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LOGGING INTO MOODLE

1. Open your web browser and go to
the following website.

http://moodle.peoriaud.kl12.az.us

Note: A link to PUSD Moodle can also = H
be found from the PUSD Homepage, by :
selecting Web Services. Secure login

Employee & Student
Email

Employment
Opportunities

Privacy Statement

Student Acceptable
Use Agreement

Employee Acceptable
U=se Agreement

Copyright
Complance
Guidelines

Weh Services

RSS & F’Ug ) |
Tax Credit 1
Information

2. Click the Login link, located in the
blue banner in the upper-right
corner of the page.

3. Enter your username and password. Returning to this web site?

Note: Your username and password
will be identical to those that you enter
when logging on to a PUSD computer. Hemmame

FEssTE |........| | L Logln ]

4. Click the Login button.

Forgotten your username or password?

[ Yes, help me log in ]




SELF-ENROLLING IN A COURSE

IMPORTANT: The following steps only apply for a course that the teacher has
opened for self-enroliment.

1. LOgin to Moodle. Returning to this web site?

7]
Username CCE”EWEY

FeeEw |........| | I LDgiI"I l

Forgotten your username or password?

’ Yes, help me log in ]

2. Scroll to the bottom of the home
page and locate the Search field.

3. Enter in the course or instructor
name. Then click the Go button. S S |Ritz| “%

4. Locate the course title and click the
Self-Enroll icon, located below the HEF
course name and description.

5. Enter in the Course Enrollment Key -

This course requires an 'enrollment key' - a one-time

given to you by the cou rse password that you should have received from Misty Ritz.
instructor. | ------------ | | | Enroll me in thllg course |

Note: Some courses may not
require entering in a Self-Enrollment
Key.

6. Click the Enroll me in this course
button.



OPENING A COURSE YOU ARE ENROLLED IN

1. Login to PUSD Moodle.
My courses

7J Demo Class

2. After logging in, you will see a My ;:’ Internet SEIfe_’W
Courses block on the right side of o sc
';:I' SI”,'lrlllnternet Safety-mireguboff

the Moodle home page. o

All courses ...

3. From the My Courses block, click the
link to your course to open. e O e

IMPORTANT: If you do not see the My Courses block after logging in or if you do
not see a link to your course in the My Courses block - you are NOT enrolled in the
course. In this case, you will need to contact the course instructor and request to
be enrolled in his/her course.

DISCUSSION FORUM

SUBSCRIBING TO A FORUM

When you are subscribed to a Moodle discussion forum, Moodle will send you an
email alert when a new topic or reply has been submitted to the forum.

The email alert will identify:

1. The person who submitted the
topic/reply in the email From
field. L] Cindy Callaway

Training Course &: Please respond to ...
2. The name of the course and the

topic/reply subject in the email
Subject field.



The email alert will contain:

1. The message of the topic/reply
for you to read, without having to
login to Moodle and open the
discussion forum.

2. A Reply link, which will take you
to the Moodle login window and
then directly to the discussion
forum reply dialog box.

3. An Unsubscribe link, which can
be used to unsubscribe from the
email alerts for this discussion
forum.

From: Test Teacher [TTeacher@peoriaud.k12.az.us]
Sent: Thursday, June 12, 2008 9:40 AM

To: Test Teacher

Subject: Training Course 6: Re: Please respond to ...

Training Course 6 » Forums » Standard forumn for general use » Please respond to ...

D Re: Please respond to ...
by Test Teacher - Thursday, June 12, 2008, 09-07 AM

Writing-to-demonstrate is when the student writes to demonstrate what he/she has
_’ to a specific learning topic or objective. When a student writes-to-demonstrate wh
teacher evaluates the written work based on content and not on grammatical correc
writing-to-demonstrate evaliations. the teacher can identify what was and was not !
curriculum as needed. Writing-to-demonstrated can and should be used in all subje
| Reply
See this post in context

=P Unsubscribe from this fornm

IMPORTANT: If you reply to the email alert (by using the email reply option) you
will only be sending an email reply to the person who posted the reply in the
discussion forum. Using the email reply option will not add your email reply to the

discussion forum.
To subscribe to a discussion forum:

1. Login to the course and open the
discussion forum you want to
subscribe to.

2. Click the Subscribe to this
forum link, located in the upper-
right corner of the discussion
forum page.

NOTE: You also have the opportunity
to subscribe to a forum, every time you
post a topic or reply to the forum.

o

This forum allows everyone to choose whether to subscribe or not
@ Everyone can now choose to be subscribed
Subscribe to this forum

Subscription @ | Send me email copies of posts to this forum v

et G | don't want email copies of posts to this forum
size: S00KB) @ Send me email copies of posts to this forum k



UNSUBSCRIBING FROM A
FORUM

To unsubscribe from a discussion
forum:

rate evakations, the teacher com identify what was and +
wd Wrting-to-demomitrated can ad iboidd be used m

1. Click the Unsubscribe from this
forum link, located in the email
alert.

(141

e Unsubscribe from this forms

IMPORTANT: When submitting a new Subscription @ | Send me email copies of posts to this forum v
i i Attach t (M | don't want email copies of posts to this forum
i e ooty S

I
want email copies of posts to this

forum in the Subscription field.

