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1. Introduction

Welcome to A Tutor’s Guide to Moodle. This handbook has been designed to support
tutors, lecturers, and academic staff in effectively using Moodle as a learning
management system (LMS). It provides step-by-step instructions, practical tips, and
best practices for managing courses, uploading materials, creating assignments,
grading student work, and engaging with learners online.

Moodle is a powerful platform, but it can feel overwhelming at first. This guide breaks
down the process into simple, easy-to-follow steps, ensuring that even those with little
technical experience can confidently manage their teaching activities.

Purpose of this Guide

The primary purpose of this guide is to:

e Provide clear and practical instructions for tutors using Moodle.

e Ensure consistency and quality in course delivery.

e Help tutors leverage Moodle’s tools for teaching, assessment, and
communication.

e Reduce the time spent troubleshooting by offering a ready reference for common
tasks.

Who is this Guide For?

This guide is intended for:

e Tutors and lecturers delivering courses on Moodle.
e New academic staff who are onboarding to the platform.
e Course administrators supporting tutors with technical aspects.

What You Will Learn

By following this handbook, tutors will gain the ability to:
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e Navigate the Moodle dashboard with confidence.

e Create, structure, and organize a course.

e Upload course materials in different formats (PDF, Word, PowerPoint, video,
links, etc.).

e Setup assighments and quizzes with grading criteria.

o Use the gradebook effectively to track and evaluate student performance.

e Communicate with students through forums, announcements, and feedback
tools.

e Manage deadlines, submissions, and extensions.

Why Moodle?

Moodle is a globally recognized learning management system that supports blended
and online learning. Its flexibility allows institutions to adapt it to different teaching
styles, from face-to-face support to fully online courses. For tutors, Moodle offers:

e Acentralized space for all course activities.

e Tools forinteractive and engaging learning.

e Secure and transparent grading and feedback.

e The ability to track student progress in real time.

How to Use This Handbook

This guide has been organized into step-by-step sections. Each chapter focuses on a key
task (such as uploading materials, setting up assignments, or grading) with clear
instructions written in plain language. Where screenshots are suggested, space has been
left for adding visuals to match the actual Moodle platform in use.
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2. Logging into Moodle

To access the Moodle platform, all tutors and students must go through the official
MFMAC website. This ensures that everyone uses the correct entry point and keeps
access secure.

Steps to Log In:
1. Open the MFMAC Website

o Gotowww.mfmac.org

2. Find the Moodle Portal Link

o Onthe homepage, locate the “Moodle Portal” button in the main menu or
quick-access section.

o Clickonthis link to be redirected to the Moodle login page.

3. Enter Your Credentials
o Onthe Moodle login screen, enter your assigned Username and Password.

o These credentials are provided by the institution’s administration team.

4. First-Time Login

o Ifthisis your first time logging in, you may be required to change your
password.

o Choose a strong password that you will remember but that is also secure.

5. Dashboard Access
o Once logged in successfully, you will be taken to your Moodle Dashboard.

o The dashboard shows all the courses you are enrolled in as a tutor.

6. Support for Login Issues

o Ifyou cannotlogin, click “Forgotten your username or password?” on the
login page and follow the recovery steps.

o If problems persist, contact the MFMAC IT support team at
support@mfmac.org.
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3. Navigating Moodle

Moodle is designed to be a straightforward learning platform but knowing how to navigate
it effectively is essential for both students and lecturers. A well-structured course layout
ensures that users can access resources, assignments, and announcements without
difficulty.

Step 1: Accessing the Dashboard

1. After logging in via the MFMAC website and entering the Moodle portal, users are
directed to their Dashboard.

2. The Dashboard provides an overview of:
o Enrolled courses
o Upcoming deadlines and activities

o Notifications and messages

Step 2: Navigating the Course Page
1. Selectthe desired course from the Dashboard.

2. The course homepage displays contentin a structured format, typically organized
by weeks or topics.

3. Each section contains activities (assignments, quizzes, forums) and resources
(documents, presentations, links).

Step 3: The Navigation Menu
¢ Located onthe left-hand side, this menu allows quick access to:
o Dashboard - return to the main overview.
o Calendar-check deadlines and scheduled activities.
o Grades -review marks and lecturer feedback.

o Participants —view the list of enrolled users.
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Step 4: Top Bar Tools
¢ Notifications Bell: Updates on assignments, grades, and announcements.
¢ Messages Icon: Direct communication with lecturers or classmates.

e« User Profile: Access personal settings, preferences, and log-out options.

