Moodle

Editing & adding content - getting started 
You need a Moodle site to add content to, if this is your first go and don’t have a site yet, then you can use the Training Sandpit Course site to practise.

First, you will need to go to the Moodle site and log on

http://learning.lamp.ac.uk
In the right column, you will see a link to My Courses on the Right side of the page, these are links to your modules.  If you don’t have modules, please ask to be added to the Training Sandpit where you can practise using the Moodle tools
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Teaching Tip

Before you start to edit and add content to your module site you need to consider first your module as a whole, who your students are and why you are using the site.

Please read the very short document Blending your VLE pages with your learning and teaching aims and objectives.  This will get you started thinking about your VLE as part of your teaching not just as a tool that needs to be used.  Remember, the VLE is a just a tool




Turning Editing On and Off

Moodle has 2 main status - editing on and editing off.  You will not be able to change anything to your course pages with it off.  So

The first thing you need to do is Turn editing on - you can see it at the top right side of the screen above, just click on this.  You will see the whole appearance on the screen changes with lots of icons etc.  The most common Icons (and important to get you started) are listed on a separate sheet called Icons used in Moodle
Take a moment to familiarise yourselves with theses (the icon sheet provides you with information about what the icons mean).  Notice also the editing button has changed to Turn editing off.


Screen Shot with the editing turned off
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Screen Shot with the editing turned on
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Editing your Topic content
You will see the small pen icon [image: image4.png]N



 in the left side of the each topic area (the number representing the topic number).  Click on this icon and it will take you to a HTML Text Editor page where you can type directly into your topic area.
Many of the icons you will recognise from using Word, some you may not.  Please see the short document called What does that do?  Using the Text Editor.  This document will explain each in detail.

You can write directly into this space and it will appear on your module Topic page 
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Once you have finished, click on the Save changes, this will take you back to your module page where your changes will be seen.
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Adding a file to your module topic 
There are two ways to add a file to your teaching page.  Please see Building your Document Resource Library for the preferred way, however below is a fast route to get you started.

From the ‘Add a resource…’ dropdown menu choose ‘Link to a file or website’
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Enter the name you want students to see (e.g. Module Handbook), this is important documents called for example Week 3 Handout, will not mean much at the end of the course.  
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Click the ‘Choose or upload a file…’ button.
[image: image9.png]Link to a file or web site

Location | http://

[ Search [chooss or uplosd s e




A pop up will appear, click the ‘Upload a file’ button.
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Click the ‘Browse’ button.
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A file upload screen will appear. Browse to the files you want to add to Moodle, click on it, then click the ‘Open’ button.
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The name of your file will appear in the white box. Click the ‘Upload this file’ button. 
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Your file is now in Moodle. Choose it, by clicking an orange ‘Choose’ link to the right of the file name.
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You will be taken back to the Moodle page, and will see the name of your file entered. 
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Scroll down the page a little, and you will see a checkbox with the name ‘Force download’. Click this. This means the file will open as soon as you click on it.
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When clicked it will look like this.
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Scroll to the bottom of the page, and click the ‘Save and return to course’ button.
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Your file will now appear. You have completed the upload 

Turn Editing on/off





The edit topic icon
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