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Tips . . . 

1. The purpose of this manual is to orient local Moodle Administrators to a few 

of the basic steps that can be taken locally – close to the action. 

 

2. Study this brief manual. If you want to, you can also login to your local 

Moodle site to follow some of the steps. 

 

3. If it would be helpful, we can do a walk-through by phone. If you can be 

online while we talk, we can easily do this in about 20 minutes, especially if 

you’ve done a little experimenting ahead of time. 

 

4. I am available for help if you need it 

 

Rmarquis@thelearningcurve.org     978-606-7023 

 

If you do not have a copy of “What Will Caleb Learn?” you can download it at 

http://romeomarquis.com/.   

  

mailto:Rmarquis@thelearningcurve.org
http://romeomarquis.com/
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A. Your local Moodle site 

When we create a Moodle site for your school district, it is an empty shell. We usually begin by 

grabbing some graphics off your district’s Web site and then using it to create your Moodle site. 

At first, your Moodle site is an empty shell that looks like this: 

 

 

B. Your Site Administration panel 

We have included you as a local Moodle administrator. Initially, you and I are the only 

administrators on the site. As you work your way through this Guide, please remember that I am 

ready to work with you and support you every step of the way. Feel free to email 

Rmarquis@thelearningcurve.org or call 978-606-7023. Let’s begin . . . Login and you will see 

your Site Administration panel. 
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C. Creating individual accounts for teachers and other users 

Before you can create course sites for your teachers, we have to create accounts for them in your 

Moodle site. I can usually do this for you. When I receive the names and email addresses of your 

teachers who will participate in the Moodle course, I then prepare a CSV file and create their 

accounts in the Moodle Online Professional Development server and then add those teachers to 

the Moodle course. Then I use the same CSV file to create accounts for the teachers in your local 

Moodle site. Once that has taken place you will be able to create course sites for these teachers 

and add them to their course site with teacher privileges. Initially, however, the default setting 

for all users is “student.” (See Section D for adding multiple users.) 

To see the list of users in your site, login and go to 

Site Administration > Users > Accounts > Browse list of users 

 

If you want to add another teacher or two, go to 

Site Administration > Users > Accounts > Add a new user 

and do ONLY the following. 

 Assign a username, password, First name, Surname, Email address 

 Change Forum auto-subscribe to NO 

 Change Forum tracking to YES 

 Add City/town and select the appropriate 

 In the large box under Description, enter your school name 

 SKIP the rest and click on Update Profile 
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D. Creating course sites 

From your Site Administration panel, go to 

Site Administration > Courses > Add/edit courses and you will see 

 

At this point you have to decide whether or not you want several categories. Categories can be 

schools within your district or departments/grade levels within a school. If you want to create 

categories, you should do that now. Then you would have to enter each category to create course 

sites within that category. If you don’t want categories, then proceed to Add a new course and 

you will see  

 

Enter the course title in the Full name box and a shortened name in the Short name box. 

 Example: Advanced Placement Biology . . . AP Bio 



6 
 

Scroll down but do not change anything else on this page. Your teachers will find instructions for 

this page in the Moodle course. Go directly to the bottom of the page and Save changes. You 

will see 

 

Click on Teacher and you will see 
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Select the teacher for this course and then Add. 

That’s it! The teacher in the Moodle course will receive all instructions for developing his or her 

course as he or she progresses through the Moodle course. 

 

E. Creating accounts for students and enrolling them into courses 

This is a two-step process. The first step is for a Moodle Administrator to create the student 

accounts on the Moodle server. Once this has been done, teachers can add the appropriate 

students into their courses. For the second step, teachers can refer to the Caleb manual, pp. 81-

82. 

Option 1: The easiest method is to allow users (students) first to create their own accounts in 

Moodle. This works only if students have email accounts. First the Moodle Administrator will 

have to set the site to allow self-enrollment. Then prospective users can create their own Moodle 

accounts. The best way to do this is to allow self-enrollment for a specific time. For example, a 

certain class period when the teacher takes the class to a computer lab for this specific purpose is 

ideal. Then, once the accounts have been created, self-enrollment is then disabled again. Here are 

the steps for the Administrator: 

1. Follow Site Admin/Users/Authentication/Manage Authentication. Do NOT change 

any of the settings in the table. Scroll down to the Common Settings area and be sure the 

“Self registration” setting reads “Email-based self-registration. Scroll down and “Save 

changes.” 

 

2. Instruct your prospective users to go to your Moodle site and click on “Login.” Have 

them click on “Create new account” in the right-hand column. Then they can follow the 

prompts to create an account. Once they have created their account they will receive a 

confirming email. Be sure to instruct students to use their real names; this is an academic 

environment and not a social networking site. 

 

3. Once all prospective users have created their accounts, repeat the steps in #1 above and 

change the “Self registration” setting to “Disable.” Scroll down and “Save changes.” 
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Option 2: The administrator prepares a .csv file with student data and uploads the entire file to 

Moodle. 

1. Begin with an Excel file with the header row exactly like this one: 

 
2. Passwords: If you use a common password like the example in this table, you will have to 

instruct your students to edit their profiles and choose a new password. If you choose to 

assign each student a unique password, then you will have to give each student his or her 

login information. 

3. Email: If you do not allow email, then you can assign fake email addresses as I have done 

in this table. If you provide email accounts to your students or if you allow them to use 

their own email addresses, you can add them. 

4. Do a SAVE AS and save this as a .csv file. That is the only batch upload file that Moodle 

will accept. You can continue to add users to this file. Each time you upload it to Moodle, 

Moodle will accept only the new users. 
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5. Once you have your .csv file ready, login and go to: 

 
6. Browse to your .csv file and click on  

7. That’s it! The accounts have been created. 

If you encounter any difficulty at all with this process, 

please email Rmarquis@thelearningcurve.org or call 978-606-7023. 

Once the accounts have been created, 

teachers can enroll their students according to 

the instructions in Caleb, pp. 81-82. 

F. Resetting forgotten usernames and passwords 

Some users will surely forget their login information, especially if they haven’t logged in for a 

while. Keeping a list of usernames and passwords is perhaps not a great idea since users can 

change their passwords anyway. When a user cannot login, you will have to reset his or her 

password. 

1. Login to your Moodle site. 

 

2. Browse list of users 

mailto:Rmarquis@thelearningcurve.org
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3. In the Full name box, enter the user’s last name and press Enter.     Example: Knudsen 

 
4. Choose Edit. 

 
 

5. Enter a new password. Then scroll down and enter something in the box just below 

Description. Enter anything. It really doesn’t matter. Moodle will not accept any changes 

in the user’s profile if this box is empty. 

 

6. Finally, scroll down and Update profile. 

 