Step 5: Navigating Course Content

1. Scroll through the course page to view all uploaded resources and activities.

2. Use collapsible sections (if enabled) to reduce clutter and focus on one module
atatime.

3. Pay attention to activity icons:

o File or resource
o » Assignment
o Forum

o ? Quizorexam

Step 6: Calendar and Deadlines
e The calendar integrates assignment due dates, quizzes, and events.

¢ Deadlines are automatically highlighted on the Dashboard and course page.

¢ Clicking on a deadline opens the related activity directly.

Step 7: Staying Organized
¢ Use the star feature on courses to mark important ones.
e Regularly check the Timeline block on the Dashboard to avoid missing tasks.

e Always log out properly after use to ensure account security.
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4.Creating and Organizing a Course

Creating a well-structured course in Moodle ensures clarity for both students and tutors.
A clear course layout makes navigation intuitive and reduces confusion. Below are the
step-by-step instructions for creating and organizing a course effectively.

Step 1: Access Course Creation
1. Loginto Moodle through the MFMAC website and click on the Moodle Portal.
2. Ensure you have editing rights.

3. Onthe Dashboard, select the course you want to organize. If you are setting up a
new course, the administrator will usually create the course shell for you — tutors
only need to manage its content.

Step 2: Enable Editing Mode
1. Once inside the course, locate the top-right corner of the screen.
2. Toggle the switch “Turn editing on”.

3. The page will refresh, showing editing icons ( #* for editing, < for adding
activities, etc.).

Step 3: Organize Course Sections
1. Moodle courses are divided into sections (topics or weeks).

2. Use “Edit section” to rename each section with clear titles (e.g., Week 1:
Introduction to Facilities Management or Module 2: Strategic Leadership).

3. Add a short description under each section for clarity.

Step 4: Add Resources and Activities
1. Ineach section, click “Add an activity or resource”.
2. Common resources:
o File » Upload lecture notes, slides, or reading material.

o Page - Create a single page with text, links, or embedded media.
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o URL ~» Link to an external resource or video.

3. Common activities:

o Assignment > For students to submit written work or projects.
o Quiz > For graded assessments.

o Forum -~ For discussions.

o Lesson - To create structured learning pathways.

Step 5: Maintain Logical Flow

o Arrange sections in chronological order (Week 1, Week 2, etc.) or by topic.

¢ Keep content concise in each section — avoid overwhelming students with too
many files at once.

e Group related files together in folders (e.g., “Lecture Slides”, “Case Studies”).

Step 6: Hide or Show Content

1. Eachresource or section has an “Edit » Hide/Show” option.
2. Use Hide for materials that should not yet be visible to students.

3. Gradually Show them as the course progresses.

Step 7: Add a Course Introduction Section
At the very top of the course, include:
¢ Welcome Message
e Course Outline / Syllabus (upload as PDF or Word)
e Contact Information (email, office hours, support channels)

¢ Announcements Forum (auto-created in Moodle)

Step 8: Final Check

¢ Ensure resources are properly labelled (avoid generic titles like “File1.pdf”).

o Checkthat all hidden items are intentional.
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o \Verify navigation is logical for students.

Uploading Course Materials

Uploading course materials in Moodle ensures that students have timely access to
essential resources such as lecture notes, readings, and supplementary materials. All
files should be clearly named, organized, and uploaded in the appropriate section of the
course.

Step 1: Access Your Course

1. Loginto Moodle viathe MFMAC website and select the course from your
Dashboard.

2. Ensure editing mode is turned on.
Step 2: Choose the Correct Section
1. Identify the section (topic or week) where the material belongs.

2. If needed, rename the section to match the content (e.g., Week 3: Project
Management Tools).

Step 3: Add a File Resource
1. Inthe chosen section, click “Add an activity or resource.”
2. Select File from the resource list.
3. Upload the material by either:
o Dragging and dropping the file directly into the upload box.

o Using the File Picker to browse and upload from your computer or cloud
storage.

