodle, you’ll also use discussions to help students make sense 
of a topic . . . as a learning tool. Areas you might consider:  

 Socializing (especially for adults)—café, lounge 

 Technology Help 

 Assignment Help 

 Discussion Forums for each topic of importance 

Breadcrumbs . . . 
to find your way back 

Reply to messages. 
If it’s your 
message, you may 
Edit or Delete. 

Change the way 
the discussion 
looks. 
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C. Repeating Yourself 

It doesn’t hurt to post the same information in more than one location in 
your classroom. 

Your News Forum can serve as the portal to your classroom. Just as you’d 
post what’s happening in class on a whiteboard or somehwere in the 
classroom, you need a Posting general news there each time you’re using 
Moodle will keep learners organized. 

Here’s a sample “announcement” for a new work week: 

Subject: Here's my plan . . . 

This week we'll be sharing the first journal entry and offering comments, 
suggestions, and support to one another. The goal is that all participants 
receive feedback from one another before turning in your journal entry to me. 

Start your discussion participation by Adding a New Thread and 
attaching your journal entry. (You'll notice the Attachment >> Browse 
button below your message window. OR take a look at the handout from the 
first night of class.) You should finish this part by Thursday evening or Friday 
morning. 

Return to the discussion board later in the week (Friday through Monday) to 
read two journal entries and offer comments. If you notice that some 
participants have yet to receive comments from others, please read those 
journal entries first.  

What kind of comments? Take a look at the discussion rubric. 

What kind of journal entry? Take a look at the journal entry rubric. 

 

It repeats what would be found in the discussion forum and provides links to 
pertinent documents.  

*The idea is to make it easy for participants to succeed by making 
the info they need available.* 

 

D. Online Icebreakers 

Okay, icebreakers may not be everyone’s cup of tea, but online they serve 
two important purposes: 

 Help your learners practice using the tools before they get graded. 

 Allow your learners to get to know one another online. You’re a 
different person online. New learners need to find their way and begin 
to craft a voice. 
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Here are few icebreakers that I’ve tried with success: 

 This is a ________. In your “seed prompt” post a picture of an 
object (bowling pin, shoe horn, stapler, bike tire . . . doesn’t matter). 
Starting with letter “A” the first post has to discover a new use for the 
object beginning with that letter. For example, if I posted the picture 
of the shoe horn, the first post might claim, “This is an apple 
smasher.” 

 No one else has ___________. Each member in the group has to 
come up with something entirely unique about themselves. 

 Choose a picture. Give the group some pictures to choose from. Each 
member has to choose a picture and tell the group why that picture 
represents him/her. (This one is good if the group needs to do 
attachments right away since each participant must attach the picture 
to the post.) 

 Two truths and a lie. Same as the face-to-face version. The original 
post presents the two truths and the lie. The replies try to spot the lie. 
This icebreaker is good because it can ensure that people make their 
second trip into the discussion board. 

 

E. Stress and Teach Netiquette 

Although it may not be your usual style, emoticons do help 
eliminate confusion. Here’s a basic set from the Wikipedia 
(http://en.wikipedia.org/wiki/Emoticon): 

 

:-) smile :-o surprised 

:-( frown: sadness or sympathy :-s or 
:-S confused 

:-/ somewhat unhappy/discontent or 
undecided :-| unsure or deadpan 

;-) wink :-D wide grin 
 

F. Keeping the Discussion Going 

 Pull out and create a “best of” discussion list . . . acknowledging as 
many people as possible. 

 Assessment and feedback: Especially for the “guide on the side” 
approach, students might feel distant from you if you’re not 
participating in the discussion, so feedback is essential. You can 
do something as small as send a quick thanks to the first person 
who posted for the week or send full-blown rubric-based feedback. 
Or use the Custom Grading Scale option to give quick feedback 
based on your rubric. (See page 24 for more details.) 

 Keep time in mind. Include timing as part of your discussion 
criteria. 
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 Operate on a consistent schedule. 

 Give the learners a picture of what’s going to happen up 
front. I like to use one-page checklists that give an overview of the 
learning activities. (One nice feature of the checklists is that they 
also allow you to mark progress as a group.) Moodle also has a 
calendar that helps you lay out the activities. 

 

G. Keep Your Sanity 

 Don’t do a discussion/forum every week. For example, Abby 
Nies, one of our HS English teachers, asked half of her class to do 
media critiques each week. That allowed for students without 
computer access to complete the assignment and kept her 
assessment load down. 

