
Using Moodle: Set Up Your Site 
STEP 1: Login to Moodle  

Find out how to access your Moodle Course. 
(If you can't find your site, it may be that it hasn't been created yet. Check the Moodle Creation and 
Deletion Schedule.) 

STEP 2: Choose a Course Format 

Choose whether your course will follow a topic or weekly layout and adjust the number of sections. (If 

you choose a topic layout, the number of topics is up to you. If you choose a weekly format, create 17 

sections to account for breaks and finals week). 

STEP 3: Adjust your Blocks 

 Review the standard blocks included in your site.  

 Add blocks to your site as needed.  

STEP 4: Fill in the Week 0 section 

 This section is located at the top of your site and is always visible to your students. A typical Week 0 is 

shown below.  

 

 

 

 

 

  

 

 To modify Week 0, locate and click on the “Turn editing on” button found on the 

top right of your site.   

Edit the Summary Field. Include a brief introductory message. Use a Label to include additional text and 

images.  

Upload files, including your syllabus and any documents that students will frequently reference 

throughout the semester.  

STEP 5: Setup the Gradebook 

Review Step One: Navigating the Gradebook and Step Two: Understanding Grade Book Terminology.  

Determine your grading structure. The two most popular structures are Total Points where each item is 

worth a specific number of points and Categories where each type of assessment is worth a percentage 

of the grade (for example, Quizzes are worth 10%, Homework is worth 30%, etc). Once you have 

decided up a structure, read Step 3: Adding Categories and Grade Items and Step 4: Set Aggregations 

and Put It All Together to help you build your grade book.  
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Adjust settings if you plan on dropping the lowest grades in any category.  

STEP 6: Add Resources 

 Resources are various forms of content that students access within Moodle. 

You can add various resources to your sections such files, web-sites, photos, and videos to your 

sections. (You don’t need to add resources to every section.) 

 The following are some of the more popular resources:  

Files such as Word Documents, PDFs, PowerPoint presentations, etc. can be posted for students to 

access. 

Labels allow you to add text and images to your course. They can be used to add large pieces of 

information, but they can also be used to help organize your sections with headings.  

URLs link to a relevant website or on-line videos, such as those found on Films on Demand and YouTube. 

To add these or any other resources, go to any section and click on Add an Activity or Resource. 

STEP 7: Add Activities 

 Activities offer you many options for assessing student learning.  

You don't have to add a particular number of activities per week or section, and some activities may not 

be applicable to your course. (Be aware that you don’t need to add all of your activities by the first day 

of class—you can add activities as the semester unfolds. ) 

 The following are some of the more popular activities: 

 Assignments allow instructors to assign work that students submit by attaching documents or by typing into a 

text editor. 

 Forums allow instructors to hold asynchronous discussions with their students. 

 Quizzes allow instructors to administer online exams.  

Adjustments to quiz lengths can be made for individual students who need more time to complete it.  

 TurnItIn Assignments allow instructors to check student submissions for plagiarism. 
 You will need to adjust the start and due dates for these assignments. 
 Review instructions on how to grade TurnItIn Assignments before your class begins.  

To add these or any other activities, go to any section and click on Add an Activity or Resource. 

STEP 8: Make your Course Available 

 Set your course availability so it is visible to students.  

For more information and help creating your Moodle site— 

 Call or email Sarah Chambers sarah.chambers@castleton.edu (802-468-6078) 

 Visit Moodledocs.vsc.edu  
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