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Digitally supported teaching with Moodle: Quick Start Guide
To set up a Moodle course for your teaching, all you need is a computer with Internet access and
your university ID. Everything else is provided by the learning management system.

Open Moodle

Moodle works equally well with all major Internet browsers (Mozilla Firefox, Google Chrome, Safari,
Internet Explorer, Opera, etc.). However, we recommend using Mozilla Firefox. The Moodle of the
University of Duisburg-Essen opens via the following address/URL:

https://moodle.uni-due.de

Transfer the link to the address bar in your preferred Internet browser.

Login
To use Moodle, please log in. On the start page of the Moodle you will find the "Login" in the
upper right corner:

= You are not logged in.|(Log in)

Moodle UDE

Course categories
+ Collapse all
~Sommersemester 2022
» Geisteswissenschaften s
» Gesellschaftswissenschaften ¢7)
» Bildungswissenschaften (a4
» Wirtschaftswissenschaften (za)

, Betriebswirtschaftslehre / Mercator School of
Management

Fig. 1: Moodle start page
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Click on "Login" to open a corresponding input screen. In this input ~ W"kennung/Usemame

screen, please enter your university ID and the password belonging to R
the university ID.

[[] Remember username

Fig. 2: Login input screen

Dashboard

After your successful login you will land on your personal dashboard. Here you will see all courses
in which you are already enrolled or in which you are in the role of teacher.

Course application
To set up a Moodle course for your event, you must first request

it via the course manager. You can find the course manager in Course Manager
the right column of your dashboard.

Request a new course

Note: If the course manager is not displayed there, Copy course
please contact the “Moodle-Kompetenzzentrum” of Move course
the UDE (moodle@uni-due.de) for a corresponding Delete course

activation and setup. Please specify the name of the Fig. 3: Course management on the dashboard
course (including the appropriate abbreviation of the
title), the enrollment key and the department (faculty)
in which the course is to be classified. The Moodle
competence center will then set up a corresponding
course for you and enter you as the responsible

teacher, so that you will have editing rights within the

course.

Course application - instructions

The course application consists of several fields (see Figure 4). Mandatory fields are marked with
a red exclamation mark, the others are optional. Each course room needs a full and a short course
name (abbreviation of the title, e.g. "Introduction Game Theory SoSe20"), which can be clearly
assigned to the course. The course name can be changed at any time afterwards.
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The enrollment key is a password that students have to enter in order to enroll in the course. It is
not relevant for your own enrollment in the course room, because you will be immediately
registered as "instructor" when you create the course and subsequently will find the course room
on your dashboard. Please give the enrollment key to your students later so that they can enroll
in the course themselves.

Under "course area", select the subject area that matches the current semester and/or your
institution. Please note that this setting cannot be changed by yourself afterwards. The
description is a free text field in which you can optionally enter information about the course. This
text will be displayed in the course search, for example, so that people who are not (yet) enrolled
can also find out something about your course room.

Request a new course

You can use this form to request a new Moodle course room.
This form is exclusively for use by UDE lecturers and their student/academic assistants!
If you fill out this form on behalf of a student assistant (SHK) or research assistant (WHK),
Please write down the name of your lecturer under "MNotes" in the "Message text" .
Collapse all

Details of the course you are requesting

Course full name o

Course short name o

enroliment key [1]

Teacher RGO

Course category 1] N

Summary _ _ _
iv B I 4~ O~ v EE % S MM S5 U x, x* E E =
== > £ H =z B8 I @ - @

Fig. 4: Form fields of the course application

The field "Message body", on the other hand, is not used to describe the course room. It is used
to send a request message to the competence center Moodle (if necessary).

Click on "Request course" to send the form and submit it to the “Moodle-Kompetenzzentrum”
for activation. After successful activation you will receive an email. You will then find your Moodle
course room on your personal dashboard.

Make the course accessible to students

To make the course accessible for your students, they have to find the course in the corresponding
course area and enroll with the enroliment key. For simplicity, it is recommended to publish the
course URL and the enroliment key. You can get the course URL by clicking on the corresponding
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course via the dashboard. The course will now open and the course URL can be found in the

address bar of your browser.

M Moodle an der Uni DUE - Startl x +
¢ > O[3 otz | «
=  Moodle UDE

Moodle an der Uni DUE - Starthilfe

Dashboard / Meine Kurse Moodle-Kompetenzzentrum MK-Intern Moodle - Starthilfe

Moodle an der Uni DUE - Starthilfe

Suchen

1 Starthilfe

Fig. 5: Home page of a Moodle course room

< > 1.1. Einleitung - Ein paar

o -

Bearbeiten einschalten

1. Starthilfe

grundsatzliche Fragen
1.2. Glossar - Die

Publish or send the course URL and enrollment key to your students to make the course accessible

for your students.

Setting up a Moodle course room

After you have logged in and, if applicable, requested/activated a Moodle course, you can start

designing your course room. For example, you can add headings or upload files. Basically your

course room is structured in three columns. On the left there is the navigation, which you can

hide at any time, and further blocks to the right. In the middle is the area where you can add

materials/files or so-called learning activities.
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Switch on editing

To be able to edit your course room, first activate the editing mode. Click on the cogwheel symbol
in the upper right corner of the course room and select "Turn editing on". The editing mode is
activated if additional option menus are available

& Edit settings
Dashboard | My courses | Moodle-Kompetenzzentrum | Testbereich | Testraum VC
# Turn editing on
T Filters
# Gradebook setup
Vi s
W Ankiindigungen o = Outcomes
[ eackup
Pe 1 import
. na
Topic 1 ge 1 Share
€ Reset
& Repositories
Topic 2 S More
Topic 3

Fig. 6: Switching on the edit mode

Edit topic headings

By default, the sections in a Moodle course room are called a "Topic". It is a good idea to give
these sections titles that match the content (e.g. materials, tasks).

