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Introduction 

 

Moodle is the online learning platform and environment used at Oakland City University. 

Moodle provides instructors and students with an online home to interact in their courses. 

Course materials and resources may be stored and accessed here, and course activities, such as 

discussion forums, chats, blogs, quizzes, assignment submissions, and grading can take place 

here. Moodle can supplement a course that is also meeting in the classroom or can service as 

the platform for a course that is completely online.  

Moodle, which stands for Modular Object Oriented Dynamic Learning Environment, has been 

developed by an open-source community of educators and technologists and continues to be 

refined and improved. Here at OCU our Moodle service is hosted by the Indiana Higher 

Education Telecommunications System, or IHETS, which is located in Indianapolis.  

This guide is intended to assist faculty members in the design and development of their Moodle 

courses. It is not meant to offer a comprehensive overview or a complete description of every 

feature, but rather a guide to the most commonly used options and features. If an option is not 

explained in this guide it is safe to assume that the default setting is appropriate to use.  

For additional help, instructors may always contact Dr. Morris Pelzel, Director of Institutional 

Research, at 812-749-1202 (office) or 812-367-2449 (home).  Ms. Zoe Payne, Director of Online 

Learning, is also available for guidance at 812-749-1548 (office). Further help is available at the 

Moodle Docs site (http://docs.moodle.org), which contains literally thousands of articles on the 

many features of Moodle. Every time you click on the    icon in your course, you will be 

getting information from Moodle Docs.  

  

mailto:mpelzel@oak.edu
mailto:zpayne@oak.edu
http://docs.moodle.org/
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Getting Started With Moodle 

 

Logging Into Moodle 

 

You may use any standard web browser to access Moodle at OCU. The web address is 

http://oak.moodle.ihets.org. To access this link from the OCU homepage (www.oak.edu), hover 

over the “Current Students” tab, and under the drop down menu select “Moodle.” From this 

page, c lick on the “Login” link in the upper right section. 

 

 

You’ll then be taken to the login page, where you’ll enter your username and password. 

 

http://oak.moodle.ihets.org/
http://www.oak.edu/
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For instructors, the standard username is first initial followed by last name (e.g., mpelzel); for 

students, the standard username is last name followed by first name, with no spaces (e.g., 

pelzelmorris). When instructors are first enrolled as Moodle users, they are typically given a 

temporary password, which they will be asked to change upon the first login. Passwords must 

be at least seven characters long and contain at least one numeral. Students typically use their 

OCU network passwords as their Moodle passwords. The convention here is “first three letters 

of last name followed by last four digits of social security number (e.g. pel3135). If you 

experience trouble logging in, contact Dr. Pelzel at 812-749-1202 or mpelzel@oak.edu. When 

the PowerCampus system is fully installed at OCU at the end of 2010, we hope that Moodle 

accounts will be created automatically for students and faculty. Until then, accounts will 

generally need to be created manually. 

 

Your Moodle Homepage 

After logging in, you will see your Moodle homepage. It should look something like this: 

 

 
 

In the upper right area of the screen is your login information. The middle column displays a 

welcome message and information about getting help with Moodle. The middle column also 

displays Moodle Site News, which is a forum used to make general announcements to all users. 

On the upper left you will see links to all the courses in which you are a participant. 

 

 

mailto:mpelzel@oak.edu
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Your User Profile 

You can access your user profile from your home page by clicking on your name in the upper 

right section of the screen:  

 
 

Click on your name to view and edit your user profile; it should look something like this: 

 

 

 

Your profile will list all of the courses you participate in and will show your email address. It is 

important to have your correct email address associated with Moodle. It should be an address 

that you check on a regular basis. Students should be reminded to check the email address 

associated with their user profile and to change it if necessary. This is because many students 

do not use the xxx@mymail.oak.edu address that is assigned to them by the university, even 

though Moodle may show it as their email address.  

Users may edit their profile by clicking on the “Edit Profile” tab. Common reasons for editing 

one’s profile include adding a picture or changing one’s password or email. Please do not 

change your username. 

