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Log in to Moodle 

To log in to Moodle kindly follow these steps: 

1- Open https://moodle.ku.edu.kw on your web browser. 

 

2- Click on KU SIS and it will transfer you to a page where you enter you KU 

credentials. 

3- Enter your KU email. 

4- Enter the password of your KU email and click on sign in. 

 

 

 

https://moodle.ku.edu.kw/
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Cannot Access Moodle 

If you cannot access Moodle, clear cookies, and cache of the web browser you 

are using. 

You can use these links that can guide you on how to clear cookies and cache 

from web browsers: 

Chrome: Clear cache & cookies - Computer - Google Account Help 

Edge: Delete cookies in Microsoft Edge - Microsoft Support  

Firefox: How to clear the Firefox cache | Firefox Help (mozilla.org) 

  

https://support.google.com/accounts/answer/32050?hl=en&co=GENIE.Platform%3DDesktop
https://support.microsoft.com/en-us/microsoft-edge/delete-cookies-in-microsoft-edge-63947406-40ac-c3b8-57b9-2a946a29ae09
https://support.mozilla.org/en-US/kb/how-clear-firefox-cache
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Forgot Moodle Password 

You can reset your password using this link: https://mspwdreset.ku.edu.kw/ 

and follow the instructions: 

1- Enter you Kuwait University ID number and click on next. 

2- You can choose to receive a security code on your personal email or 

mobile number to verify your identity. 

3- You must enter the security code you receive within three minutes 

of requesting to change your password. 

4- After verifying your identity, you enter your new password twice 

and click on “next”. 

5- You will receive a message that the password was reset successfully. 

 

  

https://mspwdreset.ku.edu.kw/
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Dashboard 

 The dashboard is a tab always visible through the Moodle pages that can give 

you a quick access to your courses. 

  

The dashboard has Timeline, Recently accessed courses, and the Moodle calendar. 
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My courses 

My courses tab is also visible in Moodle website pages. It opens a page to all 

the courses you are enrolled in either a student or a faculty member. 

 

Clicking on one of the courses will open the course page with all its content 

added by the faculty members. 
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Content Addition 

1- To add content to your course first you must turn the toggle on in the right 

side of the course page to switch the page to the edit mode. 

 

 

 

2- You can add sections by clicking on “Add topic” at the bottom of the page. 
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3- After adding the topic, you can change the name of the section by clicking 

on the pen logo. 

 

 

 

 

 

4- After writing the new section name you must click “enter” to save it. 

 

 

 

5- Click on “Add an activity or resource” to start adding content to your 

Moodle course. 
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6- A menu of activities and resources will appear, you can then choose which 

activity or resource you want to add to your Moodle course. 
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Quiz 

To create a quiz or an exam, from the menu choose Quiz. 

 

 

 

 

1. Start by adding a name to the quiz/exam and the description 
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2. Set the Timing of the quiz/exam when it opens, closes, and its time 

limit 

 

 

 

3. In the Grade setting, set the attempts allowed to one so students of the 

course can take the quiz/exam once. 

 

 

 

4. In Layout setting, you can choose how many questions will appear in 

one page for the students. 
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You can allow students to skip a question and return to it later by clicking on 

“Show more” in the Layout setting and switching the navigation method to “free”.  

 

 

5. In the Question behavior you can decide to make the questions 

shuffled in the quiz/exam. 

 

 

 

6. You can send an email to notify the students of the quiz when you 

enable “send content change notification. 
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7. Click on “Save and display” so you can start adding questions to the 

quiz/exam. 

 

8. Click on “Add Question”. 

 

9. From the right of the page click on “Add” and it will show you a drop-

down list, choose “+ a new question”. 
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10. From the menu you can choose what type of question you would like to 

add to the quiz/exam. 

 
 

 

 

 

11. After adding the questions in the quiz/exam, edit the grades by clicking 

on the pen and writing the grade of each question and then clicking 

enter to save it. 
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12. Click on the quiz tab on the top left to preview the quiz/exam and see 

all the settings of each question from the students’ point of view. 
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Adding questions to quiz activity 

Adding Questions Manually 

Multiple choice 
From the menu, choose “Multiple choice”. 

 

 

1. It will open a new page where you must add a name to the question 

name and its text. 
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2. Scroll down to start writing the answers to the question. 

3. If you choose one answer is correct, make sure to set the grade to 

100% for the correct answer. 

 

 

 

4. After adding all the answers, click on “save changes” to return the main 

quiz/exam page to add more question. 
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True or False 
From the menu, choose “True/False”. 

 

 

1. Write the name of the question and the context. 

 

 

2. If the statement is the right answer change the setting of Correct 

answer to “true”. 

 

 

3. Click on “Save changes” to add more questions to the quiz/exam.  
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Essay 
Choose “Essay” from the menu 

 

 

 

1. Write the question’s name and text. 
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2. Scroll down to the response options setting and you can set word limits 

by enabling the minimum and maximum word limit. 

