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▪ Description: Tutorial on using Moodle LMS, in order to create and manage mobility actions 

 

▪ Target audience: Administrators, Editors (teachers) and users (students)   

 

▪ Validation Period: During and after the project for Partners with the role of 

Editors/Admin´s and Students  

 

▪ Objective – Learn the basic from Moodle LMS, to be able to: 

 

▪ Create and Manage users; 

 

▪ Create and Manage Categories; 

 

▪ Create and manage mobility´s plans (using Moodle resources) 

 

▪ Experiencing mobility as a user (app) 

 

  

O2/activities 
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BEFORE STARTING  
➢ If you are not a partner of SoMExNet project :  

Please, ask for the formulary/ protocol to become a partner by sending a mail at contact@somexnet.eu 

➢ For the partners of SoMExNet project :  

Please refer to your Mobility Coordinator to give your access credentials. If in need of more considerations, 

please send a mail at contact@somexnet.eu 

 

 

HOW TO CONNECT TO Moodle Backend Site 
1- Please click on the link below or copy this url address in your web browser : 

https://www.somexnet.eu/moodle 

 

2- Click on Log in (you can also change the display language) 

 

 

 

 

3- Fill your Username, Password and click on Log in.  

mailto:contact@somexnet.eu
mailto:xxxx.xxxx@somexnet.eu
https://www.somexnet.eu/moodle
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➢ For SoMExNet’s partners:  

Username: [partners name_admin] 

Password : [partners name_year]  

 

4- Congratulations! You are now logged in.  If you want, you can change the language display.  
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Working Space 

Learning the workspace 
 

 

 

 

1- Mobility display mode 

• This option gives you the facility to display the following programmed mobility’s or to show 

all the existing mobility’s, even the ones that occurred in the past; 

o In Timeline display the occurring mobility’s or the future programmed mobility’s 

 
 

o Selecting mobility’s actions will display all mobility’s in progress, in the future or in 

the past 

 

1 

2 

3 
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Selecting one of the programmed mobility will take you inside and gives you the ability to 

interact with it according to the role assigned to your user  

 

2- Programmed mobility’s display area 

• According to the option selected in n.1, this is the space where all mobility´s is displayed 

and selected. 

 

3- Blocks  

• In this area you can access the menu (called blocks in Moodle), where you will find all the 

options to parametrize Moodle and to manage the users and mobility’s  

i. All this blocks can be edited or hidden. By default, you have some blocks defined, 

but you can disable or add more blocks according to your needs. In this manual 

we are not going to enforce this option, leaving the default options on.  

 

1 

2 
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1- Parametrize the blocks (permissions, availability in pages, add more 

blocks); 

2- Blocks – Gives access to options according to the block context; 

3- Hide, show or dock modules 

  

2 

3 
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IDENTIFY YOUR ROLE : ARE YOU A MANAGER OR AN TEACHER?  
 

1- If you are the mobility manager of your organisation, you will need to learn 

a. How to add users and how to manage users’ roles (manager, teacher or student) 

b. How to create and manage a mobility action 

c. How to enrol users in a mobility action 

d. How to edit the content of a mobility action 

 

For all that please refer to pages 9 to 39 of this tutorial. 

 

 

 

2- If you are a trainer or teacher taking part in a mobility action, you will need to learn 

a. How to add activities (assignments, chat, choice, feedback, forum, glossary or quiz) to a 

mobility action 

b. How to add resources (file, folder, label, page or URL) to a mobility action 

 

For all that please refer to pages 34 to 39 of this tutorial. 
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Administration Block 
 

This is the most important block, since is the one, among other options, that gives the ability to manage users 

and manage mobility’s. As said, there are a lot of options in this block, but all that we need for our purpose 

is the following options (all the other functional options are already pre-configured): 

  

  

Click to expand 
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Administration Block / Users 
Selecting the option users will display a submenu with the options accounts and permissions 

 

 

Users Menu / Accounts 
Picking the option user will lead us to some more sub-options witch, we are only using the ones that is strictly 

necessary to our needs: 
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Accounts / Browse existing users 

 

When you select this option you will be able to list all the existing users, with all different roles assigned in 

our platform project 

 

 

From this area you can go, by clicking in some user, to other options such as edit profile, reporting and 

statistical figures about the selected user.  

 

From this screen you can check several interaction details about the user, such as, logs the posts produced, 

mobility’s enrolled and the option to edit the profile. 
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 You can now change and update the user information. 

  

 

 

Other option is to click in the quick action buttons (which you will get familiar along all the process) and you 

can directly access the user profile for some modifications, create a new user, suspend user account or delete 

the user. 

