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Welcome 
 
The course management program used at LCC International University is 
Moodle, which stands for Modular Object-Oriented Dynamic Learning 
Environment.  (It is much more fun to say Moodle.)  This guide will introduce you 
to some of the basic operations and functions of Moodle so you can present a 
higher order learning environment to your students.  We will guide you through 
your first login to more complex operations like your grade book and discussion 
forums. 
 
There are a set of helpful videos that may viewed to complement what you read 
here.  You may find those resources at http://eclass.lcc.lt/.  You may always 
contact the IT Helpdesk at LCC International University for assistance with issues 
related to the operation of Moodle.  Please email helpdesk@lcc.lt or visit 
www.lcc.lt/helpdesk for assistance. 
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Logging into Moodle 
 
Step 1:  Enter http://eclass.lcc.lt into the address bar of your internet browser.  
You will be taken to a screen that will look similar to the one below.  You are not 
logged into the site yet. 
 

 
 
Step 2:  To enter the site, click on “Login” in the top right hand corner and you will 
be directed to a login screen.  Type in the username and password provided to 
you by LCC staff.  Please contact helpdesk@lcc.lt if you have not received a 
username and password yet. 
 

 



Home Page Orientation 
 
After logging in you will be directed to a personalized screen that recognizes you 
and all the courses that you are teaching.  In the example below, the instructor is 
listed as teaching ENG 500 under the “My Courses” block.  Below “My Courses” 
is a listing of all LCC course categories.  If you have permission to create a 
course, this is where you would begin the process.  Simply choose a category 
and click on the tab that reads, “Add a new course.” 
 
On this screen you will see a verification that you are logged in (your name 
appears in the top right hand corner) and beside your name is a hyperlink to 
logout of your session when you are finished.  Your session will automatically 
time out after a prescribed period of inactivity on the site.  Additionally, you can 
see a number of blocks running down the left and right hand sides of the screen.  
On the right side is the contact information for LCC’s Helpdesk. 
 

 
 



Course Page Orientation 
 
When you click on a course (e.g. ENG 500) you will be directed to a dedicated 
course page.  This page houses all of the materials and functions that you will 
need for the administration of your course.  As a teacher you have full control 
over what “blocks” (the rectangular spaces running down the left and right sides 
of the screen) you wish to make available to the students.  We will quickly review 
some of the main features of this course page. 
 

 
 

Switching Roles 
 
When you make changes to the course you may wish to preview how those 
changes will affect the look and function for the students.  Go to the drop down 
box at the top of the screen and choose a new role.  A button, “Return to my 
normal role” will appear at the top of the screen to restore your normal setting 
when you are ready. 
 

 
 
 
 
 
 



 
 

Turn Editing On 
 
To make changes to your course, click on the button in the top right corner.  This 
will change the screen to editing mode and little descriptive icons with drop down 
menus will appear throughout the screen.  Bringing your mouse cursor over each 
icon will provide a text descriptor for each editing function.  More information 
about editing your course settings is available in the section on “Course Settings” 
and “Editing a Course” below. 
 

 
 
 

 
Other icons will appear beside each topic/weekly area within your course when 
the editing feature is on.  These are helpful for quickly changing the students’ 
view of the course.  For example, you may hide a topic or a week from student 
view by clicking on the “eye” icon or you can highlight a topic or a week by 
clicking on the “light bulb” icon.  These icons are located on the right side of each 
topic/week. 
 

 
 
 
 
When the editing feature is turned on a special block appears at the 
bottom right corner of the page (scroll down if necessary).  This 
block allows the instructor to add other blocks to the course.  Here is 
a list of possible blocks that may be added to the course. 
 
 
 

 



 
Other Course Page Features 

 
The “People” block allows participants in the course to view and modify their own 
profiles and view the profiles of other students.  (Profiles are reviewed in more 
detail below.)  Another related feature that may be added as a block is “Online 
Users.”  This feature tracks who is currently logged into the course. 
 

The “Administration” block is only available to 
instructors and is used to control more specialized 
features within the course.  For example, course 
settings such as the length and the availability of the 
course, enrolment functions, upload limits, and 
descriptions of the course are modified here.  The 
“Administration” block also allows the instructor to 
modify the grade book, create groups within the 
course, back up the course locally, view and edit files, 
run reports on course activity, and so on.  It is the 
control centre for the course. 
 
The course page is a very 
good place to help students 
keep track of upcoming 
events and assignments.  
News of importance may also 
be posted here to bring 
attention to important matters 
within the course, in current 
events, or for significant 
happenings in the lives of the 
students and the instructor. 
 
