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Logging into Moodle

1. Search one.kpu.ca in your web browser. Search for the Moodle site (Courses, Community,
Trades, Continue) you want to login to.

ONE.KPU

Search. Click. Done.

What would you like to do?

‘Q Home

2. You will land on the following page. Click on Login.

Sign in with

Big Blue Button is a web-conferencing system for teaching and learning
online that provides real-time sharing of audio, video, slides, chat, and
screen. Some of your courses may use this tool for digital course
delivery. When you use Big Blue Button, personal Information about
you, such as your name, email address, image, voice, and class
participation is collected under the authority of the Freedom of
Information and Protection of Privacy Act of BC, s. 26(c), to promote
individual and group learning at KPU. Big Blue Button sessions are
recorded for educational purposes and are shared only with your
instructor and classmates within the Moodle site, and will be stored by
KPU's service provider within Canada. When using Big Blue Button, you
are requested not to divulge personal information about others, or to
share personal information about yourself that is not necessary for
class participation. If you have any questions or concerns, please
contact your instructor.

@ Cookies notice

3. Insert your KPU-issued email (@kpu.ca or @student.kpu.ca) to login and Click the Next button.

POLYTECHNIC
KPU UNIVERSITY
Sign in

test.test@student.kpu.ca|

Can't access your account?

Back

Please use your KPU-issued email address @kpu.ca
or @student.kpu.ca to login.

You can reset your password here

4. Enter your password.



! KWANTLEN

KPU | (Rivérsiry

Enter password
I‘x ora

Forgot my password

Please use your KPU-issued email address @kpu.ca
or @student.kpu.ca to login.

You can reset your password here

5. Open your Authentication app and enter the code you see. Once you complete the
authentication, you will be logged into the Moodle.

KWANTLEN
KPU POLYTECHNIC
UNIVERSITY

Approve sign in request

@ Open your Authenticator app, and enter the
~ number shown to sign in.

No numbers in your app? Make sure to upgrade to
the latest version.

| can't use my Microsoft Authenticator app right now

More information

Please use your KPU-issued email address @kpu.ca
or @student.kpu.ca to login.

You can reset your password here




Viewing Dashboard in Moodle

After login to Moodle and click on Dashboard, a few blocks of important
information will be available here:

Upcoming events:

Due dates for assignment and quizzes etc., as well as Scheduler appointments,
will appear in the Upcoming events block automatically.

Dashboard

Upcoming events
m Assignment 1 is due
Tuesday, 20 February, 12:00 AM

Assignment 1 is due
Thursday, 22 February, 12:00 AM

Go to calendar...

Timeline:

The Timeline block provides an overview of deadlines and is displayed by default
on the Dashboard. It can be sorted by date as well as courses. It also gives an
option to add submission from the dashboard.

Timeline

| All v ‘ l Sort by dates v l Search by activity type or name

Tuesday, 20 February 2024
00:00 Ass_ugnmen_f 1
Assignment is due * Rajmale Test Course 1

Thursday, 22 February 2024

00:00 Assignaent. 1 Add submission
Assignment is due * Rajmale Test Course




Course Overview

It gives an option to sort by all, In progress, future, past, starred or removed from
view

Course overview

All [ Search ‘[ Sort by course name v ][ Card v ]

v All

Development

Inprogress
Future

Past

Starred

Rajmale Test Course 1
Removed from view

o 0% complete o

Calendar

The Calendar block displays events from the Calendar, such as activity dates, and
any of the following manually added events

Calendar

All courses

Rajmale Test Course Febl‘UOf‘Y 2024
Rajmale Test Course 1 Tue Wed Thu
Rajmale Test Course 3
Exception CRIM 3213 SPRING 2023 1
4 5 6 7 8

Editing Student Profile

You can edit your profile to show information about yourself. Below are the steps to edit your profile:



1. Click on your name at the top right of the Moodle page. Click on “Profile” from pull-down menu.

Accessibility

Grades
Calendar
Private files

Reports

Preferences

Log out

2. You should be able to view your profile as a following page. If you would like to change
anything, click “Edit Profile” button.

