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WELCOME TO MOODLE! 
 
Moodle is PCC’s online Learning Management System. You will be using Moodle for fully online courses and 
partial Internet courses; you may also use Moodle for on-campus courses but only if your instructor chooses to 
post material on Moodle. 
 
Distance Learning: 

Distance learning courses are conducted completely online through Moodle. 
Partial Internet Courses: 

Partial Internet courses have both an on-campus portion as well as an online component of instruction delivered 
online through Moodle. 

On-campus Courses: 
Instructors of on-campus courses may use Moodle to extend the learning experience outside the classroom or 
as a course-management tool. 

 

 

• Download a course syllabus or some other file 

• Follow a hyperlink to visit some external website 

• Submit an assignment to a drop-box 

• Post a comment on an online discussion forum 

• View your current grades as the course progresses 

• Watch a video that is embedded in Moodle 

• Take a quiz or some other assessment of your progress 

 
Moodle is similar to Blackboard, Angel, Canvas, Schoology, Web CT, Sakai, and other systems that you may 
have also used at other schools. You may learn more about Moodle at www.moodle.org 

 

 

 
In order to use Moodle, you will need basic computer and internet navigation skills, plus an Internet 
connection. Your interaction via Moodle is very similar to your daily participation in the Social Media: you 
post comments, read the comments of others, reply to their posts, view pictures, watch videos, etc. 

 
While Moodle may be accessed by any web-enabled, handheld device such as a tablet or a smartphone, the 
coursework requires a desktop or laptop computer. PCC has desktop computers in the library for 
student use. Please be aware that third-party Moodle apps may be particularly unreliable. 
 

YOU MAY NEED TO DO THE FOLLOWING THROUGH MOODLE 

INTRODUCTION 

 TECHNICAL REQUIREMENTS AND EXPECTATIONS 

http://www.moodle.org/
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Supported browser versions include: 

• Firefox 4+ 
• Internet Explorer 8+ (IE 10 required for drag-and-drop of files from outside the browser into Moodle) 
• Safari 5+ 
• Google Chrome 11 

 

Google Chrome is one of the recommended browsers for working in Moodle. Google Chrome has the added benefit 
of a built-in spellcheck function. You can download and install Chrome by going to the following link:  
https://support.google.com/chrome/answer/95346?hl=en 

 

Certain functions in Moodle depend on browser plug-ins. You must have the following plug-ins/add-ons, and they 
must be up to date: 

• Java 
• Adobe Flash Player 
• Adobe Reader 
• Apple QuickTime 

 
Firefox is another compatible browser recommended for working in Moodle. You can download and install Firefox 
by going to the following link: http://www.mozilla.org/en-US/firefox/new/. 
 
 
 
 
Since many online courses make use of video content and may offer students webinar style online sessions, PCC 
recommends reliable internet service with speeds at least 3-5 Mbps, but around 25 Mbps or greater would be 
ideal. You can read more about internet speed and check your internet service at the following web site:  
https://www.highspeedinternet.com/how-much-internet-speed-do-i-need 

 
 
 

You will need word processing software such as Microsoft Word for most assignments and exams. Certain courses 
will also require submissions in Excel and/or PowerPoint. Computers with Microsoft Office installed are available 
for your use on campus. If you want to have Office on your own device, you may download Microsoft Office software 
from your Office 365 account which is licensed for your use while you are enrolled at PCC. 

 

Please bear in mind that PCC faculty and staff cannot open documents created on Pages or other such Apple-specific 
applications. If you create your assignments in such a format, please convert them to PDF or DOCX before submitting 
them for grading. There are also various other types of files that are incompatible with our systems at PCC. Using 
Microsoft file types facilitates the review and grading process so it is always best to do and submit your work in a 
format that can be easily read by your instructors. 
 

 UP-TO-DATE INTERNET BROWSER AND RELATED PLUG-INS 

 WORD PROCESSING SOFTWARE 

 INTERNET CONNECTION SPEED 

https://support.google.com/chrome/answer/95346?hl=en
http://www.mozilla.org/en-US/firefox/new/
https://www.highspeedinternet.com/how-much-internet-speed-do-i-need
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All current PCC students, faculty and staff have Moodle accounts. Moodle is our online community; we can all reach out 
to each other without even needing to know each other’s email address! 

  

 
• New student accounts are automatically generated as part of the application process. 
• Moodle uses the following format for username and password. Username: firstname_lastname (all lower case). 