 

 

Accounts / Bulk user actions 

 

Use this option if in need to perform actions to all users or a group of users (i.e. delete, send a message to a 

group of users, instead of doing it one by one) 
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1- Users list boxes; 

▪ List box in the left is a List of all available users;  

▪ List box in right will show you is all the users you are selecting; 

2- Command buttons to select or remove the users you chose or even add all the users 

3- Finally, after setting all the users that we want to perform an action we must select an option 

available in the drop box and press command button “Go”  

 

2 

1 

3 
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The action selected will occur in all selected users. 

 

Accounts / Add a new user  

 

If you want to directly add a new user, you can press the option “add a new user” from the left block 

 

 

And be redirect to a page for that propose (same as editing a user with the difference that all records are 

blank) 
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Users Menu/Permissions 
 

Especial Remark: This subcategory menu under users is important, but you must note that the permissions that 

you can set in this area will default it´s users to all contents in the platform. 

I.e. Setting some user with a role (in this menu) of manager or mobility action creator or even administrator 

will grant the user the ability for playing this role in all mobility’s created, even the ones not created by you.  

I suggest that, all these roles should be assigned inside the mobility, which we will see ahead, granting this 

way that the user only have a specific role under a specific mobility. 

 

Moving on to permissions we are going to focus only in the marked options: 
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Permissions / Site administrators 

 

This is the option who lets you define which user should get the role to administrate the platform. My 

suggestion is that only one user (per partner) should get this kind of permission, because as you may be 

aware, this is the user that has the higher privileges and could access to several parametrization options that 

can disrupt the system. 

Why should there be an admin user for each partner? 

Because, that´s the kind of user that, besides having access to all functionalities (like, students, Managers, 

Mobility creators), is the one that is needed to create all the users plus the one who will define the roles, 

along with manager. 

I.e. You couldn’t define which user will be the manager unless you don´t have admin privileges.  
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To assign a user as administrator all you have to do is to select an existing user from the list box in the right 

and click add button. You will then note that the user moved from right box to the left one. That’s it. Also you 

can do the reverse process revoking admin rights to some one that already had it 

 

  

As you may note there is already, at least, one administrator user per-partner. 

 

Permissions / Assign system roles 

 

In system roles is where you could assign users the role of Manager or Mobility Creator (check Especial Remark ) 
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So in order to set a user to a role of manager or mobility creator throughout the entire system  

a. Select the Assign System roles (from the right block) 

b. Chose the role you want to assign (in the middle) 

c. And just like the example above (assign administrator) you select the users you want from 

right to left. That´s it. 

 

 

  

a. 

b. 

c. 
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Administration Block / Mobility Actions 
 

In this menu we will be able to create Categories, which is necessary to organize our mobility’s, Create and 

edit Mobility’s and enrol users to our mobility programs. We can also restore a mobility using the 

predefined templates, according to the needs of our project. 

In order to do this we have to select the Mobility actions option and we will be focusing, only, in the selected 

options: 

 

  

 

Mobility Actions / Manage Mobility actions and Categories 
 

From this option we can manage almost all the needs in the process of creating mobility’s 
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In this workspace you will find: 

 1 – List of available categories / add a new category 

 2 – Upon selecting a category you can create or manage an existing category  

Note: We have already predefined categories in the system, which by default is hierarchic organized by 

years followed by the local where the mobility will take place. If the category needed is already created, 

we could select it and move forward to the next step, else, we can create new categories by pressing the 

create new category option on top of this block (3) 

 

  

1 

2 

3 
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Manage Mobility actions and Categories / Manage categories 

 

You can manage an existing category by clicking the quick action button (wheel) and select the option “edit” 

 

 

Then the edit category settings will display. From here you can change the data according to your needs 

(change the parent category (remember Hierarchy) and changing the category name) 
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The process of creating a new category or even a subcategory is even. Just keep in mind to organize it by 

hierarchy 
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Also from this menu you can delete a category. In this case keep in mind if the category is empty, else you 

may delete all the contents inside the category. If this is the case, Moodle will prompt you with a screen for 

you to take action and decide if you want to delete all contents or to move it to another category. 
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Manage Mobility actions and Categories / Create or edit a mobility 

To be able to edit or create a new mobility  

 

 

 

1 – Select a category 

 2 – To edit select a mobility 

 3 – To create (using default Moodle Template1) select option “create new mobility action”    

4 – Like the previous screens, you have access, also, to the “quick action buttons”, which lets you 

perform related actions concerning the context selection 

Just like the other editing screens all the operations will be similar (change all the data fields you need) In 

this case you should pay particular attention to the mobility start date and the end date (this is where you 

define it).  

 

                                                   
1 Moodle by default creates it´s courses with 3 default sections. If you want to create a mobility with the project predefined templates, please check the topic 

“Manage Mobility actions and Categories / Restore a Mobility 

 

1 

2 

3 

4 
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Note: you are free to enable or disable (by default) the end date. In case of not defined, means your 

mobility stays forever avaiable. 

