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Introduction to Moodle 
 

1. Visit the ETC Portal at www.etcportal.org 

2. Log in using your ETC Portal account username and password.  Your 
username is your District E-Mail address.   

 
3. If you’ve forgotten your password, contact Eric Jarvis.  Or, type in your District 

E-Mail address in the field entitled “Send Reminder.”  Your password will e-
mailed to you once you click the Send Reminder button. You may also send a 
request to change your password to etcsys@slocoe.org 

 
4. Once you’ve logged in, click on the Moodle tab. 

 
5. The Moodle logo button on the right side of the “Moodle Channel will take you 

to the Moodle Directory.  The Moodle logo button on the left side is the link to 
the Moodle course request form.  Students only see one Moodle logo. 

 
6. Maximize the Moodle Site by double-clicking on the blue title bar.  The My 

Courses block will display all the courses you are considered the “teacher” of 
and all the courses you are enrolled in. 
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7. Find your new class and click on it. 

8. The middle of the Moodle page is where your content will be placed.  I like to 
refer to these as the topic boxes . 

 
9. In the top, right-hand corner, there’s a button that allows you to turn the 

“editing on and off.  Turn the editing on for your course by clicking on the 
button entitled “Turn editing on.”  If the button states “Turn editing off,” your 
course is already in editing mode.  A series of drop-down menus appear in 
your topic boxes when you are edit mode. 

 
10. Once in edit mode, you will see additional symbols and drop-down menus. 

 
11. The sections on the side are called Control Blocks .  When you place your 

cursor over their title, it will turn into an icon with four arrows.  You can move 
these up, down, or to the left or right sides of your Moodle course. 

 
12. There are three additional symbols on the Control Blocks .  We won’t be 

working with the face.  They eye is a button that allows you to hide the 
block from students.  If you click on the eye, it will appear to be closed and 
that feature will not be seen by the students.  The X completely deletes the 
block.  

13. Click on the X of every component, closing each one. 

14. Once they have all been removed, click the Refresh button on your browser. 

 
 

15. The final block that can NOT be deleted is the “Add” block.  This features a 
drop-down menu that allows you to add control blocks.  Click the drop-down 
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menu and add the following Blocks in the order:  Administration, Calendar, 
Upcoming Events, and Courses.  There are many other blocks that you can 
add later. 

 
16. A Navigation Bar (A.K.A. breadcrumbs) appears across the top of your 

screen.  The “short class title,” second from the left, acts as your home 
button.  It will always bring you back to your main Moodle Page.  The link 
entitled ETC Moodle (furthest to the left) will take you all the way back to the 
ETC Moodle Directory. 

 
17.  At the bottom of each page is a button that takes you back to your main 

Moodle page as well. 

 
18. The boxes in middle area of your Moodle courses are where you place your 

content.  The boxes are numbered.  We will go over how to limit the number 
of boxes being shown later in this tutorial.  The top box contains no number.  I 
refer to it as your title box.  This box can not be hidden or deleted. 
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19. As shown in the previous illustration, clicking on the hand (or paper) and 
pencil allows you to “update” or edit a Moodle element.  The eye will hide the 
entire topic box.  The light bulb will highlight a topic box (one at a time), and 
the box will cause only one topic box to be shown.  This is a toggle button, so 
clicking on it again will show all boxes again. 

20. Click on the Title Box’s update tool.  

21. You will then be able to use the “html editor” to write your name and other 
information you’d like in your title box. 

22. Below are illustrations that identify the tools on the “html editor.” 
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23. After writing out your title, click the save button on the bottom of the editor. 

 
24. Proceed by naming each of the title boxes.  I recommend calling box one 

Class Resources.  You may then title the rest by topics your units you teach. 
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25. We will now work on our Course Settings. Click the Settings link that is 
located within you Administration Block. 

 
 

26. The following will illustrate the main settings: 
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“Guests” are those who do NOT have ETC Portal accounts.  Not allowing guests 
will restrict access to your course to those who have an ETC Portal account 
 
”Allow guests without the key”  makes your Moodle course open to the public 
(like a Webpage). 
 
”Do not allow guests in ” will force visitors to “enroll” in your Moodle course and 
be logged in to the ETC Portal. 
 
”Enrollment Key” is a password that the user will have to type in when officially 
enrolling in your course.  Once they enroll, they will no longer have to use the 
enrollment key. 

 
”Allow guests with the key” will require all visitors to type in the Enrollment key 
to enter the site.  They will not have to be logged into the ETC Portal. 

Those not officially enrolled in your Moodle Course (which requires an ETC Portal 
account) will be able to view most items.  They will not be able to participate in 
interactive activities or see quizzes. 

 
 
 
 