Example: if your name is Jane Doe, your username is jane_doe. Initial password has been set to your six-digit 
birth date. Example: if your birthday is December 5, 1986, your password will be 120586. 

 
 
 
 
PCC’s Moodle environment is accessible 24 hours a day at the following web address or URL: 
 

moodle.pamlicocc.edu 

We recommend you simply bookmark moodle.pamlicocc.edu on all your devices. 

There is also a link to Moodle on the main College website (pamlicocc.edu). Use the Moodle icon located under the 
Student Portal. This link is for indirect access to Moodle, via the College website; even in the rare event that PCC’s 
site is down for whatever reason, you still have direct access to Moodle at moodle.pcc.edu. 
 
 

 
 
 
 
 

 MOODLE ACCOUNTS (USERNAME AND PASSWORD) 

ACCESSING MOODLE 

 MOODLE LOCATION ON THE WEB 

http://www.pamlicocc.edu/
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After you log in, Moodle will display all of your courses plus various other useful functions and resources for 
students. Layout may vary, but this is the general geography of a Moodle homepage: 

 

 

        

 

 

 

 

   

 

Each course has a dedicated Moodle site or “shell” as it is commonly called. A Moodle shell is simply a website 
reserved exclusively for its members, namely the instructor and the students enrolled in a course. All courses you 
are registered for will appear under My Courses on the first day of the course. 
 

 
 

If you want to work your way back in Moodle, use the links at the top of the page, right under the course code 
and title, to find your way around the site. These “breadcrumbs,” as they are known, will lead you back to 
where you came from. That is always more efficient than hitting the “Back” button time after time. 

MY COURSES 

FINDING YOUR WAY BACK HOME OR T O A PREVIOUS PAGE 

GETTING AROUND IN MOODLE 

 KEY MOODLE FEATURES 
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Every Moodle user has a public profile that is visible to anyone enrolled in Moodle at PCC. 
 

Usernames and pictures (including your own) are all hyperlinked to each user’s profile page. Click on any name to 
view the profile page. 
 

 

 

 

 

Moodle users such as your instructors or your classmates may send you messages through Moodle. You can 
always retrieve these in Moodle but they may also be forwarded to your Office 365 email account. 

 

To enter Moodle’s messenger, click on the icon next to your name on the top right corner of the page. 
Select New message if you want to write a message to some fellow Moodle user. 

 

Type the name of the person you wish to message in the “Search for a user or course” box. You may also search 
by course code if you are looking for a classmate whose name you are not sure about. 

 

Click on Messages to view and/or respond to messages that may have been sent to you. Depending on the 
recipients’ own settings, they may get those messages only while they are logged in Moodle. 

 

To check or alter your message-to-email settings, follow the drop-down menu that appears under your name 
on the top right corner of the page, choose Preferences, and click on the Message preferences link. 

 

If this function is enabled, a copy of any message sent to you via Moodle will also be forwarded to your email 
inbox while you are online, offline, or both. That is entirely up to you. 

 

Please note, however, that you will not be able to reply to the messages that are forwarded as emails from 
inside your Office 365 email account; for that, you will have to reply directly in Moodle. 

 

You can reach any Moodle user you want to with Moodle’s Messenger simply by clicking on his/her profile icon; 
you don’t need to know their email address or any other contact information. 

PROFILES 

MESSAGES 
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A course page will usually have three columns: the column on the left will contain the Navigation block as well as 
other blocks the instructor may choose. The middle column is laid out in weekly “boxes” or modules designed for 
quick and easy reference and navigation. The right column is where all o f  t h e  course material will be located. 
Layout may vary from one course to another. Links to various Student Resources and a Quick Links menu are 
available at the top of the page. 

 

 

   

 

 

 

Weekly vs. Topic Format: A course site may have the material arranged in either weekly or topic format. In the 
weekly format, the sessions of the course appear in boxes with dates, while in the topic format these boxes 
have week numbers. Most courses follow the weekly format, although some may be organized in topics instead; 
that choice is up to the instructor or the course designer. 
 
 
 
 
 
 
 

 INSIDE A COURSE 
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There may be several blocks and helpful links on your course page. Their exact location may vary from one course 
to another but their general function and purpose is outlined below: 

 

The Activities block is a convenient way for you to sort the various activities in a course by type such as 
Assignments, your own Attendance record, Forums, Resources, etc. 

 

The Calendar block is common and very helpful because it highlights important dates for you. Whenever an 
instructor sets an opening and due date for an assignment, those dates will appear highlighted in blue. 