 Split up assessments. Although you might assess all the new 
learners on their first try—they’ll need it. You can do small groups 
on a rotating basis from that point forward. 

 Try a student-led discussion. One student or group may create 
the prompt. The whole class may peer review and assess. 

 Work together. If you’re working with a team, share the duties. 

 Save everything. I reused announcements, discussion seeds, and 
more from class to class. You can rework something if it doesn’t 
quite fit, but save yourself some time. 

 

H. Some “Seed Prompts” Work Better 

Say you have 20 students; the prompt on the left will yield 20 postings 
with the same information—not so exciting for you to read and not so 
meaningful for the students. 

BUT, the prompt on the right gives specific directions and asks for a 
level of reflection instead of repetition. 

This week's article discusses 
the qualities of “good” writing 
tasks: What are they? 

Start a New Thread to share 
your answer. 

Be sure to check back later in 
the week to reply to others. 

This week's article discusses the qualities of 
“good” writing tasks: content and scope, 
engagement and choice, organization and 
development, audience and communication. 

Consider the findings in the article . . . Start 
a New Thread to share your answer and 
thoughts about the article: How will this 
information influence future writing 
assignments in your classroom? Are 
you considering changes? 

Be sure to check back later in the week to 
reply to others. (You knew that already, 
didn’t you?) 
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I. Avoid the Question Mill 

A question mill is a discussion prompt that is a collection of all possible 
questions . . . The fewer questions there are in your prompt, the 
better. Too many questions and your discussion group will quickly spin 
off target.  

Unless you’re brainstorming, avoid the question mill. 

 

J. Provide a Central Location for Information 

Use the Moodle News Forum—it’s always at the top.  

 

Week Two is our time to share questions, answers, and ideas 
about the 6 + 1 Traits of Effective Writing . . . some members of 
the class are new and some are old hands. Each group has something 
to contribute. 

• To start the conversation, please read the Ruth Culham article 
(Course Documents >> Week Two) and try your hand scoring a 
few practice papers (Course Documents >> Week Two). 
Remember, we don't expect you to get the scores right 
the first time.  

• When you're done reading and scoring, Add a New Thread. In 
your thread, share your questions about the Traits and, if you 
like, share your scoring results.  

• Please check back later in our work week to check the answers, 
add more questions, and reply to two other people. 

I'll be adding questions and answers during this week, but don't feel 
that I have the monopoly on the answers! 

--Kim 

 

K. Use Color and Formatting 

Color and formatting can be helpful in making a point or conveying an 
emotion. And they can be very annoying. Model consistency and 
restraint, but also help your learners discover how they may use these 
tools for effect. 

See page 19 for details about how to use text formatting tools. 
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Getting Started Checklist: 

 Describe your learning goal. (Start small—
maybe a few discussion forums, a journal, 
or paperless assignments.) 

 Create or decide how and what you will 
assess. See the next two pages for 
assessment ideas. 

 Plan your role. Will you participate or not? 
Students need to know that up front. 

 Build your classroom based on the goal(s), 
assessments, and your role. 

 Consider using a metaphor for your 
environment or the work you’ll do there. For 
example, a trip or journey might help to set 
the stage and provide a theme for the 
graphics and topics. 

 Add the number of topics and/or weeks. 

 Create a sense of place—decorating and 
organizing as you would your classroom. 

 Post a picture of yourself. Click on your 
name and edit your profile. 

 Get as much done as possible before your 
learners arrive. Hide anything that is not 
complete. 
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DASD Online Discussion Rubric 

This rubric is designed around a course or discussion that includes an initial prompt from the instructor, a first posting from the participants, 
and two additional replies or responses to other learners (3 postings total). 

 

 Exceeds Expectations Meets Expectations Does Not Meet Expectations 

Learning 
Community 

My subject line conveys the essence of 
my main point. 

I responded in a civil and constructive 
manner to other participants. 

My subject line conveys the essence of 
my main point. 

I responded in a civil and constructive 
manner to other participants. 

I didn’t change the subject line; it’s the 
default “Re: _____”. 

I may have fired off that response too 
quickly . . . 

First 
Posting 

My posting connects to the week’s 
discussion prompt and/or reading.  

I tried to engage the group by providing 
more than just facts or opinions, but 
asked questions, provided an analogy, 
introduced new or relevant information, 
wondered out loud, or connected ideas to 
my classroom. 

