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Moodle User Guide (Updated Version) 

Welcome to the updated version of Moodle! This guide is designed to help 
you navigate and make the most of the new features and functionalities. 
Whether you're an instructor or a student, this guide will provide you with 

step-by-step instructions for common tasks. 
 

1. Getting Started 

Logging In 

1. Visit SCEI Moodle site. 
2. Click on SCEI Microsoft 365 Connect 

 
 

Dashboard Overview 

• The Dashboard displays a summary of your courses, upcoming 
deadlines, and notifications. 

• Key components include: 
o Latest Announcements: Displays important updates and 

reminders. 
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o Recently Accessed Courses: Quick access to courses you’ve 
recently visited. 

o Calendar: View upcoming deadlines and events. 

 
• Use the Navigation Drawer on the left to access different sections like 

My Courses and Private Files. 
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My Courses Panel 

• Located in the left navigation drawer, this panel provides: 
o A search bar to quickly find courses. 
o A list of all enrolled courses. 
o Quick links to course details and sections. 

 
 

User Menu 

• Click your profile picture in the top-right corner to access account 
settings, grades, and messages. 
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Enabling Dark Mode 

1. Enable Dark Mode: 
o Toggle the Dark Mode switch to enable it. 

2. Save Changes: 
o The interface will now switch to dark mode, providing a visually 

comfortable experience, especially in low-light environments. 
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2. Course Navigation 

Course Navigation 

• Once you enter a course, use the left-hand menu to access resources, 
activities, and grades. 
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• The top navigation bar includes tabs like Course, Participants, 
Grades, and Competencies for quick access to course-related 
information. 

 
 
 

 
 

 

4. Assignments and Submissions 

Submitting an Assignment 

1. Access the Assignment: 
o Go to the course and click on the assignment 

 



 
 Document Number: IT-004-2025. 

 

   
 

2. Submit Your Work: 
o Click Add Submission 

 
o Upload your file  

 
 

3. Finalize Submission: 
o Once satisfied, click Save Changes or Submit Assignment.  
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o Confirm submission if prompted. 

 


