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1. How to add and remove Moodle course page users 

As a Course Administrator or Teacher in Moodle, you have full editing rights on a course 

page, including the ability to manually add and remove users.  

Follow this procedure if, for example, you have a new VL joining your course team. It is 

unlikely you would add Students as these are automatically populated throughout Moodle 

by the student record system. But it is fine if a student has been added both by the student 

record system and manually by you but note you cannot manually remove a student who is 

enrolled through student records. 

TEL will continue to manage student and staff enrolments on the Online Assessment pages 

although marker allocation will remain with course teams.  

1.1 In the left-hand 
Administration block, click 
on Users then Enrolled 
users. 
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1.2 The next page will list all 
your enrolled users (you 
can use the search and filter 
boxes to explore them). 
Click on the blue Enrol 
users button to bring up the 
following dialogue box. 

 

1.3 Put in the name of the 
person you need to add. 
You may need to be 
imaginative in how you 
search for someone so be 
prepared to try first name 
or surname or variations of 
the name. Do not include 
spaces after a name. once 
you have found the name 
click on it and it’ll appear at 
the top where it says select 
users. 

 

1.4  Note that this is to add the 
user with a Student role. To 
add a user with a different 
role, for example a VL with 
a Teacher role, simply select 
that option from the 
dropdown menu under 
Assign roles. 

 

1.5 To remove a user that has 
been manually added, find 
the person using the search 
bar and click the bin icon. 

 

2. How to upload a file 

The uploading of course-related documents such as timetables, course handbooks and 

lecture slides is the responsibility of course teams.  
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2.1 Turn on Editing and 
navigate to the Section (in 
this example, PiC) where 
you would like to upload a 
file. Then click Add an 
activity or resource which is 
circled in red below: 

 

 

2.2 

 

A panel on the right hand 
side of the screen will 
appear. Scroll down the list 
of Activities and Resources, 
click on File and then Add. 
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2.3  A page similar to the one 
below will appear. Fill out 
sections marked with a red 
exclamation mark. 

 

 

2.4   Navigate to the Content 
area where you can either 
drag your file into the blank 
space or you can click the 
small file icon above it.  

 

2.5   If you click the file icon, a 
new window will appear 
and you will need to select 
Upload a file from the side 
panel (right hand side of 
screen). Then select choose 
file to find your file. Once 
found and selected, click 
Upload this file. 
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2.6  

 

The file should then appear 
within the drag and drop 
space and you can click 
either Save and return to 
course or Save and display 
to finish uploading your file. 

If you drag and drop instead 
of selecting Add the file 
should upload automatically 
and then appear on screen, 
similar to the screenshot 
below. Then click either 
Save and return to course 
or Save and display to finish 
uploading your file. Drag 
and drop functionality will 
not work in older browsers. 

 

 

 

2.7   

 

Your file should now appear 
under the course heading 
you previously selected. Use 
the cross icon to select and 
drag it to a new position. 

 

 

2.8  If you are uploading the same file to more than one course area, select Recent files 
rather than Upload a file in step 1.5 above.  

 

3. How to create a folder 

Folders allow you to group uploaded files together and avoid the ‘scroll of death’ on a 

Moodle page.  

3.1  

 

With Editing on, navigate to the Section where you would like to add a folder and click 
Add an activity or resource. 
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3.2  
Scroll down the list of Activities and 
Resources, click on Folder and then Add. 

 

 

3.3  Refer to steps 2.3-2.7. This time however you can add multiple files by either selecting 
more using the file picker or selecting all the files from your Finder/Windows Explorer 
window and dragging them into the File picker. 

4. How to use the Student View 

You can check how your Moodle page will look to your students by switching to the Student 

View. This is useful if, for example, you have recently hidden some files and want to reopen 

them. Remember, anything that is hidden to Students remains visible to Course 

Administrators, Teachers and other roles in Moodle. So even though you might see a 

Section clearly, you’re students may not. Student View allows you to double-check your 

page.  

4.1  Navigate to the top of the page to 
your name in the top right-hand 
side of the screen. Click on the 
little downwards facing arrow to 
open the menu and select switch 
role to… 
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4.2 Select student on the next page. 

