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Getting Started in UDSM LMS 
 

All UDSM staff and students will be able to log in to the Moodle Learning Management System 

(Moodle LMS) environment as long as you have LMS account. If you are unable to log in to 

Moodle, please SMS 0754 311439 OR email us at lms@udsm.ac.tz  
 
 

Login	to	UDSM	Moodle	LMS	
 
The Moodle login web page can be found at http://lms.udsm.ac.tz/ 
 
Steps 
 

1. Launch the internet Browser such as Internet explorer, Mozilla Firefox, Google chrome, opera 
and so on. 

2. Type URL in address bar i.e http://lms.udsm.ac.tz/ 

 
 

3. Navigate to the Moodle Login page. 

 
 

 Username: Enter your username. 
Password: Enter your password 

 
 

4. Click Log in to display the home page. 
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Instructor/ Teacher Page Layout 
In Moodle LMS, administrator is the one with all system privileges, like create/ delete course or users, 

assign system roles and user’s roles. After administrator create course name in UDSM LMS, 

Instructor / Teacher will be able to edit, upload his/ her course contents, assignments and quizzes. The 

screen below shows instructor log in page.  
 

 
 
Your assigned course(s) will be displayed under My courses. Click on the course code of the course you 

want to edit (add/ delete contents). Alternatively, under search box put your course code (E.g IS 383) and 

click Go button to search for your course. 

 

 
 
 



 

 

Course	Setting	
The overall settings for your course are found on the Edit course settings page. This edit setting can: - 

• Edit course full/ short name  
• Update course summary 
• Change content format 
• Change number of Topics/Weeks. 

 
To access course setting, at the top right-hand side, there is gear like structure, click it then click Edit 
settings 
 

 
NB: Course Summary will appear at home page before opening the course. It should be as shorter as 

possible 
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Course Format 

The course format determines the layout of the course page. 

Social format - A forum is displayed on the course page 

Topics format - The course page is organized into topic sections 

Weekly format - The course page is organized into weekly sections, with the first week starting on the 

course start date 

 
NB: All settings have automatic help menu, just click on specific question mark sign (?) for more 
explanation. 
After all changes, click Save and Display. 

 

Adding	Course	Information	
The course information is a place where you can add general overview of the course including your 
personal information. Five important information to be seen on course information include: - Course 
introduction, Objective, Required prerequisites, assessment plan and instructor’s information. 
 
How to add course information 
At the top right-hand side, there is gear like structure, click it then click Turn editing on. The page will have 
some editing items added. 
 

 

Click the first Edit (Before Announcements), then click Edit Section  



 

 

 
 
Check Custom checkbox to activate then Write heading “Course Information” 
Under Summary write/ paste that five-important information which includes Course introduction, 
Objective, Required prerequisites, assessment plan and instructor’s information. Then Click Save 
Changes. You will have a page like this below. 
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Adding	Course	Contents.	

Adding	Resource	and	Activity	
Click Turn editing on to get access of editing menu. 



 

 

 
 
 

From the above screen shot, each block week has Add an activity or resource button; Click on each 

respective week to add course contents, assignment or quizzes. After clicking Add an activity or resource 

button pop up window will display to show activities and resources. Click the one you want to add (activity 

or resource) then click Add button. 
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RESOURCE	
Resource in LMS is the place to add all course contents/ materials. Course contents can be in different forms 

such as normal word format, link from website, or as file attachment. The diagram below shows the 

resources available. When you click any resource, it will display the meaning and the use of it. 

 
Book: The book module enables a teacher to create a multi-page resource in a book-like format, with 
chapters and subchapters. Books can contain media files as well as text and are useful for displaying lengthy 
passages of information which can be broken down into sections. 

The book module allows you to have main chapters and sub chapters. The book module is not interactive. 
You can, however, link to choices, forums etc., or include multimedia content.  
 

A book may be used 

o To display reading material for individual modules of study 
o As a staff departmental handbook 
o As a showcase portfolio of student work 

 

Add	a	Book	
 
 
v In the Topic/Week, click Add an Activity or resource... click Book under RESOURCES section. 