Course details

Course profiles
Moodle Test Site

Rajmale Test Course 3

teSt' test Rajmale Test Course 1
@ Edit profile Test Course 2
Personal information \d
Email address:
test@test.com Miscellaneous
Blog entries

Forum posts
Forum discussions
Open Forum posts

Open Forum discussions

Reports

Grades overview

3. You cannot change the first name ad the last name. It will be greyed out as follows:

Last name ‘ test

First name \ test ‘

4. To add User picture, scroll down to the section “User picture” and click on User picture to open
it. Upload a file, Browse and Upload.



v User picture

Current picture None

Maximum file size: 250 MB, maximum number of files: 1

New picture [7]

®

You can drag and drop files here to add them.

Accepted file types:

Image files to be optimised, such as badges .gif .jpe .jpeg jpg .png

Picture description

5. You can add an additional name or nickname to your profile.
v Additional names

First name - phonetic ‘ ‘

Last name - phonetic ‘ ‘

Middle name ‘ ‘

6. You can also add pronouns, personal web address, Skype ID etc. under the Other fields tab.
v Other fields

ICQ number ‘ \

Skype ID ‘ 7 \

AIM D \ \

Yahoo ID \ }

MSN ID \ \

Web page ‘ - ‘

v Pronouns

Pronoun(s) ‘ ‘

7. ltisrecommended not to add any personally identifying information that is not required for
learning and teaching purposes. Once you have made the changes, click on the 'Update profile'
button.



5.

Accessing the courses, you are enrolled in

Login to Moodle using your email address and password.

You should be able to see the Home page. Click on “My Courses” tab as below:

Home Dashboard | Mycourses| My Media  Search L ©

You should be able to see the courses. The course may not yet be open to students yet. Check
again after the first day of class, or email and ask your instructor when will the course be
available.

You can filter the course list by using a drop-down menu from “All” to “in progress” or “future”
or “past.”

My courses

Course overview

[ All ~ ]‘ Search ‘[ Sort by course name v JL Card ]

Development Sites Development Sites Development Sites '

Course Number 1 Course Number 2 Course Number 3

If a course is hidden from the Course Overview panel, select "Removed from View" to see
hidden courses.

| Removed from view ’

All

In progress
Future

Past

Starred

v Removed from viewq




Hiding and Unhiding a Course from Dashboard

Hiding the Course

Moodle allows you to hide courses that you no longer wish to view. To do so, please follow the steps
below:

1. After logging into Moodle, you will land on your Dashboard. Locate the block titled Course
Overview.

Choose the course which you wish to Hide and locate the 0 icon.
Clicking the icon will reveal a menu. Click Hide from View

Star this course

Remove from viewﬂ |

4. The course will immediately disappear from the Course Overview.

Unhiding the Course
If you discover later that you need to be able to view a hidden course, unhiding is simple.

1. Inthe Course Overview block, Expand the filters and click “Remove from view.”
2. Choose the course which you wish to unhide and locate the 0 icon.
3. Clicking the icon will reveal a menu. Click “Restore to View.”

Star this course

Restore to view ﬂl

4. The course will immediately appear back in the Course Overview.




Uploading an Assignment

As Moodle can accept most file types, make sure you follow the instructions in the assignment
instructions provided by the instructor to ensure you are uploading the correct format.

1. Visit the Assignment portal. You can access it from the course as well as the Dashboard if it is due
in the timeline you have chosen in the Dashboard.

2. Click on “Add Submission” button.

E Assignment- 1

Opened: Wednesday, 7 February 2024, 12:00 AM
Due: Wednesday, 14 February 2024, 12:00 AM

Describe your perfect day in a word document.

Add submission“

3. You can drag and drop files or click on the file icon to upload.

v Add submission

File submissions Maximum file size: 250 MB, maximum number of files: 20

(30| ]
iles

®

You can drag and drop files here to add them.