Step 4: Configure File Settings
o Name: Use a clear and descriptive title (e.g., Lecture 2 — Financial Planning.pdf).

« Description: Provide a short explanation of the material (optional but
recommended).

+ Display Options: Choose whether the file opens in a new window, downloads
directly, oris displayed within Moodle.

Step 5: Uploading Multiple Files

o Ifthere are several related materials, create a Folder resource instead of adding
individual files.
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o Within the folder, upload all related documents to keep the course page
uncluttered.

Step 6: Ensure File Accessibility
¢ Always upload files in widely accessible formats (PDF, Word, Excel, PowerPoint).

o Checkfile size limits before uploading. If the file is too large, consider compressing
it or splitting it into sections.

¢ Formultimedia files (videos or audio), use links to streaming platforms or
compressed formats.

Step 7: Hide or Release Materials
o Newly uploaded materials can be hidden from students until needed.
e Usethe “Edit » Hide/Show” option to control visibility.
« Release content progressively to align with the course schedule.
Step 8: Final Verification
e Confirm the file opens correctly after uploading.
e Ensure the title is clear and matches the lecture or topic.

e Verify that all hidden materials are intentionally restricted.

5. Uploading Course Materials

Uploading course materials in Moodle ensures that students have timely access to
essential resources such as lecture notes, readings, and supplementary materials. All
files should be clearly named, organized, and uploaded in the appropriate section of the
course.

Step 1: Access Your Course

1. Loginto Moodle viathe MFMAC website and select the course from your
Dashboard.

2. Ensure editing mode is turned on.

Step 2: Choose the Correct Section

1. ldentify the section (topic or week) where the material belongs.
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If needed, rename the section to match the content (e.g., Week 3: Project
Management Tools).

Step 3: Add a File Resource

1.

In the chosen section, click “Add an activity or resource.”

2. Select File from the resource list.

3. Upload the material by either:

o Dragging and dropping the file directly into the upload box.

o Using the File Picker to browse and upload from your computer or cloud
storage.

Step 4: Configure File Settings

Name: Use a clear and descriptive title (e.g., Lecture 2 - Financial Planning.pdf).

Description: Provide a short explanation of the material (optional but
recommended).

Display Options: Choose whether the file opens in a new window, downloads
directly, or is displayed within Moodle.

Step 5: Uploading Multiple Files

If there are several related materials, create a Folder resource instead of adding
individual files.

Within the folder, upload all related documents to keep the course page
uncluttered.

Step 6: Ensure File Accessibility

Always upload files in widely accessible formats (PDF, Word, Excel, PowerPoint).

Check file size limits before uploading. If the file is too large, consider compressing
it or splitting it into sections.

For multimedia files (videos or audio), use links to streaming platforms or
compressed formats.
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Step 7: Hide or Release Materials
¢ Newly uploaded materials can be hidden from students until needed.
e Use the “Edit » Hide/Show” option to control visibility.

¢ Release content progressively to align with the course schedule.

Step 8: Final Verification
e Confirm the file opens correctly after uploading.
¢ Ensure the title is clear and matches the lecture or topic.

¢ Verify that all hidden materials are intentionally restricted.

6.Creating and Managing Assignments

Assignments in Moodle are one of the primary tools used by lecturers to assess students’
understanding, progress, and performance. They allow students to submit work online,
while lecturers can review, grade, and provide feedback in one centralized system.

Step 1: Adding a New Assignment

1. Navigate to the course where the assignment should be added.

2. Click on Turn editing on (available to lecturers and administrators).
3. Select Add an activity or resource in the relevant section.
4

From the activity list, choose Assignment and click Add.

Step 2: Configuring Assighment Settings
When creating an assignment, several settings need to be configured carefully:
¢ Assignment Name: Provide a clear and professional title.

¢ Description/Instructions: Outline expectations, submission requirements, and
assessment criteria.

e Availability: Set the opening date, due date, and cut-off date.
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e Submission Types: Choose whether students upload files (e.g., Word, PDF) or
type directly into Moodle (online text).

¢ File Limits: Specify the maximum number of files and maximum size per
submission.

o Feedback Options: Decide if lecturers will provide written comments, annotated
files, or grading rubrics.

