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1- Moodle Quick Overview 
 

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

robust, secure, and integrated system to create personalized learning environments. A course in Moodle 

is an area where you will find resources and complete activities added by teachers. It might be a simple 

page with downloadable documents or a complex set of tasks in which learning progresses happen 

through interaction. 

 

⚠️ IMPORTANT: 

If you are not enrolled in a course in Moodle, please email the Student Service team for immediate support! 

 

1.1 - How to log into the ILAC IC Moodle Account 

 

i. Sign in to ILAC Microsoft Office 365 using your ILAC IC Credentials 

ii. Follow the link: https://learn.ilacic.com/  

iii. Click on OpenID Connect 

 

 

 

Done. You are all set! 

https://learn.ilacic.com/
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2- Homepage 
 

After successful login, you will see the following Homepage of your Moodle account: 

 

 

1. Navigation Bar: At the top, you can easily navigate between your dashboard and the courses 

assigned to you. 

 

2. Dashboard: The dashboard displays upcoming events and activities. You can also filter the 

Timeline to view the upcoming projects and tasks according to your desired timeframe. 

 

3. Calendar: Similarly to the dashboard, you will have a calendar view of upcoming events and 

activities here. The calendar displays all activities assigned by your instructor, such as in-class tasks, 

major assignments, tests, and quizzes, with their respective due dates. Additionally, you can make 

notes in this calendar as well as instructors by clicking on a specific day and choosing the time 

needed. More details on how to use the calendar and add events can be found here: Using 

Calendar. 

https://docs.moodle.org/401/en/Using_Calendar
https://docs.moodle.org/401/en/Using_Calendar
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4. Block Drawer: The Block Drawer summarizes all the latest announcements. To view it, click the 

side arrow.  
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3- Student Profile  
 

You can access your profile page by clicking on the user menu with your initials at the top right and then 

selecting "Profile." 

 

 

 

 

 

 

 

 

 

 

 

 

 

This page contains links to further pages, allowing you to edit profile information and preferences, view 

forum/blog posts, and check any reports you can access. 

Here is a video on how to set up your profile with images and your notification preferences.  

If you wish, you can access your profile to add your preferred name or English name, simply click "Edit 

profile," make the necessary changes to your name, and don't forget to press "Update profile" at the 

bottom of the page. 

https://docs.moodle.org/401/en/Edit_profile
https://www.youtube.com/watch?v=nGm7sBFnF_M&list=PLxcO_MFWQBDfJRhsDTNPA5lwesdCMKF4d
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4- Courses 

 

The Dashboard will list all courses assigned to you on the current intake by the ILAC IC department. 
To get into a particular course, go to the Dashboard and then, on the Navigation Bar, click “My courses”: 

 

You will see the list of courses you are assigned to, and you can also use the search bar (3) to quickly find 

a particular course if you have many courses in your list.  
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Here is how you will find the course content:  

1- On the top of the screen:  

a. Course information 

b. Course Participants 

c. Grades 

d. Competencies 

2- On the middle of the screen:  

a. Course description 

b. Course plan 

c. Instructor and class information 

3- On the bottom of the screen: 

a. Announcements and Attendance 

b. Additional information and contacts 

c. Course Modules and tiles *the tiles may change depending on the courses you are taking. 

d. Materials and assignments 
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5- How to submit an assignment  

I. Look for the ‘Tests & Assignments’ tile on the desired course page. 
II. Find and select the Assignment Activity. 

III. Click 'Add submission' and either a) upload your file or b) enter your assignment in the text box. 
IV. And then click ‘Add submission’ to submit the assignment, e.g.:  

 

You can add a document by dragging and dropping it into the box or by clicking the 'page' icon and 

uploading the file. Don’t forget to click 'Save Changes' to submit the file.  
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After the submission, you will see that the assignment was submitted for grading like this:  

 

Until the assignment's due date, you can always edit or remove the submission.  

6- How to take a quiz 

I. Look for the ‘Tests & Assignments’ tile on the desired course page. 
II. Find and select the Quiz Activity 

III. Click “Attempt quiz” when you are ready to start.  
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IV. Read the instructions on the pop-up menu and click ‘Start attempt.’ 
 

 

 

V. Choose your answers to the questions and click ‘Finish Attempt.’ 
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VI.  Then, click on “Submit all and finish” to end your test. Once you select this option, you cannot 

return to the questions or reopen the test. 

 

 

7- How to reply to a forum 

I. Look for the ‘Online Discussion’ tile on the desired course page. 
II. Find and select the week you want to reply to. 
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I. Select the discussion topic. 
II. And then click on ‘Reply.’ 

III. A box will appear, and this is where you will add your discussions, comments, or files.  

 

 

 

 

 

 

- At the bottom right of the page, you'll see 

'Advanced.' Clicking there will allow you to add 

images and other resources to your reply. 
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8- Gradebook 
To view your grades, go to the desired course and click 'Grades' at the top of the screen. 

 

You can choose between ‘Overview Report’ or ‘User Report’.  

If you choose the ’Overview report,’ you will see a report of all your courses and the total grade for each 

of them, as shown below:  
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Select the option 'User Report' in the desired course to view the detailed grades for a specific course. 

In the highlighted area 1, you will be able to view the grade for each assignment, and in area 2, the 

percentage that this grade refers to. This helps you better understand the percentage you got right in each 

assignment. 

9- How to Message in Moodle  
You can send a message to all the course participants as follows: 

I. On the course main page, click on ‘Participants.’ 
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II. There, you will view the list of all the students and teachers of the course.  

III. Select the profile of the person you want to contact. 

 

IV. In their profile, select the 'Message' option. 

V. A chat box will appear on the right side of the page. 

 

 

You can also simply click on the 'Toggle messaging drawer' icon in the upper right corner of your screen, 

choose the person you want to message, and the chat box will appear. 

 



 

17 | P a g e  
 

Moodle: Student Manual 

10- Notifications 
 

You can adjust notifications sent to your ILACIC email from the Moodle system. 

I. Go to the notification symbol at the top of the page. 

II. Select the gear ‘Notification Preferences’ 

III. You can choose which notification you would like to receive on the notification preferences page. 

 

 

Notification Preferences page:  

 

 

  

 

 

 



 

18 | P a g e  
 

Moodle: Student Manual 

11- How to check your attendance  
 

You can check your attendance on your Moodle Course page by following the steps below: 

I. Click the “Attendance” link down “Announcements” on the homepage. 

II. You will see how many points your teacher has given you for your past attendance each day. 

a. 2 points = Present for the whole class time 

b. 1 point = Late or Left early 

c. 0 points = Absent for the whole class time 

III. At the bottom of the page, you will see your total points for all sessions. 

IV. You can see your teacher's comments at the ‘Remarks’ session.  

 

 

 
 

⚠️Important notes:  

• You must achieve the 70% attendance requirement by the end of your term. 

• If you have any questions about your attendance, please speak to your instructor first. 

• If you have further questions, please speak with the Student Services Team. 
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12- Moodle App 
 

The Moodle App mirrors web features and provides a smooth, intuitive, and dynamic user experience. 

To download the app, visit the App Store on iOS devices or the Google Play Store on Android devices, 

search for Moodle, and tap the 'Install' button. 

 

 

 

 

 