To change the heading, after entering edit mode, click the pencil icon next to a heading “Topic”
you want to edit. & Topic 1
4

A window will then open in which you can enter the desired
heading. Pressing the Enter key on the keyboard confirms the

entry and saves the new heading. .

Fig. 7: Window for entering a heading

A default number of topics are already created in your Moodle course Z E‘:‘h:‘::
room. You can delete topics you don't need or add new topics if you  + Ad B —
need more sections. To do this, click the "Add topics" button on the last L
topic in the course room.

Edit ~

4+ Add an activity or resource

=+ Add topics

Fig. 8: Add more sections
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Upload files
You can easily upload files of various file types (e.g. PDF, Word documents, Excel files, etc.). Click
on "Add an activity or resource" in the topic section where you want to upload materials.

Dashboard /| My courses | Moodle-Kompetenzzentrum |/ Testbereich /| Testraum VC

Edit ~
) Ankiindigungen ¢* Edit ~ &

H Add an activity or resource

TOpiC 1 Edit ~

+ Add an activity or resource

+ Topic2 # Edit ~

+ Add an activity or resource

+ Topic 3 ¢ Edit ~

Fig. 9: Adding materials

A menu will now open in the middle of the page. Scrolldowntothe "RESOURCES" area. Thereyou
select "File" and click on "Add". A new Moodle page will be Add an activity or resource N
loaded. Here you have to choose a name for the file. Thisname . & <o
will appear in the Moodle course room as the name of the file.

The name may differ from the name of the file on your PC. b

A Textlabor (PDF- add it.
~ GEE  Annotations BETA)

[} % wiki

o) @ Workshop

Select an activity or resource to

o]

W8 Student folder
view its help. Double-click on an

Survey activity or resource name to quickly

RESOURCES
O I—I Book
0 File

O Folder

IMS content
package

&

O

Label

(o]

(@]

Page

Fig. 10: Creating material or learning activities
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The selection of the file to be uploaded can be
done in several ways:

1. By using the mouse you can “drag and
drop” the file into the field (marked

~ General

Name

Description
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orange in the figure).

2. You select the file using a file browser.

To do this, click on the file symbol

Select files

marked red in the figure. An options

menu will then open.

With a click on the button "Browse..."
opens a file browser. You can use it to
navigate through your file system and
select the desired file. It is important that
after you have selected the file, you click
the button
course" or "Save and display".

"Save and return to the

File picker

h Server files

i Recent files

fh Private files

# URL downloader
Wikimedia

& Google Drive

UDE-Auszeichnungen
(Badges)

@ Sciebo

um size for new files: 2G8

o HEn

You can drag and drop files here to add them.

Fig. 11: File upload window

Attachment

Browse... | No file selected.

Save as

Author

Vladimir Cara

Choose license

Integrate materials from DuEPublico into Moodle

All rights reserved

Upload this file

Fig. 12: File selection

You can include materials that you have already made available in DuEPublico in Moodle. To do this,

select from the menu "Add an

~ General

activity or resource (see

Name

above), afterwards select
IIURLH ”Add”.
There you go to "Choose a

link..."

and click on External URL

Choose a link...

Fig. 13: Link/URL function
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A new window will open. Select DuEPublico. In ¢ icrer x

the next window you can select the desired files

® DuEPublico

which were uploaded before. Following the file = udmiue .

Wikimedia

o files available

selection you have to click at the bottom on the

s YouTube videos

button “Save and go to course”. ) Embedied ies

+i. Semesterapparate
@ Sciebo

©» Opencast Videos

Fig. 14: Selection of DuEPublico

For more information, visit: https://wiki.uni-due.de/moodle/index.php/DuEPublico

The announcement forum

The announcement forum is a quick and easy way to reach all students enrolled in the course room.
Every new Moodle course room has this forumautomatically. You canfinditinthe top section of your
course room, the button is denoted with a German word

“Ankiindigungen”.
"=l Ankindigungen

In the announcement forum you can add posts (topics). Uber die Schaltfliche ,Thema
hinzufiigen” konnen Sie ein neues Thema erstellen. For the Students it is not allowed to open
threads in this forum or reply to existing threads. Posts that you write in this forum are also sent
to the students by an e-mail. This ensures that all students enrolled in the course receive the
relevant to the course information. For example, you can L

let students know that new assignments are available. To Ankundlgungen

post a new assignment, click on the announcement

" e e ” . Ankiindigungen und Nachrichten
(“Ankiindigungen”) forum in your course room. Here you

will find an overview of topics that have already been

created. Via the button "Add a new topic" you can create | Addanew topic

a new topic.
(No announcements have been posted yet.)
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Fig. 15: Creating a new announcement

Each topic needs a heading, this you can add in the line “Subject”. You can also add files to your
posts. This works the same way as

~ Your new discussion topic uploading files (see above). You
Subject ! ]
Required ~ Tags
can send your announcement via by clicking on "Post to Tege No selection
forum" button. Enter tags.. .

Post to forum Cancel

Fig. 16: Creating a heading

17: Posting a new announcement
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