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Moodle is the Virtual Learning Environment (VLE) for West College Scotland. Your tutors can use Moodle 
to provide course materials such as hand-outs, lecture notes and PowerPoint presentations for your 
course. Moodle can also be used in more interactive ways which require your input; 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 login and access your course. 
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Logging in 
 

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

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 student number only (e.g. 32165498) and office 365 password, then click Login. You 

will now see your Moodle dashboard. 

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:  

• Student survey – this will be of use to you in the later portion or your course, 
the student’s association will inform you of this. 

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

• A link to the Moodle Guides section on CoLT – there is a section for student user 
guides on this page. 

 
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 your course – useful if you 
are in an activity. 

 
 

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 for the page you are on. 

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.  This page contains an overview of all the courses and units you are enrolled on.  It also has 
some useful tools, called blocks (note on narrower screens these will appear at the bottom of your 
screen, rather than on the right as shown below.  To come back to this page at any time simply click on 
Dashboard in the navigation bar.  

 

 
 

Accessibility (1) 
The Accessibility Block allows you to customise Moodle pages to meet your accessibility requirements.  
This can change the size of the text and the colour of the moodle platform.  If you click on AT bar you 
can also use a handy text to speech tool. 

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 office 
365 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 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 
2. Add a photo 

You can add your own image by dragging and dropping it into the user picture field, or clicking 
the Add… 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 (5) 
Like the My Courses list, this block contains links to all modules that you are associated with for the 
academic year. 
The screenshot below shows the functionality of the module overview block in more detail. 

 
 
Clicking on the Course title (1) opens the main page for that course or unit. Clicking the filter controls 
(2) 
enables you to filter the view to only include current, future or past courses/units (if your tutor has 
enabled a start and end date), or to display the course and units in alphabetical order or in order of the 
most recently accessed. In addition, the course overview display can be toggled between summary, list 
and card view. 
In courses and units with Course Completion enabled, the module completion indicator (3) displays the 
proportion of Moodle-based activities that have been completed for that unit. Your tutor will tell you 
whether or not they are using Course Completion within your units. 

 
By clicking on the expand icon (4), you can ‘star’ units as favourites or can hide a 
course from view.  You can then use the filter controls (2) to display only ‘starred’ 
units or units that have been hidden. 
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Main Moodle Home Page 
When you click on Home or the WCS logo you will be taken to the main moodle home page where you 
can choose your sector to navigate to your course.  The home page details which sectors are under each 
principalship (2).  
It also has a link to Mahara (3) (ePortfolio), quick guides for Office 365 (4) – this shows you how to 
forward your college emails to your personal email account, and ClickView (4) for video content. 
 

 
 
Your course may have a home page on Moodle (e.g.: HNC Business) where you will find information on 
your whole course and links to your separate units (e.g.: Communication skills).  Your tutor chooses how 
to lay out your course, it may all be on one Moodle page without links to units. 
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Enrolling on a Course 
You should have automatic access to all relevant home pages and units within your course.  If you are 
not enrolled on the course or unit you will see a screen informing you who your course contact is.  You 
should contact your tutor (this may be someone different than the course contact) to check if you 
require access. 
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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.   
 
 
 
 
 
 
 
In addition to the course information block, all courses 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 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). 
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Navigation Block 
Within a course or unit the navigation block will display a link to the participants 
list (6), which shows all users on the course, including tutors and students. 
 
Grades (7) - Assignments that are marked online through Moodle will release 
grades to this area. This applies to both Turnitin and Moodle assignments. 
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Course content 
The layout and content of each course and unit is decided by the tutor. Some units may have little 
descriptive information and others may have full explanations throughout the module.  
 
Content is arranged into topics (1). The content area can contain different types of content: 
 

• Files, such as Word documents, PowerPoint presentations and PDFs 
• Web links. 
• Forums and chat rooms. 
• Assignments and quizzes. 

 
Click on the name of the item to open it (2).  
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Some Topics may be hidden from students while the tutors make changes and, depending on the unit’s 
settings, these will either be completely invisible or displayed as “not available”. One section may be 
marked as current or important, and this will have a blue bar to the left and have a light green 
background to highlight the section. 
 

 
 

Logging Out 
Click on the arrow next to your name in the top right-hand corner of any page (3 above) to display the 
profile bar. Click on Logout. 
 

Help & Support  
For general help using Moodle or if you are having problems accessing Moodle or a specific module 
contact your tutor. If you need to reset your office 365 password complete the Password reset request 
form. 
 
Help and support for Moodle, Teams and other digital resources are available from the Learning 
Technologies website CoLT (www.wcscolt.com)   
 

Frequently Asked Questions  
Can I access Moodle from home?  
Yes, all you need is a web browser and access to the Internet. You log in using the address 
https://moodle.westcollegescotland.ac.uk/ and enter your WCS student number only and office 365 
password as usual.  

Can I access Moodle from my mobile?  
Yes, either via the web browser or the dedicated app for Android or iOS devices. However, we have 
designed Moodle to be responsive, so the Moodle is app is not required for use.  Bear in mind that the 
smaller screen may make some activities, such as reading articles, more difficult, and some activities, 
such as submitting an assignment, may not be possible from the app, needing a web browser. 
 

My password isn’t working!  
Make sure you do not have CAPS lock selected and that you enter only your student number not the full 
WCS email address. If you still have problems, you may need to reset your password – click the 
Forgotten your username or password link.  
 

https://forms.office.com/Pages/ResponsePage.aspx?id=EMGUrW-NDEOXY1AebYcbpXHnkvTmawhNuJ7OtKPMs4BUREZDNkZXQ0xCRVBOQVdROUlSQzFSMTA5My4u
https://forms.office.com/Pages/ResponsePage.aspx?id=EMGUrW-NDEOXY1AebYcbpXHnkvTmawhNuJ7OtKPMs4BUREZDNkZXQ0xCRVBOQVdROUlSQzFSMTA5My4u
http://www.wcscolt.com/
https://moodle.westcollegescotland.ac.uk/
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I have missed my assignment deadline.  
What should I do? Contact your tutor for advice.  

I don’t have any courses or units in my list. Why is this?  
It could be that your tutor is not using Moodle – contact your tutor to check.  
 

I can see the “My Courses” list but one of my units are missing. What should I do?  
Contact your tutor and they will advise you on next steps or enrol you on the unit. 
 

One of my units are greyed out and I can’t access it. Why not?  
The unit has not yet been made available by the tutor; it’s possible that they have decided not to use 
Moodle for this unit. When it is made available it will no longer be greyed out and you can access the 
unit. Please contact the tutor directly if you think you should have access. 
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