
Practice Your Instructor Moodle Skills 

Edit your Profile by clicking your name in the upper right corner:  

Next click “Edit profile” from window that appears. Make 

appropriate changes to your email address or other incorrect 

profile information 

 

 

 

 

Edit off and on button 

When you first log into your course, it is in “Editing off” mode. In that mode you can look at all of 

your content but can’t edit it, similar to what the students see. This is what your screen looks like 

when in “Editing off” mode. 

 

 

 

 

 

 

 

 

Click “Edit profile” 

Click your name 

Blocks Blocks 

Course content 

appears between the 

blocks 

Breadcrumbs let you go back to 

main page or specific 

section/activity 

The + sign opens the contents of all available 

units/sections.  

The – sign closes the contents of all units/sections 

with only the section headings showing. 

Course is divided into “sections.” 

Click section heading to see 

content inside each section. 

By using this method, you can 

keep multiple sections open at 

the same time if desired. 

Can click course’s 

short name to get 

back to main page Links to tutorials for instructor & students 

Show only topic  

button causes only 

the contents of 

that section to be 

visible. See other 

method on next 

page. 

 

Edit off/on 

button 



 

 

 

 

 

The following navigation methods become available to you when you only see the contents of one section. 

 

 

 

 

 

 

 

  
Click Jump to and 

choose a different 

section from the drop 

down list that 

appears. 

Go to previous section. Go to next section 

Another method to see only the contents of one section 

at a time is to click on the section name in the 

breadcrumbs area. 

Click Topic list to 

show all sections 

again. 

Go to previous section 

At the top or bottom of the screen you can click 

to go to the previous section or the next section. 

 

Go to next section 

At the bottom of the screen you have extra 

navigation choices. 

 



 

 

 

This shows how the screen adds instructor choices when you need to edit the content, 

 

 

  

  

Click Turn editing on 

button to make changes 

to course content. 

The Edit drop down menu 

beside each section 

heading contains choices 

to change what is in each 

section heading. 

The Edit drop down menu 

beside each activity/resource 

inside a section contains 

choices to change the 

activity/resource. 

The Add resource 

choice lets you 

add a new activity 

or resource to the 

section. 



Working with Blocks 

 

 

 

 

Hide or show a block 

Dock the block to the left side 
of your screen. 

In the Calendar block click on any orange-highlighted date to see what is 
due on that date in your course. It also takes you to that activity in the 
course content.   (Students can do this too.) 

The dates were placed there automatically after you edit the settings of 
the assignment or quiz activity from the Edit drop down menu beside the 
activity. 

Note: Discussion forum dates must be entered manually into the calendar. 
Instructions are located in the Instructor Tutorials link at the bottom of 
the Moodle screen. 

Messages from your students 

will appear in the Messages 

block. 

Quick Links block 
has links to syllabus, 
course schedule, 
etc. 

Click Grades in Navigation block to 
see student grades. 

Example where the Calendar block has been “docked” to the left side of your 
screen.  

To “undock” the block so it returns to its original position, click on it then click 
the “undock” icon. 

Click on the envelope beside a student’s name to 
send that person a message. 

Click Participants in the People block to send a 
message to all or multiple students. 



More on Blocks 

When editing is on, the instructor can choose to Configure a block. The main one you 

configure is the Quick Links block so you can add links to your syllabus & course 

schedule.  

 

 

 

More blocks can be added if desired 

although the ones in your course 

template are the ones most used. 

If you add a new block you can also 

configure it to be positioned on the left 

or right side of the screen and can 

determine the vertical order of each 

block on each side. 