 

 

 

mailto:xxx@mymail.oak.edu
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A Course Homepage—Basic Layout and Structure 

When you wish to use Moodle for a course at OCU, contact Dr. Pelzel or Ms. Payne to request 

that the course be created. When you first enter it, it will look something like this: 

 

The course homepage is divided into a number of sections. First, there are the top two rows, 

which contain: 

 The name of the course--in this example, “Moodle Training Area” 

 Login information—lists your login information and a link to logout 

 The navigation bar, which allows you to click on any of the active links to go back to a 

previous page 

 Help information—clicking on the question mark in the yellow circle provides you with 

useful information for the item that it is located next to 

 Role information—allows you to switch your role in the course so you can view the 

course as your students see it 

 Editing toggle button—turn editing on to make changes to your course, and when you 

are done, turn in off to remove the editing icons. You will have to turn editing on to add 

any materials or activities to your course. 
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Next you will see three columns—two narrower outside columns and a wider middle column. 

The outside columns contain what we call “blocks” of information. Each block has a show/hide 

(+/-) toggle button to either show or hide its content. On the left hand column you will see 

these blocks: 

 People—lists all the participants in the course, including teachers and students. You can 

use this list to select persons to whom you wish to send an email message (so, for 

example, if you wanted to email some or all the students in your course, click on 

“Participants” and then select those you wish to email; then click the “With selected 

users” drop down menu, and select “Add/send message.” 

 

 
 

 Activities—this is a convenient place to view all of the things you’ve added to your 

course, sorted by category. For example, you can view all forums, all resources, all 

quizzes, etc. 

 Search Forums—allows you to search forum posts. 

 Administration—this block contains an important set of tools to help you manage your 

course content and design. We’ll come back to look at each of the functions listed here 

in a later lesson.  

 My courses—this block lists all the courses in which you are a participant. 

On the outer right column you will see the following blocks by default: 

 Latest News—lists the most recent items you have posted in the News Forum (We’ll 

cover the features of the News Forum a bit later). 

 Upcoming Events—allows you to set up a calendar of events in your class. 

 Recent Activity—lists changes to the course since the last time you logged in. 
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The Middle Column 

 

The middle column holds your course content and activities. Commonly this column is 

organized by weeks or by topics. You can make that selection and determine how many weeks 

or topics the course contains by using the “Settings” button in your administrative panel (on the 

left hand side). When an administrator sets up a course for you it is typically defaulted to 

weeks, set to begin at that semester’s start date, and runs until the end of the semester. 

However, you can design the course as you would like it to be.  

The top section of the middle column, which is unnumbered, is sometimes referred to as the 

“header block.” It is designed for course information that is useful to your students throughout 

the entire semester, such as the course syllabus, office hours, contact information, a welcome 

statement, etc. By default this section contains a forum called “News Forum,” which is for 

general announcements intended for the entire class. This forum is automatically set so that all 

participants are subscribed to it, which means everyone will receive an email when a new post 

is made. 

Here is an example of a header block from a recent OCU course taught by Ron Branson (thanks 

to Ron for allowing us to use his course for purposes of illustration): 

 

 

Following the header block you will see a numbered list of either topics or weeks. Again, you 

can determine whether to use the topical or weekly format, and how many units or weeks to 

include, by going to the “Settings” tab of your administrative panel. If you select “Settings” and 

scroll down the page a bit, you’ll see these options and drop-down boxes; this is where you can 

make these changes: 
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The topical or weekly units of the middle column are where you will add materials to your 

course for students to access, either Resources or Activities. In the next tutorial, we will 

demonstrate how to add resources and activities. 

You can choose to have all of the weeks/topics showing to the students, or only one. You will 

notice that in each unit of the middle column (after the header block) there is a small rectangle 

in the upper right hand corner. 

 

If you click on this box, then that particular week or topic will be the only one showing, and you 

will see then see a double box: 

 

Click on the double box to return to the view that shows all weeks/topics. 

The bottom section of the middle column looks like this: 
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The “Moodle Docs for this page” link will to you to a website providing detailed information for 

using Moodle (http://docs.moodle.org/en/course/view. Your login information and a link to 

logout is listed. And the “Home” button will take you back to your Moodle homepage. 

    

  

http://docs.moodle.org/en/course/view


Moodle Tutorial for OCU Instructors--2010 Page 11 
 

Setting Up Week/Topic Sections 

You are the expert in how you wish to teach your course. Moodle does not force you into any 

particular pedagogical method. Moodle does not replace your approach to teaching; rather, it 

simply provides you with a set of tools that can enhance teaching and learning in your course. 

