
 

Log in and get oriented with Moodle  

a- Login to the ÓÃÈÏÏÌȭÓ Moodle  server  
Go to the School’s Website and click on Moodle on the left bottom side. 

 

Click on Login in the top right corner, and then add your username and password provided to you. You 

can change your password later on. 

 

b- Moodle blocks  
Blocks are items which may be added to the left or right or center column of any page in Moodle. Blocks 

can be placed on the side of the screen as well. Select my courses in the Navigation block on the left side 

then click on customize this page to be able to modify your blocks and change their places the way you 

want to. 



 

 

You can hide a block by clicking on the – sign, dock it by clicking on the arrow or move its position by 

clicking on the cross.  

 

You can even add a new block by selecting Add a block at the bottom of the page and choose one. 

 

 



I. Customize your profile  

a- Navigation to profile settings  
Click on My Profile in the Navigation block, and then choose View profile to check your profile settings.  

 

b- View and Edit profile settings  
You can edit your profile settings and Password as well by clicking on Edit Profile or change password in 
the Administration block right below the Navigation block. 
 

 
 

c- View and Edit profile settings  
 
Click on My Profile in the Navigation block then choose Messages. 

 

 

Click on the Search button then type the name of the person you would like to send him/her a message. 



 

 

Select the user you want and type your message then click on send message. The user will receive a  
message on his Moodle account and an email as well. 
 

 

II.  Customize course settings  

a- Edit course settings  
Click on My courses in the Navigation block on the left side, and then click on the specified course. Click 

Edit settings in the Administration block, which is located right below the Navigation block. 

You can change the course’s full name, add a description to your course, upload a file, change the 

format from weeks to topics, force a language, allow a guest to access your course and create groups 

within your class. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



b- Enroll participants  
Click on your course first then Click on Users in the Administration Block and then choose Enrolled users 

 

 

 

 

 

 

 

 

   

Click on Enrol users at the top right corner of the page then type the name of the student to search for 

him/her in the search box and click enroll. Make sure you assign the role to student at the top. Click on 

finish enrolling users when you are done and on the X sign to close the pop up box 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Click on the X sign on the right side of the page to unroll a student from your class. 

 

 
 

 

c- Search for courses in the main tree and through the navigation block  

 

d- Move sections in a course  
If the format in the course has been changed to topics instead of weeks, you can move your sections up 

and down. Turn editor on first then use the move tool to move your sections up and down. 

 

 
 



e- Edit Summary per week  
To add a summary to your course, add a header or some information. Click on the wheel at the top of 

each section. 

 

f- Use the toggle bar tool  
To Change the format of your text as in font style or font size and color, click on the toggle bar tool. You 

can uncheck the box related to the section name and rename your section. 

 

g- Add Activities or resources per week/topic  
To add activities or resources click on the link Add an activity or resource.  



 

h- Drag and drop files  
You can just drag your files and drop them directly to your page. 

 

 