CREATING A NEW TOPIC

IMPORTANT: When creating a new topic in a forum, you are creating a new
discussion topic. Your course instructor may NOT want you to create new
discussion topics and to only reply to instructor created topics. Please seek your
instructor’s guidance on whether you should create topics or not.

1. From the course page, click the link

to open the discussion forum. djﬂj%%

Note: A discussion forum will have a unique, teacher created title - such as
Chapter Four. Discussion forms can be identified by the following icon, which is

located to the right of the title link.

2. Click the Add a new discussion
topic (or Add a new question) |~ Add a new discussion topic |
button. A




3. Type a Subject and Message for
your discussion topic.

Your new discussion topic
Subject™

Message™ @

“(llang & B 7 U § | % < | &

= m | Ty dn | — b oo @ oo O C1HH <

Trebuchet ~||1(8pt) v

== (1|

IMPORTANT: If your message is one that will take a few minutes to type, it is
strongly recommended that you first type it into a Word document, which can be
saved. You can then copy and paste your text into the Moodle Message box.

4. Scroll to the bottom of the Message
box and locate the Subscription
field. Select I don’t want email
copies of posts to this forum - if
you do not want to receive an email
announcement when a new item is
posted to this forum.

5. Click the Post to forum button.

REPLYING TO A TOPIC

1. From the course page, click the link
to open the discussion forum.

2. Click the link to open the discussion
topic.

Format @ HTML format
LTI B | don't want email copies of posts to this forum %
Attachment (Max

size: S500KB) @
Mail now O

Post to forum

There are required fields in th

& Chagtel]' Four
I Add a new

[ — e A 2L
How science aﬁectsfailv life v CYNTHIA
Science and the everyday life A ) ALEX AV

Herwe crianra affarte mu lifa AfrlcAaRAM HL



3. Click the Reply link, located below
the message you want to reply to.

CHANGING THE REPLIES
VIEW
1. Open the discussion forum.

2. Open the discussion topic that
contains the replies.

3. Select the preferred view from the
drop-down box, located at the top of
the window.

TAKING A QUIZ

> P

SILK O CONLAUL 8dUNULNEr guiCker. 11ns 1s mmporudric petduse sdy urne o
is dying, science might have the cure for them. Science helps us contac
soon enough science will be able to figure out if there is life on other p
on other planets in case global warming happens or our planet becam

., Re: How science affects daily life
\—_f'/- by SARAH HALL - Friday, 6 June 2008, 11:00 AM

1 agree, science is very important for communication and health.

Show parent | Edit | Split | Delete ifply

Display replies in nested form ,v;

Display replies flat, with oldest first 3
Display replies flat. with newest first
Display replies in threaded form

Display replies in nested form

1. Click the link to the quiz you are
ready to take.

4 Course Quizzes
Note: You will access quizzes
[

T Test - Unit 1 (Esrlv Americ
& Test - Unit 2 (Chd War an

Note: Each quiz will have a unique, teacher created title. Quizzes can be identified
by the following icon, which is located to the left of the title link.

2. Click the Attempt quiz now
button.

[h

Lesson 1.1 Quiz

[ Attempt quiz now %

(e o —



3. After answering a question, click

the Submit button located below 3 What color is the sky?

i i i i arks: -/
the questlo_n (this will submit M t Choose one o A e
your work in progress, and answer. o
reduce the chance of loosing O B-Blac
data, should your Internet O C.Green
connection fail while you are =
taking the quiz). ‘—l%

IMPORTANT: If there is a Next Page option at the bottom of your quiz, you will
need to click it to advance to the next page and complete all question.

4- If YOUF qUiZ has a neXt page ||nk, [ Save without submitting ][ Submit page ][ Submit all and finish

click the Submit Page button
before advancing to the next

page.

5. After answering all quiz
questions, click the Submit all
and finish button.

SAVING WITHOUT
SUBMITTING

1. If you are interrupted before you [ sasuihotsubmitng | [ Submit page | [ Submitail and i
complete all quiz answers, click
the Save without submitting
button to save the quiz and close
Moodle to return at a later time.

