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Moodle is the Virtual Learning Environment (VLE) for West College Scotland. You can use Moodle to provide 
course materials such as hand-outs, lecture notes and PowerPoint presentations to your students. You can 
also use Moodle in more interactive ways which require input from your students; discussion forums, 
quizzes and assignment drop-boxes are available. 

Moodle is easy to use, and should be very straightforward for anyone who is comfortable using the web. 
This document will provide you with an understanding of Moodle’s basic features and will show you how to 
set up your course, add and manage content, and make your course and its units available to students. 
 
 

Contents of this Guide 
Logging in .......................................................................................................................................................................... 2 

Getting Started .................................................................................................................................................................. 2 

Front Page - Dashboard ..................................................................................................................................................... 3 

Accessibility (1) .......................................................................................................................................................... 3 

Navigation (2) ............................................................................................................................................................ 3 

Messages (3) .............................................................................................................................................................. 3 

Profile (4) ................................................................................................................................................................... 4 

Course overview/Recently accessed courses (5) ....................................................................................................... 4 

Main Moodle Home Page .................................................................................................................................................. 4 

Navigating to your Sector .................................................................................................................................................. 5 

Finding your Course ........................................................................................................................................................... 5 

Enrolling on a Course ......................................................................................................................................................... 7 

Within your course ............................................................................................................................................................ 8 

Course Information ................................................................................................................................................... 8 

Static Blocks ............................................................................................................................................................... 9 

Calendar Block (3) ...................................................................................................................................................... 9 

Administration Block (6) ............................................................................................................................................ 9 

Network Servers (7) ................................................................................................................................................... 9 

Content Rollover ............................................................................................................................................................. 10 

Student Access ................................................................................................................................................................ 10 

Editing your Course ......................................................................................................................................................... 10 

 
 
 

 
 



© West College Scotland 2 November 2020  

Logging in 
 

To access Moodle, you need to open a web browser. 

1. In the address line of your browser, type the address moodle.westcollegescotland.ac.uk (note: no 
www!), then click the Go button or hit Enter. 
You will be taken to the Moodle Log-on page. 

 
2. Enter your username (e.g. firstname.surname) and network password, then click Login. You will now 

see the Moodle front page. 

Getting Started 
 

Profile Bar – This drop-down menu, accessible from every page by clicking on your 
name (right), provides useful links, along with the logout button. 

 

Navigation Bar – The navigation bar has a link Home, a link to your Dashboard, 
events and a drop down list of My Courses.  It also has a Quick Links drop down list 
where you will find links including:  

• CoLT - Centre of Learning Technologies website, where you will find a wide 
range of resources 

• The Staff Room for mandatory staff CPD 

• A link to the Moodle Guides section on CoLT 

 
Bread-crumbs – You will find a “bread-crumb” trail on every page other than the front 
page. Bread-crumbs are displayed in the main content section, below the navigation 
bar. They indicate how you navigated to the current page and enable you to retrace 
your path back to the course or sector category (e.g.: Childhood Practice/Care Sector). 

 
Help Icons – In several places within Moodle you will see help icons like this . Clicking this icon will open a 
new window displaying information about the related item. 

Footer links – In the footer of every page you’ll find useful links to college resources.  You will also find a 
link to reset the user tour. 

 

http://moodle.westcollegescotland.ac.uk/
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Front Page - Dashboard 
 

Your Moodle dashboard page, pictured below, is the first thing you’ll see every time you log in to Moodle 
unless you change your home page (shown below), as a member of staff you may be enrolled on full 
categories.  Courses within the categories you are enrolled on do not appear on this page.  Courses that you 
are enrolled on directly will appear on this page.  To see the Moodle Home page simply click on Home or the 
WCS Logo.  

 

 
 

Accessibility (1) 
The Accessibility Block allows users to customise Moodle pages to meet their accessibility requirements.  
This helps the background of Moodle meet the EU accessibility Guidelines, however content that you 
upload to Moodle is not affected by this block. You must ensure that all content uploaded into Moodle 
meets these requirements.  For help understanding this please view the accessibility section on CoLT. 

Navigation (2) 
This block appears on every page and contains links to the homepage, and your dashboard.  It also has 
links to the courses you are enrolled on. 

Messages (3) 
The messages icon shows any new messages you have received. To view a message, click the speech 
bubble icon and then click on the sender’s name. This will open up a chat window, much like in MSN or 
other instant messaging services, allowing you to read and reply to the message. If a message is sent to 
you when you aren’t logged in to Moodle then the message will be sent as an email to your WCS email 
account. 
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For privacy options, click the cog   link that appears when you click the messages icon. You may 
prevent people not in your Moodle contacts from sending you messages. 

To close the chat window, click on the speech bubble again. 

Profile (4) 
The profile contains information about you, and everyone in Moodle has one. Other users on Moodle 
can see your profile if they click on your name, and it will display your description and photo. You’ll see 
more information on your students’ profiles, such as their courses and groups. You can view your profile 
by clicking on your name where you see it in Moodle; you’ll always find it in the top-right corner of 
every page. To personalise your profile, click on the View Profile link that appears when you click on 
your name at top right then choose profile. To personalise your profile: 

1. Add a description 
Give some information about yourself. Depending on the context, it might be a good idea to 
explain your role or your area of expertise. 

2. Add a photo 
You can add your own image by dragging and dropping it into the user picture field, or clicking the 
Add file button. The file picker will appear, allowing you to upload an image from your computer or 
various other locations. This image will appear next to your name in forums, messages, etc. 

You have the option of providing information about yourself including interests and additional contact 
information. When you have finished editing your profile scroll to the bottom of the page and click the 
Update Profile button to save your changes. 