 
For MA in TESOL students 

there is a special block called the Exabis E-Portfolio.  
This feature will be introduced in detail below but it is 
important to note that students will have access to this 
important component throughout the course to maintain 
a record of all their important work as they progress 
through the TESOL program. 
 
 
 
 
 
 



For ease of navigation within the site there is a breadcrumb located beneath the 
top banner.  The breadcrumb identifies exactly where you are within the E-
Community program. 

 
At the bottom of every page within the E-Community platform there is a feature 
called Moodle Docs, which is an easy and effective way to learn more about the 
main functions located on that page.  For example, to learn more about forums in 
Moodle (the open source software used in this program), click the help feature at 
the bottom page when you have the forum feature open on your screen. 
 

 
 
Notice that there is also contact information for LCC’s Helpdesk and a link to 
LCC’s website located at the bottom of each page. 
 

Updating Your Personal Profile 
 
Each user of E-Community has a personal profile that can be updated.  
Instructors and students may go to the Administration block and click on “Profile” 
to initiate this feature.  You will notice a number of tabs at the top of the page; 
these are profile functions.  The instructor window looks like this: 
 



 
 
Modifying your profile, checking a list of post you have made to various forums, 
starting and maintaining a site blog, note taking on the course or personal items, 
and checking your activity within the course can be accessed through your 
profile.  It is also possible to send messages to your students and for the 
students to send messages to each other through the messages tab at the 
bottom of the profile page. 
 
Likewise, students may access similar information through their profiles. 

 



 
 
The profile feature is a central repository of all student course information and 
very helpful for students who want to track their contributions and grades.  
(Grades may be viewed by clicking on “Activity reports” and then clicking on 
“Grades.”)  Instructors may use the blog and notes functions to encourage 
students to journal their thoughts for review later or for sharing with others. 
 

Course Settings 
 
In most cases courses will be pre-arranged for the instructor before entering E-
Community.  The IT Department and the Registrar will have uploaded your 
students into the course and assigned their roles within the course.  However, it 
is important to know where and how to make changes to the course settings to 
suit your specific requirements.  This section will review these directions. 
 
Once you have logged into E-Community and found the course you will be 
teaching, navigate to “Settings” in the “Administration” block. 
 
You will now be taken to a “settings wizard” with a 
number of editable fields.  You may change: 

�  Course name 
�  Course description 
�  Format (topics or weeks) 
�  Length and start date 
�  Availability to students 
�  Show grades 
�  File upload limits 
�  Group settings 

 
When you are not certain what a setting is or what it will do, you may click on the 
question mark located beside each field.  A new window will pop up and explain 
the field. 



 
 
After making your changes to the course settings, click on “Save Changes” at the 
bottom of the screen and you will be automatically returned to the home page of 
the course. 
 

Editing the Course 
 
Once the main course settings are in place, you may begin to populate your 
course with material for your course.  There are two categories of editions you 
can make in your course:  resources and activities.  When you turn editing on, 
you will see two drop down menus appear at the bottom of each weekly or topic 
section within the course.  One of these menus is for adding resources and the 
other is for adding activities. 
 
 Resources 
 
Resources are broadly defined as material that you upload to the course to 
complement the subject matter for a particular week or topic in the course.  
Examples of resources are text, web pages, web site links, audio, video, and 
PDFs. 
 
To add a file like a PDF, Word document, audio or to link to a web page, click on 
“Link to a file or web site.” 
 

 



 
You will be directed to a “settings wizard” window titled “Adding a New Resource” 
where you enter information into the appropriate fields and browse for a link to 
the file or the web site. 
 

 
 
You may choose to have the students open the resource in the same window or 
a new window and choose the size of the new window.  You may wish to “hide” a 
resource from student view until you want them to see it.  In this case, click on 
“hide” in the drop down menu beside “Visible” at the bottom of the settings 
wizard.  In most “settings wizards” this hide/show feature will be available. 
 

 
 
When you click “Save” at the bottom of the page you will be returned to the 
course.  This resource may be modified at anytime by turning editing on and 
clicking on the little hand-and-pencil “Update” icon located beside the resource.  
 



 
 
 
 

Activities 
 
Adding activities to your course is very similar to 
adding resources.  Turn editing on and navigate to the 
bottom of the topic or week within which you would like 
to add an activity and click on the drop down menu for 
a list of options. 
 
 
 
Click on the activity you would like to add to your 
course and you will be directed to a “settings wizard.”  
Fill in the appropriate fields, add your preferences, and 
save the settings.  You will be returned to the course 
and an icon and your activity descriptor will be listed at 
the bottom of the topic area. 
 