2. To open a saved quiz, login to ¥ Lesson 1.1 Quiz
your Moodle course and click the
link to open the quiz.

3. Click the Continue the last
attempt button.

| Continue the last attempt | |



SAVING A COURSE ASSIGNMENT FILE

Use the following steps if your
instructor has inserted a link to a file,
which you are to use for completing an
assignment.

To download a copy of an assignment
file:
Download this Strategies and Objectives Chart Template™. €
1. Double, left-click on the file link,  chartbelow. C\ff?

2 . SeleCt Save . File Download ‘il

Do you want to open or save this file?

GE Name: Application_Strategies_Chart_Template.doc
j=" Type: Microsoft Office Word 97 - 2003 Document, 51.0KB
From: meedle. peoriaud.k12.az.us

Open Save L Cancel

Aways ask before opening this type of file

l-' ‘While files from the Intemet can be useful, some files can potentially
ham your computer. f you do not trust the source, do not open or
save this file. What's the risk?

3. From the Save As window, e T
browse your computer to select D [Fre

My Recent ﬁwmm::::m

the area you want to save the “’g‘ =
file in. Then click the Save ol
2 ) Tressure_Hunt WSRevieed.doc

button. i

My Netwerk | Save 25 ype

4. To open the saved file, open your ¥y Computer
My Computer area and browse to =, . .= k&
locate the area in which you
saved the file. Then double-left o
click on the file to open. Qus - @ - B 1) Pourh Broces 7 of M-

Links @] information Systems @] 1S Team Site  T) MOODLE ] PUSD Teamsites

Address [« cx\
# )00k 10c752de fib4ach

System Tasks |C)Documents and Settings
|{E3Hp_Laptop_Recovery_File

B> I

Hide the contants of
@ e S
b Add or remove nie

programs [Program Files
2 Search for fies or [Ea5wSetup
=D Ewmoows
Ehavremove. csv

) setupog
File and Folder Tasks

] Rename this folder
[ Move this folder




UPLOADING ASSIGNMENT

UPLOADING A SINGLE FILE

1. Click the upload assignment link. EASSMWEHE -4

Note: Each assignment upload link will have a unique, teacher created title. Upload
assignment links can be identified by the following icon, which is located to the left

of the title link.

2' CIICk the Browse bUtton' Upload a file (Max size: 64MB)

H Brow§|e...
Upload this file

3. Browse your computer to locate Choose ile

and select the file to be —— [ - =
. 2 Organ Images
uploaded. Then click the Open L:?) 7 CCallawsy - Digestive System Sth Gr.notebook
My Recert B cCallaway-Week 2_Lesson_Rubric.doc
b u tto n. Documents || Digestion Video. WMy
@ i} Digestive System - Video Worksheet.doc|
- B pigestive System Labeling Diagram.doc

Dieskiop |E|How the Body Waorks The Digestive System. WMV
8] scientists discover true function of appendix organ.doc
& Spleen.wmy

My[; e [@]Teacher Resorce Sheet.dac
ocuments

My Computer

MVFT“Jawﬂﬂc File name: IDigestwe System - Video Worksheet doc j en
aces

Flesoftype: Al Fles ) = | ==

4. Click the Upload this file
button.

Upload a file (Max size: 64MB)

C:\Documents and Settings\ccallaway\Desktop'\Desktop | Browse...

Upload this file

11



5. Click the Continue button.

Note: Disregard the mail function
error message, if it appears while
uploading your file.

How do I know my file uploaded?

After uploading, a message will appear
reading File uploaded successfully with
a Continue button that can be used to

return to the course. The mail function
error appears on this page, but can be
ignored.

UPLOADING MULTIPLE FILES

1. Click the upload assignments
link.

File uploaded successfully

Continue

Fanadla

U Irdinimny Lours>e o ALSSIYNment F.1 L0 ]]

ERROR: Could not instantiate mail function. ERROR:
instantiate mail function. ERROR: Could not instanti:
ERROR: Could not instantiate mail function.

Home’ Training Course 6+ Assignment 7.1 Upload

ERROR: Could not instantiate mail function. ERROR: Could not instantiate mail function. ERROR: Could not instantiate
mail function. ERROR: Could not instantiate mail function. ERROR: Could not instantiate mail function. ERROR: Could
not instantiate mail function. ERROR: Could not instantiate mail function. ERROR: Could not instantiate mail function.