The first step in building a course in Moodle is to determine whether you want to organize it 

according to weeks or topics. In the previous tutorial we covered how to make that selection by 

using the “Settings” link in your administrative block.  Once you have set the number of weeks 

or topics, it’s time to start put content in those sections. There are many kinds of content that 

can be added. We’ll start by looking at how to add summary descriptions of a week or topic to 

its given section. 

To get started, you’ll need to click “Turn Editing On” either in the upper right corner of the 

screen, or in your administrative panel on the left. When you do so, you will see that all the 

blocks on either side of the page as well as the sections in the middle column will contain small 

editing icons. Also, the weekly or topical section units will contain drop down menus for adding 

resources or activities. It should look like this: 
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Here’s what all those icons mean: 

  Move the item to the right (or to the left ) 

 Move an item up (or down ) 

    Move an item up or down 

 Update or edit an item 

 Delete an item 

 Hide an item (toggles with , show an item) 

 Assign roles 

 Show only one topic/week (toggles with , show all topics/weeks) 

 Get more information about this item 

 

To add a summary description of a given week or topic section, turn editing on and scroll to 

that section. It should look like this: 

 

 

To add the summary description of the week or topic, click the “edit” icon, which is circled in 

the image above. You will be taken to a page that looks like this: 
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Here is where you can write up a short summary of that week’s lessons and activities. Just put 

the cursor in the summary box and start typing. The editing tools in the menu bars give you 

many options to format your material; you can also add images, hyperlinks, tables, and other 

items to this summary description. When you’ve finished, just click “Save changes” to go back 

to the course homepage. Here’s one example of how you can use the summary description 

feature of your weekly or topical sections: 

 

You’ll see that, because editing is still turned on, the editing icon is visible in the summary 

section. To make changes to something you’ve already written, just click on that icon and you’ll 

be taken back to the editor to make your revisions. You can now go on and in like fashion 

develop summary descriptions for each week and topic in your course. You don’t have to do 

this all at once; you can add a topic or week at a time, and control whether your students see 
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all the topics and weeks or only the one that you are currently working in. You also see that 

there are links to resources and activities included in the section.  
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Adding Files and Other Resources 

Adding Files 

Now that you have established the outline of your course and perhaps provided weekly or 

topical summaries of each section, you are ready to add other resources. In Moodle, a 

“resource” is a piece of content that you want to make available to students (it is distinguished 

from an “activity,” in which the student has to complete some task such as a quiz or a forum 

post). 

 Let’s look first at adding files. The best way to add files to Moodle is to first place them in the 

“Files” section on your administrative panel. This is a place where you can set up your own 

directory system of folders and files, similar to how you organize files on your own computer. 

Once your files are stored here, they can then be placed in the appropriate week/topic in the 

central column. You can add any file type to Moodle—text documents, powerpoints, pdf, 

audio/video, etc. You’ll just need to be sure that your students have the correct application on 

their computers to read or play your files. 

 

When you click on “Files” for the first time, you’ll get the following screen: 

 

You can create your folder structure, with subfolders if you wish, with the “Make a Folder” 

button. To add a file, click on “Upload a File” and follow the instructions to browse to the 

location of the file and select it for upload.  
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To upload multiple files or folders at once, you’ll need to first go to the directory on your 

computer where those files and folders are located. Select all that you wish to upload (select 

one, then hold down the “Control” key and select the rest). Then right-click your mouse and 

select “Send To” and from the drop-down menu select “Compressed (zipped) folder.” Doing so 

will create a zipped folder, containing all the files you selected, in the same directory. Now, to 

add this folder to Moodle, click on the “Upload a file” button from your Moodle file directory 

and browse to where the zipped folder is located. Select the zipped folder and click “Open.” 

Then click on “Upload this file.” You should see the “File Uploaded Successfully” message. 

Things will look something like this: 

 

Now, under action click on “Unzip” and then on the next screen click “OK.” You should then see 

your multiple files in your Moodle file directory: 

 

Now you can organize your files by creating folders, if you wish, just as you would on your own 

computer. Note that when you upload multiple files, the files do not all have to be the same 

type. Also note that our current size limit for files uploaded to Moodle is 100MB.  

