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MOODLE NAVIGATION MANUAL 
 
 

 

Below are some guidelines that will allow you to 

effectively participate in the earning adventure on our 

virtual platform. 
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How to access the Moodle platform? 

Step #1 

 
To access our virtual campus, you must go to the following link: 

http://www.ucipfg.com/ and select the option bajar al campus. 
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UCI 
Universidad para la 
Cooperación Internacional 

 

 

Step #2 

 
Then select the faculty to which you belong by scrolling through the different options presented on the site, 
and click on the Virtual Campus option. 
 

 
 
 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The faculty in which 
the MPM program 
belongs is the Faculty 
of Economic and 
Management of the 
Common Good. 
Belonging to the 
Escuela Global de 
Dirección de 
Proyectos/ Global 
Project Management 
School. 

You can also view it this way. 
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Step #3 

 
Then you must enter your username and password (the information sent to you by e-mail) and click on the 
"Login" button (option located on the upper right side of the page). 
 
 
 

 
 
 
 
 
 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you log in, don’t forget choose the 
language 
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How to change the password? 

A password is a kind of secret code that protects our personal information, avoiding exposing it publicly. 
That is why experts recommend changing them periodically (Password, n.d.). 

You can follow the following guide to change your password: 
 
Step #1 

 
To change the password, you must be logged in to the Moodle platform with your 

username and password. Then click on the top right corner where your name 

appears and on the menu that pops up click on the "Preferences" option, this will 

open the user preferences window.  
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Step #2 

 
In the window that appears, click on the link "Change password". 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step #3 

 
Here it is necessary to type the current password and the new password twice, this is to confirm that it has 
been typed correctly. Then click on "Save changes". 
Please note that the new password must respect the following requirements: minimum 8 characters, one 
number, one lowercase letter, one uppercase letter and one special character (for example: *, -, #, $, %, 
&). 
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How to edit the profile? 
In our virtual platform, the profile summarizes the personal data of the users. This is why it is extremely 
important to complete it, since it allows us to present an image of who we are. This will give us an identity 
to enhance interaction in the virtual context (Tutoriales Uso del Campus UNER: Área de Educación a 
Distancia, 2019). 

You can follow the following guide to complete your profile: 

 
Step #1 

 
To change the password, you must be logged in to the Moodle platform. Then click on the top right corner 
where your name appears and on the menu that appears click on the option "Edit profile". 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

Step #2 

 

Once you have logged in you can edit the following items: 

• Name and surname to be correctly written with upper and lower case letters, 

as they appear on your identity card. 

• Description. In this space you can make a brief presentation. 

• Photograph. Passport type, in which your face can be clearly seen, that 

does not have special editions, photographic filters or that is not cropped. 

We suggest a square image in jpg or png format. 

• Time Zone. 

After thack, click on "Update personal information". 



9 
 

How to access a course? 

To access the course, you can use the "Dashboard" option in the navigation menu, 

located on the upper left-hand side. 

Once you are there, just click on the name of the course you wish to enter. 
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The classrooms of our courses are divided into 2 columns, of which the column located on 

the left, contains merely informative data such as activities to be carried out or events, the 

course participants, access to grades, the personal profile; the one located in the center is the 

one that contains the content itself, the material you need to know, the activities we will share 

and the place where the information units will gradually appear. 

 

We know the first important section as the administrative block of the classroom: 

 

• The "General Description" icon contains the section and definition of the academic program, the 
course objectives, and the rest of the general information of the course you are taking. 

• The "News forum", in this space you will find the news or events of the course, it is the space for 
announcements. Always check this space as you will find important information. 

• The "Questions forum", as we all know, problems are never lacking, but this is the place where they 
are solved. If you have doubts about the use of the platform, sending documents, creating your 
classroom, interaction, participation in any activity, understanding of any topic, etc., here you will 
find the support you are looking for both from the tutor and your virtual classmates. It is important to 
remember that before asking questions, you should read the instructions and the material, as you 
will often find the answer there. 

• The "social forum" is a space to share in a colloquial way, we will not only have topics of the course 
to share ... We can use it to get to know each other better, to talk about topics of personal interest 
with classmates. It is a space to enjoy social life. 

• The "academic unit": Here you will find the necessary contents for your knowledge and 
implementation during the activities that allow us to measure your progress in the course. It details 
the mandatory or complementary activities to pass the course. 

• The "Final section" is one of the most important, since we will know through the satisfaction survey 
our successes and improvements to be made. 

 

Note that, to go back to any activity, you can do so by using the "Back" button or by clicking on the 
navigation menu. In addition, one way to navigate easily within the academic units is by using the "Table of 
Contents", to access click on the link of each available title. 
 

