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Moodle User Guides	
[bookmark: _Toc448413288]First log in and password change

See the First time user guide document

[bookmark: _Toc448413289]Change your password

1. [bookmark: OLE_LINK1][bookmark: OLE_LINK2]Log in to Moodle and click on your name (top right of home page)

[image: ]

2. From the drop down menu click Preferences
3. Under User account, click Change password
[image: ]
4. Enter your current and new password in the fields provided
5. Click Save changes 

[bookmark: _Toc448413290]Set up your profile and add a profile picture

1. Log into Moodle and click on your name (top right of home page) 
2. Click on Profile
3. Under User details click Edit profile
4. Make any updates as required
5. To upload a profile picture, go to User picture and in the new picture area click the Add file icon
[image: ]
6. Click Upload a file
7. Find your picture, then click Upload this file
8. Click Update profile (bottom of page) 










Access your courses  

1. Log in to Moodle, scroll down the homepage until you see the My courses section
2. Click on the required course
Or
1. Log in to Moodle, locate the Navigation block on the homepage 
[image: ]
2. Collapse the My courses menu using the small arrow icon beside it
3. Click on the course you require










[bookmark: _Toc448413291]View and download course material

1. Log in to Moodle, open the required course (see instructions above if unsure how do this)
2. Scroll down the course page, all topics and materials will be in the centre blocks
3. When you have found the file you want to view, single click on it
4. A window will open asking what you would like to do with the file
· To view the file click Open 
· To download a copy click Save as, choose where you want to save the file, click Save





[bookmark: _Toc448413292]Book a date for verax

1. Log in to Moodle, go to the Firefly course page (see Access your courses if unsure of how to do this)
2. Click on the Date for verax icon
3. Select the time and date you want to book
4. Click Save my choice (bottom of page)
5. Save the date in your calendar so you do not forget  








[bookmark: _Toc448413293]Send and access private messages within Moodle

1. Log in to Moodle and click on your name (top right of home page)
2. From the drop down menu click Messages
[image: ]
3. Your messages will be displayed on this page.  Click on a message to read it
4. To send a message, from the Message navigation drop down menu, select your course
5. Click on the Participant you want to message 
[image: ]
6. Write your message in the Message box on the right 
7. Click Send message 


[bookmark: _Toc448413294]Change message notification settings

1. Log in to Moodle, click on your name (top right of homepage)
2. From the drop down menu click Preferences
3. In the Preferences panel, under User account, click on Messaging
[image: ]
4. Select how you would like to receive notifications buy ticking the relevant boxes 
5. Click Save changes













[bookmark: _Toc448413295]
Create a blog entry and adjust privacy settings

1. Log in to Moodle, find the Blog menu block on the home page
2. Click on Add a new entry
[image: ]
3. Fill in the fields provided
4. If you want to add an attachment to your post, in the Attachment section click the icon in the top left corner, click Browse, find your file, click Open, click Upload this file
5. To set the privacy of your post, from the Publish to drop down menu, select Yourself (draft) if you do not want the post to be seen by anyone but yourself or select Anyone on this site is you would like your post to be visible to anyone using the Moodle site
[image: ]


[bookmark: _Toc448413296]Add a new event to your Moodle calendar

1. Log in to Moodle.  Open the course you want to add the event to (see Access your courses if unsure of how to do this)
2. When on the course page find the Upcoming events block
3. Click on New event
[image: ]
4. Fill in the fields with details of the event
5. Click Save changes 
6. The event will now be visible in your calendar




[bookmark: _Toc448413297]Export your Moodle calendar

· Log in to Moodle and find the Calendar block on your home page
· Click on the month displayed (top centre of the calendar) 
· Under Detailed month view for, select whether you wish to export events for All courses or select a specific course 
· Click Export calendar
· Select the data you want to export
· Click Export
· You will see a message, click the drop down menu arrow next to Save and click Save as
· Select where you want the calendar to be saved and click Save 

[bookmark: _Toc448413298]Link your Moodle calendar with your Outlook calendar

1. Open Outlook and have your calendar displayed
2. Log into Moodle
3. On the Moodle home page, find the calendar block and click the month displayed (top centre of calendar)
4. Click Export calendar 
[image: ]
5. Under Export calendar, select All events and Recent and next 60 days
6. Click Get calendar URL
7. Copy the URL displayed (Ctrl + C)
8. Return to your Outlook calendar
9. Right click on Shared calendars (left hand side of the calendar page)
10. Choose Add calendar then From the internet
11. Paste the URL you previously copied into the field displayed and click OK
12. You will be asked if you want to Add this Internet Calendar to Outlook and Subscribe to Updates, click Yes
13. Your Moodle calendar will now be displayed along side your Outlook calendar
14. To merge the two calendars, click the arrow on the tab at the top of the Moodle calendar. Now click the tab of your Outlook calendar. Now when looking at your Outlook calendar you will also see any events that are also in your Moodle calendar (they will be displayed in a slightly faded state)

