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The word Moodle was originally an acronym for Modular Object-Oriented Dynamic Learning Environment.

Moodle is a free and open source Course Management System. Instructors can upload syllabi and other course materials to the Moodle course, create settings for assignments to be submitted, organize discussion forums, send emails to the class, and much more.

Moodle can be accessed anywhere in the world that you have Internet access, so you can work on your new course at home or in the office.

When you finish this tutorial you will know how to log in to Moodle, create a profile, add a new course and create settings for your course.

Your administrator will give you a link to your Moodle site. Moodle supports all major Internet browsers. Enter the website address of the Moodle site in the browser's address bar.
Click to Login to the SRJC Moodle site: http://moodle.santarosa.edu/ in the top right corner. Add your username and password.

Fill in the Username box, then click on the Password box and fill it in with the password given to you. Then press the Login button.

Set up your Profile

Click on your name at the top right of the page. 

Click on Edit profile > Show Advanced 

Add your picture and other info and save.

Return to the SRJC Moodle site home page using the breadcrumb navigation at the top left of the page. Most of us are accustomed to using the back button to return to the previous page. When using Moodle it is best to use the breadcrumb menu. The “back” button will not always work.

On the next page you will see a My Courses block. Select the All courses button at the bottom right of the page. Click on the Add a new course button and a template will display for your new course.

As a new Moodle user, when creating settings for your course you will leave some of the settings as default settings until you become more familiar with Moodle's functions.



Give your course a title, also referred to as the full name. This will appear at the top of your course.

Give your course a short name. This will be the name that appears on the button to bring students back to your course main page. It will also appear in the navigation bar at the top of the page.


Choose the format that you want the course to appear in. The three most widely used formats are Weekly, Topics and Social. The weekly format is the most common format chosen and organizes your course week by week, so we will use this format.

Set the number of weeks you want to show—the default is 1.

Course Start Date: Enter the date that you want the course to begin. This would typically be the first day of classes.

Hidden Sections: Leave at default.

News Items to Show: Leave at default.

Show grade book to students: Leave at default.

Show activity reports: Keep at no for now—this can put a strain on server.

Maximum upload size: 5—10MB is sufficient unless it is a multimedia course.

Force Theme: leave at default for now

Is this a meta-course? Leave at default.

Enrollment Options: Leave at default.

Group Options: Leave at default.

Availability: Leave at default. You will make the course available to students when it is finished.

Make Course Available/Not Available. (leave at  default)

The Enrollment key

The Enrollment key is given to control access to courses. It is a onetime password given to students. 

Allow/Don’t Allow Guest access. (leave at default)

Language: Leave at default. 

NOTE: If you force a language in a course, the interface of Moodle in this course will be in this particular language, even if a student has selected a different preferred language in his/her personal profile. 
Role Naming

In Moodle 1.9 onwards, you can rename the roles used in your course. For example, you may wish to rename the Teacher role as "Facilitator", "Tutor" or "Guide". These new role names will appear within the course. For now just put yourself in as Admin, Instructor and creator.

For now click “save changes at the bottom of the page and  then click the button at the bottom of the next page to bring up your Course Template.

Locate the Administration Panel on the bottom left of the course. As a teacher with editing privileges, you can always change or add to your course's settings in the administration block.

Add Your Course Introduction

You can post your course introductions (descriptions) or other general course resources at the top section of your course in the top section (called Week 0).

At the editing mode, click this pencil icon (we call it Edit icon) at the top Week 0 section to add your course introduction information from your structuring page on the paper.

You will get the “Summary of week 0” page. You can start typing in your course introduction at the summary box, using the html editors to change the font color, size, or do other formatting, and then click on the “Save Changes” button to go back to the course homepage.

Check your Course Settings:

Are the course title and short name correct? Is the description applicable?

Is the course start date correct?

Is the enrollment period correct?

Does the number of topics/weeks reflect your need? If you need more, choose the correct number, if you have too many topics choose a lower number (or hide the superfluous ones from student view)

Do you intend to separate your students into groups for all tasks? If not make sure “No Groups” is selected. Otherwise select the default group type (visible or separate groups). In General "No Groups" is the best setting for most courses. 

It’s now time to make your course available to students. (If the course is unavailable, students cannot enter (if they are enrolled) and they cannot enroll themselves (because it is hidden from their view if they are not already enrolled.)

Choose a new enrolment keyword (that keeps out unwanted visitors from the course)

Check the maximum upload size (for a normal course 5 to 8 Mb is more than enough; only in case of a course involving very large sound or video files should the upload size be raised)

The “Show activity reports” setting should remain at “No”.
The course title is shown in the top left hand part of the screen. In the top right hand corner you will see your user name. 

When you are ready to exit Moodle, please use the logout selection next to your name to log out of Moodle.