 

As you hover over a highlighted date with your mouse, you will notice how it pops up and shows when a quiz or 
assignment opens and closes so as to help you keep track of availability and deadlines. 

 

 

 

You can export the calendar in Moodle to any calendar app you may have on your computer or handheld device. 
To view an entire month for a course at a glance, click on the name of the month at the top. 

 

 

 

The Participants link on the left side makes it easy for you to search for the instructor of your course or for your 
classmates so you can send them a message if you want to, simply by clicking on their profile. 
 

 

BLOCKS & LINKS 

Note about Messaging 

 

Remember that messaging occurs within Moodle 
only, unless the users have made their settings so as 
to also receive a copy in their Office 365 mailbox. 
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The Dashboard link is useful as it sorts out your courses among the ones that are currently in progress, those that 
you may have registered for in the coming term, or those that you have taken in the past. 

 

The Private files area is a good place for you to store documents that you may need, for example drafts of projects 
that are due later in the term or other notes that you may want to save there for later use. 

 

Perhaps the most important of all such links is Grades. That is where you should be able to review your grades in 
detail as well as whatever feedback your instructor may have given you along with the grades. 

 

It is crucial that you stay on top of your progress and always in touch with your instructors. If there is some 
assignment that you submitted but your instructor has not yet graded, contact your instructor. 

 

An overview of all that appears under Grades is also the best way for you to predict your final grade and gauge your 
overall progress in a course. If you encounter any discrepancies, contact your instructor. 
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All students, faculty and staff have their own Moodle profile. This is a page that everyone in the PCC community can 
see, so please exercise professional discretion in choosing an appropriate text and image that will appear on your 
profile. It is advisable that you upload a photo of yourself so that others can identify you in class and around the 
campus, and that you also add a few words about yourself. 

 
To access and edit your profile, open the drop-down menu that appears next to your name on the top right corner 
of the page and select either Profile or Preferences. Once on the next page, select Edit profile. There you will be 
able to add some biographical information and/or upload a picture of yourself. 

 

• Biographical information can be typed in the Description text-box. 
 

• You can upload a photo using the drag-and-drop function to place an image file (such as jpg or png) into the 
upload drop-box. Even if the drag-and-drop function does not work because of the browser you are using, you 
can always upload a photo by clicking on the “Add” icon. 

 

 

 

You can then select “Upload a file” from the File Picker and browse in your computer to find an appropriate image. 
This photo or avatar will be visible next to all your forum posts. 

 

REMEMBER to click the Update Profile button to save any changes. 

 

While you are under Preferences, you may also want to adjust your Forum preferences as follows: 
 

 

Using these settings will prevent forum posts from crowding your email inbox, whose capacity is limited. It is 
recommended that you highlight new/unread posts when you visit the page. Whenever you post to a discussion 
forum in a course, you can choose whether or not you want email copies by changing the Subscription setting 
there. You are free to decide how many or how few emails you receive via Moodle. 

 HOW TO EDIT YOUR PROFILE & PREFERENCES 

DIRECTIONS FOR COMMON TASKS 
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• Click the link next to the file icon; it may be almost any kind of file, for example a Word 
document, a PowerPoint presentation, or an Excel spreadsheet. 

 

• If prompted by your browser, accept the download on your own computer and then click on 
the file to open it. 

 
 

 
 

      
 

Forums are a main component of online education. Your instructor may ask you to post your opinion on a given 
topic, respond to a course reading, or introduce yourself to the class. Forums will probably be the most interactive 
aspect of your course on Moodle so you should participate in them regularly. 

 

Some forum discussions occur all on one screen, while others function as threaded discussions with posts appearing 
on various threads. Depending on how the discussion forum was set up by your instructor, you can either start a 
new thread yourself or enter an existing one and reply to previous statements. 

 

• To enter a forum, click on the link next to the forum icon. 
 

 
Discussion Forum 

 
 
 
 
 

 HOW TO DOWNLOAD A FILE 

 HOW TO PARTICIPATE IN A FORUM 
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POSTING YOUR ENTRY: 

• If you are the first one to post, you may click the button Add a new discussion topic. 

 

NOTE: If the "Add a new discussion topic" button does not appear, follow the instructions below. 
 

• If you want to join an existing discussion thread, click on its subject line. 
• When the discussion is displayed, click the Reply link. 

 
 

 

 

 

 

 

 

 

 

 

                                                                                                                    Click on the Reply link to respond to 
                                                                                                                                                   the discussion thread. 