Then Click Add from pop up window displayed 
v The Adding a new Book [to Topic/Weekly n] page displays. 

 
General sections 



 

 

 
Complete the following fields: 
Name: Mandatory. Enter a name for the Book.  
Description: Mandatory. Enter a description for the book 
 
 

 

5. Click Save and return to course to return to the subject 
        A book icon will display as shown 

 

Click name of the book, Editing Chapter page will display.  
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Complete the field of Chapter title and Content then click Save Changes button. The page 
will prompt to Chapter I that you have created and allow you to add more chapters through 
Plus sign under Table of Content. 

 

Note that: You can move to previous or next chapter using the back and forward arrows respectively. 

	

File	and	Folder	
File: The file module enables a teacher to provide a file as a course resource. Where possible, the file 
will be displayed within the course interface; otherwise students will be prompted to download it. The 
file may include supporting files, for example an HTML page may have embedded images or Flash 
objects. 

Note that students need to have the appropriate software on their computers in order to open the file. 

A file may be used 

o To share presentations given in class 
o To include a mini website as a course resource 



 

 

o To provide draft files of certain software programs (eg Photoshop .psd) so students can edit 
and submit them for assessment 

Folder 

The folder module enables a teacher to display a number of related files inside a single folder, 
reducing scrolling on the course page. A zipped folder may be uploaded and unzipped for display, or 
an empty folder created and files uploaded into it. 

A folder may be used 

o For a series of files on one topic, for example a set of past examination papers in pdf format or 
a collection of image files for use in student projects 

o To provide a shared uploading space for teachers on the course page (keeping the folder hidden 
so that only teachers can see it) 

 

Upload a Folder and File 
 

Folder/ files can be uploaded directly to the specific Topic/Week. Below are procedures to upload 
file or folder 

 
 
 
 
 

STEP ACTION 
 

 
 

1. In the Topic/Week, click Add an Activity or resource... and select 
Folder if you want to add folder (for display a number of related 
files inside a single folder) or file for upload single file at a time. 
Then Click Add from pop up window displayed 

 

2. The Adding a new Folder/ File [to Topic/Week] page displays. 
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Complete the following fields: 
Name: Mandatory. Enter the file name. This displays in the content. 
Description: Mandatory. Enter a meaningful description for the folder/ file. 
 

 
Upload a File 

To upload file, in the Content section, you can just drag and drop the file OR Click Add…, Popup 

menu for file picker will display, click Upload a file as shown below. 

 

 
 

 
 

C
lick to add file 

C
lick 

to 
add 
fold
er 



 

 

4. Click . 

5. The File Upload window displays. Locate the required file and click to  

   highlight it, and then click . 
 
 

6. The File picker window re-displays. Write the name you want to appear on Save as text 
box then Click . 

The File picker window will disappear and file will be located on content 
section 

 
 

 

Update fields as required, then, click Save and return to course to return to the 
course 

 
 

 
 
 
 
 

Create a Folder 
 

To create folder, follow the above procedure until you reach create folder button under content section 
click it, Popup window will appear, write folder name and click Create folder 
 

 
Created folder will appear as shown below. 
 

Added File 

U
ploaded 

File 
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Double click the folder, and then click Add to add files into created folder (Follow the same 
procedures used to add file). 
 

 

 
 

Update fields as required then click   to return to the 
course. 

 

 
 

 
 
 
 
 

Folder 

Files inside 
folder 

C
lick to view

 
files 



 

 

 
Files inside folder. 

Label	
The label module enables text and multimedia to be inserted into the course page in between links to 
other resources and activities. Labels are very versatile and can help to improve the appearance of a 
course if used thoughtfully. 