My posting extends and facilitates the 
group’s understanding of the topic or 
information. 

My posting connects to the week’s 
discussion prompt and/or reading.  

My posting offers my personal opinions 
about the discussion topic. 

My posting extends and facilitates the 
group’s understanding of the topic or 
information. 

My posting is a simple restatement of 
discussion prompt, reading, or other 
posts.  

Responding 
to Others 

I engaged others in the discussion by 
acknowledging their contributions and 
ideas. 

I summarized or referred to points and 
ideas from various posts. 

I constructively challenged the accuracy, 
clarity, relevance, or logic of ideas. 

I summarized or referred to points and 
ideas from various posts. 

I responded to others with simple 
statements of agreement or 
disagreement. 

I only responded to individuals. 

My responses were short and without 
details. 

Timing I created my first posting within three 
days of our “work week”. 

I checked back into the discussion to 
respond to others at least two other 
times during the “work week”. 

I created my first posting within three 
days of our “work week”. 

I checked back into the discussion to 
respond to others one time during the 
“work week”. 

I completed my first posting after first 
three days of “work week” without 
instructor notification. 

I didn’t respond to others or I completed 
all my postings during one session. 
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Rubric for Responding to iEARN Project Forum Postings 
By Kristi Rennebohm Franz, USA 

July 2004 
 
Thoughtful responses to the postings of global peers can generate ongoing dialogue 
about important project topics, issues and actions.  The following rubric can be 
helpful in preparing and posting responses: 
 

1. Thank and compliment the author of the posting for contributing to the 
iEARN project dialogue  

 
2. Comment on the content presented in the posting – topic(s) addressed, 
important insights, ideas, reflections, experiences, perspectives, concerns, 
needs addressed in posting, etc. - and the contributions the posting makes to 
the project, including how the posting builds understanding of important 
project topics 
 
3.  Make connections of commonalities and diversities between the content of 
the posting and your own experiences, ideas, insights, perspectives, 
reflections, etc.  

 
4. Contribute reflections, ideas, perspectives on how the posting and the 
dialogue being generated in the forum leads to actions in the project that 
make positive differences in local to global communities 
 
5. Ask thoughtful questions of inquiry to extend the dialogue with the author 
of the posting and all project participants, for example: 
 

♣ ask questions for further clarification 
 

♣ ask for more information, ideas to extend understandings  
 

♣ invite continued conversation with acknowledgement of the 
contribution ongoing dialogue makes to the project purposes 

 
♣ ask about positive actions that could be taken with ideas, 

reflections, experiences, concerns,  shared in the posting 
 

♣ offer support, collaboration and questions on how support can 
be provided for issues/actions addressed in the posting  

 
 

•••••••••••••••••••••••••••••• 
iEARN (International Education and Resource Network) 

http://www.iearn.org 
iearn@iearn.org 
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IV. Making Moodle Your Own 

To get your Moodle off the ground, you’ll clean up and personalize it. Much like decorating your classroom . . . it 
should be functional, yet inviting. Perhaps it reflects your personality. 

The rest of this handout will help with those tasks: add images, discussions, organization, and more. 

 

Editing Your Profile 

1. Click on your name.  

2. Click on Edit Profile. You’ll have a number of choices, but some to pay attention to: 

 Change password. Here’s where you may change it any time. 

 Description: Enter some text about yourself, be it information about your studies, hobbies, 
qualifications or anything else that does not break the acceptable use policy of this site. This text will 
be visible to anyone that views your profile.   

 New picture: Click the Browse button to upload a new picture for the profile. Uploaded image types 
supported include gif, jpg, and png.  

 Make sure the picture you’re uploading has been reduced for onscreen viewing. 
Resolution of 72 or 96 dpi is fine. 

 User pictures are 100px by 100px for the larger view and 35px by 35px for the smaller view.  

3. Click on Update Profile. 
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Blocks 

Each of one boxes on the left and right sides of 
your Moodle environment are called Blocks. As the 
teacher, you can change which blocks your students 
see. Use the blocks that will help your group and 
get rid of any others. 

 

1. Look for the Administration block. 

2. Click on Turn Editing On. 

3. Under each block’s heading, you’ll see the 
editing tools. A few choices: 

 

 

 Click the X to get rid of the block. 

 Click the Eye to hide it from your students. You’ll still see it. 

 Click the arrows to move it right, left, up, or down. 