 

 

3. In response template setting, you can create the response design you 

want the students to answer in. 
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4. Click on save changes 

 

 

 

 

Response Template Students’ view 
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Embedded Answers (Cloze) 
Choose “Embedded answers (Cloze)” from the menu. 

 

1. Write the question name. 

2. Add the question text depending on the Cloze question format. 

For this example, we will add shuffled multiple-choice format and short 

answer format. 

 

3. Click on “Decode and verify the question text” to make sure that the text is 

correct, and Moodle can read it to create the questions. 
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4. Click on “Save changes”. 
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Students’ view of Embed Answers (Cloze) for multiple-choice and 

short answer formats. 

 

 

Embed answers (Cloze) question formats: 

1. short answers (SHORTANSWER or SA or MW), case is unimportant. 

2. short answers (SHORTANSWER_C or SAC or MWC), case must match. 

3. numerical answers (NUMERICAL or NM). 

4. multiple choice (MULTICHOICE or MC), represented as a dropdown menu 

in-line in the text. 

5. multiple choice (MULTICHOICE_V or MCV), represented as a vertical 

column of radio buttons. 

6. multiple choice (MULTICHOICE_H or MCH), represented as a horizontal 

row of radio-buttons. 

7. multiple choice (MULTIRESPONSE or MR), represented as a vertical row of 

checkboxes. 

8. multiple choice (MULTIRESPONSE_H or MRH), represented as a horizontal 

row of checkboxes. 
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Shuffle answers formats: 

1. multiple choice (MULTICHOICE_S or MCS), represented as a dropdown 

menu in-line in the text. 

2. multiple choice (MULTICHOICE_VS or MCVS), represented as a vertical 

column of radio buttons. 

3. multiple choice (MULTICHOICE_HS or MCHS), represented as a horizontal 

row of radio-buttons. 

4. multiple choice (MULTIRESPONSE_S or MRS), represented as a vertical row 

of checkboxes. 

5. multiple choice (MULTIRESPONSE_HS or MRHS), represented as a 

horizontal row of checkboxes. 

 

  

You can visit the official documentation for additional information: 
https://docs.moodle.org/401/en/Embedded_Answers_(Cloze)_question_type  

https://docs.moodle.org/401/en/Embedded_Answers_(Cloze)_question_type
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Calculated 
From the menu choose “Calculated”. 

 

 

1- Write the question name and description, for this example we will be 

adding a wildcard by using curly brackets “{}”. 

While writing the question if you want to add wild cards, for the 

numerical characters use {A}, {B}, {C} etc. 

For this example, we will create a distance question with two numerical 

characters {A} and {B}. 
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2- Scroll down to the answers and write the formula that students must use 

to calculate the answer. 

3- Set the answers tolerance. 

4- Make sure to set the grade to 100% 

 

 

5- Click on save and continue. 

 

Next to shared wild cards it will say “no shared wild card in this 

category”, scroll down and click on “Save changes”. 
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6- You will be asked to create a wild card, change the setting to “will use a 

new shared dataset” for all the wild card you have added. 

 

 

 

7- Click on “Next page”. 

 

 

 

8- Add the data to the shared wild cards 
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9- Set the range for the wildcards and the decimal places. 

 

 

10-  Scroll down and click on “Add”. 

 

You can choose to add 10, 20,30, … items from the drop-down list 

that is next to “Add item” so Moodle generates 10+ problems. You 

can also delete the sets in the same way in the “Delete” setting. 
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11- You can add as many sets as you want. 

 

12-  When you are done with the datasets click on “Save changes”. 

 

 

13- You can edit the question by clicking on the gear next to the question 

name. 

 

 

14- You can preview the question by clicking on the magnifier icon. 
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When you refresh the preview page, you will be able to see the 

different datasets you have added to the question. 
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Formulas 
Choose “Formulas” from the menu. 

 

 

1. Write the question’s name and main text 
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2. Drop down the “variables” settings and write your variables. 

 

 

3. Scroll down to Part 1 setting to write your question. 

 

 

4. In the answer, write the formula that students must use. 
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5. Set the “Grading criterion” setting. 

 

 

You can click on “show more” to add more settings to your question. 

 

 

6. You can add more question parts following the same steps. 
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7. Click on save changes to return to the quiz questions page 

You can preview the question and when you refresh the page, you 

will see the different variables you have added. 
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Random Question Generator 

If you already have your questions categorized in the question bank, Moodle 

can generate random questions from it to add to the quiz\exam. 

1. In the quiz\exam “Questions” page, click on add in the right side of the 

page and choose “Add a random question”. 

 

2. From the category drop-down menu, choose the category you want 

Moodle to generate questions from. 
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3. Specify how many questions you want to add to the exam in the drop-

down menu of “Number of random questions”. 

