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Introduction to Moodle: Lesson 7 
A Student’s and a Professor’s View 

 
 
Student: Enrolling in a Course 
 
At this point it is useful to view Moodle from a student’s standpoint.  Let’s suppose that Jane 
Doe is a student in one of your classes. 
 
 
Jane, for example, can log in to 
Moodle. 
 
  
 
 
 
 
 
 
 
When she does so, she 
will see a list of the 
Moodle courses for 
which she is registered. 
 
 
 
 
 
 
 
 
 
She can click on the All courses button to see all of the 
Wofford Moodle courses. She is looking for Example 
Course 101, for which she wants to register. 
 
She clicks on the link to the course. 
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She will be asked if she really wants to enroll in this 
course. She also may be asked for a password if the 
professor has set the course up to require a password to 
enroll. 
 
 
 
 
 
She will see about the same thing as the professor. 
 

 
 
Clicking on many of the links – News Forum, Syllabus, Honor Code, or “A Text Page Name” 
will simply display the document or the text file. 
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Student: Submitting an “Upload a File” Assignment 
 
 
Jane’s class has been assigned an essay for the week of 
June 1 – June 7. She clicks on the link to this essay. 
 
 
 
 
Jane gets the directions 
for the essay from 
Moodle and writes the 
essay. 
 
When she is ready to 
turn the document in, 
she returns to Moodle, 
clicks on the link to the 
essay again. 
 
She then clicks on 
Browse to find the file 
on her computer. 
 
 
 
When she finds the file, she clicks on Upload this 
file to upload it to Moodle. 
 
 
 
 
 
 
If she changes her mind, she 
can click on the “X” by the 
name of the document to 
remove it from Moodle. 
 
 
 
 
 
Students can submit papers until the deadline for completing the assignment.  
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Professor: Grading an “Upload a File” Assignment 
 
If you will be recording grades over a period of time, you may want to hide the assignment in the 
Moodle gradebook to avoid “Johnny has a grade, why don’t I?” questions. How to hide items in 
the Moodle gradebook was discussed in Lesson 2. 
 
When you are ready to grade an assignment, log onto Moodle and click on 
the name of the assignment on the Home Page. 
 
 
 
 
A. Retrieve Uploaded Files from Moodle 
 

First, you need to go to Moodle and retrieve the files you 
want to grade. 

 
On the Assignment page, you will see that assignments 
have been submitted. Click on the View XX submitted 
assignments link. 
 
 
 
You will see a list of 
the students. If you 
have a large class, you 
can specify the number 
of submissions to be 
displayed on one page.  
You also can enable 
quick grading, which 
allows you to record 
grades for more than 
one assignment on the same  
Moodle page.  Click Save preferences to save this setting.  
 
 
If the students submitted the assignment electronically, you can click on the link in the “Last 
modified” column next to their names to retrieve the file. For example, you can click on the 
name of  Jane’s Word document to open it. You can save the file on your hard drive for 
grading later if you like. 
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B. Entering the Grades 
 

After you have graded the essays, click on the name of the assignment on 
the course Home Page again. 
 
Click on the View XX submitted assignments link on the next page. 
 
Next to each student’s name, you will see a pull-
down list that you can use to enter their grade. You 
can write comments in the “Comment” box at the 
right of the pull-down list. 
 
When you have entered the grades and comments, 
click on the Save all my feedback button. 
 
 
 
 
 
Alternatively, you can click on the “grade” link in the 
“Status” column near the right side of the student’s row. 
 
 
 
 
 
This will display a pop-up window in 
which you can enter the grade and make 
comments. 
 
 
 
 
 
 
Click on Save changes or Save and show 
next to save the grade and comment. If 
“send notification emails” is checked 
when you hit save, the student will receive 
an email notice when his/her grade is 
posted, inviting him/her to log in and see 
the grade. 
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When you have saved the grade and feedback, you will see the grade on the right of the row.  
This grade is not carved in stone, by the way. You can update it later by clicking on the 
Update link. 
 
 

 
 
 
 
 
 
NOTE: If you have hidden the 
assignment from the students’ view 
in the Moodle gradebook, as 
described on page 4 of Lesson 2, then 
you probably will want to make it 
visible once all the grading is 
complete. 
 
 
 
C. Uploading a File as Part of Your Feedback 

 
If the assignment was created as an 
“Advanced uploading of files” assignment, 
you can upload a file as part of your 
feedback. This will be useful, for example, if 
you have saved a copy of the student’s paper, 
with your comments, to your computer. 
 
 
 
Click on the link to the assignment on the course Home Page. 
 
 
 
 
 
 
 
In the next window click on the View XX submitted 
assignments link. 
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Click on grade in the “Status” column of the row by the 
student’s name. 
 
 
 
 
 
Click on Browse in the pop-up window. 

 
 
 
 
 
 
 
 
 
 
 

 
Find the paper you wish to return 
to the student and select it. 
 
Click on Upload this file. 
 
You might write “See attached 
file,” as a comment. 
 
Select the grade from the drop-
down menu. 