Labels may be used 

o To split up a long list of activities with a subheading or an image 
o To display an embedded sound file or video directly on the course page 
o To add a short description to a course section 

Add a Label 

STEP ACTION 
 

1. Click  . 
 

2. In the Topic/Week, click Add an Activity or resource... click 
Label under RESOURCES section. Then Click Add from pop up 
window displayed 

 

3. The Adding a new Label [to Topic/Weekly n] page displays. 
 
General section 
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Complete the following field: 
Label text: Mandatory. Enter the label text, e.g. Reading Materials for Topic. 
NB: You can use formatting tools to format your label (font size, bold, color, 
alignment e.t.c) 

 

4. Other sections 

 
Update fields as required. 

 
 
 

STEP ACTION 
 

5. Click  to return to the subject. 

 
 

6. If you have finished editing, click . 

 



 

 

URL	
The URL module enables a teacher to provide a web link as a course resource. Anything that is freely 
available online, such as documents or images, can be linked to; the URL doesn’t have to be the home 
page of a website. The URL of a particular web page may be copied and pasted or a teacher can use 
the file picker and choose a link from a repository such as Flickr, YouTube or Wikimedia (depending 
upon which repositories are enabled for the site). 

o There are a number of display options for the URL, such as embedded or opening in a new 
window and advanced options for passing information, such as a student's name, to the URL if 
required. 

o Note that URLs can also be added to any other resource or activity type through the text 
editor. 

 

Add a URL 
 
 
 

STEP ACTION 
 

1. Click  . 
 

2. In the Topic/Week, click Add an Activity or resource... click 
URL under RESOURCES section. Then Click Add from pop up 
window displayed 

 

3. The Adding a new URL [to Topic/Weekly n] page displays. 
General and Content sections 

 
Complete the following fields: 
Name: Mandatory. Enter a name for the URL. You can choose to display 
or hide this description in the Options section. 
Description: Mandatory. Enter a description for the web page. You can 
choose to display or hide this description in the Options section. 
External URL: Mandatory. Enter or paste the full URL (including http://), 
e.g. http://www.computerbasicsguide.com/basics/types.html 
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STEP ACTION 

 
4. Other sections 

 

 
Update fields as required. 

 

5. Click  to return to the subject 
OR 

Click  to display the URL. 

A URL icon  w i l l  display. 

6. If you have finished editing, click . 

 

 

Page	
The page module enables a teacher to create a web page resource using the text editor. A page can 
display text, images, sound, video, web links and embedded code, such as Google maps. 

Advantages of using the page module rather than the file module include the resource being more 
accessible (for example to users of mobile devices) and easier to update. 



 

 

For large amounts of content, it's recommended that a book is used rather than a page. 

 

A page may be used 

o To present the terms and conditions of a course or a summary of the course syllabus 
o To embed several videos or sound files together with some explanatory text 

 

Add a Page 
 
 
 

STEP ACTION 
 

1. Click  . 
 

2. In the Topic/Week, click Add an Activity or resource... click 
Page under RESOURCES section. Then Click Add from pop up 
window displayed. 

 

3. The Adding a new Page [to Topic/Weekly n] page displays. 
General and Content sections 

 
Complete the following fields: 

 
Name: Mandatory. Enter the page name. T his Name will appear as a link on a specific week 

Description: Mandatory. Enter a description for the web page. You can choose to display or hide 

this description in the Options section. 

Page content: Mandatory.  Add your content here. 
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Note that: Page content is the place where all course material for that specific topic will display. The content 

can be in the word format, pictures or any web page link	
 
 

STEP ACTION 
 

4. Other sections 

 
Update fields as required. 

 

5. Click  to return to the subject 
OR 

Click  to display the page content. A 

page icon   will display. 

 

 

 
 

6. If you have finished editing, click . 
 



 

 

	

Activities	
 

Create	an	Activity	
 
Your choice of Activities depends on the type of student engagement that you want in your subject 

and the intended learning outcomes for your students.   For example, the assignment activity module 

enables a teacher to communicate tasks, collect work and provide grades and feedback. 

Students can submit any digital content (files), such as word-processed documents, spreadsheets, 

images, or audio and video clips. Alternatively, or in addition, the assignment may require students to 

type text directly into the text editor. An assignment can also be used to remind students of 'real-

world' assignments they need to complete offline, such as art work, and thus not require any digital 

content. 

