
 

Student Guide for Using 

 

In the Virtual Learning Center 

What is Moodle? 

Moodle is an online learning management system that can be used to deliver course content 

and host online learning activities, and where students can access assignments, interact with 

other students in a course, upload assignments, access resources and much more. It offers a 

variety of ways for students to communicate with each other and collaborate on projects. 
This manual is intended for students who are signed up to take a course with Professor George 
Mitrevski at the Virtual Learning Center.  

Log in to Moodle 
Before you can log in and access your course in Moodle you need to have a user name and a 
password, which are provided to you by Professor Mitrevski. To get your user name and a 
temporary password first you need to send an email request to Professor Mitrevski at 
mitrevski@pelister.org, with your First name, Last name (written in Latin characters) and your 
student ID number. 
 
Once you have received your user name and temporary password go to the log in page 
https://moodle2.pelister.org.  
 

 
 
Save this URL as a Bookmark or Favorite in your browser. To log in, enter your user name and 
password and click Login.  

mailto:mitrevski@pelister.org
https://moodle2.pelister.org/


Forgot your password? 
If you have accessed Moodle before and you have forgotten your password use the password 
retrieval option to reset your password. To retrieve your password, enter either your username 
OR your email address. If you enter both you will receive an error message and must delete one 
before proceeding. You will receive a confirmation email and another email with a link for 
resetting your password.  
 
When you log in for the first time, the Change password screen will open.  
 

 
 
Enter your Current password and the New password in the appropriate fields and click on Save 
changes.  
 
The next screen will confirm that the password has been changed. Click on Continue. 
 
To log out, click the Logout link that is located at both the top right and bottom left of any page. 
Make sure to always log out whenever you are using public computers! 
 

Your Public profile 
After you change your temporary password, the next screen to appear is your Public profile. 
Here is included public information about you that was entered by your instructor. You have 
many options on what information you can add to your profile. 
 



 
 
You can make changes to your profile by clicking on Settings > My profile settings > Edit profile 
in the left column of the screen. You don’t need to make any changes in your profile until you 
become more familiar with the options. However, you should make the following changes and 
additions before you start accessing the course.  

1. Under General > Description write few things about yourself that you want others in the 
course to know. 

2. Under User picture upload a picture of yourself so that your instructor and other 
students in the course will know what you look like. To insert a picture click the browse 
button and search your computer for a picture. Make sure that the file is not larger than 
the maximum size listed. The image file will be cropped to a square and resized down to 
100 x 100 pixels. 

1. Under Optional fill in your Skype ID (get one if you don’t already have one), and your 
student ID number. 

2. You can enter a Phone number only if you want your instructor and others in the class 
to be able to contact you by phone. Otherwise, leave it empty. 

 
Click on Update profile when done. You can make additional changes to your profile at later 
time. 
 

Navigation 
The Navigation block on the left side of the page contains menus with links to the various 
sections in Moodle and the course that you are signed in. 
 
Click on Home in the Navigation block. This is the entry page for all of Moodle.  
 
My Home lists the courses in which you are currently enrolled. You can customize your My 
Home page by adding blocks such as Upcoming events to show deadlines and events for your 
class.  
 



Under My courses you will see a link to your course. Course pages are listed by their “short 
names.” 
 

 
 
To access your course you simply click on the course title. 
 
Click on My home in the Navigation block. 
 

 
 
In the Course overview block you see a link to your course and a list of assignments that you 
have not submitted yet. There are also two additional blocks on the right side of the page, My 
private files and Online users. The Online users block shows a list of users who currently logged 
in. You can click on a user to see their profile or to send them a message. 
You can upload your own files in Moodle by clicking on Manage my private files in the My 
private files block. 
 

Sending messages 
There are several ways to send a message to someone in the course. The easiest way is from 
the Navigation block. Click on My profile and then Messages. 
 



 
 
Click on My Contacts and select your course to see a list of everyone who is enrolled in the 
course.  
 

  
 
Click on the name of the individual to whom you want to send the message. 
 
You can also send messages from the People block in the right column.  