Save changes Cancel

4. You can change the filename of your submission by right-clicking on the file icon and then
entering a new title in the Name text field. Note: Do not remove the file extension while
changing the name. It will not allow the instructor to open and grade your submission if the
extension is removed.



Edit Test Document.docx X

Download Delete

B [ oo )
AsEoE | test, test i
Choose licence @ ‘ All rights reserved v

Path ‘ ] ‘

Cancel

Last modified 13 February 2024, 10:34 AM
Created 13 February 2024, 10:34 AM

5. Click Save Changes.

v Add submission

File submissions

Do &
&

o

Test Docume...

)
T3
0

Cancel

| Save changes I

v

6. After you hit the Save Changes button,
i) If you see the following screen, you have successfully submitted the assignment.
ii) If you see the screen as below, you will need to follow another step to make the

submission.
You are free to edit the submission because it is in draft mode.



Submit assignment |[2] Edit submission Remove submission

Submission status

Submission status Draft (not submitted)

Grading status Not graded

Time remaining 6 days 13 hours remaining

Last modified Tuesday, 13 February 2024, 10:44 AM

File submissions
Wl Test Document.docx 4+ 13 February 2024, 10:44 AM

Export to portfolio

Submission comments
» Comments (0)

iii) You may also be asked to accept the Submission Statement.

E ASSIgnment 1 Rajmale Test Course 1 =~ Assignment 1 = Confirm submission)|

| Mark as done ]

Opened: Tuesday, 13 February 2024, 12:00 AM
Due: Tuesday, 20 February 2024, 12:00 AM

Confirm submission

[ This assignment is my own work, except where | have acknowledged the use of the works of other people. @

Are you sure you want to submit your work for grading? You will not be able to make any more changes.

O Required

12



Attempting a quiz in Moodle

1. Click on the quiz link on the Dashboard or the quiz activity on the course
homepage.

2. Click on "Attempt quiz now" button.

Quiz 1

3. Click on the "Next Page" button at the bottom of the page to see the next
page of questions.

4. Click on the "flag" in the box next to the question to put a temporary marker
onit.

Question 1

Not yet
answered

Marked out of
1.00

¥ Elag

guestéo?

13



5. Aflagged question is shown with a red triangle at the top right.

Quiz navigation

RS

Finish attempt ...

6. To finish the exam, click "Finish attempt" in the navigation block of "Next
Page" on the last page of the exam.

Quiz navigation
17
Finish attempt ... {113

7. The "Summary of attempt" page - reviews the questions and alerts you to
questions not attempted.

Back

Quiz 1
Summary of attempt

Question Status

|—

Answer saved

N>

Answer saved

Return to attempt

Submit all and finish g

8. Click on "Submit all and finish" to have your quiz scored. A warning will pop up
telling you can no longer change your answers.




?f

Submit all your answers and finish? X

Once you submit your answers, you won't be able to change them.

Cancel Submit all and finish

15



Joining BigBlueButton Session

1. You can find the BigBlueButton room in the Moodle Course you
want to join it for.

@ Big Blue Button

G

2. Click the "Join session" button to join the session. If the button is
not clickable for you as a student, then it is not activated by the
instructor yet.

Big Blue Button

This room is ready. You can join the session now.
Join session
Recordings h

Next Last Page‘1 Rows |10 v

Playback Name Description Preview Date Duration

No data to display

° Big Blue Button Rajmale Test Course 3 = Big Blue Button

3. Joining will open a new tab in your browser and you will see the
virtual room in the background, but will first be asked via a pop-up
how you would like to join the meeting

How would you like to join the audio?

4. If you have a microphone and you want to join the session with it,
click on the Microphone icon.

16



Y

Microphone

5. The browser asks for permission to use the microphone.
...blindsidenetworks.com wants to X

O Use your microphone

Allow, Block

6. After you click on the “Allow” button, the dialog box with the
audio settings selection will appear. Choose the microphone and
the speakers you would like to use.