File uploaded successfully

You are logged in as Test Teacher (Logout)

[j Unit & Assignments

Note: Each assignment upload link will have a unique, teacher created title. Upload
assignment links can be identified by the following icon, which is located to the left

of the title link.

2. Click the Browse button.

O

Upload a file (Max size: 64MB)

BrowEe...
Upload this file

Final submission for assignment marking

Send for marking

12



3. Browse your computer to locate S 33

. . Look in- [ Week 2 - il
and select the first file to be e 8 e -l c®cs@
. 5 [E0rgan Images
u ploaded . Then click the open £6) o CCallaway - Digestive System 5th Gr.natebook
My Recert  [BH)CCallaway-week 2_Lesson_Rubric.doc
b utton. Documents | g pigestion Video, WY
I T} Digestive System - Video Worksheet.doc
¥ Digestive System Labeling Diagram.doc
Desictop |E|How the Body Works The Digestive System. WMV
B scientists discover true function of appendix organ.doc
__J \E| Spleen.wmy
My Documents B Teacher Resource Sheet.doc
58
My Computer
«)
My Networc  File name: |Digestive System - Video Worksheet doc 7| en

Places

Files of type: [ Al Files ) =l Cancel

4. Click the Upload this file
button.

Upload a file (Max size: 64MB)

C:\Documents and Settings\ccallaway\Desktop'\Desktop
iy
5. Your first file will be uploaded.

Repeat steps 2-4 for each file [ Digestive_System_Labeling_Diagram.doc %
you want to upload.

Note: The red X next to your uploaded file, indicates that the file has not been
submitted for marking yet. Click the red X if you would like to delete the copy that
has been uploaded.

6. After you have uploaded all files, Submission draft
click the Submit for marking
[#] Digestive_System_Labeling_Diagram.doc ¥
bUtton . Digestive_System_Labeling_Diagram_1.doc %
|| Scientists_discover_true_function_of_appendix_organ.doc ¥

Final submission for assignment marking

Send for marking

IMPORTANT: If you click the Send for Marking button, before you have uploaded all
files, you will not have the opportunity to upload additional files.

T ITdITHNY WOuUrse or ALLIYNIMeENnL 7.1 L]

Note: Disregard the mail function error

message, if it appears while uploadin
g€, PP P 9 ERROR: Could not instantiate mail function. ERROR:

your files. instantiate mail function. ERROR: Could not instanti
ERROR: Could not instantiate mail function.

13



How do I know my files uploaded?

After completing the above steps to @] CCallaway_—_chpt_11.doc
submit your files for marking, the red x ES:H::Z:;;;EESE;?E‘;E

(located next to each uploaded
document) will disappear. Also, the
Send for Marking button will be replaced
with the following message:
Assignment was already submitted
for marking and cannot be updated.

Assignment was already submitted for marking and can not be updated

NAVIGATING A COURSE BOOK

The following directions will apply if your instructor has placed course content into a
Moodle Course Book.

Note: Each course book will have a unique, teacher created title. Course books
can be identified by the following icon, which is located to the left of the title link.

&

1. Click the link to open the course

book a Course Lessons
OOK.

2. Locate the Table of Contents (to | ome American Econom
the left of the page view) and Table of Contents
left-click the section title to open
the page in the right window
frame.

Course Introduction

Unit 1: Foundations of
Economics
1.1 What is
Economi
1.2 Ec 1.1 What is Economics:
Syste
Making
1.3 Business
QOrganizations and
Economic Institutions

Unit 2: Microeconomics
Unit 2.1: Demand
Unit 2.2: Supply
Unit 2.3: Prices and

14



TEACHER FEEDBACK EMAIL MESSAGE

You will receive an email alert after
your instructor enters a feedback
comment in the course gradebook, for
an assignment you have submitted.

This email alert will identify your
instructor’s name in the From field and
the assignment name in the Subject
field.

1. Open the email message.

2. Click the assignment
submission link, located in the
message.

3. The Moodle login window will
appear. After logging into
Moodle, you instructor’s
feedback comments will appear.

= Valerie Naish RE: SMART Notebook Level 2 Assignment...

From: Valerie Naish [WVNaish@peoriaud.k12.az.us]

Sent: Monday, June 09, 2008 1:35 PM

To: Cindy Callaway

Subject: SMART Motebook Level 2: Assignments: Click here to upload your SMART Notebo

SMART Notebook Level 2 -=Assignments -=Click here to upload your SM#
Week 2

Valerie Naish has posted some feedback on your assignment submission
SMART Notebook Lesson for Week 2'

You can see it appended to your assignment submission.

Note: Use the email Reply button, If you would like to reply to your instructor’s

feedback comments.

15