When reviewing assignments, teachers can leave feedback comments and upload files, such as 

marked-up student submissions, documents with comments or spoken audio feedback. Assignments 

can be graded using a numerical or custom scale or an advanced grading method such as a rubric. 

Final grades are recorded in the grade book. 

Note that every link you select has explanation on the right which explains what that link does 

exactly. Assignment activity has four parts which are assignments, advanced uploading of files, online 

text, Upload single file and offline activity. 

All of the Activities in Moodle require additional setup. You can’t just add them and expect students 

to be able to use them immediately. 

Activities can be added to the Topic/Weekly outline, or to an individual 

Topic/Week. 
 
Click gear structure then click Turn editing on  
 
 
Then click on Add an activity or Resource, pop up window will appear. 
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Activities available are: 

• Assignment - allows you to specify an online or offline activity which can be graded 
 

• Chats - creates a room for synchronous text chat. 
 

• Choice - polling type activity. 
 

• Forum – The forum activity module enables participants to have asynchronous discussions 
 

• Glossary – The glossary activity module enables participants to create and maintain a list of 
definitions, like a dictionary, or to collect and organize resources or information 
 

• Lesson – The lesson activity module enables a teacher to deliver content and/or practice 
activities in interesting and flexible ways 

 
• Questionnaire- The questionnaire module allows you to construct surveys using a variety of 

question types, for the purpose of gathering data from users. 
 

• Quiz – The quiz activity enables a teacher to create quizzes comprising questions of various 
types, including multiple choice, matching, short-answer and numeric 
 

• Workshop – The workshop activity module enables the collection, review and peer assessment 
of students' work 
 

 



 

 

ASSIGNMENTS	

The assignment activity module enables a teacher to communicate tasks, collect work and provide 
grades and feedback. 

Students can submit any digital content (files), such as word-processed documents, spreadsheets, 
images, or audio and video clips. Alternatively, or in addition, the assignment may require students to 
type text directly into the text editor. An assignment can also be used to remind students of 'real-
world' assignments they need to complete offline, such as art work, and thus not require any digital 
content. Students can submit work individually or as a member of a group. 

When reviewing assignments, teachers can leave feedback comments and upload files, such as 
marked-up student submissions, documents with comments or spoken audio feedback. Assignments 
can be graded using a numerical or custom scale or an advanced grading method such as a rubric. 
Final grades are recorded in the gradebook. 

 
 
Create an Assignment  

 
 

STEP ACTION 
 

 
 
 

2. In the Topic/Week, click Add an Activity or resource.... Then Click Add 
from pop up window displayed.. 

 

3. The Adding a new Assignment [to Topic/Weekly n] page displays. 
General section 

 
Complete the following fields: 
Assignment name: Mandatory. Enter the assignment name. 
Description: Mandatory. Enter the assignment description. 
 

NB: If your assignment is just few text or few text with other media like picture or video, just 
write everything under Description. But if your assignment is too long that need to be a separate 
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document, just attach that document on Additional files. 

 
 
 
Availability 
Allow Submissions from: Mandatory if Enable check box selected for this 
line. Select the date and time the assignment will first be available to the 
students. 
Deselect the check box if not relevant. 
Due date: Mandatory if Enable check box selected for this line. Select the 
date and time the assignment is due. Deselect the check box if not relevant. 
Cut-off date: If enabled, the assignment will not accept 
submissions after this date without an extension. 

 
Submission types 
Online text: If enabled, students are able to type rich text directly 
into an editor field for their submission 
File submissions: If enabled, students are able to upload one or 
more files as their submission 
Word limit: If online text submissions are enabled, this is the 
maximum number of words that each student will be allowed to 
submit. 

 
  

 



 

 

 
Maximum number of uploaded files: If file submissions are enabled, each student 
will be able to upload up to this number of files for their submission. 
 