 

4.2  To come out of Student View, 
select Return to my normal role 
in the same menu. 

 

5. How to edit your Moodle profile 

Students often click on a Moodle user’s profile to find out more about her or him. It would 

be useful for CAs to reproduce their contact information here, including details about DET 

Reception opening hours. It may reduce unnecessary enquires.  

5.1  Once logged into Moodle, 
click on the downwards facing 
arrow next to your name, in 
the top right of the page. Click 
on profile. 
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5.2 Under User details click Edit 
Profile. 

 

 

5.3  Here you can add a bio and 
upload a profile picture. 
Remember to click Update 
profile at the bottom of the 
page. 

 

6. How to use the Choice tool 

The Choice tool allows you to manage bookings, for example if you want to set up slots for 

personal tutorials or a training event. You can restrict the number of participants per slot – 

once this number is reached (e.g. 10 students), the slot is removed from the options.  

This is what the student would see:  
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6.1 Once your editing is turned on, navigate to the Section where you would like to add 

the Choice tool. Click Add an activity or resource. 

 

6.2  Select the Choice tool. 

 

 

6.3 A page similar to the one below 

will appear. Fill out all the 

necessary information required in 

the provided sections.  You must 

complete the fields that are 

marked with a red asterisk*. Under 

Options you can fill out all the 

different potential answers for 

your original Choice. Notice that 

you can Limit the number of 

responses allowed to your choice. 

For example, if you were to 
organise timeslots for your 
personal tutor meetings, the 
response limit would have to be 1 
as there could only be one student 
in each time slot.  The limit for each 
option can be altered below next to 
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the word Limit _. Also, if five 
options are not enough just click 
Add 3 fields(s) to form and keep 
clicking this until you have the 
amount you require. If there are 
too many, just leave the options 
you don’t require blank. 

6.4 (Optional) In the Availability 
section you can select a time 
period for this choice to be 
available. For example if you had to 
find out the answers to your choice 
for a deadline. Tick Restrict 
answering to the period and then 
select the time period that you 
require. 

 

6.5  (Optional) In the Results section 
you can decide if and how the 
results of the choice appear to the 
user when upon completion of 
their answer and whether these 
results can be anonymous or not. 

 

6.6 To finish click either Save and return to course or Save and display to add your choice 
to a course block. Because you have limited the responses to 1, each choice will 
disappear once it has been selected by a student. 

6.7 To access the responses, click on 
the Choice on your page and then 
View responses in the left hand 
Administration block. You can 
download all your responses in an 
Excel file. 

 
 

7. How to hide, show and highlight assets in Moodle 

There will be many occasions when you want to hide certain assets (e.g. uploaded files, 

Sections, etc.) from students, for example when you’re in the process of refreshing your 
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content. The Moodle hide/show option is a very powerful way for you to manage the way 

your page appears to students. Highlight allows you to draw out certain Sections. Any user 

with a Course Administrator or Teacher role can hide/show and highlight content.  

7.1 To hide a file, web link, forum, 
quiz or any other Moodle 
Activity or Resource, switch on 
Editing and then select 
hide/show from the drop-down 
menu.  

 

7.2   To hide a Moodle Section, 
switch on Editing, click on Edit 
and select Hide Topic. This will 
also hide all the assets in that 
Section. 

 

 

7.3  To highlight a Moodle Section, 
click on Edit and select 
Highlight. (Please note you 
cannot highlight individual 
assets such as files.) 

 

 

8. Other tools available in Moodle 

There are a number of other tools or activities in Moodle that may help you in your role. 

Please contact TELsupport@tavi-port.ac.uk to learn more about them. 

1. Feedback – set up a simple module evaluation survey.  

2. Questionnaire – an advanced survey tool that replicates the functionality of Survey 

Monkey but gives the additional benefit of allowing you to contact non-respondents. 

Results can be downloaded and imported into Excel.  

3. Quiz – although generally used for course content, the Quiz can be adapted to 

produce a certificate of compliance if you need to audit your users.  

mailto:TELsupport@tavi-port.ac.uk