 

Placing Files in Week/Topic Sections 

Now that you have added files to Moodle, you can place them in the appropriate week or topic 

section so that your students can access them. To do so, you’ll need to click “Turn Editing On” 

and then in the week/topic where you want the file, click on the “Add a Resource” drop-down 

menu and select “Link to a File or Web Site.” You’ll get a screen that looks like this: 
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You will need to give the file the name you want it to have on your course page. You can 

include a summary description of it, but this is not necessary. Click on “Choose or upload a file,” 

and you will be taken to your Moodle file directory, which will look something like this: 

 

DO NOT CLICK ON THE FILE NAME! (this will open the file rather than move it to the course 

homepage). Rather, under “Action,” click on “Choose.” You’ll be taken back to the “Add a New 

Resource” page. Scroll to the bottom of the page and select “Save and Return to Course.” You 

will then be back at your course homepage, and the selected file should show up in the 

appropriate topic or week section.  

You can, if you wish, add individual files to you week/topic sections by beginning in the section 

you wish to add the file to. You will go through the same process of uploading a file to your 

Moodle file directory, then choosing that file to place in the appropriate week/topic. 
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Display a Directory 

Suppose you would like to put an entire folder of files into a course section all at once. You can 

do that with the “Display a Directory” option under “Add a resource.” The key here is that you 

already have to have this folder created and stored in your “Files” directory. So if you want to 

place multiple files to a week/topic section and have them all be in the same folder, use this 

option. When you select “Display a Directory,” you’ll need to give the directory a name; a 

summary description is optional. Choose the folder from your Moodle file directory and then 

click “Save and return to course.” The folder will appear in the appropriate week/topic section, 

and students will be able to open it to access all of its files. Again, to do this, you need to have 

the folder with its files inside it already created in your Moodle file directory.  

Adding a Link to a Website 

Follow a similar procedure as above—turn on editing, click “Add a Resource,” select “Link to a 

file or website,” give it a name, type the web address in the appropriate box (or use the “search 

for web page” button to browse to the site you wish to link to, copy the address from the 

address bar of your browser, and paste it in the appropriate box).  Scroll down and select “Save 

and return to course,” and now your link will appear.  

Composing a Text or Web Page in Moodle 

In addition to uploading already existing files from your computer, you can create text files and 

simple webpages right in Moodle.  To do so, again click “Add a Resource” and then select either 

“Compose a text page” or “Compose a web page.” The difference is that you will get Moodle’s 

HTML editor if you choose to compose a web page, while if you opt for compose a text page, 

you will not have as many editing features. In either case, you’ll need to give the document a 

name and an optional summary description. Compose your document, choose whether you 

want it to open in the same window or a new window, and click on save and return to course, 

and you’re all done. 

Insert a Label 

In the tutorial on setting up week or topic sections we saw that you can add a summary 

description of a week/topic section by turning on editing and clicking on the editing icon. The 

“Insert a label” feature is just another way to add text and/or images to a week/topic section 

(in other words, you’re not just adding a link to the section; you’re actually adding content 

directly to the section). If, for example, you have added several files to the section, and you 

want to organize them with subheadings, you can insert labels to separate lecture materials 

from assignments and activities. 
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To insert a label, click “Turn editing on,” click “Add a resource,” and select “Insert a label.” You 

get the same kind of text box, with HTML editor, that you see when you choose to add a 

summary or a webpage. Type your content, click “Save and return to course,” and then use the 

editing icons (in particular, the up/down arrows) to move items around in the section until it is 

arranged as you wish. 

Add an IMS Content Package 

IMS is a format standard for packaging or bundling multiple learning objects into a single file so 

that they may be placed in a learning management system such as Moodle. You may have a 

“course cartridge” from a textbook publisher, for example, that contains material in an IMS 

format. If you want to use such a cartridge in Moodle, you’ll need to first upload it to your File 

Directory (see above, “Adding Files”). Then, from the course section you want to place it in, you 

would select “Add an IMS content package.” Follow the same procedures as above to give the 

file a name and an optional descriptive summary, then choose the file from your file directory, 

and then click “Save and return to course.” The content should now be available for your 

students to access. 
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Setting Up the Gradebook 

Moodle gives you many features to organize grades for your course and to display those grades 

to students. We will assume here that you have already determined both (1) all the 

assignments that will be given in your course, and (2) how you will compute grades on the 

individual assignment s as well as how you will calculate the final grade for the course. While 

you can readily enough make changes once a course has begun, it is generally best to have this 

information established prior to setting up your gradebook in Moodle 

The gradebook gives you many options, but with that flexibility comes a degree of complexity. 