Maximum submission size: Files uploaded by students may be up to this size. 
Complete all remaining field, then click Save and return to course 
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Click View all submission to see submitted assignment 

	
Chat	
The chat activity module enables participants to have text-based, real-time synchronous discussions. 

The chat may be a one-time activity or it may be repeated at the same time each day or each week. 
Chat sessions are saved and can be made available for everyone to view or restricted to users with the 
capability to view chat session logs. 

Chats are especially useful when the group chatting is not able to meet face-to-face, such as 

• Regular meetings of students participating in online courses to enable them to share 
experiences with others in the same course but in a different location 

• A student temporarily unable to attend in person chatting with their teacher to catch up with 
work 

• Students out on work experience getting together to discuss their experiences with each 
other and their teacher 

• A question and answer session with an invited speaker in a different location 
• Sessions to help students prepare for tests where the teacher, or other students, would pose 

sample questions 
 
 
 

Create a Chat 
 
 

STEP ACTION 
 

  
 



 

 

1. In the Topic/Week, click Add an Activity or resource... click Chat (under 
Assignments). Then Click Add from pop up window displayed... 

 

2. The Adding a new Chat [to Topic/Weekly n] page displays. 
General section 

 
Complete the following fields: 
Name of this chat room: Mandatory. Enter name of the topic you want to chat 
with. 
 
Display description on course page: If enabled, the introduction / description 
above will be displayed on the course page just below the link to the activity / 
resource 
 

 
 
 

STEP ACTION 
 

1. Other sections 
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Update fields as required. 

 

2. Click Save and return to course 
OR 
Click Save and display the assignment. 

 

3. If you have finished editing, click . 
 

 

QUIZ	
The quiz activity enables a teacher to create quizzes comprising questions of various types, including 
multiple choice, matching, short-answer and numerical. 

The teacher can allow the quiz to be attempted multiple times, with the questions shuffled or 
randomly selected from the question bank. A time limit may be set. 

Each attempt is marked automatically, with the exception of essay questions, and the grade is 
recorded in the gradebook. 

The teacher can choose when and if hints, feedback and correct answers are shown to students. 

Quizzes may be used 

o As course exams 
o As mini tests for reading assignments or at the end of a topic 
o As exam practice using questions from past exams 
o To deliver immediate feedback about performance 
o For self-assessment 

 
      
 
 
 
    



 

 

         
Create Quiz 

 
 

STEP ACTION 
 

1. Click Turn editing On   
 
 

2. In the Topic/Week, click Add an Activity or resource... click  Quiz 
(under Activity). Then Click Add from pop up window displayed. 

 

3. The Adding a new Quiz [to Topic/Weekly n] page displays. 
General section 

 
Complete the fields: 
Name: Mandatory. Enter the quiz name. 
Introduction: Optional. Enter short introduction about the quiz. 
 
Timing 
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Open and Close the quiz: Mandatory if Enable check box selected for this line. Students can 

only start their attempt (s) after the open date and time and must complete their attempts before 

the close date and time. 

Deselect the check box if not relevant. 

Time limit: Mandatory if Enable check box selected for this line. The time limit is stated on 

the initial quiz page and a countdown timer is displayed in the quiz navigation block. 

Deselect the check box if not relevant. 

When time expires:  This setting controls what happens if the Student fails to submit their 

quiz attempt before time expires. If the student is actively working on the quiz at the time, then 

the countdown timer will always automatically submit the attempt for them, but if they have 

logged out, then this setting controls what happens. 

Submission grace period: If what to do when time expires is set to 'Allow a grace period to submit, but 
not change any responses', the amount of extra time that is allowed. 
Extra restrictions on attempts 

 
Require Password: If a password is specified, a student must enter it in order to attempt the quiz 
Require network address: Quiz access may be restricted to particular subnets on the LAN or Internet 
by specifying a comma-separated list of partial or full IP address numbers. This can be useful for an 
invigilated (proctored) quiz, to ensure that only people in a certain location can access the quiz. 
 
