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How to log into Moodle 
 

1. Open Mozilla Web browser.  

2. Log into your eCampus account. 

3. Click on Moodle CMS on the right side of your 
screen under My Favorite Services. 

 
 
How to Upload Assignments 
 

1. Access the course from your Moodle list of 
courses you wish to work on by clicking its 
link. Click on Assignments in the Activities 
block. You will see a list of all active 
assignments. 

2. Click on the name of the assignment you wish 
to submit.   

3. You will be forwarded to an upload page 
where the question or the topic of the 
assignment will be displayed on top, along 
with the date it was Available from and the 
Due date.  

4. Click on Browse to locate the file on your 
computer.   

5. When you find the file, click Open to 
attach it.   

6. Click Upload this file to send it to the 
instructor.   

7. Click Continue to finish the task or Moodle 
will automatically redirect you to the upload 
screen again if more than one submission is 
allowed by the instructor. 
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How to delete and resubmit an assignment 

Note:  The professor has the choice to allow deletions of assignments. If you do not see the X icon next to your 
submitted document it probably means the professor has not enabled it. You may wish to ask the professor 
whether he/she would like to enable this option. Please ask your professor to contact the Faculty Center for 
Professional Excellence at x4220 for assistance. 

1. Access the course where you had uploaded 
your assignment. 

2. Click on Assignments in the Activities block.  

3. Click on the name of the assignment you wish 
to delete.   

4. Click on the  right next to your submitted 
document.  

5. Click on Yes.   

6. To resubmit, follow the steps in How to 
upload an assignment (see page 2). 

 

How to download a file in Moodle 

 

1. Access the course where the file you wish to 
download is located. 

2. Click on the name of the file.  

3. In the pop-up window select the option Save 
to Disk.  

4. Click Ok. 
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Discussion Forums 
 
Posting a new topic 

1. Access the forum you would like to participate in 

from the  link in the  block. 

2. Click on . 

3. Fill in the topic subject and content and click on 
Post to forum. 

 

Note: Under the Subscription option, students may 
choose to receive an email notification every time 
someone posts to the forum.  

 

Reading a message 

1. Access the forum you would like to participate in 

from the  link in the  block. 

2. In the discussion column, click on the topic you 
wish to view and all the messages will be available 
for you to read.   

 

Posting a response to a message 

1. Choose the message you wish to respond to and 
click Reply. Then type your response in the 
message text box.   

2. At the bottom of the page, click on the Post to 
forum button.   

Note: Instructors have the option to Delete or Edit a 
studentôs message.  
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Chats 
 

How to participate in a chat session 

1. Access the course by clicking on the appropriate 
course link. 

2.  In the activities block, click on Chats.  

3.  Once directed to the chat page, choose available 
Chat Topics under the NAME column. 

  will direct you to the 
chat session.  

4. A new window with the chat session will start up. 
The right column will show who is currently logged 
into the chat. The left column displays the current 
dialog. 

5.  Type in the space at the bottom of the page and hit 

Enter to send your responses.   

6.  To exit the chat session, close the window by 

clicking the  icon on the upper right of the chat 
window.   

 

Type Text Here 

Exit 
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How to upload a picture of yourself 
Note:  A thumbnail size of this picture will show up next to your name with your activities, such as discussion 
responses & chat sessions 

1. Log into Moodle. 

2. Click on your name appearing in the top right 
corner of the browser window.   

3. Click on Edit Profile and adjust the options you 
wish.  

4. To change your picture scroll down to the 
Picture Of section and click on Browse.   

5. When you find the image file, click Open 
to upload it.   

6. Click on Update Profile to save the changes.  

How to send an email to the instructor or another student 

1. Log into Moodle and access the course in 
which you want to send the email.   

2. Click on Compose under the Quickmail block.   

3. Place a check mark next to the names of the 
desired recipients of the email.   

4. Enter a Subject and type your message in the 
Message box; if desired an attachment may be 
included. 

5. To send the email click on . 

Note: Any responses to these emails will appear in 
the email account specified in your profile. 
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Frequently Asked Questions (FAQs) 
 
 
Q: What browser should I use? 
A: Firefox is the recommended browser for using Moodle in both Mac and Windows 
environments. Mac Safari users will not see the formatting toolbar, and some Windows 
Internet Explorer users have reported problems when editing their profile. If you do not 
have Firefox installed, download it here: http://www.mozilla.com/en-US/firefox/. 
 
 

Q: Why canôt I see all my modules in a course? 

A: You clicked on the icon  that will collapse all the modules in your 
course.  To expand all the modules, click on the box on the upper right 
side of the last available module. 
 
 

Q: I've just added a course that uses Moodle; how long before I have access to it? 
A: Adds should be processed in the system within 24 hours of being submitted to the Registrar's office. 
 
 
Q: I've dropped a class that used Moodle but I'm still receiving email from it.  How do I make it stop? 
A: Drops should be processed in the system within 24 hours of being submitted to the Registrar's office. If 
you are still receiving course emails after this time, send a message to your instructor reminding him/her 
that you need to be removed from the course. 
 
  
Q: I receive an email every time somebody posts in the forum. How can I stop that? 
A: In order to avoid this, you should change a setting in your profile that subscribes you automatically to a 
forum once you post in it. To do that, click on your name and go to the edit profile menu. Then change the 
setting for Forum auto-subscribe to No: donôt automatically subscribe me to forums. You can also 
unsubscribe yourself from individual forums. To do so click on Forums in the activities block on the left 
side of the screen, once directed to the Forums page you can click on Yes or No under Subscribed.  
This will only work if the professor allows it. 
 
 
Q: How do I check my grades? 
A: You should click on Grades in the Administration block on the left side of the course to see your grades 
in the current course, provided that the instructor allowed viewing of grades in the course Settings. An 
email will be sent to you when a grade or comment is applied to your assignment submission or activity.  
Alternatively, you can also click on the Assignments or Quizzes link to see your grades for specific course 
grades once they have been submitted. 
 
 

http://www.mozilla.com/en-US/firefox/


 

 

                                                                                                                                      Moodle: Student Guide 

   

© 2008-2009 Adelphi University 7/24/2009 8/8 

Q: What do I do if I click on the link to take a quiz or a course item and my web browser has blocked a 
pop-up window? 
A: Moodle may display quizzes and/or course items in a pop-up window, so if you have a pop-up blocker 
turned on, the quiz window may not come up. To turn off the Mozilla Firefoxôs pop-up blocker follow these 
steps: 
 

All Versions of Mozilla Firefox: 
i. When Firefox prompts you that it has blocked a popup  

ii. Click Options (or Preferences) and select Allow popups for moodle.adelphi.edu. 
 

 Alternatively you may: 
 

Windows Mozilla Firefox: 

 Go to Tools > Options > click the Content tab, click the Allowed Sites (or Exceptions) button, and 
add ñmoodle.adelphi.edu.ò 

 
Macintosh Mozilla Firefox: 

 Go to Firefox > Preferences > click the Content tab, click the Allowed Sites (or Exceptions) button, 
and add ñmoodle.adelphi.edu.ò 

 
 
Q: How can I get more help? 
A: Visit one of the Peer to Peer Technology training sessions. See the schedule at 
http://infotech.adelphi.edu/services/peertopeer.php.  For technical problems that you canôt find the answers to on 
moodle.org, contact Adelphi Customer Services at support@adelphi.edu, call 516-877-3340, or stop by in person 
to the Information Commons on the 2

nd
 Floor of Swirbul Library. 

http://infotech.adelphi.edu/services/peertopeer.php
mailto:support@adelphi.edu