Step 3: Managing Submissions
1. Once the assignment is active, students will see it in their course view.
2. Submissions appear in the Grading Table, where lecturers can:
o View uploaded files or online text entries.
o Track submission status (on time, late, or not submitted).

o Grant extensions if required.

Step 4: Grading and Feedback

e Grading Method: Select from simple direct grading, point-based grading, or
advanced rubrics.

« Feedback Options: Provide comments, attach files, or use the annotation tool for
inline feedback.

e Gradebook Integration: All grades are automatically stored in the Moodle
Gradebook for student access.

Step 5: Monitoring and Reporting
Lecturers can generate reports on assignment activity, including:
e Number of submissions.
¢ Timeliness of submissions (on time/late).
e Individual student performance trends.
Best Practices for Assignments
e Provide clear instructions to avoid confusion.

e Use rubrics or marking guides for transparent assessment.
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e Setrealistic deadlines and communicate them in advance.

o Enable Turnitin/Plagiarism checkers (if available) to maintain academic integrity.

7.Grading System in Moodle

The Moodle Grading System ensures consistent, transparent, and organized assessment
of student work. It allows lecturers to apply grading methods, manage marks, and provide
students with timely feedback through the Moodle Gradebook.

Step 1: Understanding the Gradebook

The Gradebook in Moodle is the central hub where all assessment results are recorded. It
automatically collects grades from activities such as Assignments, Quizzes, Forums,
and Exams, and organizes them by course.

o Grader Report: Displays an overview of all students and their grades.
¢ User Report: Shows an individual student’s performance.

¢ Single View: Allows lecturers to edit or adjust grades for a specific student or
activity.

Step 2: Grading Methods

Lecturers can configure different grading methods depending on the type of activity:
e Points: A numerical grade (e.g., 0-100).
e Scale: Custom scales such as “Pass/Fail” or “Excellent/Good/Fair.”
¢ Rubrics: A structured marking guide with multiple criteria.

¢ Marking Guides: Provide feedback and weighting for assessment components.

Step 3: Grading Assignments
When grading an assignment:
1. Access the Grading Table under the assignment.

2. Review the student’s submission.
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3. Enterthe grade and provide feedback.

4. Save changes — grades are automatically updated in the Gradebook.

Step 4: Grading Quizzes and Exams

e Automatically Graded: Multiple-choice, true/false, and matching questions are
graded by Moodle.

¢ Manually Graded: Essay or short-answer questions require lecturer review.

e« Regrading: If quiz settings change (e.g., corrected answer key), Moodle can
regrade attempts.

Step 5: Weighting and Categories

The Gradebook allows lecturers to organize grades into categories (e.g., Assighments
40%, Quizzes 30%, Final Exam 30%).

e Categories help calculate overall grades based on weighted averages.

e Lecturers can apply drop-the-lowest rules or customize aggregation methods.

Step 6: Student Access to Grades
e« Students can access their grades in the Grades section of each course.
e Grades are visible only after lecturers release them.

e Hidden orunreleased grades remain invisible until published.

Step 7: Exporting and Reports
e Grades can be exported in Excel, CSV, or PDF format.

¢ Detailed reports provide insights into class performance and highlight students
needing support.

Notes - Best Practices for Grading
¢ Define grading criteria before the course begins.

¢ Keep grading methods consistent across activities.
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e Provide constructive feedback alongside numerical scores.

e Use rubrics/marking guides for fairness and transparency.

8. Using Quizzes and Exams

Moodle’s Quiz activity allows educators to assess student knowledge, provide instant
feedback, and maintain academic integrity through various question types and settings.
This section outlines how to create, manage, and evaluate quizzes and exams.

Creating a Quiz
1. Navigate to your course and click “Turn editing on.”
2. Inthe desired section, click “Add an activity or resource” > Quiz.
3. Configure the quiz settings:
o Name & Description: Clear and concise.
o Timing: Set open/close dates and time limits.
o Grade: Maximum grade and grade category.

o Layout & Question Behaviour: Decide question order and attempts (e.g.,
shuffled questions, immediate feedback).

o Review Options: Define what students can see after submission (answers,
scores, feedback).

