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[bookmark: _Toc432705492]Account and Access  
[bookmark: _Toc432705493]How to Access Moodle 
· Login to MyOsgoode and click on Course Website under quick links
· Use the link https://courses.osgoode.yorku.ca

[bookmark: _Toc432705494]How to Login to Moodle 
Use your Osgoode credentials to login to the course website

[bookmark: _Toc432705495]Editing Your Profile 
You can edit or update your Email address, user picture and other preferences by clicking on “Edit profile” at the top corner of the page in Moodle.

1. Click My Profile Settings under Administration block at the left column.
2. Click Edit Profile
3. Make any other necessary changes and click on Update Profile.




[bookmark: _Toc432705496]Courses
You will always see a list of enrolled courses when you log in. 

[bookmark: _Toc432705497]Course visibility 
If the course name is  
Red – course is visible to students 
Gray – course is not visible to students 

[bookmark: _Toc432705498]How to change course visibility  
1. Go to Edit Settings under course administration. 
2. Change the value of visible to Show/Hide 

[image: ]

Note: New courses are hidden by default.  

[bookmark: _Toc432705499]Roles and Permissions within a course 
	Students
	Participate in the course

	Teacher
	
Teachers can do anything within a course.

· Modify content
· Grade students  
· Add/Remove participants


	Faculty Assistant
	Same as Teachers

	Non Editing Teachers - TA
	Teach the course and grade students. Cannot modify material.


[bookmark: _Toc432705500]How to view course participants
You can view your course participants and their assigned roles. 

1) Go to Users under course administration 
2) Click on Enrolled users 
[image: ]

[bookmark: _Toc432705501]How to Switch Roles 
You can switch your role to a student and see how they see the course webpage.

1. Go to Switch role to from course admiration block 
2. Click on the role you want to switch to 
3. Click Return to my normal role to switch back 

[image: ]
[bookmark: _Toc432705502]Activities and Resources 
Moodle offers an assortment of Resources and activities. Some are directly related to creating course content while others enhance course design and content organization. Activities are more interactive components of a course which enables collaboration. 

	Resources

· Book
· File 
· Folder
· Label 
· URL 
· Page 

	Activities 

· Assignments 
· Chat 
· Choice 
· Database 
· Forum 
· Glossary 
· Lesson 
· Quiz 
· SCORM package 
· Survey 
· Wiki 
· Workshop




[bookmark: _Toc432705503]Editing Your Course Webpage 
[bookmark: _Toc432705504]How to Configure Course Settings 
The course setting page contains all of the important options for your course. You can also use this page to change the name and description as well as how your course is organized.

1. Go to Course Administration in Administration block. 
2. Go to Edit Settings 
[image: ]

3. Change the options you want to modify 
· Add course description 
· Set course start date 
· Set course Format 
· Weekly Format 
· Topics Format 
· Set number of Sections 
· Course full name, Course short name and course ID cannot be changed. 
4. Click Save Changes



[bookmark: _Toc432705505]How to turn on Editing 
Important: 
You should turn on editing before making any changes/ adding resources to your course web page. 
[image: ]

[bookmark: _Toc432705506]Editing a Section 
[image: ]

[image: Move icon]	Allows you to move the section along with all its content around using drag and drop. 
[image: ]	Section is visible to students. You can click to hide the section. 
 [image: hide icon]	Section is not visible to students. You can click to make it visible.  
 	Allows you to highlight the item as the current topic or week.
	Edit section title and summary (Only for topics format) 

[bookmark: _Toc432705507]How to add an Activity/Resource 
1. Make sure editing is enabled
2. Click on Add an activity or resource to add a resources to your course. 
3. You will a get list of available resources and activities to choose from. Select the resource/activity you want to add
4. You can edit name, description, visibility, availability and other settings. 
5. Click Save and Return to the course to add the activity/resource. 
6. Turn off Editing 

Note: Alternatively you can Drag and Drop files when editing is enabled. 

[bookmark: _Toc432705508]Editing an Activity or a Resource  
[image: ]
[image: Move icon]	Allows you to move the activity or resource between and within topics using drag and drop.
[image: ] 	Change the activity or resource name on the course homepage. 

The Edit drop-down action menu includes the following options: 

[image: ] Edit settings 	 Edit the settings for resource or activity 
[bookmark: _GoBack][image: ]Move right 		Allows you to indent the content to the right 
[image: ] Duplicate 		Will make a copy the activity or resource quickly. 
[image: Assign roles icon] Assign roles 	Assign a particular user with a different role.
[image: ] Delete 		Delete the particular activity or resource.



[bookmark: _Toc432705509]Activity 
1. Add this week’s lecture slides. 
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………

2. Add a link (URL) to an external website
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………

3. Create a discussion Forum and make a post. 
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

4. Send an Email to all the students that tomorrow’s class is cancelled. 
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………


5. Add an Assignment with a submission start and end dates where students are required to upload two files. 
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

6. Edit the section title and move the section 
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………

7. View as a student to verify 
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Additional Resources 

1. Moodle user guide 
http://www.osgoode.yorku.ca/resources-and-services/information-technology-services/services-faculty-staff/technology-enhanced-learning/course-websites/moodle-documentation-instructors/ 

2. FAQs for students 
http://www.osgoode.yorku.ca/resources-and-services/information-technology-services/services-students/course-websites-students/course-website-faqs-students/ 


You can contact ITS helpdesk if you have questions. 

Email: help@osgoode.yorku.ca 
Phone: 416-736-5401 or x55401 
Location: 1013 
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