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Logging into Moodle LMS

For you to login you go to the following link: https://lms.mua.ac.ke/lms/login/ and insert
your username and password on the login page ; see below screenshot.

Update profile & change settings
1. On any Moodle page, go to the User menu in the top right corner of the page (where you

would go to log out).
2. Expand the user menu and click on Profile.
3. Under User Details click on the Edit profile link.
4. Enter your City/town & Country (if required).
5. Add description (with phone #, office hours, brief bio, etc).
6. Upload a picture r (strongly recommended as per cue recommendations).
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Moodle navigation, My Courses, Dashboard:

On the top left corner , there is a button named , My Courses,this is where you can click and
view all the units allocated to you as a faculty member for the current semester. See below
Screenshot;

Click on the My Courses Tab and it will show all the units allocated to you ;
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Click on the unit allocated , it will open a page like below:

How to Upload a file

1. In your Moodle course, click the tab "Edit mode” on the button icon at the top right of
your course page. Note MUA LMS-Moodle only allows pdf format files See below
screenshot.
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2. In the week /topic you wish to add it to, click on the + Add an activity or resource
menu.
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3. Select File.

4. Fill in the name of the resource.
5. In the upload area, click on the "Add file" icon in the top left corner. This will open

Moodle's "File Picker".
6. Click "Upload a file" from the menu on the left.
7. Click the Browse button to search for your file.
8. Select your file and click "Open".
9. Click the "Upload this file button".
10. Scroll down and Click the Save and return to course or the Save and display button to

finish.

Using ilovepdf to Split a Module PDF with Custom Ranges so as to be able to upload notes
weekly.

Step 1: Accessing ilovepdf

Open your web browser and go to the ilovepdf website: www.ilovepdf.com.

Step 2: Uploading the PDF

On the ilovepdf homepage, click on the "Select PDF files" button.
Choose the PDF file you want to split from your device and click "Open".
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Step 3: Splitting the PDF

After the PDF file is uploaded, you will see a list of available tools. Click on the "Split PDF" tool.

Step 4: Custom Ranges

In the "Split PDF" tool, you'll have several options for splitting your PDF. To split by custom
ranges, follow these steps:
Click on the "Range" option to open the range settings.

Step 5: Define the Ranges

In the "Range" settings, you can define the custom ranges for splitting the PDF. For example, if
you want to split the PDF into three parts: pages 1 to 20, 21 to 50, and the remaining pages,
follow these steps:
Enter "1-20" in the first range box.
Enter "21-50" in the second range box.

Step 6: Splitting Options

You can choose additional options for the split PDFs, such as page orientation, paper size, and
more.
Adjust these options according to your preferences.

Step 7: Start Splitting

Once you've defined your custom ranges and adjusted the options, click the "Split PDF" button
to start the process.

Step 8: Download Split PDFs

After the splitting process is complete, you will be presented with the split PDF files.

Click the "Download" button to save them to your device which will be in a zipped folder.

Right click that zipped folder and select extract, this will be extracted and you can access the
split pdfs on the extracted folder.

Step 9: Finish
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Add a Resource

1. In your Moodle course, click the turn "Edit mode” on the button icon at the top right of
your course page.

2. In the week /topic you wish to add it to, click on the + Add an activity or resource
menu.

3. Select the type of resource you wish to add (Page, URL, Label, etc.) and click the Add
button.

4. Fill in required areas & adjust settings as necessary.
5. Click the Save and return to course or the Save and display button to finish.

Add an Assignment
1. In your Moodle course, click the turn "Edit mode” on the button icon at the top right of

your course page.
2. In the week /topic you wish to add it to, click on the + Add an activity or resource

menu.
3. Select Assignment from the pop-up that appears and then click the Add button.
4. You will be taken to a screen that allows you to create the activity & set its parameters.
5. Give the assignment a name & description., kindly follow the naming convention

instructions.
The following naming convention will be used to identify the Exam type (Whether CAT
or WBA), Semester and the Unit code for next semester.e.g. After each word there is one
blank space. For example:

CML 100 WBA SEPT - DEC 2023

CML 100 CAT SEPT - DEC 2023

Please adhere to this naming convention so that the marks can reflect on the student
portal.

6. Set Available from & due dates/times. Note that Moodle uses a 24-hour clock.
7. Set the cut-off date, if desired. This setting allows the students a "grace-period" of time to

submit the assignment late. Moodle will timestamp it as such.
8. The groups of settings that follow can be changed if desired. You can click on the Help

icon for a brief description of what a particular setting does to help you determine
whether or not to change the default.

9. Submission types: By default, the assignment will allow students to upload one file. If
you wish to allow more than one file submission, or prefer to use the online text format
for your assignment, you can configure those settings here.

10. To finish, click either the Save and return to course or Save and display button
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Add a Forum
1. In your Moodle course, click the "Edit mode” on the button icon at the top right of your

course page.
2. In the week /topic you wish to add it to, click on the + Add an activity or resource

menu.
3. Select Forum. You will be taken to a screen that allows you to create the forum activity &

set its parameters.
4. Give the forum a name and an introduction.
5. Choose a Forum Type to use from the drop-down menu that appears under “Forum

name.”
6. Click the Save and display button.

Add a Quiz

1. In your Moodle course, click the turn "Edit mode” on the button icon at the top right of
your course page.

2. In the week /topic you wish to add it to, click on the + Add an activity or resource
menu.

3. Select Quiz.
4. You will be taken to a screen that allows you to create the quiz activity & set its

parameters.
5. When finished click the Save and display button at the bottom of the page.
6. Notice that it says, “No questions have been added yet.” Click the Edit Quiz button to

add questions.
7. If you plan to write your own questions for this quiz, it’s ok to click the “Add a new

question”on one of the empty pages.
8. If using question banks (publisher provided or otherwise), you should set up a category

(like a pool) BEFORE attempting to add questions to your quiz.
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MOODLE TOOL GUIDE IMAGE FOR TEACHERS.
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