 
 
Finally click on Save changes or 
Save and show next to save the 
grade. 
 
 

 
The students will see 
documents you uploaded 
when they look for their 
grade. 
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Student: Taking a Quiz 
 
Let’s see what happens when Jane takes a quiz.  She begins by clicking on a link 
to the quiz on the course Home Page. 
 
 
The quiz is open for taking.  
 
Jane clicks on Attempt quiz now. 
 
 
 
 
 
Both questions on this quiz are 
True/False questions, which can be 
answered by clicking on the answer. 
 
After selecting an answer, Jane clicks 
on Submit for each question. 
 
 
 
 
 
 
She gets feedback to her answers – both 
general and specific.  
 
General feedback, such as “Johnny B. 
Goode was recorded by Chuck Berry,” 
will be shown no matter which answer 
is selected. 
 
Specific feedback, such as “Good,” 
depends on whether the correct or 
incorrect answer was selected. 
 
Moodle gives marks for each 
submission depending on how you set 
up the quiz. Again depending on how 
you have set up the quiz, the students 
may resubmit their answers.  
 
When Jane is finished she clicks on Submit and finish.  The grades are recorded in the Moodle 
gradebook automatically.  
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Student: Participating in a Discussion 
 
 
Jane decides to participate in an assigned discussion. She clicks on the discussion 
link on the course Home Page. 
 
The questions designed to encourage the discussion are listed on the right in the “Discussion” 
column. 

 
 
 
She reads the 
question and clicks 
on Reply to enter 
her reply. 
 
 
 
 
She enters her reply in the text-editing box. 

 
After she has entered her reply, she clicks on the Post to forum button at the bottom of the page.  
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She next will see another page that double-checks whether she is ready to submit the page. She 
clicks on Continue to do so. 
 
She now will see her reply posted below the original question. The default view is to display 
replies in nested form, with replies indented, as shown below. 
 

 
Jane will also be able to see the replies of her peers. Depending on what you have suggested or 
required, Jane may post a reply to some of her peers’ responses as well. 
 
 
 
 
Professor: Viewing and Grading a Discussion 
 
 
To view a discussion, you can click on the Forums link in the Activities menu. 
 
 
Then click on the link to 
the particular discussion 
you want to grade. 
 
 
 
 
 
In this example, the first 
question appears to have 
generated the most 
activity. Click on the link 
to this question. 
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You can display the 
discussion in different 
ways. 
 
The Nested form 
display is shown at 
the right. 
 
The nested form has 
the advantage of 
showing the actual 
text of the replies, 
which are indented. 
 
The disadvantage of 
this form is that it can 
grow quite long when 
a lot of class members 
are participating. 
 
 
 
 
 
 
 
The Threaded form contains less 
information, but is more compact.  
 
 
 
 
 
 
 
Whatever form you use will depend on your preference. You can look at the replies and judge 
the quality of each student’s contributions to the discussion. The Activity Reports, which are 
discussed in Lesson 9, will give you a measure of the number of contributions each student has 
made, and can let you look at all of a student’s responses at once for any or all forums. 
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When you have assigned grades for the students, go to the gradebook.  
 
 
Turn editing on. 
 
 
 
 
 
 
 
Enter the grades in the gradebook and click on Update when 
you are done.  
 
(For simplicity’s sake, I only entered one Jane Doe’s grade in 
the example at the right. You can enter the entire class at once, 
if you like. ) 
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Professor: Viewing the Gradebook 
 
We will spend more time with the gradebook in the next lesson. The expanded view of the 
gradebook looks like the below: 

 
The gradebook is separated into sections, each corresponding to categories that you defined as 
you set up your course.  
 
The example above has two main sections: Grades and Ungraded. We have set the Ungraded 
section to have no grades, so the course grade is determine by the Grades section. 
 
In our example course, you are giving four types of grades:  Assignments (30%), Discussions 
(20%), Exams (40%), and Quizzes (10%). The Grades section is subdivided into categories for 
these four types of grades. The examples below are for Jane Doe’s grades. 
 
 
Assignments: 

Two grades:  48/50 and 40/50       Category grade = 88/100     =     88.00% 
  

Discussions: 
Two grades:  44/50 and 86/100      Category grade = 130/150   =     86.67% 
 

Exams: 
Two grades: 78/100 and 85/100  Category grade = 163/200   =     81.50% 

 
Quizzes: 

One grade:  5/10    Category grade = 5/10        =      50.00% 
 
 
 
Grades Category: 
 

Course Grade��
� ����� � � � 	� � 
� � ����� � � � 
� � 
� � ����� � � � �� � 
� � ����� � � � �� �

���
 = 81.33% 

 
 
 The course grade of 81.33% corresponds to a letter grade of B-.  We will see how to assign letter 
grades in the next lesson. 
 



Moodle Lesson 7 – Student & Professor View 14 
May 29, 2009 

Student: Viewing Grades 
 
Jane clicks on Grades to see her view of the gradebook. 
 
 
 
 
Jane only sees her own grades and feedback. 
 
 
 