Enforced delay between 1st and 2nd attempts: Mandatory if enabled; a student must wait for the 
specified time to elapse before being able to attempt the quiz a second time. 
 



 

 

Enforced delay between later attempts: Mandatory if enabled; a student must wait for the specified 
time to elapse before attempting the quiz a third time and any subsequent times. 
 
Browser security: If "Full screen pop-up with some JavaScript security" is selected, 

• The quiz will only start if the student has a JavaScript-enabled web-browser 
• The quiz appears in a full screen popup window that covers all the other windows and has no 

navigation controls 
• Students are prevented, as far as is possible, from using facilities like copy and paste 

 
Other sections 
Update other fields as required. 
 

 Click  to display quiz information. 
 
 
 
Adding	questions	to	the	quiz	
There are two options of adding questions to the quiz.  

ü The first option is adding one question at a time  
ü The second option is adding a bulk of questions. This option is applicable only for 

multiple choice question and true or false question with only text. 
Option 1: Adding one question at a time 
 

 
1. Click Edit quiz to add quiz questions. 

 

 
2. Select one of the option above. E.g Click a new question, a pop up window will appear 
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3. Select type of question you want to add then click Next 
4. For example; when you choose Essay and click next, the following window will display 

 
5. Fill the required fields and click Save changes. 



 

 

6. Repeat to add more questions with the same procedures to all questions. The added questions will 
be displayed under question bank contents as follows 
 

 
 

7. Select (tick check box) questions you want to add to your quiz then click Add selected question 
to the quiz button. Selected questions will shift to the left hand side, Click Save 
 
 
 

Option 2: Adding a bulk of questions 
The steps below are applied to import questions to Moodle using the Aiken format 
STEPS: 
Write your questions in a word-processing application (e.g., MS Word) or a text editor such as 
Notepad (Windows) or Text Edit (Mac OS X), and format as follows:  

• Each answer must start with a single uppercase letter, followed by a period "." or a right 
parenthesis ")", then a space. 

• The answer line must immediately follow, starting with "ANSWER: " (with a space after the 
colon) and then give the letter for the correct answer. 
Note: The word "ANSWER" and the answer letters (A,B,C etc.) must be capitalized, 
otherwise the import will fail. 

• Use Save As and save your questions as a .txt (plain text) file in UTF-8 format. 

NB:  

1. Don’t write question numbers  
2. Don’t write any tittle on your questions 

 
Sample formatted questions: 
Camera work is at the center of video production. True or False?  

A. TRUE 
B. FALSE 

ANSWER: B 
What is at the center of video production?  

A. Scripting 
B. Editing   
C. Filming 
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D. Story boarding 
ANSWER: B 

After formatting your question and save as .txt format (plain text), go back to the LMS, Click Quiz 
name that you have setup with date and time. Then Click gear on your right hand side, then click 
Import (last but one) 

 

 

 
Check Aiken format, then upload your saved questions with .txt file format, click import. 
The imported question will be displayed with numbers, Click Continue. 



 

 

 
Click Quiz name that you have setup with date and time, then click Edit Quiz. The click Add then 
click from question bank. 

 
 
Select questions that you want to add in this particular quiz and click Add selected questions to the 
quiz button 
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Check the Shuffle check box so that your question to be shuffled from one students to another. 

 
The question will appear as seen below 

 
 
 
 
 

Forums	
 

The forum activity module enables participants to have asynchronous discussions i.e. discussions that 
take place over an extended period of time. 

There are several forum types to choose from, such as a standard forum where anyone can start a new 
discussion at any time; a forum where each student can post exactly one discussion; or a question and 
answer forum where students must first post before being able to view other students' posts. A teacher 
can allow files to be attached to forum posts. Attached images are displayed in the forum post. 

Participants can subscribe to a forum to receive notifications of new forum posts. A teacher can set 
the subscription mode to optional, forced or auto, or prevent subscription completely. If required, 
students can be blocked from posting more than a given number of posts in a given time period; this 
can prevent individuals from dominating discussions. 