• A text-box will open. 
• Type your response into the text-box. 

O Optional: If you use the icons, the view may include images, links and HTML code. 
 
 

          
 

• Click Post to forum. 
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You may be required to turn in assignments through Moodle. There are two ways an instructor might set this up.  
 
You may be asked to: 

 

Upload your assignment from your computer or flash drive  
Or 
Type your response directly into Moodle 

 

 
 

• Click on an assignment “drop-box” link with this icon to turn in your assignment. 
 

 

• Click the Add submission button. 
 

 

 

 

 

 

 

 

• You can either drag-drop files from your computer or flash drive into the upload drop- box with the 
blue, downward arrow, or click the Add link to browse your computer for the file. 

 

 

 

 

 

 

  

 

 HOW TO SUBMIT AN ASSIGNMENT 

UPLOADING YOUR ASSIGNMENT TO MOODLE 
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• Once you have successfully attached the file you want to upload, the icon of the file will appear in the 
submission drop-box. Click the Save changes button to continue. 

 

 

 

 
• You may also have to check the box next to “I certify” to show that you understand PCC’s Academic 

Integrity Policy and then click the Continue button to submit your assignment. 
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• Once you have successfully submitted your work, you will see this window on the assignment screen. 
If the Submission status shows “Submitted for grading”, you are all set. 

 

 

 

• If you wish to make any changes after you have submitted an assignment (provided the deadline 
has not yet expired and your instructor allows resubmissions), click on the Edit submission 
button (which will have replaced the Add submission button). 

 

Once there, click on your previous assignment that you want to replace. You will get two options, 
“Download” and “Delete”. Choose “Delete” (assuming you have saved the content elsewhere on your 
computer) and then resubmit the latest version for grading instead. 
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Click on the link to open assignment. 
 

 

• Click on Add submission. 
 

 

• Type your entry into the text box. 
 

 

 

 

 

 

 

 

• Check the box next to “I certify” to show that you understand PCC’s Academic Honesty Policy, and click 
the Save changes button to submit your assignment. 

 

 

 

 

 

 

 

 

 

TYPING IN YOUR RESPONSE DIRECTLY 
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To view grades and feedback on your assignments, click on the Grades link. 
 

 

 

You will see the grade you received next to the name of each graded activity (assignment, forum, quiz, etc.) 
Any comments given by your instructor on an assignment will appear in the Feedback column. 

 

 
Click on the name of the activity to view your submission or the summary of your previous attempt(s). 

 

 

 

If there is no feedback in your Grades view for a quiz (as shown above), click Review to see your attempt and any 
comments from your instructor. If the quiz is still open, grades may not yet be visible. 

 HOW TO CHECK YOUR GRADES 
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• Be sure to refer first to the Course Syllabus posted by your instructor! Your instructor may post all due dates 

as a tentative schedule, reading schedule, etc. 
• You can also refer to the Calendar block found in your dashboard or look to the Upcoming events block. 
• Most importantly, log in frequently, checking for updates, and communicate clearly with your instructor if 

you have any questions about due dates and assigned tasks. 
 
 

 

 
 

Once you register for a course, you are automatically enrolled in the corresponding Moodle shell. You do not need 
to do anything more on your end. Please just verify that all courses you intend to take appear on your schedule; if 
not, contact Student Services. 

 

Your courses will appear in Moodle on the first day of class. Do not worry if you do not see all your courses on 
Moodle before that time; We have preset all courses to open automatically on the first day of class.  

 

 

 

 

First, make sure you are using the correct username and password.  

Please refer to the Accessing Moodle section. Please also note: 
• Passwords are case-sensitive, usernames are not. 
• It takes about 48 hours before new student accounts are set up. 

 

If you cannot resolve the problem, send an email to: 

 dl@pamlicocc.edu from your Office 365 address. 

Include your birthday and student ID number. 
 

 

 
 

You may receive more emails than you can manage through Moodle, especially if you are subscribed to 

 KEEPING TRACK OF DEADLINES 

WHY CAN’T I SEE ALL MY COURSES IN MOODLE? 

WHY CAN’T I SIGN INTO MOODLE? 

HOW DO I CHANGE OR MANAGE MY EMAIL SETTINGS? 

FREQUENTLY ASKED QUESTIONS 

mailto:%20dl@pamlicocc.edu
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numerous active discussion forums. That can become overwhelming at times but it’s up to you to adjust. 
 