 

Manage Mobility actions and Categories / Enrol users to a mobility 

 

Now that you have setup your mobility action you need to enrol the users (Teachers, Managers, and 

students). In order to do this you have to select the mobility action. 

 



  

26 SoMExNet–  Project n° : 2017-1-BE01-KA202-024739 

 
 

 

 

1 - Select Mobility action 

2 - Click the option “Enrolled users” 

3 - Info Summary (information about) of the mobility action 

 

Participants (Enrolled users) Screen 

In this following screen you be able to manage and add new participants to your mobility action. You can 

also assign roles to your users. 

Note: these roles will only take effect inside this mobility (Restricted role assignation compared with the roles 

assigned in the topic “Permissions / Assign system roles 

2 

1 

3 
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In this screen all the participant in the mobility will be displayed. In this case there is nothing to display since 

no users have been enrolled yet.   

To enrol users: 

 1 – Click the enrol users button – The following popup will show 

 

 

 2 – Select from the available users 

 3 – Assign a role (student is default, you can choose from manager, Teacher, Non Editing Teacher) 

 4 – Set the enrolment duration (if you want to stablish some days of access)   

2 

3 

4 

5 
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 5 – Once setup all parameters, click “Enrol users” button 

 

 

 

 

You may add as many users you need.  

 

 

After clicking “Enrol Users” button you came up with the participants screen, only this time you don´t 

have it empty anymore. 
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In this screen you can unenrol users, change or add other roles and edit enrolment, such as altering the status 

from active to suspended. 

 

Manage Mobility actions and Categories / Restore a Mobility 

 

This option is very useful and is a way to assure that the mobility’s created are according to a preconfigured 

template stablished by the partners. 

Instead of creating an empty content’s mobility this one as already an “all you need” template from which 

you just need to populate. 

 

 

When you click this option you will get the following screen. 
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All you have to select is “restore” from the Mobility Action backup area and follow the steps by default 

(suggested) 

 

In order to perform a restore you need to follow 7 steps:  

1- The first step – Confirm is just an information screen where you should press the at 

the bottom 
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2- Select the Restore Point 

a. As a new mobility action (don’t forget to select the category to where you want to create a 

new mobility)  

 

b. Into an existing mobility 

 

3 – Settings (suggestion: leave it by default) 
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4 – Schema – Here is where you can define the name to your mobility and all the contents you want 

to restore to your mobility (suggested to leave as is) 

 

5 – Review – is just a review summary (nothing to do) 

 

6 – Process – (just a process information screen) 
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7 – Complete – You are redirected to your newly created mobility 
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Mobility Planning – Content Editing 
 

Now that all is been setup is time to add contents to our created mobility structure. 

First step is to select the mobility structure: 

1 – Access administration block 

2 – Select option Manage mobility actions and categories 

3 – Select the category from where your mobility is 

 

 

4 – Select your mobility structure 

 

 

 

5 – Click on the wheel to edit the mobility. You will see the general information on the mobility action. 
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6 - Now select the “save and display” option at the bottom to access the mobility structure. 

 

 

7 – Now you are inside the mobility structure. Click on the wheel to turn the editing mode on, 

 

8 – You are now in editing mode and free to add your contents 
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Mobility Structure Explanation 
 

This mobility template has already 3 topics predefined (Logistical Information, Agenda and After Travel), all 

replicated in the partner’s languages.  

Note: If you want the content available to all languages you should do the planning in all language topics, 

else if you want the planning to appear in one specific language you should edit the topics concerning that 

language (Ignoring or deleting the other topics). 

 

 

 

1 – Topic area  

2 – Edit a topic name and summary 

3 – Edit the topic details 

4 – Edit a resource 

5 – Add more activities or resources 

Note: In the predefined template, by default, the option to restrict access is applied by language, which 

means that the content will only be displayed if the client language matches the contents language. 

 

 

2 

4 

3 

5 

1 
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Edit a Topic or activities / resources  

 

To edit a topic, first , then click the “edit” option vertically aligned to the title or, for 

quick labelling, use the near icon.  

Again this option “edit” will give you access to a sub-option menu where you can do several actions 

concerning the Topic, Activities or resources, such as: 

   

 

Edit the info as needed and specify the restrictions of access, in this example case, a restriction is set to 

display this topic, only to users from a certain country. 

The same actions are applied to all pre-existing activities or resources. 
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Sort / ordering the display content 

 

With editing mode turned on use the icon to move the blocks to the desired positions. 

 

Moodle Activities and Resources 
 

To add a new activity or resource , just press the, located at the bottom of the 

topic. Despite all the specific definitions (according to the resource / activity), remember that all this actions 

could be defined with a starting and ending date, some with file submissions and feedback (required or not) 

and completion (needed or not). All this can be setup in order to control how your mobility is occurring and 

how users are dealing with it. 