 

 

 
 
 
 
 
 
 
 
You will also find the "Learning Path" block, which will allow you to access the list of activities that will be 
carried out in each module of the course, to do this you must click on the link of each available title 
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How to submit an assignment in Moodle? 
 
The Moodle platform allows the possibility of submitting assignments. These create a direct line between 
student and facilitator, this means that the rest of the classmates will not have access to them. 

You can follow the following guide to submit an assignment: 

 
Step #1 

 
Enter the task and click on the "Add task" button. 
 
Note: Please note that if the task is not yet available or the time for submitting it has expired, the 
"Add task" button will not be available. 
 
 

Step #2 

 

Find the task file on your computer and drag it to where the arrow indicates. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Alternatively, you can click on the sheet icon with the plus symbol. 
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Now click on the "Browse" button. 

 
 

 

 

Locate the task file and click the "Open" button. 
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Now click on the "Upload this file" button. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

And finally click on the "Save changes" button. 
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How to participate in a Moodle forum? 

Forums are virtual tools that allow asynchronous communication. These spaces are excellent for 
promoting interaction, debate, reflection, analysis, construction and reconstruction of individual and 
collective knowledge by breaking down geographical and time barriers, since it is not necessary to be in 
the same place at the same time to engage in dialogue with other people (Arango, 2003). 

There are different types of forums: academic (to argue specific course topics) and those explained above: 
social, consultation and news. 

You can follow the following guide to participate in a forum: 

 
Step #1 

 
To post your contribution you must click on the "Add a new discussion topic" button. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Step #2 

 
To add a new topic it is necessary to complete the following fields: subject (refers to the specific topic to be 

discussed) and message (text with the arguments or ideas to be transmitted) and finally click on the button 

"Send to forum" 
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To reply to an open forum topic, click on the "Reply" link and then post your message. 
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If necessary, the forums also have the possibility to attach a file. The dynamic is the same as detailed in 
the section How to submit an assignment in Moodle. 
 

How to participate in a wiki? 

A wiki is a virtual community, whose pages can be edited directly from the browser, where the users 
themselves create, modify or delete content that they generally share (Wikipedia, n.d.). 

You can follow the following guide to participate in a wiki: 

 
Step #1 

 
To start creating the Wiki, click on the group to which you belong. 
 

 

 

 

 

 

 

Step #2 
Next, Moodle will take you to the page where your group will start building content. In order to enter the content click 
on the "Edit" button, please make sure that the format you choose is "HTML" and then click on the "Create page" 
button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step #3 

 
Moodle will then take you to the page where your group will start building content. In order to enter the 
content, click on the "Edit" button, please make sure that the format you choose is "HTML" and then click 
on the "Create page" button.
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Step #3 
Enter the text or contents of the topic. 

 

Note that you can change the font, change the font color, align the text, place 

brackets, enter images, videos, among other functions using the text box options.. 

 
 
 
 
 
 
 
 
 
 
 
 
 

In the Wiki you can add a table of contents automatically, this is to help the reader find what he/she is 
looking for. To do this you must mark the headings, subheadings, or sections as appropriate in the 
"Paragraph" section. 
For example, for headings, put the option "Heading 1", for subheadings "Heading 2" and for paragraphs 
"Heading 3". 
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When you have the text ready you can select the "Preview" button that shows how the document will look 
like, or the "Save" button to save the settings you have made. 
 
 

 



19 
 

How to create a glossary in Moodle? 
 
A glossary is an activity that allows users to create and maintain a list of definitions, like a dictionary 
(Moodle.net, 2017). 

 

You can follow the following guide to participate in a glossary: 

 
Step #1 

To add a definition, click on the "Add entry" button. 

 
 
 
 
 
 
 
 
 
 
 

Step #2 
Fill in the blanks as appropriate. First the concept to be defined, then its respective meaning. 
As additional information you may include a key word, which will facilitate the search for it within the 
glossary. Also, if you prefer, you may attach an image or illustration that facilitates the understanding of the 
concept. 
 

Once the concept is ready, just click on the "Save changes" button. 
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How to take a quiz in Moodle? 

The Moodle tool allows for quizzes with different answer types (multiple choice, true/false, short answer, 
matching, drag and drop, among others). 
Most quizzes are automatically graded, with the exception of those containing document upload or short 
answer questions. 
Some examples of quizzes by question type: 
 
 

Multiple Choice: You must select the option that best completes the phrase or sentence stated, or that best 
answers the question in the heading 
 
 
 
 
 
 
 
 

True/false: In this type of question the user must carefully read the statement and select whether the 
statement is true or false. 
 

 
 

Short answer: This means that the user will have to write the answer in a blank space. 
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Matching: A list of sub-questions is provided, along with a list of answers. The user must match the correct 
answer to each question. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
Drag and drop: The user should select the missing words or phrases and add them to the text by dragging 
boxes to the correct place. 
 