Our goal is to offer a basic introduction to the gradebook features and to demonstrate how the 

gradebook can be set up for two common means of calculating grades, which Moodle refers to 

as “simple weighted mean of grades,” and “weighted mean of grades.” 

Initial Gradebook Setup 

The first step is to click “Grades” in the administration panel of your course: 

 

You’ll be taken to a page that looks like this: 
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You are now viewing the gradebook in the “Grader Report” view. Notice that students already 

enrolled in the course will be listed alphabetically. This is what your gradebook will look like 

before any assignments have been created. Now click the “Choose an action” drop down arrow, 

and from the ensuing menu select “Full view” under the “Categories and items” section: 
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The default settings should be as follows: 

 

Now you are ready to select the method of grading to use in your course. Moodle refers to this 

as “aggregation.” Click on the drop-down arrow under aggregation to see these options: 

 

We now offer a brief explanation of the two common approaches to calculating grades. 

Simple Weighted Mean of Grades 

This is the default setting in Moodle. In this method, every assignment has a worth or “weight” 

equal to the total possible number of points that can be earned on the assignment. For 

example, an assignment with a maximum score of 100 counts for ten times as much toward the 

final grade as does an assignment with a maximum score of 10. The overall grade for the course 

then is simply the total number of points earned divided by the total number of possible points; 

by default Moodle will display this grade as a percentage. For example, if you have four 

assignments worth 10, 20, 50, and 100 points, the total number of points that can be earned is 

180. So if a student scores 8 out of 10, 17 out of 20, 45 out of 50, and 91 out of 100, the total 

grade will be 8+17+45+91/180, or 161/180, or 89.44%.  
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To select this option, simply make sure that “simple weighted mean of grades” is selected in the 

aggregation down-down menu, as shown in the default image above. 

Weighted Mean of Grades 

In “weighted mean of grades,” you group your assignments into “categories,” such as quizzes, 

essays, forum posts, etc. Within each category, you will determine the aggregation type for that 

category. This is different from the overall aggregation type (which in this case is “weighted 

mean of grades”). When you create a grade category, such as “quizzes,” you need to determine 

how to weight the individual items in that category. You’ll have the same aggregation options 

as before (when you selected an option for the course as a whole). Different categories of 

assignments can have different methods of aggregation. Once you have created all your 

categories, you then assign to each one the percentage that it will contribute to the final grade. 

You will also be ready to add assignments to the appropriate category. If you have an 

assignment that is the only one of its kind (e.g., a final exam), it is not placed in any category. 

To select “weighted mean of grades,” select that option under the “Aggregation” heading. 

Then, to create your assignment categories, click on “Add category.” 

 

 

Clicking on “Add category” brings you to this page: 
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Give your category a name, such as “Quizzes,” “Participation,” “Essays,” “Lab Reports,” etc. 

Then choose the aggregation method to be applied within the category. If all the assignments in 

the category are worth the same amount, choose “Mean of grades.” If the assignments are to 

be weighted by their point values, choose “simple weighted mean of grades.” Click “Save 

changes.” Create the rest of your categories in a similar manner. The following illustration 

assumes that three categories of assignments, plus a final exam, have been created in a course:  
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The final step in setting up the gradebook by “weighted mean of grades” is to assign the value 

that each category of assignments contributes to the final course grade. In the example above, 

forum posts will count for 20%, quizzes and essays will each count for 30%, while the final exam 

will count for 20%. 

 

Here is the same setup in the “Grader report” view: 

 

 

Now that you have established the method for calculating grades and have added categories (if 

you choose to use categories), you are now to add assignment items to your course.  
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Creating a Quiz in Moodle 

One powerful feature of Moodle is the ability to create quizzes. In Moodle, the term “quiz” is 

synonymous with test or exam. The quiz feature allows you to create an assessment with one 

or more types of questions—multiple choice, true/false, short answer, matching, essay. There 

are many options for establishing how the quiz will be designed, taken, and graded. The 

purpose of this tutorial is to provide you with an overview of the basic features for creating and 

administering a quiz in Moodle. 

