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Moodle Training: Introduction

This is an Introduction to using Moodle which will demonstrate how you can create your own 

profile and a single public online course. During this train you will create a single online course 

and learn how to add resources to your page.

Visit the BearCat Den and Log in

• Visit the BearCat Den: http://www.bonitahigh.net/online

• Click on the login link in the upper right hand corner.

• Log into your account: username: firstnamelastname (no spaces) 

password:____________________.
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Update Your Password

For security purposes you are required to reset your password. The password must have at least 

7 characters, at least 1 digit(s) and at least 1 lower case letter(s).

If you forget your password you can email me and I can reset it.
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Edit Your Profile

Every teacher and student on Moodle has a profile. Click on the Edit Profile tab to edit your 

profile. 
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This profile is only viewable by students and teachers logged into Moodle (not everyone on the 

Internet). You can write a short description of yourself, upload a picture, or write a list of interests 

seperated by commas. This "interest" keyword will become a tag on your profile. By clicking on 

the word anyone else who shares that interest will be listed.

You also have the option to post blogs off your profile.

Visit the Home Page of the BearCat Den

After you have updated your profile, click on the "BHS Den" link in the upper left hand corner of 

the page. This is called a "bread crumbs" menu. It lets you know where you are in Moodle.
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Create an Online Course for your Classes

There are really two options for using Moodle. One is to create a public course where students 

will be able to view and download your posted resources without having to create their own 

accounts. 

The second option would be to create separate courses for all your classes and create accounts 

for your students so they could complete online activies. In this training, we will be creating single 

public courses for each teacher.

Create Your Own Online Course

View the Bearcat Den home page and click on the link for your department. On the next page, 

click on the Add a new Course button to create your own course.
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Define the Setting for Your Course

In this training, we are going to create a single course for all your classes. You can always 

change this if you want to make this specific to a single course. 

Use your last name, as the Full Course Name. Give your course a short name (this wil be the 

name of the course in the bread crumbs menu).  There are several different formats to choose 

from: Topic, Weekly or Social are the most popular. If you are creating a single online course for 

all your classes, I would use the Topics format. Next, from the drop down menu, select how many 



Moodle Training: Introduction - 7

topics you want on your course page. You can always change this latter.

The rest of these settings we can leave at their defaults for now.

1. Since we are not going to allow students to enroll in our courses, we have to change this 

Course Enrollable to "No".

2. If we were going to allow students to enroll in your course, you could turn on groups. I use 
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groups to assign my students to different periods within a single prep allowing me to have a 

single online course for each of my different subjects I teach.

3. Change Availability to "This course is available to students" when you want your course 

viewable on the website.

4. On the Guest access setting, you can "Allow guest without the key" to access the site or 

setup an enrollment key that guests will have to enter to view your site. 

The rest of the setting leave at their defaults.

Assign roles in your Course

If you were going to have students log into your course, you could set their roles on this page. 

Since we are just going to have a public page, you can "Click here to enter your course".
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View Your Moodle Course on the Bearcat Den

This is your Moodle Course at the Bearcat Den. 

1. You can always get to the course settings that we were just editing by clicking on the 

Settings link under Administration.

2. You can view and update your profile by clicking on Profile link under Administation.

3. In order to edit, or update your page you need to click on the "Turn editing on" button in the 

upper right hand corner of the site.
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Edit Your Page

When you turn editing on, buttons and drop down menus appear in the middle of the page. This 

is where you will be placing the main content on your site. By clicking on the "paper and pencil" 

icon, you can add any text directly on your page. In this example, I wrote, "Mrs. McGarvey's Rules 

and Expectations" at the top of the page. You could then have each topic be related to another 

course or if you are creating a single course page, you could have each topic relate to a unit 

within your course.

Add a Summary to One of your Topics

Click on the pencil and paper icon and add content to one of your topics. When you are done, 

click on "Save changes" to save your work.
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Add a Resource to Any Topic Section

There are a variety of resources that you can add to any topic section on your page. Feel free to 

experiment with any one of these.

• Book:  This resource is like a mini website. You can add several pages and sub pages that 

will be all linked off the book resource (like chapters in a book).

• Insert a Label: This is just a small text label that will be added under your Topic. It can be 

used to title and organize your resources.

• Compose a text or web page: This allows you to create additional text resources to be linked 

off your page.

• Link to a file or website: Here you can upload a file (office files, pdfs, images, etc) to be 

linked. You can also link to other  pages on the Internet.

• Display a directory: If you have uploaded several files on a topic you can organize them into 

a folder and link directly to the folder.

• IMS content Package: This is specialized format used by instructional designers to share 

resources between courses.
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Add a Web Page

Select "Compose a web page" from the "Add a resource . . ." drop down menu.

1. Give your Web Page Resource a Title.

2. In this section, type a short summary describing the web page. Do not put your content here.

3. This is the viewable web page. Place the content you want your students to view here.

Click on Save and Return to course. You should now see a link to this web page under your 

topic. Click the link to view your web page resource.
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Link to a File or Website

Under the resource menu, select "Link to a file or website".

1. Give the title of your file or web link here.

2. In a short sentence, describe the resource.

3. If you want the resource to link to a page on the Interent, copy and past the full URL in the 

location textbox. If you want to upload a file as a handout, click on the Choose or upload a 

file . . ." button.

Upload a file

This is the interface to manage all the files that you have uploaded to your website. You can 

create folders by clicking on the "Make a folder" button to organize your files. When you are 

ready to upload a file, click on the Upload a file button. Click Browse to navigate to the file on 
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your local computer, select it and then click on the "Upload this file" button. Currently this is only a 

2 mb file limit, this will be increased for next year.

Once the file is upload, click on the word "Choose" to select the file to be linked. This will take you 

back to your "Link to a File" resource page, scroll to the bottom and click on the button "Save and 

Return to the Course".

Move, Edit or Delete Resources

Once you have uploaded a resource, several icons appear next to the resource name.  These 

buttons will enable you to move, edit, delete, or turn off any of your resources.

When you are done editing your site, you can click on the "Turn Editing Off" button in the upper 

right hand corner of the page to see how the course will look like to your students.

Experiment with your Moodle site

Continue to experiment with your Moodle page. Don't worry you can not break it. :)

When you are done working, click on "Logout" in the upper right hand corner of the page.
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