Adding Questions
1. Click on the quiz and select “Edit quiz.”
2. Add questions from:
o Question Bank: Reuse existing questions.
o New Questions: Create questions directly within the quiz.
3. Supported question types:
o Multiple Choice
o True/False

o Short Answer
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o Numerical

o Matching

o Essay(manual grading required)
o Calculated and Cloze (advanced)

4. Assign points to each question according to course weight.

Managing Attempts
¢ Attempts allowed: Set number of tries per student.
o Grading method: Highest, average, first, or last attempt.

¢ Feedback: Automatic feedback after each attempt or upon quiz completion.

Security & Integrity
e Enable password protection or IP restrictions if needed.
o Shuffle questions or answers to minimize cheating.

e Use Safe Exam Browser (SEB) if exams are high stakes.

Grading & Review
¢ Moodle automatically grades objective questions.
e Essayorlong-answer questions require manual grading.

e Instructors can release grades immediately or after manual review.

o Detailed reports allow reviewing performance by question, student, or attempt.

9.Communication Tools (Forums, Messaging, Announcements)

Effective communication in Moodle ensures students stay informed, engaged, and

supported throughout the course. Moodle provides several tools to facilitate interaction

between instructors and students.
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1. Forums
Forums allow structured discussions and collaborative learning.
Setting up a forum:
1. Turn editing on and click “Add an activity or resource” > Forum.
2. Choose a forum type:
o Standard forum for general use: Open discussion for all participants.
o Single simple discussion: One topic discussion for focused feedback.
o Q&A forum: Students must post before viewing others’ replies.
o Each person posts one discussion: Encourages individual contributions.
3. Configure forum settings:
o Subscription options (optional, forced, auto-subscribe)
o Posting and reply to permissions
o Grading (if forum participation is assessed)
Best Practices:
e Clearly state discussion expectations and deadlines.
¢ Encourage active participation with guided prompts.

¢ Monitor discussions to ensure respectful and productive engagement.

2. Messaging
Messaging provides private, real-time communication between users.
Using messaging:

1. Click on the message icon in the Moodle header.

2. Search for the recipient (student, instructor, or group).

3. Send text, files, or links directly.

4. Use group messaging for small teams or project coordination.
Tips:

e Encourage students to use messaging for clarifications, not assignment
submissions.
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e Check messages regularly to maintain prompt responses.

3. Announcements (News Forum)
Announcements allow instructors to share important course updates.
Setting up announcements:

1. Each course has a default Announcements forum.

2. Post new announcements for deadlines, updates, or reminders.
3. Ensure all students are subscribed to receive email notifications.
4

Use clear titles and concise messages for easy visibility.

10. Monitoring Student Progress

Monitoring student progress in Moodle ensures timely support, identifies learning gaps,
and improves overall course outcomes. Moodle provides tools to track engagement,
performance, and completion.

1. Activity Completion
¢ Allows instructors to track whether students have completed specific tasks.
e Setup:
1. Turn editing on and edit the activity.
2. Enable Activity Completion.
3. Setcriteria (viewed, submitted, or achieved a grade).

+ Benefits: Quickly see which students have completed lessons, quizzes, or
assignments.

2. Course Completion

¢ Tracks overall course completion based on activity completion, grades, and other
criteria.

e Setup:
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1. Goto Course settings > Completion tracking > Enable course
completion.

2. Define criteria (e.g., passing grades, quiz completion, forum participation).

+ Benefits: Identify students at risk and provide interventions.

3. Gradebook
¢ Central tool for tracking student performance.
o Features:
o Grades for assignments, quizzes, and activities.
o Weighted calculations and grade categories.
o Exportable reports for offline analysis.

o Tips: Regularly update grades and provide feedback to keep students informed.

4. Reports
¢ Moodle offers detailed reports to monitor engagement and progress:

o Activity completion reports: See which students completed specific
tasks.

o Course participation: Tracks logins and submissions per activity.
o Quiz and assignment reports: Analyse attempts, scores, and trends.

o Benefits: Helps instructors identify struggling students early.

5. Notifications and Alerts
o Enable automated notifications for:
o Upcoming deadlines
o Incomplete activities
o Low quiz scores

¢ Keeps students informed and reduces drop-offs.
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11. Best Practices for Tutors

Effective tutoring in Moodle requires organization, clear communication, and consistent
engagement. Following best practices helps ensure a high-quality learning experience for
students and meets accreditation standards.