Change your audio settings

Please note, a dialog will appear in your browser, requiring you to accept sharing your

microphone.
Microphone source Speaker source
Default - Headset Microphone (Zone Wireles: v Default - Headset Earphone (Zone Wireless) v

& Stop audio feedback

7. Please make sure that you mute your microphone as long as you
are not speaking in order to minimize background noise. Click on
the blue microphone icon. It should turn black after the microphone
is muted.

Your audio stream volume




18



Viewing Your Grades in Moodle

To view your grades in your course:

1. Loginto Moodle and open the course.
2. You will see the Grades tab on the top of the Course material.

Course Participants 6rades

Rajmale Test Course

General

Topic 1
] @ Announcement
Topic 2

Topic 3

3. View the screen similar to below:

User report -

KL Kaur, Rajmale

Grade item Grade Range Percentage Feedback

v Rajmale Test Course

N Assignment 1 - 0-100 =

AGEGREGATION

z Course total ~ 0-100 -

4. You can change the User Report to Overview Report by clicking on the downward arrow next to it
to see all the course grades.

19



[User report v]

View

Overview report

20



Seeing which students are in my Course group in
Moodle

As a student in Moodle, you may have courses where your instructor has assigned you to work in

groups.

1.

5.

Go to the Course you want to check the group for.

Click on the “Participant” tab from top-left corner.

Course Participants Grades More

—

Rajmale Test Course 1

You should be able to see your group name next to your name in the “Participant” list.
Last name

“ /First name

/ Alternate name Roles Groups

t test, test Student Group 1

Under the drop-down list on the top of the Participant list, select your group name and click on
“Apply filters.”

Enrolled users

Match‘ Any % ‘ Srouf = Type or select... v ‘

+  Add condition

No group

Group 3

Group 4

It will show all the other members in your group.

Last name

“ /First name

/ Alternate name Roles  Groups
(] -— -— -
O R Rid, test Student Group 1
(] t test, test Student Group 1

21



Joining a Zoom session from Moodle

1. Open your course in Moodle and find the Zoom session link. Click on the link to access the
session.

v General

Announcements
E Click here to join the online class

2. From the Zoom page in Moodle, click Join meeting. If you do not see the Join Meeting button,
note the meeting time under the schedule section. The session may not have started yet or it may
be outside the scheduled time.

Home  Dashboard Mycourses Tools~  Support~ Policies~ Search My Media

a Click here to join the online class

3. You will receive a popup window asking you to Open Zoom Meetings. If you have the Zoom
Desktop application, click the Open Zoom Meetings button. If you do not have the Zoom
Application on your computer, click Cancel and Click the Join from your browser link.

Open Zoom Meetings?

https://kpu-ca.zoom.us wants to open this application.

D Always allow kpu-cazoom.us to open links of this type in the associated app

Open Zoom Meetings

)

4. Inthe Zoom Desktop application, click the Sign in to Join button.

22



-
&) Zoom Workplace *

Sign in to join this meeting
The host requires authentication on the commercial
Zoom platform to join this meeting. Please sign in with a

commercial Zoom account to join.

Meeting ID: 65071901549

5. Click the SSO button from the sign in page.

zoom .
Workplace
¢ Back
LEmaiI or phone number 4}
or sign in with
e G [ 0 Hd
550 Goegle Apple  Facebook  Microsoft

Don't have an account? Sign up

P8 Need help? Chat with us

Terms  Privacy

6. Type in kpu-ca to the domain textbox and click Continue.

Sign in with SSO
Company domain
| kpu-ca | ZOOMm.us VW

| do not know the company domain

7. From the new window that opens up, click Launch Zoom Workplace app.



Sign in with SSO

Click Open Zoom Workplace app on the dialog shown by your browser

If you don't see a dialog, click Launch Zoom Workplace app below

By launching Zoom Workplace app, you agree to our Terms of Service and Privacy Statement

Launch Zoom Workplace app

8. Confirm by clicking Open Zoom Meetings.

Open Zoom Meetings?

https://kpu-ca.zoom.us wants to open this application.