 

 

4. Click on “Add random question”. 
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5. Moodle will generate random questions from the question bank 

category you chose. 
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Safe Exam Browser 

From the Quiz settings, you can enable the Safe Exam Browser. 

1- Open the Safe Exam Browser setting, and from the drop-down menu 

choose Yes – Configure Manually. 

 

2- You can start setting the rest of the “Safe Exam Browser” settings as you 

prefer. 
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Respondus 

You can enable Respondus in a quiz/exam by adding the Respondus Lockdown 

Browser block in your course. When you create the quiz/exam, do not enable “Safe 

Exam Browser” in the quiz settings. 

1- Turn the edit mode on, from your course page. On the top right corner 

open the course Block Drawer. 

 

 

2- Click on add a block. 
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3- Choose Respondus Lockdown Browser. 

 

 

4- Create the Quiz in your course as usual. 

Make sure that the “Safe Exam Browser” settings are off as you 

cannot select it and use Respondus at the same time. 
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5- Click on the Dashboard under the Respondus Block.  

 

 

6- Find the quiz you want to add Respondus Lockdown, click on the arrow on 

the left side and then select settings. 
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7- From the settings select "Require Respondus LockDown Browser for this 

exam". 

 

 

 

8- You can select from the advanced settings your preferences for your quiz. 
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9- You can add proctoring settings to your exam that require the use of a 

camera. 
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Respondus Lockdown Browser for Labs 
You can use Respondus Lockdown Browser in Kuwait University lab by 

preparing the Respondus settings as follows: 

1. Within the Proctoring category, open “Advanced Settings”. 

 

 

2. Enable “Allow this exam to additionally be delivered in a proctored lab”. 
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3. Write a password for the quiz. 

 

 

4. You can enable the rest of the settings according to your preferences.  

 

5. Finally click on “Save + Close”. 

 

For Respondus Lock Down browser to be enabled in a lab, you must contact 

Kuwait University helpdesk prior to the Quiz/Exam time to download the 

application in the lab. 
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Proctorio 
You can enable Proctorio in a quiz/exam by adding the external tool to your 

course. To use Proctorio, you must use Google Chrome browser and download the 

extension. When you add the quiz activity, do not enable “Safe Exam Browser” in the 

quiz settings. 

1. In you course, turn the edit mode on in the top right corner of the page

 

 

 

 

2. Click on add an activity or resource. 
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3. Choose the external tool in the menu. 

 

 

 

4. The external tool name must be “Secure Exam Proctor”. 
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5. In Preconfigured tool choose “Secure Exam Proctor”. 

 

 

 

 

6. In “privacy” setting make sure that all three options are disabled. 

 

 

 

 

7. Click on “Save and display”. 
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8. Wait for the Proctorio Chrome Extension page to load, then click on the 2nd 

step link “https://getproctorio.com” and follow the steps on the screen to 

add the Proctorio extension to the Chrome browser. 

 

 

9. After adding the extension go back to the page and refresh it, you should 

see the message “Secure Exam Proctor Plugin Successfully Installed! 

Please return to your course.”. 
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10.  Go back to the course page with the edit mode turned on and drag the 

external tool activity at the top of the course to be able to add it to the 

exams/quizzes. 
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11.  Add the Quiz activity in the course and write the name and description. 

 

 

12.  You must add the timing setting for the quiz to use the Proctorio settings. 

 

 

Proctorio recommends using the Layout New page setting set to “Never, all 

questions on one page”.  
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13.  Enable the Proctorio setting and choose the proctoring setting you want 

to add to the exam. 
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14.  Click on “Save and display” to add the quiz questions as usual. 

 

Students will be informed that the exam is proctored. 
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Proctorio Gradebook 
After students attempt the Exam/Quiz, you can view the screen recording 

of the students attempts and their score. 

1. In the Exam/Quiz page click on “View Proctorio Gradebook”. 

 

 

 

Proctorio Gradebook Symbols,  

 

 

 



Moodle Guide Electronic Learning Center 

 

57 
 

2. To view students’ attempts, you first click on a participant’s name.  

 

 

3. The table shows the webcam recording and the student attempt data. 
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4. You can use the video player to view the video recording or go throw the 

progress bar. 

 

 

5. You can add annotations to specific time by clicking on the annotation 

symbol on the right side of the video, write the annotation and then click 

on save. 

 

 

6. You can view the added annotations in the “Display Incident Log”. 
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7. Proctorio also reports on the student attempt below the video player. 
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Add user Override During Quiz/Exam 

During an exam if a student faces a technical difficulty, you can override the 

quiz/exam to allow the student to take the test again. 

 

1. Open the quiz/exam page and from the more drop-down menu choose 

“Override” 

 

 

2. Click on “Add user override”. 
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3. Choose the student you want to add. 

 

 

4. In cloze the quiz, change the time. 

If the student already started the exam, change the time limit as well. 

 

 

5. In “Attempts allowed” change the attempts to 2. 

 

 

6. Click on “Save” or “Save and enter another override” to add another 

student. 