Forum posts can be rated by teachers or students (peer evaluation). Ratings can be aggregated to form 
a final grade which is recorded in the gradebook. 



 

 

Forums have many uses, such as 

• A social space for students to get to know each other 
• For course announcements (using a news forum with forced subscription) 
• For discussing course content or reading materials 
• For continuing online an issue raised previously in a face-to-face session 
• For teacher-only discussions (using a hidden forum) 
• A help centre where tutors and students can give advice 
• A one-on-one support area for private student-teacher communications (using a forum with 

separate groups and with one student per group) 
• For extension activities, for example ‘brain teasers’ for students to ponder and suggest 

solutions to 

 
 

 
 

 
 

Create a Forum 
 
 

STEP ACTION 
 

1. Click Turn editing on 
 

2. In the Topic/Weekly outline or a Topic/Week, click  for Add an 
activity... and select Forum. 

 

3. The Adding a new forum [to Topic/Week n] page displays. 
General section 

 
Complete the following fields: 
Forum name: Mandatory. Enter a name for the Forum. This displays in the 
content. 

Forum type: Mandatory. Click  to select the required Forum type. 
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Forum Types 

There are multiple forum types in Moodle. Some forum types allow only the instructor to start a new 
topic, and others allow students to start new topics. Choose the type of forum that makes sense for the 
activity you are asking your students to do: 

• Single simple discussion 
Only one topic, started by the instructor, is allowed. This is best suited for short-term, focused 
conversations. 

• Each person posts one discussion 
Each student may start one new topic. Students are not limited in the number of replies they 
can post within those topics. 

• Q and A forum  
An instructor posts one topic, for example, posing a question to students. Students must post 
their response before they can view other students’ responses. 

• Standard forum for general use  
Allow multiple topics arranged in a threaded conversation. Students may start new topics in 
this format. 

• Standard forum displayed in a blog-like format  
Allow multiple topics listed with the most recent topic at the top of the page and replies 
behind a link. Students may start new topics in this format. 

 
 
 
 
 
 
 
 
 
Create a Forum, continued 

 
 

STEP ACTION 
 

4. Post threshold for blocking, Grade and Ratings sections 



 

 

 
Time period for blocking: Students can be blocked from posting more than a 
given number of posts in a given time period.  
Post threshold for blocking section– can be used to limit the number of 
postings any one student can make in a given period of time. 
 
Post threshold for warning: Students can be warned as they approach the 
maximum number of posts allowed in a given period. This setting specifies after 
how many posts they are warned.  
 
Grade and Ratings sections – used if the forum is to be graded/rated. 
Common module settings section (Group mode) – can be used to set up 
group restrictions. 
 
 

Update fields as required and Click Save and Return to course button 
 

 
 
 
Sample created Forum 
 

 
	

USER	ENROLLMENT	
Users (students/ guest) can get access to your course EITHER  

Manually (teacher him/ herself to enroll them) OR 

Self-enrolment (Provide enrollment key for students to enroll themselves). 
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NB: Both enrolments (Manual or Self enrolment), make sure ‘eye’ sign is open  
 

Click your course, on your left-hand side, click Participants  

	
	

	
	

Then click a “tyre” like structure on the right-hand, then click Enrolment methods 
	
	

 
 
 
 
 
 
 

 
 
 
 



 

 

 
 
 

Under Self enrolment, Click the “eye” to open it, then click edit “a tyre” 
 

 

 
 

 
 

 
ü Enter you key next to “Enrolment key” 
ü You can restrict the date to start enrollment and the last date of enrolment by checking the boxes 

on start date and end date. 
ü Click Save to save the changes. 
ü Give that enrolment key to your students. They have to search for your course (with course code) 

and enter that enrolment key 
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Manual enrolments 
 

Then click a “tyre” like structure on the right-hand, then click Enrolment methods, under Edit on 

Manual enrolments, click enroll user sign, search the name(s) under ‘Not enrolled users’ highlight 

and click Add button, automatically the name(s) will shift to the left-hand side under (Enrolled users)  

	
	
	

	