1. Click on Participants in the People block. 
2. Click the name of the person you wish to receive the message. 



 
3. Click on Send message. The message window will appear as above. 

 

Accessing your course 
To access your course, go to the Navigation block, click on My courses and on the title of your 
course. 
 

 
On this page you will see everything related to your course. The Course page you see as a 
student has Blocks on both sides, and in the middle column of the page are links to the required 
activities that you need to complete in the course. 
 

Checking your grades 
To check your grades for assignments that you have turned in, go to the Settings block and click 
on Course administration, Grades. A screen will appear listing all the grade items and the grade 
you have received on each one.  



 
 
The left column lists the Grade items. The grades for the assignments are listed under 
Assignments. The grades for the forum postings are listed under Forums. For each graded item 
you see the following data: 

1. The actual grade under the Grade column. 
2. The range of possible points under the Range column. 
3. The grade expressed in percentages under the Percentage column. 
4. And the average grade for all the students in the course. The number in parentheses 

indicates the number of students who have completed that assignment. 
 
In the Total row you see the total number of points for the respective group of graded items.  
This individual has turned in only Assignment 1, for which he received 100 points out of 
possible 100.  Only two people have turned in this assignment, and the average grade in the 
course is 75. Assignments count 10 points toward the course grade, and thus far this person’s 
assignment average is 50%, which means he gets only 5 out of the possible 10 points. 
 
You should make it a point to check your grade at least once every week so that you have some 
idea how well you are doing in the class. 
 
You are the only one who is able to see your individual grades. Report any errors in your grades 
to your instructor as soon as possible. 
 

Using the Calendar 
The Moodle Calendar is a very useful feature. The calendar is customized for each student. The 
calendar contains notices about all of your assignments and activities. 
 

Using Forums 
Discussion boards in Moodle are called Forums. You can use forums to discuss topics selected 
by your instructor. 



 
To reply to a forum, click on the forum you wish to review. You will see a screen similar to this. 
 

 
 
Read the instructions and click on Reply. Next, type a reply to the forum in the Message field. 
 

 
Next, lick the Post to forum button. 

 
Submitting assignments 
 
The Assignment tool in Moodle specifies a task that requires students to finish. Often you will 
be required to upload and submit your work via the computer, but assignments can also involve 
writing a text online, or off-line tasks. 
 
Assignments normally have a deadline that has to be paid attention to. In some courses if your 
professor set late submission is not allowed, you cannot submit your work anymore when the 
due date and time have passed. It is therefore important to use proper time management when 
working on an online course. Note that due times are listed as course events in the Calendar 
and appear in the Upcoming Events block. 
 
There are three different types of assignments you can submit in Moodle. 
 
Submitting an Online Text Assignment: 
To submit an online text assignment you should: 



1. Click on the assignment link from one of these locations: main course page, the 
assignments page or the calendar block. 

2. Read the directions given by your instructor. 
3. Click the Edit my submission button. 
4. In the Submission text box, type the text requested by the directions. 
5. Lastly, click the Save Changes button at the bottom of the Submission page. 
6. Before your professor comment on your work and give a final grade to this assignment, 

you also have opportunity to come back and improve your work. 
 
Submitting a file in an Assignment: 
To submit a file in an assignment you should: 

1. Click on the assignment link from one of main course page, the assignments page or the 
calendar block. 

2. Read the directions given by your instructor.  
3. Click the browse button and locate the file you wish to upload on your computer for the 

assignment. 
4. Select the file you wish to upload in the File Upload window and click the open button. 
5. Once the file path is listed in the Browse field, click the Upload this File button. 

 
Offline assignments: 
An offline assignment looks similar to the other types but you will not need to submit a file or 
type text into Moodle. An offline assignment is just a set of directions given by your instructor 
for you to complete outside of Moodle. 
 
To view an offline assignment you should: 

1. Click on the assignment link from one of these locations: main course page, the 
assignments page or the calendar block. 

2. Read the directions given by your instructor. 
3. Complete the assignment as given. 

 
Need help? 
Throughout Moodle, you will see yellow circles with question marks (?) or the letter (i) in 
them. Click these to get information about the associated element.  