 

  



Moodle Guide Electronic Learning Center 

 

62 
 

Make up Quiz/Exam 

1- From the quiz/exam page click on the settings tab. 

 

 

2- Scroll down to the “Restrict Access” setting and expand it. 

 

 

3- Click on “Add restriction”. 
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4- Choose the restriction “User Profile”. 

 

 

 

5- From the list you can choose how you want to filter the restriction by KU 

email, KU ID number, first name, last name, etc. 

For instance, the students KU ID number. 
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6- Enter the student credentials. 

 

 

 

 

7- Make sure to click on the eye symbol on the left so the quiz is only visible 

to the students that meet the restriction criteria you have added. 
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8- Change the “Timing” settings date and time to when you want the student 

to take the makeup quiz/exam. 

 

 

9- Click on “Save and return to course”. 

 

You will be able to view the restriction under the quiz/exam activity in 

the course page with the conditions you have filtered on the course page.  
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Edit Answers 

You can change and correct the answers of any questions you added to a 

quiz/exam. 

1. Go to the quiz/exam page that you want to edit an answer in. 

 

2. Click on the questions tab in the top left of the quiz/exam page. 

 

 

3. Click the gear symbol next to the question you want to edit. 
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4. Scroll down to the answer and correct it. 

 

5. Click on save changes. 

 

Regrade Attempts 

If the students already have taken the quiz/exam, you will need to regrade the 

quiz/exam after correcting the answers. 

1. Click on the results tab from the top left of the quiz/exam page 
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2. Click on regrade all. 

 

3. Finally click on continue. 

Moodle will show you the updated results table and you will be able 
to see which questions has been regraded according to the changes 
you made. 
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Assignment 

In the course page with the edit mode turned on, click on “+add an activity 

and resource” and choose Assignment from the menu. 

 

 

1. Write the name and description of the assignment. 

2. You can also include “Activity instructions” that will only show up for 

the students in the submission page. 
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3. Set the date and time that the assignment would be open for 

submission and the due date. 

 

 

4. In the “Feedback types” setting, enable both “Offline grading 

worksheet” and “Feedback Files” if you intend to download the 

students’ submissions to grade the files and upload it back to Moodle. 

 

 

5. Scroll down to the submission settings, If you do not want the students 

to be able to edit their submission or remove it, turn the option to 

“Yes” in Require students to click the submit button. 
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6. Set the additional attempts to “Never” so students are allowed to 

submit once only. 

 

7. Scroll down to Turnitin settings and enable it from the drop-down 

menu to allow it check for any plagiarism in the students’ reports. 

 

8. If you do not want the students to know what their similarity are, you 

can disable it in “Display Similarity Reports to Turnitin. 

 

You can customize the Turnitin settings according to your preferences. 
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9. Click on save and display. 

 

Students must accept the end-user license agreement to be able to 

submit their files. 
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Group Assignment settings 

If it is a group submission assignment, you will need to open the group 

submission settings and enable “Students submit in groups”.

 

 

Then you can set the rest of the group submissions settings as you prefer.
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Assignment Batch Download/Upload 

Once the students submitted the assignment files, as teachers you can 

download all the files in one zip folder to review and upload them back to Moodle 

once graded. In the assignment page, click on “View all submissions”. 

 

1. If you will include feedback in the submitted file, scroll down in the 

submissions page to the options setting and remove the “Download 

submissions in folders” option. 
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2. On the top right of the page click on “Download all submissions”. 

 

3. A zip folder will be downloaded into your computer, you can find it in 

the “Downloads folder”. 

 

4. Right click the folder and from 7-Zip choose extract files and then click 

on “ok” to start evaluating the students’ submissions. 
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1. From the grading action in the submissions page click on “Download 

grading worksheet”. 

 

 

A CSV file will be downloaded into your computer in the downloads folder. 

Open the file and do NOT change its type, keep it as CSV comma delimited. 

 

 

You can upload through grading worksheet only or upload multiple zip 

feedback files. 
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Upload Grading worksheet 

You can open the files side by side on your computer screen so once you 

evaluate one student you immediately write the grade and feedback to the grading 

worksheet. 

 

 

Do not rearrange or rename the rows and columns of the grading worksheet. 

 

1. Write the students’ grade in the grade column and feedback in the 

feedback column. Save the file when you are done. 
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2. Go back to the submissions page and from grading action choose 

“Upload grading worksheet”. 

 

 

 

3. From the file picker choose the CSV file you just added the grades and 

feedback in and then click on “Upload grading worksheet”. 
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4. In the next click on “Confirm”. 

 

 

5. Finally click on continue. 

 

 

6. You will be redirected to the assignment page and in the table below, 

you will see the “grade”, “feedback comments” and “final grades” all 

updated according to what you have written in the CSV file for each 

student. 
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Upload multiple feedback files in zip 

Open the submitted files folder and grading worksheet on your screen side by 

side to simultaneously write the comments and grade the students. 