To change or manage these settings, open the drop-down menu next to your own profile picture on the top right 
corner of the screen and choose Preferences. Under User account, select Forum preferences. 

 

Once on the Forum Preferences page, open the drop-down menu under Email digest type and change your 
email settings so that you get all your forum activity in a daily digest or by subject, as you prefer. 

 

 

 

Google Chrome and  Mozilla Firefox are the two recommended internet browsers for Moodle. You may encounter 
a variety of problems if you are using Internet Explorer or Safari. In any browser, you may occasionally notice 
problems such as embedded videos not loading. This could be due to an outdated browser version or a plug-in 
that needs to be updated. 

 

You can download and install Firefox by visiting this link: http://www.mozilla.org/en-US/firefox/new/ 
 

Google Chrome is another compatible browser that has the added benefit of a built-in spellcheck function. You can 
download and install Chrome by going to the following link:  
https://support.google.com/chrome/answer/95346?hl=en 

 

 

When you successfully submit an assignment into Moodle, you will see “Submitted for grading”: 
 

 

If you submitted a file, a link to the file you uploaded will appear next to File submissions. 
 

WHAT BROWSER SHOULD I USE? 

I TURNED IN MY ASSIGNMENTBUT I  CAN’T TELL IF MY INSTRUCTOR RECEIVED IT. 

http://www.mozilla.org/en-US/firefox/new/
https://support.google.com/chrome/answer/95346?hl=en
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Click on the Grades link. From there, you can click on the name of any assignment completed in Moodle and review 
your attempts, grades and/or feedback comments. 

 

 

 

 
 

The size of the main column in Moodle where the text-box appears depends on the size of your monitor, your 
screen resolution, and the general configuration of your browser. If the text-box runs off the screen or gets cut off, 
you can dock the blocks on the left of the page so as to give the main column more room to expand. Simply click 

on the  icon in the top left corner to dock those blocks. 
 

 

 
 

If you are unable to copy and paste into Moodle using the right-click menu, you can use the shortcut keys on your 
keyboard. On a Windows computer, Press Ctrl + C to copy the highlighted text, and Ctrl + V to paste it into the 
text box in Moodle. On a Mac, Press Command + C to copy and Command + V to paste. 

 

 

 
 

Open the drop-down menu next to your profile picture on the top right corner of the screen and choose 
Preferences. Under User account, select Forum preferences and then, from Forum tracking under Forum 
preferences, choose “Yes: highlight new posts for me”. 

 

 

 
 

This depends on how the forum was set up by your instructor. You should always be able to reply but you may not 
always be able to start a new discussion forum. If you cannot post at all, let your instructor know that you are unable 
to post to the forum so that he/she can adjust the settings. 

 

 

HOW DO I CHECK MY GRADES? 

THE TEXT BOX I AM COMPOSING MY ASSIGNMENT/POST IN IS TOO SMALL. WHAT CAN I DO? 

I CANNOT PASTE TEXT INTO MOODLE. WHAT CAN I DO? 

HOW DO I HIGHLIGHT UNREAD FORUM POSTS? 

THERE IS NO "Reply" LINK OR AN "Add a new discussion topic" BUTTON IN MY DISCUSSION FORUM. 
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A discussion forum is public; whatever is posted is visible to the entire class. This is where you will respond to 
questions posed by your instructor and/or comment on the posts made by your classmates. If you ever wish to send 
a private message to your instructor or any of your classmates, do not post it on a public forum! (Please see: 
MESSAGES) Please use professional discretion about what you post and where. 

 

An assignment drop-box, on the contrary, is private; the content remains between you and your instructor only. This 
is where you will submit your work by clicking an assignment link just as you would hand in a paper in class. 
Depending on how the assignment is set up by the instructor, you may be asked to either upload a file or type your 
work directly into a text-box. 
 

 

Yes! It is always a good habit to keep copies of your work. Make sure you save all your work on your own computer 
in addition to entering or submitting it on Moodle. You may also need to work on it off-line, so it’s always a good 
idea to complete your work on your own hard drive and then submit it to Moodle. 

 

First, compose your assignments in Word, Excel, PowerPoint etc. as needed and then upload to Moodle. That is the 
only way to never lose your work, even if you lose connection to the internet temporarily. It is terribly unfortunate 
when a student loses many hours’ worth of work by not backing up. Be wise! 
 

 

 
 

WHAT IS THE DIFFERENCE BETWEEN A FORUM AND AN ASSIGNMENT DROP-BOX? 

SHOULD I BACK-UP MY WORK? 
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