Course overview/Recently accessed courses (5) 
This area may not be very useful to staff as you may be enrolled on many courses or enrolled at category 
level.  Click on HOME to use the home page navigation to find your course. 
 

Main Moodle Home Page 
When you click on Home you will be taken to the main moodle home page where you can choose your 
sector to navigate to your course.  You can make this the default home page when you log into moodle by 
clicking on Make this my home page (1) under the administration block at the bottom of the page. 
The home page details which sectors are under each principalship (2).  
It has a link to Mahara (3) (ePortfolio) quick guides for Office 365 and ClickView (4). 
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Navigating to your Sector 
To navigate to courses within your department, first choose your sector under your principalship.  E.g. if you 
teach Photography your course will be in the Creative and Digital Industries sector under Creativity and 
Skills (2 above) principalship. 
 

Finding your Course 
Once you are in your sector, your department will be listed in the sector category.  You may need to drill 
down to find your specific department depending on how your sector is organized. E.g.: to find 
photography click on the triangle to the left of the category title to expand it.  Then click on the title of the 
department to enter this section. 
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All courses have a home page on Moodle, if they have separate units, they will have links within the home 
page plus a unit category.  Unit categories are greyed out so are not viewed by students – they will only see 
the course home page.  If you are enrolled on the category you will see the unit categories greyed out.  
Courses have a symbol immediately before the title. Units will be within a unit category. 
 

You can see on the image below that, NC Photography has a home page with a course contact of Robert 
Tabor.  Its units are kept together within the NC Photography Units category (greyed out).  Categories are 
always seen at the top of the page before the courses.  Note: your course may be further down the page. 
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Unavailable courses are greyed out in the list but can still be accessed and edited by tutors as long as you 
are enrolled on the course or category – students cannot see greyed out courses or categories. To enter a 
course, click on its title. 

 

 
Enrolling on a Course 
Each course has a course contact who has administrative rights on the course and units.   
Once you have navigated to the course and clicked on the title – if you are not enrolled on the course or 
unit you will get a screen informing you who your course contact is.  The course contact can enrol you onto 
the course.  

Courses on Moodle are created manually on request.  Please use the Home page navigation to see 
if a course or unit exists for your course before requesting one be set up.  You can request a new 
course or additional unit on an existing course using the New Moodle Course request form found 

on the staff intranet. 

https://intranet.westcollegescotland.ac.uk/teams/learningtechnologies/SitePages/Requests.aspx
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Within your course 
All blocks are shown on the right-hand side of the screen.  You can show or hide the 
blocks using button at the top of the page.  

Course Information 
All courses and units have a Course Information block at the top of the 
screen.  In this block you will find the Moodle ID of that course or unit.  You 
will also see who the Course Contact is.  If you are making any changes to the 
course or unit, please first communicate with the course contact that you 
plan to amend it.  If you are enrolled on the course or unit as a staff member, 
the block will also state what role you have within it.  If you are enrolled on 
the category your role will not be stated. 
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Static Blocks 
All courses also show the (1) accessibility block, the (2) help block (to show 
how to enable pop-ups) and a (3) calendar block. 
 

Calendar Block (3) 
The calendar automatically displays any relevant events for activities created 
within courses or units, such as deadlines for Turnitin assignments. You may 
also add events for your courses or for groups within courses, which may be 
related to upcoming activities or deadlines. You can move between months 
using the arrows, or see a larger and more detailed calendar by clicking on 
the month name. 
 
You can hide the body of these blocks by clicking on the small plus or minus 
symbol highlighted (4). 
 
As mentioned earlier, as staff you may be enrolled on courses at category 
level so your My Courses (5) block may not be a true representation so hiding 
this block may be useful for you.  

Administration Block (6) 
Overall course administration links appear here. Depending on your role, you 
may see none, some or all of these. 
 

Network Servers (7) 
All courses also show a link to Mahara ePortfolio in the network servers 
block. 
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Content Rollover 
 

During the summer we rollover all content (apart from Turnitin assignments) so you will not need to re 
populate your course each year.  You do however need to ensure that all content is valid and that links all 
still work each session. 
 

Student Access 
When courses and units are set up using the request form on the staff intranet you will be asked for your 
class code.  We add that class code manually to moodle to allow students that are enrolled on that code 
automatic access to the course and units.   
This class code is not removed at the end of each year, we simply amend the year automatically at the end 
of the academic year. 
If your class code changes in any way other than the year on unite you must inform 
webmaster@wcs.ac.uk of this change so we can update the code on Moodle. 
If you create a new class code you must inform webmaster@wcs.ac.uk of the Moodle IDs of the course 
and units that the class needs access to. 
 

Editing your Course 
 

To edit your course, please use the Moodle guides found on CoLT – Center of Learning Technologuies 
website.  If there is not a guide for the task you wish undertake or if you struggle with anything please 
contact learningtech@wcs.ac.uk and one of the learning technologist will be able to help you with your 
request. 
It is your responsibility to ensure that all content uploaded into Moodle meets the EU Accessibility 
Legistaltion requirements.  For help understanding this please view the accessibility section on CoLT. 

mailto:Webmaster@wcs.ac.uk
mailto:webmaster@wcs.ac.uk
https://www.wcscolt.com/
mailto:learningtech@wcs.ac.uk

	Logging in
	Getting Started
	Front Page - Dashboard
	Accessibility (1)
	Navigation (2)
	Messages (3)
	Profile (4)
	Course overview/Recently accessed courses (5)

	Main Moodle Home Page
	Navigating to your Sector
	Finding your Course
	Enrolling on a Course
	Within your course
	Course Information
	Static Blocks
	Calendar Block (3)
	Administration Block (6)
	Network Servers (7)

	Content Rollover
	Student Access
	Editing your Course