 

 

1. Once you evaluated the submissions and added feedback save all files 

and right click the folder, from “send to” choose “compressed (zipped) 

folder”. 

 

2. After adding all the grades, save the grading worksheet without 

changing the file type.  
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3. Go back to the “Submissions” page and choose “Upload multiple 

feedback files in zip” from the grading action. 

 

 

 

4. Choose the file you want to upload in the file picker and click on 

“Import feedback file(s)”. 
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5. In the next page click on “Confirm”. 

 

6. Then click on “Continue” 

 

 

 

7. From the grading action choose “Upload grading worksheet”. 
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8. From the file picker choose the CSV file and click on “Upload grading 

book”. 

 

 

 

9. In the next page click “Confirm”. 
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10. Finally click on “Continue”. 

 

11. You will be redirected to the assignment page, the table will be 

updated in the columns Grade, Feedback comment, Feedback files, and 

Final grade. 

 

Feedback comments are added in the “Grading worksheet” and Feedback files 

are uploaded from the “ZIP Folder”.  
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Assignment Time Extension 

You can extend the time a student can submit their homework. 

1. From the submissions page, next to the student you want to grant 

extension click on “Edit” and from the drop-down menu choose “Grant 

extension”. 

 

2. Extend the submission due date and time for the student and click on 

“Save changes”. 
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3. In the table you will be able to see the time extension for the student 

under the status. 
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File 

There are two ways you can add files to you Moodle course, “drag and drop” 

or from the “+add an activity or resource” menu. 

Drag and Drop: 
Drag and drop from your computer while having the edit mode on. 

 

 

 

 

 



Moodle Guide Electronic Learning Center 

 

88 
 

+ add an activity or resource menu: 
1- Choose file from the menu 

 

 

2- Write a name and description of the file you want to upload 

 

3- From the files picker select the file you want to upload and click on upload 

this file. 
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4- In the appearance setting, you can choose to show the type of the file. 

 

 

5- Click on “save and return to course”. 
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Forum 

Choose “forum” from the add an activity or resource menu. 

 

 

1. Start by writing a name for the forum and its description. 

 

 

2. Choose the forum type from the drop-down menu.  

There are five types that Moodle offers: 

a. A single simple discussion, one discussion topic posted a 
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b. Each person posts one discussion; each user posts one 

discussion only and all users can reply to it. 

c. Q and A forum; students must answer the teacher’s question 

before being able to see other users’ posts. 

d. Standard forum displayed in a blog-like format; all users can 

start new discussions that are displayed on one page. 

e. Standard forum for general use; an open forum all users can 

start new discussions. 

 

 

3. You can enable a due date and cut-off date in the availability setting, 

the due date will be shown in the students’ calendar. 
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4. Set the attachments and word count setting. 

 

 

 

5. If you want the forum to be graded, from the “whole forum grading” 

setting change the type to scale or point. 

 

 

6. Click on “Save and display” to start adding posts. 
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7. Click on “Add discussion topic”. 

 

 

8. Write the subject and message you want to post to the forum. 

 

You can click on “Advanced” to see more discussion options. 
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9. Click on “post to forum” 

At the bottom of the forum page, you will see a table of the forum posts. 

 

 

 

At the top of the page, you will get a green message for the settings of your post.  
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Glossary 

 Choose “Glossary” from the menu. 

 

 

1. Write the name and description of the glossary, you can enable the 

description to be displayed in the course page. 

 

 

 

2. In the entries setting, in approved by default you can set it to “No” so 

entries must be approved by a teacher first before it is visible for 

everyone in the course. 
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3. Set up the rest of the settings as you prefer. 

 

 

 

4. Click on “Save and display” to add an entry. 

 

 

 

5. You can add an entry manually or import files. 
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Add an entry manually 
1. Click on add an entry 

 

2. Write the concept and its definition. 

 

3. Click on “save changes” 
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Import a file 
1. Click on “Import entries” 

 

 

 

2. Click on “choose a file” and upload the .xml or .txt file 

 

 

Only xml and txt files can be imported to Moodle. 
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3. Submit the file so Moodle creates the entries. 

 

 

 

 

6. You can edit each entry that Moodle creates by clicking on the gear 

icon on the far right of the entry. 
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Participants 

You can access the participants list from the tab in the course page. 

 

 

 

One section course 

1- Clicking on the participants tab will open the list of the enrolled users in 

the course in a table form. 

 

 

You will be able to see the users’ names, KU ID numbers, KU emails, roles whether they 

are teachers, TA, or students, last time they accessed the course, and their KU status. 
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2- From the first drop-down menu next to match, choose a condition. 

 

 

3- Then filter the list by clicking on the drop-down menu “Select” according 

to what you are looking for. 

 

 

For instance, you want to see if students opened the Moodle course in the last 

two days. 
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a. Choose “Inactive for more than”. 