 
 
Essay: In this type of question, the user can write openly about a particular subject or upload a file with 
his/her answer. The dynamics is the same as detailed in the section How to submit an assignment in 
Moodle. 
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Please note that once you have completed the questionnaire you must click on the "Finish attempt" button. 
To successfully submit your answers, you must click on "Submit all and finish". 
 
 

How to participate in a Moodle workshop? 

The Workshop is a powerful peer assessment activity (Moodle.net, 2017). You can follow the 

following guide to participate in a workshop: 

Step #1 

Read the instructions and criteria for the development of the work. 
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Step #2 
The user submits his work during the set time. To do so, he/she must click on the "Start preparing your 
submission" button. The dynamics is the same as detailed in the section How to submit an assignment in 
Moodle. 
 
 

 
 
 
 

Step #3 

Evaluate your partner's work, according to the indications given by the facilitator. To do so, click on the 
"Evaluate" button. 
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You may place feedback comments in the blank box and/or attach a file with observations. At the end click 

on the "Save and close" button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step #4 
The facilitator will provide a grade for the activity after the peer evaluation process is completed to close 
the workshop. 
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Note that, in order to highlight the development of each phase, it is in a green box. 
 
 

How to do a crossword puzzle in Moodle? 

The game has become the best way to facilitate experiences and learning, for this Moodle provides tools 
to meet that goal, an example of this are crossword puzzles. 

A crossword is a written pastime that consists of writing in a template a series of words in vertical and 
horizontal order that cross each other (Wikipedia, n.d.). 

 

You can follow the following guide to make a crossword puzzle: 

 
Step #1 

Enter the activity and click on each number to see the definition of each word that the user must describe. 
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Step #2 
Type the word that answers the definition and then click on the "Insert" button. 
 

 
 
 
 
Note that if you do not know the word, you can click on the "Hint" button to get a hint for the answer. Each 
time you use a hint, a percentage of the total value of the activity will be reduced. 
 
 
 
 
 
 
 
 

 

 



27 
 
 

Step #3 

Once you have completed the entire crossword puzzle, click on the "Check" button 

to review the results. 
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If there are incorrect results, the system will delete them so that you can modify them again. 

 

 
 

Once corrected, click again on "Verify". 
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How to check grades in Moodle? 

The Moodle platform allows the user to visualize the grade report obtained in the different activities of the 
course. 

You can follow the following guide to visualize the grade table: 

 
Step #1 

 
Find the "Administration" block located in the left column. 
 
 

 
 

Step #2 

 
Click on the " Grades" link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
You will then see a table with several columns. The first contains the name of the activities; the second the 
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"Calculated weight", which corresponds to the percentage assigned to the activity; the third presents the 
"Rating" obtained in each activity; the fourth refers to the "Range", that is, the minimum and maximum 
rating margin that can be obtained; the fifth contains the "Percentage" obtained in the activity, and, in the 
last one you can see the comments of "Feedback" made by the facilitator on the evaluation of the 
activities. 

 
 

Note: Please note that the "Administration", "Navigation" and "Activities" blocks can be minimized ( < ) and 
hidden (--) from the course when the user considers it necessary, by clicking on the corresponding icon. 
To dock: 
 

 
 
 
 

 

How to use Moodle's messaging? 
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Moodle's internal messaging is a means of communication to send and receive private messages between 
the academic assistant, the facilitator and the students. 

You can follow the following guide to use messaging: 

 
Step 1 

  
Go to the "Participants" block. 
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Step #2 

                 Select the "Participants" option. 
 

 
 
 

 

 

 

 

 

 

 

 

 

Step #3 

 
Select the name of the user to whom you wish to send a message, either by 

clicking on the user's image or on the user's first and last name. 
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                    Step #4 

 
Select the message icon to start the communication. 

 
 
 
 
 
 
 
 
 
 
 
 
Step #5 

Type the body of the message you want in the corresponding box. Once you have completed the 
message, click on the "Send message" button. 
 
Step #6 

 
Type the desired message body in the corresponding box. Once you have completed the message, click 
on the "Send message" button. 
 

Other recommendations 

How to delete cookies in Google Chrome? 

Cookies should be deleted periodically to keep our browser optimized. The abuse of cookies gradually 
overloads the browser with small programs that consume each of the processor's resources (Why it is 
convenient to delete browser cookies from time to time, n.d.). 

You can follow the following guide to delete cookies in the Google Chrome browser: 

 

Step #1 

 
Open the Google Chrome browser. 
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Step #2 

 
At the top right, select the "Customize and control Google Chrome" option, which is represented by the 
following icon and click on the "History" option. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Step #3 

 
Select the option "Clear browsing data 
 

Step #4 
Check the "Cookies and other site data" checkbox and then click on "Clear data".
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