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                                    1. Getting Started 

(1) Going to My Courses on Moodle 

Please open a browser and type the website URL (http://moodle.npust.edu.tw) 
in the browser to enter the homepage. Please click “Log in” on the upper right 
corner to log in to Moodle. 

 

 Enter your username and password. Then click “Log in”. 

 
 

After you log in, move your cursor to “My Courses” on the top menu bar. You can 
see all your current courses labeled as “Course Code -Course Title”. Then click on 
a course title to enter the course. 

 
 

If you are a teacher, you can see the “Turn editing on” button on the upper right 
corner. After clicking on the button, you can start to upload and modify your 
teaching materials. 

http://moodle.npust.edu.tw/
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(2) Course Outline, Course Syllabus, Office Hours and Rollcall System 

After you enter a course, select “This Course”. Then select “Course Outline”, “Course 
Syllabus”, “RollCall System”, or “Office Hours”. 
 
 

 
 
 
 
 

The page of “Course Outline” is shown as follows. Please fill out all the sections, and 
then click “Submit” to save your changes. 
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The page of “Course Syllabus” is shown as follows. You can edit a course syllabus 
directly or import the syllabus from one of your previous courses. 

 
 
 
 
 

The page of “RollCall System” is shown as follows. 
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The page of “Office Hours” for teachers is shown as follows. Please edit your office 
hours, and click “Submit” to save your changes. 
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2. Basic Course Activities 

(1) Uploading a File (PowerPoint Slides, Word Files or Videos) 

After you enter a course, click “Turn editing on” on the upper right corner. 

 
 

 

  

Go to the week where you would like to edit, and click “Add an activity or 
resource” on the right side. Then, select “File” under “Resources” from a pop-up 
window. 
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Enter the name and description of the file. Under “Select files”, you can either select 
“Add file” or drag a file to the box. Then click “Save and return to course”. 

 

 

 
 

(2) Uploading Multiple Files 

 After you enter a course, click “Turn editing on” on the upper right corner. 

Add file 

Or drag your file to here 
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Drag several files to the section where you would like to add them. 

 

 

(3) Adding a Page for Course Description 

After you enter a course, click “Turn editing on” on the upper right corner. 

 

 
 
 
 

Click “Add an activity or resource” on the right side of the week of your choice. 

 

selecting all files,  
drag to the place where you 
want to put the file 
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Select “Page” under “Resources”, and then click “Add”. 

 

 Enter the name, description, and content of the page. Then click “Save and return to 
course”.
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(4) Adding an Announcement 

 

Click “Announcement”, and then click on the “Add a new topic” button. 

 

 
Enter the subject and content of the announcement. Then click “Post to forum”. 
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(5) Adding and Grading an Assignment 

After you enter a course, click “Turn editing on” on the upper right corner.  

 
 
 
 

Click “Add an activity or resource” on the right side of the week of your choice. 

 

 

 

Select “Assignment” and then “Add”.  
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Enter the name and description of the assignment. Remember to activate the 
cut-off date by clicking “Enable” on the right side and set the final submission 
date of the assignment. If not, students will be able to amend the assignment 
even after the due date. Click “Save and return to course” after everything is set.   

 

You can find all the assignments under “This course” on the top menu bar. Select 
the assignment that you want to grade and click “View all submissions”.   
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The table shows the submission status of all students in the class. You can see the 
files uploaded by students and click on “Grade” to grade them.  

(You can choose to hide unused column by clicking the “-” icon.)   

 
 

Scores could be given in the “Grade” column. Click on “Save changes” after 
grading. 

 
 
 

Students will be able to view their grades on the assignment submission page 
after you finish grading.  
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(6) Sending a Graded Assignment to Students 

After you enter the “Adding a new assignment” page, click “Feedback files” 
under “Feedback types”.  

 

 
 

After entering the grading page, you can upload files under “Feedback files”.  
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(7) Adding a teaching assistant (TA) into a course 

After you enter a course, click “Users” and then “Enrolled users” on the right 
menu.  

 
 
 

 

You will see a table which shows the name list of the teacher and students of the 
course. Click “Enrol users” on the upper right corner to add a new member to the 
course, and assign the person a role.  
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Click the drop-down menu of “Assign role” and select “Non-editing 
teacher”,then press the button at the bottom.並在下方按下加入用戶按鈕即可 

 
 

 

If you want to assign an enrolled student as the TA, in the name list, edit and 
delete the student’s role by clicking the “X” icon, select “Non-editing teacher” 
and then choose the square icon on the right to save the change. (下拉選單選擇

「助理教師」後，按右邊的方形按鈕儲存修改) 
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(9) Checking on Students’ Grades 

After you enter a course, click “Grades” under “This course” on the top menu bar. 

 
 

You will see a table which shows every student’s grades for all the assignments 
given and the overall average. 

 

 

Select “Export” if you want to download the grades as a file. 
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Select “Setup” if you want to set the weighting percentage of each item. After entering 
all the weighting percentage, click “Save changes”. 
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(10) Adding a Quiz and Check the Result 

After you enter a course, click “Turn editing on”. 

 
 
 

Click “Add an activity or resource”. 

 
 

Choose “Quiz” and then click “Add”. 
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Give the quiz a name and write its description. If you want to limit how long 
students can complete the quiz, check the box to the right of “Open the quiz” in 
the “Timing” section.  

 
 

If you want to limit the 
number of times a student can take a quiz, you can use the “Attempts allowed” 
option in the “Grade” section to set it up. After setup, click “Save and return to 
course”. 