 

 

b. Select the number of days the users have not been active since. 

 

 

 

4- Then click on “Apply filter” so the table below is filtered with the 

conditions you have applied. 
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Multiple sections course 

You can filter the participants according to each group. 

1- From the first drop-down menu next to match choose “All”. 

 

 

2- Then select groups from the next drop-down menu. 

 

 

You can follow the same steps for any other filter shown in the drop-down menu. 
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3- Finally, you can choose the section you want from the last drop-down 

“type or select” menu and click on “Apply filter”. 

 

 

4- The table of participants will only show the students of the section you 

chose. 

 

5- You can also choose more than one section to view the users list at once 

but, you must change the first drop-down menu to “Any” and then add the 

other sections. 
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6- You can also click on “+ Add condition” to add more filters. 

 

 

You can choose “Roles” and “Groups”, to view teachers of one or multiple 

sections. 

 

 

7- Click on “Apply filter” and view the results in the table below. 
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Creating Groups 

You can create groups for group project submissions and assignments in the 

Participants tab. 

1- On the course page click on the "Participants" tab. 

 

2- From the participants drop-down menu, choose "Groups". 
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3- At the bottom of the Groups page, click on "Create Group". 

 

 

4- Write the name of the group, group description is optional. 
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5- Click on save changes at the bottom of the page. 

 

After creating the first group, notice above the table on the right will say “Members 

of:(Name of the group)” 

 

 

6- Under the right-side table click on “Add/remove users”. 
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7- Start adding students to the group, you can add them one at a time or by 

holding “Ctrl” on the keyboard and choosing the students, then click on 

“Add”. 
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8- After adding the students, click on “Back to groups” at the bottom of the 

page. 

 

 

9- Repeat the same steps for each group. 

The numbers in brackets next to the users’ names mean that this user is part 

other groups. 
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Grades 

Grades are accessed by clicking on the “Grades” tab from the course page. 

 

You will be able to view the “Grader Report” which is a table of the students with the 

grades of each activity they have attempted and submitted. 

 

  



Moodle Guide Electronic Learning Center 

 

112 
 

Gradebook Setup 

1- From the grades page at the top left drop-down menu, choose “Gradebook 

Set Up”. 

 

 

2- Click on “add category” from the top of the page. 
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3- Write the name of the category you want to add. 

 

 

 

4- Choose the aggregation you want to use to calculate the grades of the 

course or leave it as the Moodle default “Natural”. 

 

You can visit the official documentation of grade aggregation for 

additional information: 

https://docs.moodle.org/401/en/Grade_aggregation#Weighted_mean 

https://docs.moodle.org/401/en/Grade_aggregation#Weighted_mean
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5- Click on “Save changes”. 

 

 

6- After adding the grades categories, you can write the weight of each 

category. After adding the numbers press “Enter” on your keyboard. 
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7- Then you can distribute the weight to the activities you add to each 

category. 

 

 

8- Click on save changes at the bottom of the Gradebook Setup page. 
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9- When adding an activity in the course, under the Grade setting, you will 

see a drop-down menu next to “Grade category” in which you can add the 

activity in one of the categories you added in the Gradebook Setup. 

 

 

10-  You will have to go to the “Gradebook Setup” and add the weight of the 

new activity you added.
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Move Activity 

If you want to relocate an activity to a category, click on the arrow on the far 

left of the activity name. 

 

You will be able to move the activity to one of the categories you have created 

and then click on “Save changes” at the bottom of the page.  
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Grades View Type 

You can change the grades’ view type in the gradebook to percentage, letter, 

or both from “Course Grade Settings”. 

1- Open “Grades” tab from the course page. 

 

 

2- From the Grades drop-down menu choose “Course Grade Settings”. 
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3- In “Grade Item Settings”, next to “Grade Display Type” choose how 

students can view their grades from the menu. 

 

 

 

4- Click on “Save Changes” at the bottom of the page. 
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Grade Lock 

You can lock the grades of an activity in the grader report so no one can 

change/edit the grade of an activity but the Teacher role. 

1. Open “Grades” tab from the course page. 

 

2. From the Grades drop-down menu choose “Preferences: Grader report”. 
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3. In “Show Lock” settings choose “Yes”. 

 

4. Click on “Save changes” at the bottom of the page. 

 

Once you return to the grader report page and turn the edit mode on you will be 

able to view the lock next to each grade category and grade items. 
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Hide/Show Grade 

If you want to hide/show a grade from the gradebook, you can use the hide 

option in the Gradebook Setup. 

1. Open the Gradebook Setup from the Grades tab. 

2. Click on “Edit” next to the activity you want to hide/show. 

3. From the drop-down menu, you can click on the hide option or show if 

you already had it hidden. 

