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Moodle is a lesson support system that is used over the Internet. 

By accessing a lesson page (course) offered on Moodle, you can view teaching materials outside of class hours, 
or prepare or review by taking short tests.

Moodle is also a system with many features and designs.

This manual focuses on the basic parts of Moodle.

Please note that, depending on your environment, you may observe some differences.



I. Using Moodle

HERE WE SHOW YOU HOW TO USE MOODLE
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Using Moodle

Go to the site and enter Username, 
Password and click “Login.”
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Using Moodle

This is an example of the page you will 
see after logging in.
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Using Moodle

You can go to various pages via the 
side menu on the left.

This is called a “hamburger button.”
Click the button to expand or shrink the side menu.
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Using Moodle

The dashboard is My Page as your profile page.
It shows you information about the courses you have 
registered for.
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Using Moodle

The timeline displays things like 
deadlines for submission items.
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Using Moodle

Clicking on the “Courses” tab will display a 
list of the classes you are taking.
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Using Moodle

The site home is the Moodle homepage.
It displays general announcements and 
other information.
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Using Moodle

The section in the upper right showing your 
name is called the "User Menu."
It will display a link to your personal 
information. You can also use it to log out.
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Using Moodle

To return to the first page, click 
“Dashboard” or “Site home.”
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Using Moodle

You will see the courses you have registered for 
under "My courses" in the left-side menu.
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This is an example of course content.

Course name
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When you view a course, the content of the left-side menu will 
change.

The top level will display a menu about the course you are currently 
accessing.

The bottom will display the menu you saw initially.
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The items separated vertically by lines are called 
"sections."
This is the “Topic 1" section.
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Sections contain materials such as tests and 
assignments.
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Items with checkboxes following them are 
part of a system in which a check will be 
entered when certain conditions are met.



II. Using Teaching Materials
HERE WE INTRODUCE YOU TO SOME OF THE MATERIALS 
YOU OFTEN SEE IN COURSES AND SHOW YOU HOW TO 
USE THEM.



MOODLE USER MANUAL FOR STUDENTS 21

Viewing Files - Downloading

You can download different types of
data according to their icons.

▼Examples of icon and file types

PDF File

Word File

Excel File
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Viewing Videos

Clicking on the title will take you to 
the video viewing page.
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Taking Quiz

This mark indicates quiz.

Click on the title and click “Attempt quiz 
now” to start the test.
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Progressing Through Short Tests

The number of questions and time limits are displayed in the 
upper right corner.
If you click "Flag question" in the upper left corner, you will see a 
red mark appear in the question box at the top right. 
Flagging makes it easier to review questions.
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Ending Short Tests

Once you have finished answering, click 
Finish attempt….
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Ending Short Tests

※Sometimes a screen like this may be displayed.

When the confirmation screen appears, 
click “Submit all and finish."
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Short Test Results

After exiting, you can check your score, answers, and 
commentary. 
(Depending on the test, these may not be displayed.)
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Assignments

This mark indicates an 
assignment.
Clicking on the title will take you 
to the assignment submission 
screen. 
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Submitting Assignments

When you are ready for an assignment, 
click “Add submission.”

If there is an explanation or handout for the 
assignment, it will appear here.
Download as required.
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Submitting Assignments

If you want to submit a Word or similar file, 
drag and drop it here.

With “Online text,” you can enter the assignment content directly.

Click “Save changes.”



Points Regarding Assignments
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Assignments may have a variety of submission conditions, such as being able to be submitted only once, being 
able to be submitted multiple times, or having a submission deadline.

Make sure you check the conditions in advance, including those for submission formats and deadlines.
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Forums

This mark indicates a forum.

A forum is like a bulletin board.
It is used for discussions and interactions with 
teachers.
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Viewing Forums

This is an example of a forum screen.
Click on the title to see the forum content.
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Replying to Forums

Click “Reply.”
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Replying to Forums

Enter a “Subject” and “Message,” and click 
“Post to forum.”
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Making a New Post in a Forum

Click “Add a new discussion topic.” 
(Some forums do not allow students to post.)
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Making a New Post in a Forum

Enter a “Subject” and “Message,” and click “Post to forum.” 
(File attachments are also possible.)
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Making a New Post in a Forum

You can edit your posts within 30 minutes from the 
time posted.
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Surveys

This mark indicates a survey.

Clicking on the title will take you to 
the survey page.
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Answering Surveys

Answer the survey.
After answering, click “Save my choice.”



III. Checking Results

HERE WE SHOW YOU HOW TO CHECK YOUR RESULTS
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Click “Grades” in the side menu.
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Your scores will be 
displayed.
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This document is distributed under the terms of the Creative Commons Attribution-NonCommercial-ShareAlike 4.0 International License(CC BY-NC-SA 4.0) (License content can be 
viewed at https://creativecommons.org/licenses/by-nc-sa/4.0/deed.ja/)
You are free to reproduce, modify, or distribute part or all of this material subject to the following terms:

Attribution:
You must attribute credit to the author.

NonCommercial:
You must not use the material for commercial purposes.

ShareAlike:
If you remix, transform, or build upon the material, 
you can only distribute your material under the same license terms as the original.

The content of this document is subject to future change without prior notice.
Please note that improvements or changes to Moodle may cause some differences between the images and descriptions in this document and those in the customer's environment.
The information in this document is for informational purposes only. Please be sure to exercise your own responsibility and judgment when using this document. e-learning Co., Ltd. 
will not be liable for the results of any use of this information.
The companies, names and data used in the examples in this document are fictitious unless otherwise stated.
Moodle is a registered trademark of Moodle Pty Ltd.
Other product or service names in this material are generally trademarks or registered trademarks of each developer or service provider.
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