There are three steps in creating a quiz. 

1. Creating the “quiz shell,” which will establish the parameters by which the quiz will be 

administered (such as when it will be available to students, the amount of time allowed 

to take the quiz, how many attempts will be allowed, etc.) 

2.  Creating the “question bank.” The question bank is a repository of quiz questions that 

can be reused from one quiz to another and from one course to another.  

3. Adding questions from the question bank to the quiz. 

Creating the Quiz Shell 

From your course homepage, click “Turn editing on” (upper right part of screen). Select the 

week/topic in which you want the quiz to appear, and click on the drop down menu under “Add 

an activity.” 

 

The next screen will give you a long list of options for designing your quiz: 
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Let’s take these fields in the order in which they appear: 

General 

1. You must supply a name for the quiz (e.g., Chapter One Quiz).  

2. The “Introduction” text box is optional but it is a good place to provide a short 

description of and/or instructions on taking the quiz.  

 

Timing 

1. Allows you to set the opening and closing dates and times that the quiz will be available 

to the students. Note that Moodle uses a 24-hour clock, so, for example, if you want a 

quiz to be available starting at 1:00 pm on a given date, you’ll need to select 13:00 for 

that date. Uncheck the “Disable” box to select these. 

2. Time limit—enable this in order to set the time that students are allowed to work on the 

exam (in minutes). If you set a time limit a countdown clock will appear on the screen 

while the student takes the quiz, and when time expires the quiz will be automatically 

submitted. 

3. If you want to give a student more than one attempt at the quiz, you can set the 

amount of time that the student must wait before taking the quiz a second or 

subsequent time. 
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Display 

1. You can control how many questions the student can see at one time. If it doesn’t 

matter to you, leave it on the default, which is “unlimited.” 

2. “Shuffle questions”—if you turn this on, the order of the questions will be randomly 

shuffled from one attempt to another. 

3. “Shuffle within questions”—use this, for example, if you want to shuffle the order of 

multiple choice answers in questions from one attempt to the next. 

 

Attempts 

1. Set how many attempts the student will have to take the quiz. 

2. If you allow multiple attempts, the “each attempt builds on the last” feature allows the 

later attempts to reflect the results of the earlier attempts. 

3. “Adaptive mode”—If you choose “Yes” for this option then the student will be allowed 

multiple responses to a question even within the same attempt at the quiz. For 

example, if a student’s response is incorrect, the student will be allowed to answer 

again immediately. You can set it up so that the student will be penalized for each 

incorrect response. 

 

Grades  

1. “Grading method”—if students have just one attempt at the quiz, leave this on the 

default setting (“highest grade”). If you are giving them multiple attempts, then select 

your choice from the drop down menu. 

2. “Apply penalties”—if you choose to set the quiz on “Adaptive mode” (see above, 

“Attempts,” n. 3), you may want to impose a penalty for each incorrect response to be 

subtracted from the final mark for the question. The amount of penalty is chosen 

individually for each question when setting up or editing the question. 
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3. “Decimal digits in grades”—the default is that grades are calculated to two decimal 

places, but you can change this if you wish. 

 

Review Options 

This setting determines the type and timing of responses that students are given to a quiz. You 

can check these settings to give students feedback (1) immediately after answering a question; 

(2) after they have completed the quiz, but before they have submitted it; or (3) after the quiz 

is closed. 

 

 

Security 

1. “Browser security”—leave this set at “none.” 

2. “Require password”—use this only if you want to further control when students will 

have access to a quiz. 

3. “Require network address”—leave this blank. 
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Common module settings 

The only setting to be concerned with here is the “grade category” option. If you created 

categories of assignments when you set up your gradebook, those categories will be visible in 

the drop down menu. If you want to add this quiz to one of those categories, select it here; 

otherwise, leave this set at “uncategorized.” 

 

Overall feedback 

If you want to show students feedback after they have submitted the quiz, you can enter that 

here. You can set up a range of grades that will generate a given response. For example, if you 

want everyone who scores between 90 and 100 to get the same message, then set “90” as the 

first grade boundary, and in the text box between 100 and 90, enter your message. Likewise for 

other ranges.  

