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GETTING AN ACCOUNT

To get a Moodle Account, email Joe Escobar at escobarj@lanecc.edu. Tell him your name and the discipline or disciplines in which you plan on creating courses. He will provide you with a username and password. Feel free to try it out, experiment and see whether it fits your needs.

GETTING HELP

When using Moodle, click the question mark icon[image: image2.png]


  next to any item about which you need more information. Also, near the bottom of the Administration menu, the Help icon [image: image3.png]


 will give you the user-friendly Teacher Manual which can be read in its entirety in about 10 minutes.

LOGGING IN

• Open your web browser and go to http://teach.lanecc.edu/moodle/

• Click Login in the upper right hand corner of the screen

• Enter your username and password

• Click the Login button

CREATING A COURSE

• Select Courses under the Administration menu on left of side of the screen.

• Click the Add a new course button

• Fill out the course settings (below are some suggestions)


- Format: Weekly

- Course start date: Sept 27th (Fall Term)


- Course duration: 11 Weeks (includes finals)

- Groups: Use if you want your students to work in groups.

You determine whether groups can see each others' work

- Availability: NOT available to students

- Enrollment key: simple, easy to spell word


- Your word for teacher: Instructor or Professor

- Force language: English (en_us)
• Click Save changes at the bottom

• To change what you just entered, select Settings under Administration
• Once you are ready to "go live" don't forget to change the Availability by clicking

Settings in the Administration menu; otherwise students will not be able to

see your course.

Here is what a Moodle course looks like in the "Weekly" format:
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Here is Moodle in the "Social" format. It also shows what the forums in all three formats look like:
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UPLOADING AND MANAGING FILES

• Under Administration click Files
• Click the Upload a file button

• Click Choose file and select the file from your hard drive

• Click Upload this file
• To group files into folders, e.g. "Handouts"

"FDR Speeches in mp3 format", click Make a folder
• To move (or delete) a file, click the checkbox and use the

pull-down With chosen files… menu to select the proper option

TO ADD MATERIAL TO YOUR COURSE

• Under Administration, click Turn editing on
• For each Week or Topic, click the Edit summary icon [image: image6.png]




and add a title and description for that week's material

• Next use the pull-down "Add" menu to add assignments or activities.

• Click the open eye icon [image: image7.png]


 to hide an item from students if you

don't want them getting too far ahead. After it is hidden, the

item will be ghosted and a closed eye icon will be shown [image: image8.png]


.

Click the closed eye to make the item visible again to students.

FORUMS

A Forum is an electronic bulletin board where students engage in interactive discussions. Forums are broken into Topics. You can have a forum of just a single topic or allow students to add as many topics as they like. Generally, it is useful to provide one or two sample topics to provide some structure and direction, at least in the beginning. Forums must be added using the Add… pull-down menu for each week or topic. Clicking Forums under the Activities menu will not allow you to create forums, though you can view and post to existing forums through that link.

TO CREATE A FORUM

• Under Administration make sure editing is turned on

• Click Add… and choose Forum
• Supply a general description like "Week One Discussion", "Chapters 1 & 3"

"Fertility Worship", etc.

• Type a brief description of the topics you'd like discussed or just

fill in something like "Please keep discussions civil" or "One post per week is required; see syllabus for details."

• Leave the Standard forum for general use setting in place

• Use ratings with caution; I recommend only letting students see

their own ratings, if ratings are used at all

• Forcing everyone to subscribe will send an email copy of the post to everyone.

It's better to restrict this to important announcements, such as test score revisions, deadline extensions, extra credit opportunities, and other vital, information or general announcements. Students can still choose  to receive posts in email form if they wish.

