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CATIP

Candidates’ Quick Guide to Moodle

Introduction
Moodle is a fully featured learning management system (LMS). You will find in the site:





Assignments with due dates
Announcements
Grades
Discussion forums

All materials needed for completion of the induction program will be found in the site and
assignments will be turned in electronically. Candidates are expected to check the site
regularly. Facilitators will use the site to make announcements (posted and sent to email).
Contact information should be kept current (see Profile below).
The site is organized by Fall, Spring, and Summer Conference. Each section contains the
assignments that are due in that time period.

Access to Moodle
Access to Moodle is via your web browser. Supported browsers are listed at:
https://docs.moodle.org/dev/Moodle_3.0_release_notes#Browser_support
Access the site using: http://catip.calagteachers.org
Login: first initial and lastname. Ex. mspiess
Password: Initially set to Passw0rd
After you login, choose the CATIP course. NOTE: There is a Moodle App that you can install
on your phone. See Getting Started in the course.
You should be enrolled in the CATIP course for your cohort. If you cannot login or you cannot
choose an appropriate course contact your facilitator.

Navigation
Site navigation can be accomplished in three ways:




Using the navigation panel on the left side of the screen
Using the topics listed on the course home page
Using the “breadcrumbs” in the upper left of the screen
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Your Profile
It is your responsibility to maintain a current email address in Moodle. This address will be
used for program announcements. To maintain your profile, click on you name in the upper
righthand corner. Choose “Profile” from the drop-down menu.

Then click on “Edit Profile”.

Editing your Profile
Moodle provides you with a personal profile that applies to all the Moodle subjects you are
enrolled in. You can edit your profile information at any time. You can choose to hide or
display your email address, include a photo or an avatar, or add a link to your website.
In the upper righthand corner click on your name and choose profile from the dropdown
list.
Scroll down to User picture and select ‘Add’. A file picker window will appear. Select and
press the button to locate and upload an image. Scroll down to the bottom of the screen
and press ‘Update profile’ to finish updating your profile.

Announcements
At the top of your course there is a announcements link. Announcements are used by CATIP to
communicate with Candidates. They are emailed to the email address in Moodle and posted
under the announcements link.
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Upcoming Events and the Calendar
The Calendar and Upcoming Events block show due dates of assignments and other important
events like meetings. Review these on a regular basis. You may add your own dates (like
reminders) to the Calendar.

The Upcoming Events block lets you see at a glance the assignment due dates. You can choose
an assignment by clicking on the title.

The Calendar can be exported or programs like Outlook can “subscribe” to the calendar.
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Engaging with Moodle Resources/ Activities
All activities and resources in Moodle have a small icon next to their title (link). The icon
helps you to see what type of activity or resource it is. Below are a few examples of icons
and what they mean.
Resources can be prepared
files uploaded to the
course, pages edited directly
in Moodle, or links to external
web pages.
Forum - It is here that
most discussion takes place.
Used for announcements,
questions or unit activities.
Folder help organize files -
One folder may contain other
folders.

Books contains multiple pages
in a book- like format, with
chapters and subchapters

Assignments specify a task and
are where students submit
assignments to their Teacher.
File – uploaded pdf or
Microsoft Word document, a
spreadsheet, a sound file, a
video file or a picture file. The
icon alerts you to the type of file.

To open a resource/ activity, click on the relevant link.

After viewing/ engaging with the activity/ resource you are able to return to the Subject
main page by using the breadcrumbs (upper left of the screen) to go back.

Assignment Submission
Assessment tasks for most subjects must be submitted electronically within your subject’s
Moodle site. Assessment tasks are usually listed in an ‘Assignment Submission’ section of
your subject’s Moodle site and also in the Calendar (assignment due date).
To open the assignment, click on the assignment link.
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Submit an Assignment
Read the instructions provided in the assignment description (top on page). Click ‘Add
submission’ button.

This brings up a file uploaded.

You can drop and drag a document into the submission area or click ‘Add’ to use a file
browser. Some assignments may have been setup with a text box for answers (in addition
to the file uploader).

When you are ready to submit your assignment, click on the ‘Save changes’ button. Once
you have ‘Saved changes’ a submission status page will open.
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Note: You can add comments to your teacher/ marker on this page. You can also edit your submission (such as
changing the uploaded document to a newer version). You will be able to edit your submission up until the due date.

Receiving Assessment Task Grades/Feedback
CATIP does not use letter grades or percentages for assessment. Rather a rubric is used. You
should review each assignment after it has been evaluated for feedback. You may be asked to
re-submit an assignment.

Accessing Assignment Grades and Feedback
When grading is completed, your marked
assignment is available by clicking on the
assignment title (e.g., Assignment 1) again.
See example to the right. You also can review
all assignments simply by choosing “Grades”
from the navigation panel.
The Gradebook makes
assignment grades
available to students.
Click on ‘Grades’ in
the Navigation block
on the left side of the
Moodle screen.
This will take you to the Grades module. The table on this screen will list all the assessable
items (assignments, quizzes, etc) included in the subject, the maximum score for each
assignment, and the grade you have achieved for each assignment. Feedback comments
may also be included. This is called the User Report – Reports on user within the subject
site.
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Types of Feedback
Feedback may be in a number of forms. If your facilitator decided to provide ‘simple and
direct’ feedback, your feedback may include some text comments and/or a feedback file to
download.
Your facilitator may have graded your assignment using an online ‘rubric’. If this is the case,
you will receive feedback according to the rubric – with or without additional comments.
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Self-Registration
Candidates can self-register in Moodle when allowed. Self-registration is open when the login
page prompts for “Create new account”. You should NOT use this feature if you have an
existing account. Use the forgotten your password feature to recover your password.

Complete the New Account form. Record your user name and password. A user name like
first initial and last name is recommended (ex. John Smith > jsmith). IMPORTANT: Enter an
email you regularly check. CATIP communications will use this email.

After completing the form click on “Create my new account”.
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Moodle will send a confirming email to you. Open the email and follow the directions to
complete your registration.
A new account has been requested at 'California Ag Teacher Induction Program'
using your email address.
To confirm your new account, please go to this web address:
http://catip.calagteachers.org/login/confirm.php?data=BswIhZncsgFRYWE/jsmith
In most mail programs, this should appear as a blue link
which you can just click on. If that doesn't work,
then cut and paste the address into the address
line at the top of your web browser window.
If you need help, please contact the site administrator,
Admin User

Registering for a course
Once you have an account you need to register for a specific course. Login to Moodle. Choose
the course appropriate to your Cohort.
1. Login to Moodle.
2. Choose Site Home in the upper left.
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3. Choose the correct course.
4. Enter the enrollment key assigned to your region. Keys are all lowercase and no spaces.
a. Superior > superior
b. North Coast > northcoast
c. Central > central
d. South Coast > southcoast
e. San Joaquin > sanjoaquin
f. Southern > southern
5. You should now be enrolled in the Moodle course. The course home page will be displayed.
You will also receive an email confirmation.
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