Moodle Student’s Guide
In this guide you will be introduced to the basics in participating in an online course using the course management system Moodle.

Note that Moodle works with most Internet browsers. You may have problems with Internet Explorer, but most of these problems have solutions. Mozilla Firefox works well with Moodle.

The actual appearance on screen is determined by the settings on your own computer and, as a result of this, what you see may be slightly different from what is shown in the examples.

Entering the course website

The site administrator will set up your Moodle account and you will receive a confirmation email (subject will be “NITLE: account confirmation”). You will have to activate the account by clicking on the web link included in the e-mail. 

You will also receive an e-mail from the site administrator with the course website address and your first login information (user name and password). You can always change your password after your first access to the course.

In order to enroll in your course you will also have to enter an enrollment key that you will find in the e-mail.
To enter the course, go to the address that was given to you and you see a list of courses:
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Find the course and click on its title. If you are not already logged into the site you will be redirected to the login page where you must enter your username and password.
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When you access the course for the first time, you will have to enter the enrollment key that the instructor gave you in the e-mail.
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In the course

This is an Italian course so almost everything in the course environment is in Italian. This guide will help you understand different Moodle features that may not be clear.

In the top right hand corner you will see something like this:
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This shows your user name, and if you click on it you will display your own profile where you can enter information about yourself, as well as a picture, and you can also do other actions, such as changing your default password, sending messages to other participants to the course and checking the complete report of your activities.
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Basic navigation

There are a number of ways to move around a course. The best way is through the internal navigation bar, or “Breadcrumbs,” which is positioned on the top left below the course title.
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Each breadcrumb represents a screen you moved through. To move back to a previous screen, you can use the back button on your browser, or you can click on the appropriate breadcrumb.

While in a course activity you can jump to another activity or resource by using the dropdown list on the right top corner:
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The arrows will take you back and forth between activities and resources in the order in which they appear in the course, while the dropdown menu will allow you to select a specific activity/resource from the complete list.

Course main page, activities and resources

The main page of the course should include a broad column at the center and one or two narrower side columns. The broad column is where the course materials and activities are located, organized according to topics or weeks. 

The Persone section contains links to a list of all course participants.
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The Amministrazione section gives you access to your profile and to your grades (Valutazioni).
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The center column can include several different kinds of activities and resources provided by your instructor. Each type is marked with a different icon. The most common icons that you will see throughout the course are the following:

[image: image10.bmp] Forum: Compose and reply to threaded discussions, share documents, links, and complete assignments. It can include oral assignments where the students have to record their messages. Can be graded.

[image: image11.bmp]Glossario (glossary): Instructor and students build and revise their own list of terms. It can include images in order to build a visual glossary. Can be graded.
[image: image12.bmp]Web link: Link to an external online resource. It can be a web page, an audio/video file on the web, and so on. Ungraded.
[image: image13.bmp]Risorsa (resource): It can be any kind of resource uploaded by your instructor. Ungraded.
[image: image14.bmp]Wiki: Instructor and students collaboratively create a resource that can be used throughout the course. Can be graded. 
[image: image15.bmp]Word document: Word document that you can easily print. Ungraded.
[image: image16.bmp]Compito (assignment): On or offline activity. Can be graded.
[image: image17.bmp]Immagine (image): Image file. Ungraded.
[image: image18.bmp]Quiz: Most of the exercises will take this form. Can be graded.
[image: image19.bmp]Compito audio (audio assignment): Some exercises may require you to record your voice to practice with the language. Can be graded.
To enter any course activity, click on the text beside the icon. For all the Moodle screens, text is active, but icons not.

Oral forum
Forum orale is a special forum where the threaded discussion is recorded as audio files instead of written messages. It works with Java, so when you will be asked to run the Java applications click on Run.

An audio discussion posted by the instructor will look like this:
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By clicking on the speaker icon, the audio player commands will appear:
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Quiz and assignments
There are two types of online assignments: those that are created offline and then uploaded on the Moodle server, and those that are directly created within Moodle. For this second type, after opening the assignment you will be sent to the instruction page, at the bottom of which you will have to press the “Modifica il mio compito” button.
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Then you will see a web editor where you can directly type in your assignment.

When you have to do a quiz, by clicking on its title you will be brought to a page where you can get information about the quiz itself, such us the number of tries allowed, the grading mode and the availability. 
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Each quiz is created in a secure window where you cannot use keyboard shortcuts and some of the mouse functions are disabled.

At the bottom of each quiz page you will find a set of three buttons:
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Salva senza inviare – Save without submitting: this button allows you to save your answers on the server, but you can always come back to the exercise and modify it. The exercise remains “aperto” (open) and it’s not graded.
Invia la pagina – Submit the page: this button allows you to send your answer and check if it’s correct before submitting your final answers. If you only click this, the exercise remains open and it’s not graded.

Invia tutto e termina – Submit all and finish: this is the only button that will close the exercise and will submit all your answers to the instructor. The exercise becomes “completato” (completed) and a date of submission will be recorded. 
When a quiz is submitted, and therefore closed, you can always review your answers. 
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When an attempt is not closed (i.e. you haven’t click on “Invia tutto e termina”), you can open it again and finish it.
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Checking grades

Your instructor has the option of showing you the grades of your assignments. Moodle automatically creates a spreadsheet of your work.

To check your grades go to the Amministrazione section and, if your instructor has enabled the grading option in the course, Valutazioni (grades) will appear. Click on it and a screen will appear listing all the graded activities.
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