Here is an example of the chat activity “settings 
wizard”: 
 

 
 

 
 
 
 
 
 
 
 
 
 
 



Creating a Forum 
 
Forums are community areas of the course platform and used prevalently by 
students and instructors.  A forum is an activity that can be used to serve at least 
two functions.  First, an instructor may wish to set up a few general forums in the 
introductory area of the course to facilitate socializing among students (“Lounge 
Area”) and to answer administrative questions about the course (“Improve the 
Course”).  The other category of forum is an interactive area where instructors 
and students post remarks, responses and questions about the weekly topics.  
Usually, these posts are requirements for participation in the course.  Let’s 
review how to set up a forum in E-Community. 
 
After entering your course, turn editing on and choose “Forum” from the “Add an 
Activity” menu.  You will be directed to a “settings wizard.”  Fill in the fields and 
preferences for the forum.  The forum introduction can be used to provide 
specific instructions to the students about the requirements for posting and 
replying.   
 

 
 
 
Instructors may also want to use the grading function for each forum, which will 
allow each post to be graded on a scale set by the instructor.  (See the section 
on “Creating a grade book” for instructions on setting up grade categories.)  
Once a grade is awarded to a posting, it will automatically be deposited into the 



grade book for the course.  The screen below, taken from a sample course, 
provides an example of grade categories within the forum settings wizard. 
 

 
 
 
Types of Forums 
 
A news forum  is automatically created for each course and each student is 
“forced” to subscribe.  It is used by administrators and instructors to provide 
general announcements to the students.  It is located in the first section of the 
course and can be accessed and modified by clicking on it.  When a news piece 
is added to the forum a “teaser” is placed in the “Latest News” block on the 
course home page, which students can access by clicking on the hyperlink. 
 

 



 
 A single simple discussion forum  is used when only one topic is being 
discussed and no other topics may be added.  It is helpful for short, focused 
discussions about one topic. 
 
A standard forum for general discussion  is a commonly used discussion 
feature when multiple topics are permitted and students are encouraged to 
respond to each other’s posts on any number of topic threads. 
 
A forum where each student can post a new discussion  is used when the 
instructor may want each student to post a new topic to which the other students 
may respond.  This is distinguished from the Q & A forum , which requires each 
student to respond to an initial question posed by the instructor without first 
viewing the replies of other students.  This forum encourages independent and 
original thinking that is not borrowed from the collective contributions of other 
students.  After a student posts their reply, she may view and respond to other 
students’ replies to the instructor’s question. 
 
For more information on forums, please go to Moodle Docs at: 
http://docs.moodle.org/en/mod/forum/mod#Forum_type 
 

Assignment Area 
 
Course assignments may be given and received through E-Community.  There 
are two types of assignments to review.  The first is an offline assignment, which 
does not require a submission to the instructor, and the second is an online 
assignment, which requires the student to submit a report of some kind. 
 
 Offline Activity 
 
Instructors may use this feature to remind students to complete an activity 
outside of E-Community such as reading text, visiting a web site, or meeting with 
an industry leader in preparation for some other event or assignment.  You are 
not able to upload any files with this assignment feature. 
 
 Online Activity 
 
When students are required to submit a report, essay, or paper after completing 
an activity (text analysis, literature review, Internet search, etc.), the instructor 
may add one of three assignment upload features:  upload a single file, 
advanced uploading of files, and online text.  The difference between uploading a 
single file and advanced uploading is more editing features for students and 
instructor.  The advanced upload allows students to receive edited versions of 
their assignments for correction and resubmission.  The online text feature does 
not permit an upload of files but requires the student to write their assignment 



into a Moodle text editor.  This allows the instructor to make comments, grade, 
and resubmit without having to open and return a file. 
 
A screen of the special preferences available in an advanced upload activity is 
provided below. 
 

 
 

 
 
 
 
 
 
 
 



Grading Assignments 
 
To grade the assignments submitted by students, an instructor clicks on the 
assignment link in the course and then clicks on the “View X submitted 
assignments” link in the top right corner of the screen. 

 
 

 
 

 
A new window will open and a list of all the students in the course along with 
submitted assignments will be available.  By clicking on the “grade” link 
associated with a student the instructor will be able to open up a grade and 
comment editor.  The next two screens provide some detail of these operations.  
If the instructor has allowed students to see their grades when logged into the 
course, the grades submitted here will automatically be made visible to students.  
(See the section on “Creating a Grade Book” to learn about making grades 
visible to students.) 
 

 
 
 
 



 
 
Once the grade and the comments have been entered the instructor saves the 
changes and may continue on to the next student.  An instructor may send a 
notification email to the student, informing her that a grade and comment have 
been given to an assignment. 
 