Every time you launch Outlook the 60 days will reset from that time, so that the next 60 days is always displayed in the calendar    
[bookmark: _Toc448413299]Read and reply to forum posts 

1. Log into Moodle and open the relevant course (see Access your courses if unsure of how to do this)
2. Find the forum block (this will be in the centre of the page, you may need scroll down the page)
3. Click on the Forum block (it may be called something relative to your course or module eg. Leadership forum)
4. The forum will be open showing all current topics and who started each discussion. Click on the discussion topic which you are interested in 
[image: ]
5. All posts and comments will be displayed.  To reply to a post click Reply in the bottom right hand corner of the relevant block


[bookmark: _Toc448413300]View your grades and assessments

· Log in to Moodle, click on your name (top right of home page)
· Click on Grades from the drop down menu
· In the Courses I’m taking section, click on a course 
· The User report page will display your grades and assessments for that course 

[bookmark: _Toc448413301]Use the Moodle app

1. Download the Moodle app
2. When asked to enter the address of the Moodle site you want to access, type:  https://www.hampshireonlinelearning.co.uk
3. Enter your username and password

Moodle User Guides	11
image1.png
i1 Hampshire Online Learning X 2=
€« C' @ hitps://www.hampshireonlinelearning.co.uk [

Home Jonny Smith =

Inspiring

EXCELLENCE

ence through people

PROGRAMME

My courses





image2.png
Home » Dashboard

NAVIGATION

Home.
= Dashboard
» My courses

Preferences
o]al
Preferences
User account
= Edit profile

referred language
= Forum preferences
= Editor preferences

= Security keys

= Messaging

Blogs

= Blog preferences
= External blogs.
= Register an external blog




image3.png
~ User picture

Current picture  None

New picture @

Picture description




image4.png
Inspiring excellence through people

Home
Dashboard
My courses

My Mahara Journal

No messages waiting
’ Messages
nE” _ BR




image5.png
Jonny Smith °

Inspiring excellence

% Dashboard

2 Profile

E Grades

[# Viessages

# Preferences.
MY MAHARA

Open hitp:/imanal
arning.co.uk and § B Log out
with colleagues.

N




image6.png
Home » Dashboard

NAVIGATION
Home.

= Dashboard

» Current course
» My courses

Messages

o]al

Message navigation:

Firefly

Participants
Jude Disney

[H Lin campbent
€ Toby Oiding
Alison Taylor
1l oave Austin
[H Linda campbell
Firefly Support





image7.png
Preferences

User account

= Edit profile
= Change password

= Preferred language
= Forum preferences
= Editor preferences

= Securiy k
= Messaging

Blogs

= Blog preferences
= External blogs.
= Register an external blog

Badges

= Manage badges
= Badge preferences
= Backpack settings.




image8.png
MESSAGES o]al

No messages waiting
Messages

BLOG MENU o]al
Blog ents

Blog RSS feed

earch




image9.png
Attachment

Publish to ()

Anyone on this site





image10.png
UPCOMING EVENTS o]al

There are no upcoming events.

Go to calendar.

New event.





image11.png
« February 2016 April 2016 »

March 2016
Mon Tue Wed Thu Fri sat sun
1 2 3 4 5 6

7 8 9 10 " 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27

T

course

party.
28 29 30 31

Export calendar

Manage subscriptions





image12.png
News forum

General news and announcements

Discussion

Profile details.
Please can you alltry out something for me?
Videoscribe and other products

Viewed learning package on my phone
Mahara success

We may have to start looking for new jobs.
Eureka - e-learning module upload

This cool forum

Today.

Started by

il
K2
il
K2
K2
o
£l

Lin Campbell

Lin Campbell

Jude Disney

Lin Campbell

Jude Disney

Lin Campbell

Lin Campbell

Toby Olding

Lin Campbell

Replies

Last post

Lin Campbell
Tue, 22 Mar 2016, 9:55 AM

Lin Campbell
Tue, 8 Mar 2016, 11:38 AM

Dave Austin
Fri, 4 Mar 2016, 11:35 AM

Lin Campbell
Fri, 4 Mar 2016, 7:01 AM

Jude Disney
Thu, 3 Mar 2016, 5:21 PM

Dave Austin
Thu, 3 Mar 2016, 4:25 PM

Dave Austin
Thu, 3 Mar 2016, 12:11 PM

Jude Disney
Thu, 3 Mar 2016, 9:33 AM

Jude Disney
Thu, 3 Mar 2016, 9:32 AM