A popup will be displayed in order to select the desired activity: 

 

When you select an activity or a resource, a short description will show in the right, letting you know what 

it´s about. 
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Available Activities 

 

1- Assignments - The assignment activity provides a space into which students can submit work for 

teachers to grade and give feedback on. This saves on paper and is more efficient than email. It 

can also be used to remind students of 'real-world' assignments they need to complete offline, such 

as art work, and thus not require any digital content. 

2- Chat - The Chat activity module participants to have a real-time synchronous discussion in a Moodle 

course. This is a useful way to get a different understanding of each other and the topic being 

discussed – the mode of using a chat room is quite different from the asynchronous forums. The Chat 

activity contains a number of features for managing and reviewing chat discussions. 

3- Choice - The Choice activity allows you to ask a question and set up radio buttons which learners 

can click to make a selection from a number of possible responses. They can choose one or more 

option and they can update their selection if you allow them. Choices can be useful as quick poll to 

stimulate thinking about a topic; to allow the class to vote on a direction for the course, or to gauge 

progress. 

4- Feedback - The Feedback activity allows you to create and conduct surveys to collect feedback. 

Unlike the Survey tool it allows you to write your own questions, rather than choose from a list of 

pre-written questions and unlike the Quiz tool, you can create non-graded questions. The Feedback 

activity is ideal for the likes of course or teacher evaluations. 

5- Forum - The forum activity allows students and teachers to exchange ideas by posting comments as 

part of a 'thread'. Files such as images and media maybe included in forum posts. The teacher can 

choose to rate forum posts and it is also possible to give students permission to rate each other’s 

posts. 

6- Glossary - The glossary activity module allows participants to create and maintain a list of 

definitions, like a dictionary. Glossary can be used in many ways. The entries can be searched or 

browsed in different formats. A glossary can be a collaborative activity or be restricted to entries 

made by the teacher. Entries can be put in categories. The auto-linking feature will highlight any 

word in the course which is located in the glossary. 

7- Quiz - The Quiz activity module allows the teacher to design and build quizzes consisting of a large 

variety of Question types, including multiple choice, true-false, short answer and drag and drop 

images and text. These questions are kept in the Question bank* and can be re-used in different 

quizzes. * Previously you have to create your questions and answers in the question bank, accessible 

through the administration block 

 

Available Resources 

 

1- File - Moodle provides an easy way for a teacher to present materials to their students such as 

word-processed documents or slideshow presentations. All types of files can be uploaded and 

accessed through Moodle, but the student needs to have the correct software to be able to open 

them. Files may be added by uploading from an external source such as computer or USB drive, or 

by dragging and dropping directly onto the course page. Both options need the editing to be 

turned on. 

2- Folder - A folder allows a teacher to display several course resources together. The resources may 

be of different types and they may be uploaded in one go, as a zipped folder which is then 

unzipped, or they may be added one at a time to an empty folder on the course page. Using a 

folder to display resources is neater than displaying files one by one in a list. It takes up less space 

on the course page. (However, the folder settings allow for the files to be displayed on the course 

page if required.) 
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3- Label - A label serves as a spacer on a Moodle course page. It can be used to add text, images, 

multimedia or code in between other resources in the different sections. It is a very versatile 

resource and can help to improve the appearance of a course if used thoughtfully. Banners or 

descriptions may be added to labels to distinguish between and highlight different areas. On the 

other hand, over-use of multimedia (sound, video) in labels can slow down the loading of a course 

page. 

4- Page - A page resource creates a link to a screen that displays the content created by the teacher 

(I.e. web page). The Text editor allows the page to display many different kinds of content such as 

plain text, images, audio, video, embedded code or a combination of all these. 

5- URL - A URL (Uniform or Universal Resource Locator) is a link on the internet to a website or online 

file. Teachers can use the URL resource to provide their students with web links for research, saving 

the student time and effort in manually typing out the address. The URLS can be displayed in 

various ways - see the URL resource settings for example, opening in a new window so a student 

can access and use the URL, close it and return easily to their original Moodle course page. 
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Experiencing as a user (In APP) 
After all of the above is setup and your mobility planning content is set is time to check what users (students) 

will see and be able to do: 

Note: User experience will be really straight forward, since all their inputs will be guided and oriented by 

our setup in mobility planning. 

 

Accessing Mobility in APP 
 

  

1 – SomexNet App main screen  2 – App main Menu 
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3 – APP Mobility main screen 4 – APP Mobility Login Screen (use 

user defined credentials) 

         

5 – Mobility Selection    6 – Mobility Interaction Contents 

Change the language 
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7 – Interacting with Chat   8 – Social Media Interaction (Forum) 
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For any problem, do not hesitate to access our website contact form. 