 

You can also choose “Edit settings” to enable or disable the hidden option. 
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Drop Lowest Grade 

KU Moodle enables you to drop the lowest grade of activities in one category 

you add for the students on the Moodle course. For instance, you can add 7 quizzes 

that students can attempt during the course and choose to include only 5 quizzes in 

the course total. 

You must first create the categories and move the activities related to the 

category in the Gradebook Setup to be able to use “Drop the Lowest” feature in 

KU Moodle. 

 

1. From the course page click on the Grades tab. 
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2. Open the Grades drop-down meu and choose “Gradebook Setup”. 

 
 

3. Navigate to the category you want to drop the lowest grade in. 
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4. Click on the category "Edit" on the right side of the page and from the drop-

down menu choose “edit setting”. 

 

 

5. In the Grade Category setting click on "Show More". 
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6. Next to the "Drop the Lowest" setting, write how many items you want to 

drop the lowest grade of. 

 

 

7. Click on "Save Changes" and "Continue". 
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Export and Import Gradebook 

You can download the Moodle Gradebook as an excel spreadsheet to grade 

the students instead of using Moodle to grade. 

It is best to have all the activities or grade items already in the 
gradebook setup before exporting the gradebook. 

Export Gradebook 

1- Open the “Grades” tab and from the drop-down menu choose “export”. 
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2-  In “Export as” menu choose “Excel Spreadsheet”. 

 

 

3- Select the activities/items you want included in the excel sheet. 
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4- Open the “export format options” settings, you can enable feedback if you 

want to add comments for the students’ grade. 

 

You can only write comments in the “feedback column” any other 
column must be numerical, or Moodle will not be able to upload the 
grades when you import the file.  

 

 

5- Click on “Download”. 
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6- Open the excel file you downloaded from KU Moodle and grade the students. 

   

 

 

7- After you are done with grading the students save the file as “CSV UTF-8 

(Comma Delimited”. 
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Import Gradebook 

Before starting to import the grades file, make sure that only numerical data is 

written in the spreadsheet, and it is saved as “CSV UTF-8 (Comma Delimited)”. 

If you have exported the file to include feedback to each 
activity/grade item, you can write comments only in the feedback column. 

1- Open the “Grades” tab and from the drop-down menu choose “Import”. 
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2- From file picker, choose the grades file you saved and click on “Upload this 

file”. 

 
 

3- Click on “Upload grades”. 
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4- Under the preview table, For Identify user by settings choose: 

a. Map From: ID Number 

b. Map To: ID Number 

 

 

5- For Grade Item Mappings settings: 

a. For the first six grade items “First name, Last name, ID number, 

Institution, Department, Email address” keep as Ignore. 

b. All the other activities/grade items, match to the corresponding in the 

gradebook. 

c. If you added a new column in the exported file, choose “New grade 

item”. 
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6- Click on “Upload grades”. 

 

 

7- You will receive a green message if the import was successful, click on 

continue. 

 

If you receive a user mapping error, please contact us on: 
support.moodle@ku.edu.kw 
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Question Bank 

Question Bank can be accessed by clicking on the “More” tab in the course 

page. From the drop-down menu, Choose “Question Bank”. 

 

 

Question Column 
You can edit the question name by clicking on the Pen icon. 
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Write the new name and click enter to save it. 

 

 

Action Column 
Next to each question name you will find an “Edit” drop-down menu on what 

you can do with the question. 

If you click on edit question, it will open the question page and you can alter 

the question. 

 

 

You can duplicate a question and change its name and context. 
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The preview option is also in the action column where you can see the 

students’ view of a question. 

 

 

You can also “Delete” a question from the Edit drop-down menu. 
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Status Column 
You can decide if the question is ready for use or still a draft. This option is 

especially useful for courses with groups, so teachers can work on one 

question together. 

 

 

 

Comments Column 
Teachers in one course can view and add comments to the questions. 

1- Click on the number under the “comments column” next to the question 

you want to add a comment in. 
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2- It will open a “Question comments” page where you write you comment 

then click on “Add comment”. 

 

3- The comment will be posted under the question preview you can then click 

“Close”. 
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Adding Questions to the Question Bank 

You can add questions to your question bank by importing questions from an 

old course, creating new questions manually, or importing an Aiken format file. 

Export/Import from an Old Moodle Course 

You can import questions from your old Moodle courses to use the questions 

in your current course. 

1- Go to your old/archived course and open the question bank from the more 

tab. 

2- From “Select a category” choose which category has the questions you 

want to import. 

 

 

3- Then from the top left drop-down menu choose “Export”. 
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4- Choose “GIFT format” option in the File format then click on “Export 

questions to file”. Next page, click on “Continue”. 

 

The file will be downloaded into your computer, you can find it in the 

downloads folder”. 

5- Go to the “Question bank” page in your new course and choose “Import” 

from the top left drop-down menu. 
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6- Choose “GIFT format” and upload the recently downloaded file from the 

file picker and click on “Import”. Next page, click on “Continue”. 