 

 

4. Don’t turn off the Administration block. 

5. If you do accidentally turn off a block you need, click on Blocks 
>> Add. 

6. Check how your changes look from a student point-of-view. Go to 
Switch Role To . . . in the upper right. Click on Student. 

7. When you’re done checking, click on Return to My Normal 
Role. 

 

Blocks 

Blocks 
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Uploading Images 

Images serve a number of purposes, but most important, they serve as signposts for your users. Since we 
process visuals much, much faster than text, use images to help your group find their way around. 

 

I usually upload a number of images for use throughout a course. By using images and metaphors, you make your 
point more effectively.  

 

1. Go to your course. 

2. Click on Turn Editing On under 
Administration.  

3. Under one of your topics or weeks, 
click on the Edit Tool. 

4. From here, you’ll be able to add a 
number of pictures for later use and 
add a picture to this topic/week. 

5. Click on the Insert Image button. A new 
window appears. 
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6. You’ll have a few tasks in this window. Start by creating a folder—step 7 below. 

 

 

Repeat steps 10 through 13 for each image you’d like to upload. 

 

 

7. Type in a 
name for your 
images folder.  
 
8. Click on 
Create Folder. 

10. Click Browse. Find the 
first image you’d like to 
upload. 
 
11. Click Open.  
 
12. Click Upload. 
 
13. You should see your 
file listed in the window. 

9. Click on your 
new folder to 
open it. 
Now you’re ready 
to upload images. 
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Adding Images to a Topic or Week 

Once all of your images are uploaded, you can add images to topics/weeks. 
 

1. Click on Turn Editing On under Administration.  

2. Under one of your topics or weeks, click on the Edit Tool. 

3. Click your mouse where you’d like the image to go. Click on the Insert Image button. A new window 
appears. 

4. Click on your Images folder to open it. 
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5. Click on the 
image link to 
preview it. 
 
6. Check the box if 
it’s the one you’d 
like to insert. 

7. Check the alignment. 
Images will act like letters, 
so by default, your text will 
appear at the bottom of the 
picture.  
 
If you’d like the text to be in 
the middle, select Middle. 

8. Check the Size. A 
100x100 is a good place 
to start. 
 
You’ll be able to resize 
the image once it’s 
inserted. 
 
If your image is bigger 
than 1000, it might need 
to be resized in 
Photoshop. 
 
9. Click OK. 

5. Add 
Alternate Text. 
Describe the 
picture. 



Welcome to DASD Moodle, page 19 
Revised 3/12/2009 

Using Text to Organize 

When you set up your topics/weeks, use color and text in addition to images as a way to organize. Here are a few 
text tools to get you started. 

* Bullets 
and numbers 
make 
information 
easier to digest 
and scan. ! Stay away 

from centered 
text—it’s 
harder to read. 

* Use text 
color sparingly 
to draw attention 
to items or add 
an organizational 
feature. 

! The default 
font is 8 point . 
. . that’s pretty 
small for most 
readers. 

* Use 
hyperlinks to 
direct 
participants to 
web sites or 
other sections of 
the Moodle. 

* Use tables if you need 
to organize a complicated 
message. Or use a table 
to combine images and 
text. 



Welcome to DASD Moodle, page 20 
Revised 3/12/2009 

Shuffling Topics and/or Weeks 

Use the edit tools for each topic/week to modify what your participants see and don’t see.

Show only topic 1—
any topics you have 
for later in the course 
will be hidden.  

This topic is 
always visible.  

Highlight topic—in 
the sample, this topic 
is highlighted in gray. 

Show or 
hide topic. 

Move topic up 
or down. 
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Adding a Discussion Forum 

A discussion forum needs a purpose and a “seed prompt” that lays out what participants will be discussing. The 
facilitator should create the prompt along with the forum. 

See pages 5-9 for more information about prompts and facilitation strategies. 

 

1. Turn on Editing. 

2. Click on Add an Activity. 

3. Click on Forum. 

4. You’ll have a few choices for forums (from Moodle 
docs): 

 A single simple discussion - is just a single topic, all 
on one page. Useful for short, focused discussions. 

 Standard forum for general use - is an open forum 
where any one can start a new topic at any time. 
This is the best general-purpose forum. 

 Each person posts one discussion - Each person can post exactly one new discussion topic (everyone can reply to 
them though). This is useful when you want each student to start a discussion about, say, their reflections on the 
week's topic, and everyone else responds to these. 