 

 

When you have completed all the settings, click “Save and return to course” at the bottom of 

the screen. Note that you can always come back and adjust these settings before students 

actually take the quiz. 
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When you return to your course and turn off editing, you will see the quiz listed in the 

appropriate week/topic: 

 

To edit the settings of the quiz, click on it from your homepage, and on the resulting page, click 

on “Update quiz”: 
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Creating a Question Bank for Quizzes 

Now that you have designed the layout of the quiz, it’s time to write the actual questions. The 

first step is to organize the question bank by setting it up in categories. The most common way 

to set up categories is to create a separate category for each quiz. In this example, then, we will 

set up a “Chapter One Quiz” category. To begin, click on the quiz from your course homepage. 

You’ll get the screen that you see in the image immediately above. From here, click on 

“Categories” in the top middle part of the page: 

 

 

You’ll be taken to the “Edit categories” page. Scroll down until you see this section (don’t worry 

about the preceding sections). 

 

The “parent” category is simply your course as a whole, so that box should say “Default for 

[your course name; in this example, ‘Moodle Training Area’].” Again, the easiest choice is to 

categorize your questions according to the quiz that they will appear in. So, for name, put in the 
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name of your quiz, in this case, “Chapter One quiz. Don’t worry about adding category 

information (though you can write a description in here if you want). Then click “Add category.” 

Next, click on the name of the quiz in the “bread crumb trail” at the top of the screen to go back 

to the quiz: 

 

In the section titled “Question Bank,” click on the drop down menu next to “Category, “ and, 

under the “Course” menu, choose the name of the quiz you have just created: 

 

Now the question bank area will look like this: 

 

Begin adding questions to this category (that is, to “Chapter One Quiz”) by clicking on the 

“Create new question” drop down menu and selecting the type of question you want to add: 
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For a description of each type of question, click on the yellow help button next to the drop 

down arrow. Doing so will give you the following screen: 
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You can follow the links on the right hand side of this page to get more detailed descriptions of 

the question types. 

For purposes of illustration, let’s say that you select “multiple choice” as your question type. 

The page for “Adding a Multiple Choice Question” will open, and you can begin to develop the 

question.  Here are the steps to go through: 

General 

1. Fill in the name of the question. The easiest thing to do is simply to number the 

questions in sequence, beginning with “1.” 

2. In the text box, enter the question as you want the students to see it. 

 

 

Below the text box are more options: 
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1. If you need to display an image with the image and have uploaded that image to your 

Moodle file folder, you will be given an option to select that image. 

2. “Default question grade” sets the number of points each question is worth. 

3. “Penalty feedback” only matters if the quiz is set to adaptive mode. It sets the fractional 

amount of points reduced for each incorrect attempt. 

4. “General feedback”—if you want the students to see a message after they’ve responded 

to the question, type that message here.  

5. “One or multiple answers”—sets the number of correct answers to the question. 

6. “Shuffle the choices”—checking this box will make the order of answers different for 

each student. 

7. “Number of choices”—determines how the sequence of choices will display for 

students. 

Choice 

In the Choice section, you will provide the possible answers, determine the point value and, if 

you wish, provide further feedback. 
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1. Fill in the answer. 

2. Give the answer a point value. Unless you are giving partial credit, the grade should be 

“none” for incorrect answers and 100% for correct answers. 

3. If you fill in “Feedback” it will only display to the student if this is the answer they 

choose. 

4. Fill in the remaining choices in the same manner. You may have as few or many choices 

as you wish.  

Overall Feedback 

Filling in the text boxes for overall feedback will appear to the student depending on how they 

answered the question: 
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When you are finished, click “Save changes” at the bottom of the screen. This will take you back 

to the “Editing Quiz” view: 

 

You can now continue to add further questions to the question bank. When you have added all 

the questions to the bank that are needed for your quiz, then you can add your questions to the 

quiz. 
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Adding questions to the quiz 

To add a question(s) to the quiz, select the check box associated with those questions and click 

on “Add to quiz.” The question will now appear under the “Questions in this quiz” section. 

 

At this point you can adjust the number of points the question is worth as well as the total 

number of points in the quiz. To preview how your quiz will look, click the magnifying glass icon 

under “Action.” You’ll see the quiz as the students would see it: 

 

When you are finished adding all your questions to the quiz, click “Save changes.” You can now 

go back to your course homepage, from where you can always preview or revise the quiz 

before it is opened to students. 
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