 

 

The category and sub-categories will be imported to your Question bank with 

all the questions. 
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Adding Questions Manually 

You can add questions to the question bank following the same steps of 

adding questions to the Quiz activity. 

1- Click on “Create a new question “, from the list choose a question type. 

 

 

2- Write the question name and context and click on save changes. 

 

 

3- You will see the new question added in the table. 
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Importing Aiken Format File 

1- Start with writing your Aiken Format file. 
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2- You must save the file as “Plain Text” type (ETF-8) so it can be imported 

properly to Moodle. 

 

 

3- Then click on “Ok” to save the file. 
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4- From the question bank page on the top left, choose “Import” from the 

drop-down menu. 

 

 

5- In the File format setting choose “Aiken format”. 
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6- From the file picker choose the .txt file and then click on “Import”. 

 

 

7- On the next page click on “Continue”. 

 

 

You will be redirected to the Question Bank page, and you will see 

the newly added questions. 
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View Course Logs 

You can view the students’ activities in a course using the Reports tab and 

choosing the “Logs” function. 

1- From your course page click on “Reports”. 

 

 

2- Choose “Logs” from the list. 
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3- The “Logs” page includes lists that creates a table that will assist you in 

finding detailed logs of students’ activities viewing and attempts. 

 

4- You can start by choosing from the participants list, you can keep it as the 

Moodle default “All participants” or choosing a student. 

 

 

5- In the days list, you can view students’ activities in the course in a specific 

date such as a quiz day or assignments submission dates. 
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6- Activities list includes all the activities you added to the course, you can 

leave it as Moodle default “All activities” or choose a specific activity you 

want the logs of. 

 

 

 

7- Click on get these logs. 
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The table will include the exact time the student viewed/attempted an activity as 

well as IP address. 

 

 

 

 

8- At the bottom of the page, you can choose the type of file and download 

the logs. 

 

  



Moodle Guide Electronic Learning Center 

 

152 
 

Restore Deleted Content 

If you deleted an activity or resource you want to have back in the course, you 

can restore it from the “Recycle Bin” feature. 

1. Open the course you deleted content from and click on the “More” Tab. 

 

The “Recycle bin” feature will appear in the more tab within 2-4 

hours since the deletion of the content occurred. 

2. Choose “Recycle Bin”. 
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3. You will be able to view a table of the recently deleted content. 

 
 

The deleted content will be permanently deleted automatically after 

7 days, make sure to restore the content you need. 

4. Click on the restore symbol next to the content you want back in the 

course. 

 
 

 

5. Go back to your course page and you will be able to see the deleted 

activity/resource again.  
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Course Reuse 

Course reuse can be found in the “More” tab inside of a course page. Clicking 

on more will open a drop-down menu. 

 

 

 

Choose “Course reuse” and it will open a page where you can back-up the 

course and download it and you will be able to import and old semester course it to a 

new course. 
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Backup 

1. On the top left of the course reuse page, you can choose the option 

backup to start the process of backing up the course, so it is saved in 

the Moodle cloud 

 

 

 

2. Scroll down to the end of the page and click on “jump to final step” 
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3. You can also download your course into your device from the table of 

 

 

 

4. When the back-up is complete Moodle will show you a green message 

that it is successful, and you can click continue. 
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Import 

1- Choose the “Import” option from the drop-down menu on the top left of 

the course reuse page. 

 

 

 

 

2- Scroll down the page and search the name of the old course you want to 

import and click on “Search”. 
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3- Choose the course and then click on “Continue”. 

 

 

 

4- You can either go throw the list of what you want to import by clicking 

next or click jump to final step if you want the entire content of the course. 
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5- Click on “Perform import” then click on “continue”. 

 

 

You will be able to see the content you imported from the old course 

merged with your current course content. 
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Adding Moodle Course to Teams 

Faculty members can add their Moodle course page to Teams. 

1. Open MS Teams on your computer. 

 

 

 

2. Click on Apps from the left side of the page. 
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3. Select the Moodle application. 

 

 

4. Click on "add to a team". 
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5. Select the course from the list on Teams. 

 

6. Click on “Set up a tap”. 
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7. Search for your course in the list and select it then click on save. 

 

8. You can now view your Moodle page on Teams from the tab next to 

general. 
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Sharing Cart 

You can copy activities and resources from past courses to new ones using 

“Sharing Cart”. 

1. Enable the edit mode and open the blocks drawer in the course you want to 

copy content from. 

 

 

2. Click on “Add a block”. 

 

3. Choose “Sharing cart” from the list. 
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4. Click on the “cart” symbol next to the activity/resource you want to copy and 

click “confirm” on the message to add it to the cart. 

 

 

 

5. Once you have chosen all the content, go to the new course. 

 

6. Add the “Sharing Cart” block in the course and click on the copy symbol next 

to the content. 
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7. An arrow symbol will appear under each topic in the course, click on where 

you want the content to be copied in the new course. 

 