 Q And A Forum - The Q & A forum requires students to post their perspectives before viewing other students' 
postings. After the initial posting, students can view and respond to others' postings. This feature allows equal 
initial posting opportunity among all students, thus encouraging original and independent thinking.  

(from Moodle Docs) 

5. Enter a Forum Name. This name shows up on the 
“front page” of your course. 

6. Enter a description for your Forum or if you like, enter 
your “seed prompt” here. Use color and text to make 
your prompt easy to digest and follow. 



Welcome to DASD Moodle, page 22 
Revised 3/12/2009 

7. Now you have some choices to make . . . 

 Read Tracking for This Forum: Turn this feature on to help 
participants manage their reading and responding. 

 Maximum Attachment Size: If you’re using attachments, you might 
need to adjust this maximum. 

 Allow Posts to Be Rated? Use Ratings: If you create your own scale, check this one 
and specify your rating scale. (See page 24 for how to create a scale.) 

8. Scroll down to the bottom and click Save Changes. 

9. In your next window, use the add a discussion topic to add your seed prompt if you haven’t 
already added it in the previous window. If you’ve already added your seed prompt in the 
previous window, use your breadcrumbs to return to your main Moodle window. 

Read 
Tracking 
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Adding a File 

Use files (and links) to embed resources into your Moodle environment. The goal is to make resources available as 
people are reading or need them, so you can embed these links in a topic description. 

 

1. Turn Editing On. 

2. Choose a topic. Click on Add a 
Resource. 

3. Click on Link to a File or a Web 
Site. 

4. Add a Name and a Description for 
the file. 

5. Look down the page and you’ll see 
Link to a File or Web Site. 

6. Click on Choose or Upload a File. 
A new window appears. 

7. Click on Make a Folder if you 
need to organize this file and 
others like it. 

8. When the folder is created, click on 
it to open it.  

9. Click on Upload a File. 

10.  Click on Browse. 

11. When you find the file you’re looking for, click Open. 

12. You’ll see the file listed in the Browse window. Click Upload 
this File. 
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13. Repeat steps 9-12 for any 
other files you’d like to 
upload.  

14. Check the box for the file 
you’d like to place in your 
current topic. 

15. Click Choose. You’ll return 
to the original window. 

16. Click Save Changes. 

17. You may get a message 
asking whether you’d like to 
Open or Save the file. 
Click Open. 

18. Either close the window 
when it opens or click back 
once or twice to return to 
the main page in your 
Moodle. 

 

 

19. For a web site link, the process is similar, but faster! . . . just copy and paste the web address in the 
Link to File or Web Site line. 
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Creating a Custom Rating Scale for Discussions 
You may create your own rating scale for discussions. This scale allows you to provide quick feedback to your group 
based on your rubric and let them know quietly that you are reading. 
 

1. Start in your Administration block. Click on Scales. 

2. You’ll see one scale already called Different and 
Connected Ways of Knowing. Click the Add a 
New Scale button.  

3. On the next page give your scale a name in the 
Name box. 

4. In the Scale box, add the items for your scale. 
Each item in the scale should be separated by a 
comma. For example if you would like two options 
in your scale (incomplete and complete) type: 
incomplete, complete. In the sample, you’ll see 
three levels: 

 Does Not Meet Expectations 

 Meets Expectations 

 Exceeds Expectations 

5. You may write a detailed description in the Description box for your scale. Your 
students will have access to the description. Or you may use this area to refer 
them to a discussion rubric. 

6. Click Save Changes. 

7. Now you may “attach” this scale to a discussion. (See page 21.) When you read 
through the discussion postings, you’ll have access to your rating scale in the 
lower right of each post. When you set up your forum, check the box for Use 
Ratings. 

 TIP: Once a scale is attached to a discussion forum, you can’t make changes to 
it. If changes are necessary, edit your discussion forum and uncheck the box for Use Ratings. Make the 
necessary changes. Go back to your discussion and check Use Ratings again. 
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Course Announcements 

The first block in your course will always be at the top. You may use it for a few purposes: 

 Welcome: Use the block for a general welcome and/or the purpose of your class. 

 

 What’s New: If you have frequent news to share with your class, use the first topic block for 
announcements. 

o You may add links, files, and activities. 

o It’s always at the top, so it’s hard for people to ignore. 

o You can add hyperlinks to other sections in the Moodle to make navigation easier for users. 