 

Creating a Grade Book 
 
There are at least two significant benefits to creating a grade book in Moodle:  
automation and administrative ease for instructors and real time grade reports for 
students.  The first step for setting up the grade book is to navigate to the 
“Administration” block of the course and click on “Grades.”  You will be directed 
to a page listing all your students.  Click on the “Choose an Action” drop down 
menu and navigate to “Categories and Items.”  This is where you will define the 
grade categories for the assignments in the course (e.g. forum discussion, group 
assignments, presentations, major essays, etc.). 
 



 
 
The screen below is an example of grade categories for a sample course along 
with the buttons for adding categories and items.  Items are sub-categories of 
assignments for which an instructor would like to manage grades.  For example, 
an instructor may have a grade category called Writing Assignments and add 
items such as Weekly Responses, Term Paper, and Group Project.  Typically, 
the grade categories will be similar to the course breakdown provided to students 
in the syllabus (participation, paper, group assignments, attendance, exam, 
quizzes, etc.).   
 
 
Clicking on “Add 
Category” takes you to 
a settings wizard where 
the instructor may 
choose a title and 
preferences. 
 



 
 
Clicking on “Add an Item” takes you to a settings wizard where the instructor can 
add a title, preferences, and a parent category. 
 

 
 
Once the grade categories and items have been set up for the course, the 
instructor will be able to associate specific assignments with a grade category.  



For example, the screen below shows how an instructor would choose a grade 
category when creating a new activity such as a response paper.  To review, 
when adding an activity, turn editing on, choose “advanced uploading of files” 
and fill in the fields in the new window.  One of the last fields on the form is the 
“Common Module Settings” where a grade category may be chosen.  Clicking on 
this drop down menu will provide a list of all the course categories.  Choose one 
and all students’ grades for that assignment will be allocated automatically to the 
grade book. 
 

 
 

Using Exabis E-Portfolio 
 
For MA in TESOL students there is a special feature associated with each course 
that allows them to build a personal portfolio of their best work during the 
program.  The purpose of the portfolio is to: 

�  Collect important materials produced during the course of study; 
�  Share and collaborate with other students and instructors to improve a 

professional portfolio; and to 
�  Use the portfolio for further professional and career development with 

other academic institutions and potential employers. 



 
Using the e-portfolio requires students to be logged into an MA in TESOL course 
and to navigate to the Exabis E-portfolio block. 
 

 
 
 
Click on “My Portfolio” and you will be directed to a page that looks like this: 
 
 

 
 
The tabs at the top of the screen will direct the student to administrative and input 
areas of the software. 
 
 
 
 



 Information 
 
This is the “home page” for the e-portfolio and may be customized with a 
personal greeting or introduction to the material gathered here. 
 
  
 

Categories 
 
The portfolio may be organized into different categories, making it easier to 
upload and link materials for easier recall later.  Clicking on the “categories” tab 
and then the “edit” tab provides a new window where categories and sub-
categories may be added or deleted.  Here is an example of some categories 
and sub-categories that have been already created for a student. 
 

 
 
 
When the editing is finished, the categories and 
sub-categories appear in an outline, as shown in the 
image to the right. 
 
  
 
 



My Portfolio 
 
Clicking on the “My Portfolio” tab directs the student to a view of all uploaded 
files, links, and notes.  This is only a “storage” area for important program 
material that may be linked into a “view,” which may be shared with other 
students, instructors, or potential employers.  The “View” function will be 
explained in the next section. 
 
Initially, the “My Portfolio” tab will not be populated until a student adds a link, file 
or a note.  This is done by clicking on the drop down menu beside the “edit” 
button and choosing a link, file or note. 
 

 
 
After choosing one of the options a new screen will prompt the student to add 
text and links. 
 

 



The example above is for adding a “web link” to the items list.  This process may 
be repeated for files and notes.  When the preferences are saved a list of all the 
student’s items will appear in a list, like the one below. 
 

 
 
 

Views 
 
The e-portfolio may be shared with whomever the student wishes.  The “Views” 
tab allows a student to produce new views for particular audiences such as fellow 
students, instructors, potential employers and graduate schools.  When 
producing a new view, the student may create a customized introduction and add 
items from the “My Portfolio” area of the program to tailor an electronic 
presentation of the student’s work. 
 
To get started, a student clicks on the “Views” tab and then the “Add View” button 
at the bottom of the screen.  Here is an example of a list of some views that have 
been produced for demonstration purposes. 
 



 
 
After clicking on “Add View” a student will be taken to a new screen where 
preferences and descriptions may be chosen and shared. 
 
 

 



Building a new portfolio view is accomplished by dragging items on the left side 
of the screen (populated from items added under the “My Portfolio” tab) into the 
“View Design” area in the middle of the screen.  The number and order of the 
items may be changed at any time.  There are two options for sharing the view:  
internal (fellow students and instructors) and external (via a Web link).  There is 
no limit to the number of views a student may have and share. 
 
  


