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Abstract  
These guidelines are meant to guide tutors in using the tools for monitoring student activities on the 

platform and help them when required. 

Moodle is a learning platform designed to provide educators, administrators and learners with a single 

robust, secure and integrated system to create personalised learning environments. With over 10 

years of development guided by social constructionist pedagogy, Moodle delivers a powerful set of 

learner-centric tools and collaborative learning environments that empower both teaching and 

learning. A simple interface, drag-and-drop features, and well-documented resources along with 

ongoing usability improvements make Moodle easy to learn and use. Moodle is provided freely 

as Open Source software, under the GNU General Public License. The Moodle project’s open-source 

approach means that Moodle is continually being reviewed and improved on to suit the current and 

evolving needs of its users. From a few students to millions of users, Moodle can be scaled to support 

the needs of both small classes and large organisations. Because of its flexibility and scalability, Moodle 

has been adapted for use across education, business, non-profit, government, and community 

contexts. Moodle is web-based and so can be accessed from anywhere in the world. With a default 

mobile-compatible interface and cross-browser compatibility, content on the Moodle platform is 

easily accessible and consistent across different web browsers and devices. 

 

Login 
Enter your username and password, and then click Log in. 

  

 

If you forgot your username or password click on ‘Forgotten your username or password?’. 

https://docs.moodle.org/400/en/Philosophy
https://docs.moodle.org/400/en/Main_page
http://opensource.org/docs/osd
http://docs.moodle.org/dev/License
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In order to reset your password you can enter your username or the email used to sign up. You will 

receive an email with instructions to access the platform again. 

 

 

Settings 
If you need to change some information on your profile click on your name in the upper right corner 

to open a menu, choose the item 'Profile'. 

 

 

 

Click on 'Edit profile' to open a page with information about you.  
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Edit / Add data on your profile, then click 'Update profile' at the end of the page. 

 

 

If instead you click on the gear you will open a menu, choose 'Change password' if you need to 

change your password. 
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Your new Password should match some rules as shown below, and then click on ‘Save changes’ to 

confirm. 
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Structure 
The Master programme is structured in three main parts: 

- Foundation Modules 

- Core Modules 

- Elective Modules 

To access any of the three sections click on the menu on the left or on the corresponding pictures. 

 

 

Each section is organized into modules. You can easily move from one module to another and even 

from one section to another using the menu on the left side of the screen  
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Each section has two communication tools always visible: 

- News and Announcements 

- Report here Educational and technical issues 

The first tool is used by tutors to communicate messages ONLY to trainees belonging to their 

university. The message will also be sent by email. 
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The second tool is a classical forum to allow trainees to report any issues or even open a discussion 

on a particular topic. 
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Tracking of student activities 
 

There are two kind of learning objects that can be tracked by the platform: 

-  Video lessons: the video lesson is considered completed only if the student watched it for a 

time equal to or longer than its duration and if he/she reached the end of it. 

- Self-assessment tests: the test is considered passed with a score of at least 75% of the 

overall score.  

Choose the section, i.e. FUNDATION MODULES, and check your students' activities by clicking on the wheel in 

the upper right corner of the screen. 

 

 

Select More… to open a page called Course administration. 

 

 

Click on Activity completion to open a page showing a matrix where the rows are your students and 

the columns are the learning objects (video lesson or test). Each cell of the matrix shows if a 

particular student completed or not the activity.     
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If there are more than 25 students, they are spread over more pages. 

A filter by first and/or last name allows further selection of students. 

 

 

The completed activity is marked automatically with a tick when the conditions stated above are 

met. 
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You can also force the completion of the task by clicking on the checkbox but it should only be done 

if strictly necessary. 

A warning message appears to make sure, if you really want to do so. If yes, click Save changes. 

 

 

The activity will appear as completed but the checkbox is bordered in red to remind you that you 

forced it. 

 

 

By clicking on the checkbox again, you can mark the activity as not completed. 

You can download the tracking matrix in an Excel file by clicking at the bottom of the page on 

Download in Excel-compatible format (.csv). 
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Private message 
 

If you want to send a private message to one of your student, go to Participants to open the student 

list.  

   

 

 

Choose the student you want to send a private message by clicking on his / her name. 
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Click on Message to open a box on the right side of the screen where you can write the private 

message. 

Click the icon near the message box to send it.  

 

  

The student will be notified in the upper part of his / her screen that a message was sent by his / her 

tutor. 

 

By clicking on the small cloud, he / she can read messages sent by tutors. 

 

For Any technical issue, please send an email to i.reggiani@unimarconi.it or 

s.correnti@unimarconi.it 

mailto:i.reggiani@unimarconi.it
mailto:s.correnti@unimarconi.it