D Always allow kpu-ca.zoom.us to open links of this type in the associated app

Open Zoom Meetings

9. You will either be directed to the session or land in the waiting room if your instructor has set one
up.

@_ Workplace — O

Click here to join the online

_ class
Bala nd}ﬁ DaVld This is a recurring meeting

Wiaiting for the host to start the meeting. =~

-Test speaker and mic |

24



Engaging in a Zoom Session

There are a number of ways to engage with your classmates and instructors during a zoom session. Here

are some of the ways that you can do that!

At the

bottom of your zoom session there is a menu that you can access to view all of the tools to interact

with your zoom session.

&2 ~ Q- ® ©

Participants Meeting info

1.

Muting and Unmuting your microphone

On the left side of the menu, you can see an audio icon that looks like a microphone. Click on the

Audio button to mute or unmute your microphone.

2.

Click the arrow to the right of the Audio button to adjust your settings such as selecting the right
microphone if you have more than one or selecting the right speakers such as headphones.

Select a microphone
Same em (Microphone Array (Realtek(R) Audio))

+ Microphone Array (Realtek(R) Audio)

Select a speaker
em (Headphones (Realtek(R) Audio))
1) Audio)

Audic)

aker & microphone..

Switch to phone audio...

Leave computer audio
Audio seftings...

]~

Audio

Turning on and off your camera

25



1. Next to the Audio button is the Video button that looks like a camera icon. Click on that to turn on
or off your camera.

(A (&

Video

2. Click the arrow to the right of the video button to adjust the camera settings.

Select a camera

v Integrated Webcam

Blur my background
Adjust background & effects...

Choose avatar..
Video settings...

(41 |~
Video

Using the chat and replying to messages

1. From the menu click the chat button.

& 2 Q ~ O~ © &

Participants React Share Meeting info Maore

2. To type into the chat, use the text box at the bottom of the chat window and click the arrow button on
the bottom right to send.

& Whe can see your messages?

AH Meeting group chat

Here is my responsel

B iG] a

ke - 4

3. Toreply to your classmate or instructor, click the reply button underneath their message. A text box
will appear underneath their message after typing in your reply click the arrow button to send.



P .
0 (g View &

Mew messages

David Balandy 3:30 Pm

@ Type your response here

+ |+
[
=

Reacting and Raising your Hand

1. Click the react button to open a menu with several options for reacting.

& ? 2@ -~ O~ 8 ®

Participants React Share Meeting info

2. Tosend a thumbs up or raise your hand and many other reactions, click on the button from the
menu that opens up.

Send with effect

Reactions

S 0

# Raise hand

I Be right back

& @ -~ O~ @8 © ©

Participants React Share Meeting info More

3. When you are done, you can lower your hand by clicking the lower hand button that is open at
the bottom of your screen.

27



‘- Lower hand

& 2 @ -~ O~ B @

Participants React Share Meeting info

Responding to Polls and Quizzes

1. When your instructor creates a poll or a quiz, a window will pop up. If that does not happen, click
on More ... from the bottom of your screen and click on Polls from the menu.

vecord
[} Transcript
(c€] Captions
Polls,
£ Docs

MNotes

[J whiteboard

2. Inthe window that opens, you can answer the questions and click submit from the bottom right
corner of your screen.
@ Polis/quizzes = a X

Untitled Poll

1. Poll (Single choice)

Cption 1
Cption 2

1 of 1 answered m

Se Who can see your responses?

Accessing Whiteboards in Zoom

28



1. When your instructor opens a whiteboard, a new tab will open up in your zoom session. You can
also access the whiteboard by clicking More ... and selecting whiteboard.

Record

Transcript

Captions
Polls/quizzes
Docs

Motes
Whiteboard

Reset to default

Drag to reorder toolbar

Mare

2. Once in the whiteboard, you can use menu on the left to select different tools and interact with
the whiteboard.

(S )

@
s@unoesEy

® kb @ 8 9 Q@ 1 49 N\