1. Course Organization
e Structure content logically with clear sections, modules, or weeks.
e Provide a course overview and learning objectives at the start.

¢ Use consistent naming conventions for activities and resources.

2. Communication
¢ Use announcements for critical updates and reminders.
e Encourage forum participation and respond promptly to student queries.

e Monitor private messages and provide timely guidance.

3. Engagement and Motivation
e Setclear expectations for participation and assessment deadlines.
¢ Provide regular, constructive feedback on assignments and quizzes.

e Recognize student achievements to encourage continued engagement.

4. Assessment Practices
¢ Ensure quizzes, assignments, and exams are aligned with learning outcomes.
o Grade promptly and provide detailed feedback.

¢ Use rubrics for transparency and consistency in grading.

5. Monitoring and Support

e Regularly track student progress using Moodle’s gradebook, activity completion,
and reports.
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o Identify at-risk students early and offer targeted support.

e Maintain records of student interactions and interventions.

6. Technical Competence

e« Familiarize yourself with Moodle tools and functionalities (quizzes, forums,
messaging, assignments).

¢ Ensure all resources are accessible and compatible across devices.

o Testall activities before students access them.

7. Professionalism
¢ Maintain a respectful and supportive tone in all communications.
¢ Adhere to institutional policies and academic integrity standards.

e Continuously update your knowledge and teaching practices.
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12. Troubleshooting & Support

Ensuring smooth course delivery in Moodle requires clear guidance on troubleshooting
common issues and providing timely support to students and tutors.

1. Common Issues and Solutions

Issue Possible Cause Solution
. Incorrect credentials, Reset password, clear cache, try a
Cannot login . .
browser issues different browser
. Activity not visible or Make sure the section containing th
Missing course conter . s
restricted activity is visible

Assignment
submission errors

Verify allowed file types and sizes, r¢

File type or size limits upload

Browser or network problem Advise stable connection, reopen

Quizissues . L .
time limits quiz if necessary

Forum or messaging Notifications off, restricted Enable notifications, check group
problems access settings

2. Support Channels
¢ Moodle Help Desk: Centralized ticket system for technical issues.
o Tutor Support: Contact course tutor for academic or content-related issues.

¢ Peer Forums: Encourage students to ask questions in forums for collaborative
troubleshooting.

3. Best Practices for Support
e Respond to inquiries promptly to minimize disruption.
e Provide clear, step-by-step instructions for common issues.
e Keep a FAQ section within the course for recurring problems.

¢ Encourage students to document issues with screenshots when reporting.



L
fmac

4. Escalation Process

e Fortechnical issues beyond tutors’ control, escalate to Moodle administrators or
IT support.

e Trackissue resolution and follow up with affected students.

5. Preventive Measures
¢ Regularly test quizzes, assignments, and resources before release.
e Ensure course materials are compatible across devices and browsers.

e Provide students with guidance on using Moodle features at the start of the course.

Conclusion

Effective course delivery and student engagement in Moodle require a systematic,
structured, and well-monitored approach. The successful integration of quizzes,
assignments, forums, messaging, announcements, and activity monitoring ensures that
students not only access course materials efficiently but also participate actively in their
learning journey. Tutors play a critical role in maintaining academic rigor, providing timely
feedback, and supporting students’ progress, while adhering strictly to institutional
policies and best practices.

By implementing clear guidelines for course organization, communication, assessment,
and technical support, institutions demonstrate a commitment to high standards of
teaching, learning, and academic integrity. Monitoring tools, such as activity completion,
course completion, and gradebook analytics, enable instructors to identify students at
risk and intervene proactively, ensuring that all learners meet the expected learning
outcomes.

Furthermore, a robust troubleshooting and support framework guarantees that technical
issues are resolved promptly, minimizing disruptions and maintaining consistent access
to learning resources. Preventive measures, including testing all activities and
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maintaining clear instructions, safeguard against potential accessibility or engagement
barriers.

In conclusion, the combination of structured course design, proactive communication,
meticulous monitoring, and responsive support establishes a professional, reliable, and
academically sound learning environment. This ensures that both students and tutors
operate within a transparent, accountable, and high-quality framework, meeting both
internal standards and external accreditation requirements.