 

Then you can click the quiz created on the course page to add or edit quiz items. 
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Click “Edit quiz”. 

 

 

 

Then click “Add” below. 

 

 Select a question type and then click “Add”. 
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Enter the quiz’s name and question items, and set up grading. 

 

 

You may set up several answer options down the webpage and set up grading for 
each of them. 
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Question items you set up will be displayed as the following picture. 

 

 

If you want to check on quiz scores, click “Overview report” under “Gradebook” 
in the “Administration” section on the right menu of the course page. 

 



27  

 “Attempt: 1” means there is one record for this quiz in total. You may select the 
“Attempts from” option to obtain the list of users who have attempted to 
complete the quiz. 
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(11) Adding a Questionnaire and Check Feedback 

 After you enter a course, click “Turn editing on”. 

 
 

Click “Add an activity or resource”. 

 
 

Because the “Survey” module only provides set questions that cannot be edited, 
please select the “Feedback” option and then click “Add”.  
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Give the feedback a name and write its description. If you want to limit how long 
students can complete the feedback, you may set it up in the “Availability” 
section. In the “Question and submission settings” section, you can set up if the 
names of users will be recorded. After setup, click “Save and return to course”.  

 
 

Next, click the feedback created on the course page to edit questions. 

 
 

Click “Edit questions” and choose the question type that you want to add. 
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Take the “Short text answer” for example. Write the question’s content. Fill in the blank 
of “Label” with numbers or English words to label a question. Then click “Save question”. 

 

 Returning to the “Edit questions” page, you can see the questions that you have 
just established. By clicking the gear icon on the right, you can edit a question. By 
clicking the asterisk, you can set up if the question is required to be answered. By 
clicking the cross sign, you can delete the question. 

 

By clicking “Analysis”, you can immediately see the feedback. Because “Feedback” 
is set to be filled in anonymously, the names of users will not be displayed in the 
feedback. 
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(12) Adding a Website Link 

 After you enter a course, click “Turn editing on”. 

 

Click “Add an activity or resource”. 

 
 

 Select “URL” and then click “Add”. 
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Enter the name, description, and the URL of an external website. In the “Appearance” 
section you can choose the way it will be displayed (Please do not choose “embed.” 
This option is not available for the sake of the website’s safety). Finally, click “Save 
and return to course”. 

 

If the 
display type is “automatic,” students will see “Click … to open the resource” after they 
click the URL resource  on the course page. If the display type is “Open,” the webpage 
will be opened immediately after students click the URL resource. If the display type is 
“In pop-up,” the webpage will appear in a pop-up window.
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3. Advanced Functions 

(1) Uploading the Entire Folder to a Personal Private File 

Click “Dashboard” on the top menu bar and then click “Manage private files” on the 
right side of the page. 

 
 

Directly drag and drop the compressed file to upload it. 

 

 

After uploading is completed, click on the file and press the “Unzip” button in the 
pop-up function window. 
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(2) Grouping Users and Submitting Assignments in Groups 

After you entering a course, click “Users” and 
then “Groups” on the right menu. 

進入課程頁面後，點選右下方的「用戶」->「分組」 

Click “Create group”. 
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 After setting the group name, click “Save changes”. 
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After clicking the newly added group, click “Add/Remove users”. 

 
 

 Select the students you want to add to the group, and then click “Add”. 
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The list of selected students will go to the left, indicating that they have joined 
this group. Next, click “Back to groups”. 

 

 

By clicking on a group, you will see which students are in this group in the block 
on the right. 
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If you want to set an assignment 
to be submitted in groups, on the page of adding assignments, under “group 
submission settings”, set “Students submit in groups” to “Yes”. 

 

When grading assignments, you can see how many groups there are in this 
course, and how many groups have already submitted assignment. Click “View all 
submissions” to enter. 

 
 

It can be seen from the table that as long as one member in the group submits 
the work, the work file will appear next to other group members in the same 
group. Click the grading icon to give scores. 

 

On the grading page, under “group submission settings”, if you set “Apply grades 
and feedback to entire group” to “Yes”, all group members in the same group 
get the same score. 
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(3) Importing teaching materials from the old version of Moodle 

Go to a source course on the old version of Moodle, and click the “Backup” button  
on the bottom left corner. 

 

 
 

Click the course functions/resources you want to import (please uncheck the user  
information), press the “Continue” button, and press “Continue” again. 

 

 
  



44  

After you complete the steps, a file window appears; click the file to download it. 
 

 
 

Next, go to the new version of Moodle, enter the course to be imported, and click  
the “Restore” button on the lower right corner. 

 
 
 

Drag and drop the backup file, and then press the “Restore” button. 

 

  

 

 

Press “Continue” to proceed to the next step. 
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Select “Merge the backup course into this course”, and then press “Continue”. 

 

Click “Next”. 
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Please be sure to uncheck the items of “Course name”, “Course short name”, and 
“Course start date”. Then set the remaining items based on your needs. After 
confirmation, click “Next” at the bottom. 

 

 

Confirm the items to be imported, and click “Perform restore”. 



47  



48  

(4) Importing Course A (Source) to Course B 

 After entering the B course, click the 
“Import” function on the lower right corner. 

 

Select the 
source course A to be copied/imported from a list of courses you taught, and 
click “Continue”. 

 

Check the items to be imported, and click “Next”. 
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Confirm the items to be imported, and click “Next”. 

 

After confirmation, click “Perform import”. 

 


