
Introduction to Moodle 

1. Navigate to your site, then login by clicking the ‘Login’ link on the top right of the screen. 

 

 

2. Login using your regular computer login information. You do not need to add 

‘@boone.kyschools.us’. 

 

 

  



3. When you login you will be redirected back to your web site, and the top will now say “Logged 

in as YOUR NAME”. 

 

 

4. Next you will need to “Turn Editing On”, by clicking the button next to your name, once you do 

this, many hidden buttons/icons will appear, and an administration block. 

 



5. Icon Meanings 

Moodle resources and activities 

 

Link to a website 
 

A file directory 

 

A chat session 
 

A choice – similar to a poll 

 

A database 
 

A forum 

 

A glossary 
 

A hot potatoes quiz 

 

A journal 
 

A lesson 

 

A quiz or test 
 

A survey 

 

A wiki 
 

A workshop 

 

An assignment   

 

Links to application resources 

 

Link to a Word document 
 

Link to an Excel spreadsheet 

 

Link to an image 
 

Link to a PowerPoint presentation 

 

Link to an Adobe PDF file 
 

Link to a sound file 

 

Link to a zipped file 
 

Link to a video file 

 

Moodle editing icons 

 

Edit button – either edit 

summary, or update depending 

on the context 

 

Hide – either a topic or a 

resource 

  

 

  

Move – left , right, up or down, 

depending on the direction of the 

arrow 

 

This topic is hidden 



 

Highlighted as the current topic 
 

Highlight as the current topic 

 

Delete 
 

Show only this topic 

 

Moodle front page icons 

 

This course allows guest access 
 

This course allows guest access 

if you have an enrolment key. 

The key is a password provided 

by your tutor. 

 

You can only access this course 

if your tutor has enrolled you, or 

if you have an enrolment key 

  

 

 

6. Administrative Block Overview 

Once you login in you will see an Administrative Block, typically found on the bottom right. The 

two items you will use here are “Settings” and “Files”. 

 

 

 



A. Settings Menu 

Here you can choose your display name, background, topic, or week format, information for 

the summary block, and more. 

 

 

 

B. Files Menu 

Here you can create folders, upload, and delete files. 

 

 

 

 

 

  



 

7. Blocks Menu 

This is the menu you will use to add different features to your website.  The most frequently 

used block is the HTML block, which is basically a blank block you can customize anyway you 

like. 

 

  



 

8. HTML Block 

Click the “Pencil” to edit, “Eye” to hide, or unhide, “X” to delete, and to move the block to a 

different location, just drag it where you want it. 

 

 

Give your block a title if you like, or you can leave it blank. Then type whatever information you 

want into the block. It can be edited similar to work. 

 

 

  



 

9. Linking to files or webpages. 

A. Highlight the text you wish to link. 

B. Click the “Chain” button. 

 

C. Linking to a WEBSITE 

 In the window that appears fill in: 

1. URL - web address if linking to a website. 

2. TITLE - text to display when hovering by mouse, or image cannot be displayed. 

3. TARGET – Always set to “NEW WINDOW” 

4. Click “OK”. 

 

 

  



 

D. Linking to a File 

Using the same window as above. 

1. URL - leave blank, it will auto fill in, 

2. Title - enter what you want it to say when hovered by a mouse 

3. Target – Always set to “NEW WINDOW” 

4. Click “Browse” (shown below). 

 

 

a. Navigate to the file if you have already uploaded it by clicking the file name, OR 

b. Upload a file using the “Browse” button to find the file on your computer.  

c. Select “Open” 

d. Click Upload.  

e. The file will appear in the file browser, click the file name to select that file. 

f. Click “OK”. 

E. On the “Configure Block Page”, click “Save” at the bottom. 

 

10. Adding Images/Graphics 

A. Make sure you have permission to use the images/graphics. 

B.  Click the Picture icon. 

C. At the top, under URL, enter the text for the image. (This will display when you mouse over 

the image.) 

D. At the bottom of the frame choose “browse”, and locate the image you wish to upload. 

E. Click upload. 

F. Find the file you uploaded in the “File Browser” window, click on it to select it, then click ok. 

G. You can edit the size of the image by dragging the corners.  



NOTES: 

1. The “X” or delete button is permanent. You CANNOT undo! 

 

2. For help, each page has a “Moodle Helps Docs for this page” link located at the bottom. 

 

 

3. Use the Moodle navigation menu when possible. Try not to use your browser “back” button, 

particularly when editing.  

 

 

4. There are multiple ways to do most things in Moodle, just because someone else did it 

differently, doesn’t mean one way is better than the other. 

 

5. When you logout, you will be directed to the district Moodle page. 

 

6. Check out the Boone County Schools Resources page for information about Moodle and more. 

http://moodle.boone.kyschools.us/course/view.php?id=3  

 