 

 Course Documents: If participants need access to certain documents throughout the course, post them 
in this block. 
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Adding a Choice 

In Moodle, a survey isn’t a survey as we might think of it. In this Moodle version, you’re better off using 
SurveyMonkey and posting the link in Moodle if you need to ask more than one question. 

A choice though, works great if you need a quick way to gauge opinion or understanding. Here’s Moodle’s 
explanation:  

A choice activity is very simple - the teacher asks a question and specifies a choice of multiple 
responses. It can be useful as a quick poll to stimulate thinking about a topic; to allow the class 
to vote on a direction for the course; or to gather research consent. 

 

1. Select the topic where you’d like to add the Choice activity. 

2. Click on Activity and select Choice.  

3. Enter a Name for your Choice. 

4. Enter the text—what question are you asking? 

5. Decide whether or not you’d like to limit responses. Select 
Disable to allow everyone in the class to make the same choice 
if they’d like. Select Enable if you’re setting groups or selecting 
topics—only so many participants will be able pick each choice 
then. 

6. Enter Choice 1. If you enabled Limits, enter the maximum 
under Limit. 

7. Repeat for Choice 2, etc. Add more choices, if necessary. Leave 
them blank if you don’t need them all. 

8. Under Miscellaneous Settings, decide whether or not you’d like the students to see the results. 

9. When you’re done, click on Save Changes.
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Adding a Journal 

 
1.  Add a 
name. 

2.  Enter your 
question. Use 
font color and 
styles as 
needed. 

3.  Are you 
giving grades? 

4.  Save 
Changes. 
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As the instructor, you may view all the journal entries from your class and provide feedback. 

1. Click on your journal activity.  

2. In the upper right corner, you’ll see a link to View ____ Journal Entries. Click 
on that. 

3. You’ll see all of your entries and below each one, there’s a box for feedback.  

4. When you’re done or you get to the bottom, click on Save All My Feedback. 

5. The participants will see your feedback when they return to their journal 
entries. 
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Adding an Assignment 

An assignment is a great alternative to the J drive . . . or, if you teach via distance learning, another way for 
students to share files with you. 

The advantage to using an Assignment is that the files may be accessed and uploaded from anywhere. No more 
hassling with jump drives or email to get a file to the J drive. 

 

There are four types of Assignments: 

 Upload a Single File: Just what it says . . . each student submits one file. 

 Advanced Uploading: Students can upload more than one file. 

 Online Text: Students type and submit a document directly online. No file is uploaded. 

 Offline Activity: This one is really a reminder. 

 

Each assignment works in a similar fashion: 

1. Select the type of assignment you’d like. 

2. Give the assignment a Name. 

3. Enter a Description. 

4. Decide on grading and dates when the Assignment will be open. 

5. Make decisions about the type of assignment . . . will you allow deleting, notes, email alerts? 

6. When you’re done, click on Save Changes. 
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Embedding a Video Clip in Moodle 
 

1 Find the clip you’d like . . . here are some possibilities: 
 

 
 

2 On the 
page for 

the video, look for EMBED . . . you’ll find 
code there you need to copy to the clipboard. In the examples, 
arrows pointing to it at each web site. 

3 Log into Moodle. Select the topic block where you’d like the movie to be. Click the Edit Summary button. 
(If you’d like to put the movie link into a discussion forum, just click the button to edit that.) 

4 At the far right, you’ll see a button for Toggle HTML. Click on that.  

TeacherTube: 
www.teachertube.com 

Hulu: 
www.hulu.com 

YouTube: 
www.youtube.com 
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5 Type in any text you’d like. Paste in the code from the clipboard (CTRL + V). 
 

6 Click Save Changes at the bottom of the window. 
 

7 You should see the link to the video in Moodle. (If the link is blocked for students, you may either request 
that it be unblocked, or just expect that they will watch it outside of class.) 
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V. Keeping Track of Learners 
 
Besides custom grading scales, there are other tools at your disposal for keeping track of learners . . . for example, 
a student doesn’t post to a discussion. Although it could be assumed that the student didn’t log in, that may not be 
the case. They may have logged in, looked at the discussion, but failed to post an answer. Reports and other tools 
can help you find the answers. 
 
Checking Progress 

When using Moodle, you’ll need some quick, quiet, and efficient ways to check on learners. Here are some 
possibilities: 

 

Last Access: 

1. Start with your People block. Click on Participants. 

2. You’ll see a list of your participants and their last access. Use the Inactive for 
More Than . . . to modify settings.  

3. Knowing when people last logged in, can be a quick way to gauge progress: 

 Call or email someone who may not have logged in. See if all is okay. 

 Privately compliment someone who logged in to respond first. 

 Drop an email to a participant who made a great point. 

 Are there documents or links you posted that aren’t being accessed? Particpants 
might need a redirect or the document might not be necessary. 
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Reports: 

1. In your Administration block, click on Reports. 

2. From this point, you have a couple of options: Activity Report & Logs. 

 

 Activity Report: 
You’ll get a quick look 
at how many times 
an object is viewed 
(exceptions being 
labels and a couple of 
other items). 
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 Logs: Customize a report based on 
participants, activities, dates, and actions. This 
sample shows a full report for all users in the 
course. 
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Creating Groups 

Groups are another way to organize and track users. You can “assign” activities 
to groups. 

1. Click on Groups in your Administration block. 

2. Click on Create Group. 

3. Enter a name and a description for your new Group. 

4. Click on Create Group (near the bottom). 

5. Now you’ll need to add members. Highlight your group in the list on 
the left. 

6. Click on Add/Remove Users. You should get a list of your class 
participants. 

7. Highlight the names you’d like. (CTRL + click to select multiple 
names.) 

8. Click the arrow pointing to the left. Reverse the process to remove group members. 

9. Click Back to Groups. 

 

Assigning Groups to Activities 

When you add a discussion or other activity, you can specify group settings and limit access for groups . .  . say 
that you don’t want one group to another’s work. 

As you’re creating your discussion forum or other activity, look for Common Module Settings. 
You’ll find three mysterious choices: 

• No groups: There are no sub groups, 
everyone is part of one big community. 

• Separate groups: Each group can only 
see their own group--others are invisible. 

Groups work for 
most activities 
except lessons & 
glossaries. 
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• Visible groups: Each group works in their own group, but can also see other groups. 

 

If you’d like each group to keep their work separate, choose Separate Groups. When another group member, tries 
to access a resource or activity for another group, here’s what will come up: 

 

 

 

 TIP: Use labels and text to direct your students to the appropriate resources or activities.
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VI. End of the Year Moodle Management 

 
There are two tasks for the end of the year, one optional and one required: 
 

 Optional: BACKUP 
 Not Optional: RESET 

Backing up your course is entirely optional . . . maybe you want to 
save the discussion responses from students. Backup creates a zip file of 
the course that could be used to restore your class. 

It’s optional because you probably don’t need the items from the students 
any longer.  

If you RESET your course, all the links, forums, resources, images, and more you added are retained. All evidence 
of students and their access is removed. 

 TIP: If students have posted files you want to keep, downloading & saving those files to your H drive will give 
you easier access than the backup feature. 

 

I’ll send a reminder to 
all Moodle owners 

when the time comes 
to reset courses. 



Welcome to DASD Moodle, page 39 
Revised 3/12/2009 

Backup 

1. In your Administration block on the left, click on 
Backup. 

2. Select the items you’d like to store. There’s a big list, 
including User Data (how many times users participated, 
etc.). 

3. Click Continue. You’ll get a list of Backup Details. 

4. Click Continue. 

5. You’ll get a list of the files created. 

6. Click Continue. 

7. You’ll get a link to your zip file. The zip file can be used 
to Restore your class—if that’s ever necessary. 
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Resetting & Reusing Your Course 

Reset allows you to empty a course of user data, while retaining the discussions, quizzes, activities and other items 
you’ve added. Please be warned when choosing items . . . you will delete your chosen user data from this course 
forever!  

1. In your Administration block on the left, click on Reset. 

2. You can delete the following in any combination. Check or uncheck 
items according to your needs:  

 Students (definitely select Students to move them out of your 
course and delete their forum postings, etc.) 

 Teachers (don’t select Teachers) 

 Course Events  

 Logs  

 Groups  

3. You can remove all posts from selected forum types:  

 The news forum  

 Teacher forum  

 A single simple discussion  

 Each person posts one discussion  

 Standard forum for general use  

4. If you’re not sure which types of forums you used and you want 
all of the responses cleared, just check all the boxes. 

5. You can remove all attempts from all quizzes.  

6. You can also specify a new course start date.  

7. When you’re done deciding, click on Reset Course. 

(Modified from Moodle Docs: http://docs.moodle.org/en/course/reset) 


