
 

Quick Start with EdUHK Moodle 
(for Staff)  

Moodle Help : https://www.lttc.eduhk.hk/moodle/help-staff 

 

>>> GETTING STARTED  
 
1. Moodle -  Log in Moodle 
 
2. Moodle - Find Your Course   
 

 

>>>  HOW TO   
 

3. Moodle - View Course Users     

4. Moodle - Upload Content Materials 

5. Moodle – Set Up Activities 

6. Moodle - Post Course Announcement 

7. Turnitin - Create a Turnitin Assignment     

 

 

 

 

 

 
 

 
 
 

https://www.lttc.eduhk.hk/moodle/help-staff


 

 
 
 

 
 

1. Moodle -  Log in Moodle and Set up Microsoft Authenticator 
App 

 

 
Open the Moodle website via Google Chrome, Firefox, Edge or Safari. For better 
performance and loading speed, it is recommended to use Google Chrome or Mozilla 
Firefox to open Moodle. Moodle URL: https://moodle.eduhk.hk/ 

 

 
Click ‘Log In’ button and using your EdUHK account via the Microsoft Authentication 
App to log in. If you have already set up the Authentication app, you may ignore this 
step.  

 

 

https://moodle.eduhk.hk/


 

To set up and enable your Microsoft Authenticator App, you need to download the 
Microsoft Authentication App and follow the instruction from the app.  

 

 
On Microsoft Authenticator App, select work or school account to sign in, choose 
scan QR code or sign in from your mobile.  

 

 
Input your email address and password, allow the app to send a number for verification. 
 

 
Type the timely presented number on the screen to the app and it will direct you back to 
Moodle site. 
 
Notes 1  : If you forgot the password or ‘User ID/Password is incorrect’ is presented please visit  Password 
Change and Reset | OCIO.  
Other Information Link: MFA on Microsoft 360 (link) 

 
 

 

 

 

 

https://www.eduhk.hk/ocio/password-change-reset
https://www.eduhk.hk/ocio/password-change-reset
https://www.eduhk.hk/ocio/multi-factor-authentication-mfa


 

 

2. Moodle - Find Your Course   

 
There are 4 ways to find your courses:  

  
 
Search bar on the top – Enter your course CRN, course name or academic year would 
be helpful in search. 

Courses button – It will take you to Course Overview to show your courses. 

My course button – It will take you to Course Overview to show your courses. 

My courses section at the bottom – It will show to you newest course and teacher for a 
quick review.  
 
Notes 3: Generally, new Moodle courses will be available around 6 weeks before a new semester starts.  

Notes 4 : Moodle courses will be automatically updated twice a day. For the add/drop conducted before 
12:00 noon, it will take effective in Moodle at 3:30 pm on same day. If add/drop conducted after 12:00 
noon, it will take effective on next day.  

 

 

 

  



 

 
3. Moodle - View Course Users 

 

 
On the course page, click ‘Participants’. All participants’ info, role and last access time 
will appear on the course page.  

Note 5: For adding a TA role as admin support to your course, please seek approval from your Department 
Head along with the details of your course (e.g., course name, course ID and CRN) to the eLearning 
support team via email.    

Note 6: The student list in Moodle updates automatically twice daily. Add/drop requests submitted before 
12:00 PM will take effect the same day around 3:30 PM. Requests submitted after 12:00 PM will take 
effect the following day. 
 

 
4. Moodle - Post Course Announcement 

 
On your course page, under General, click ‘Announcements’ button.    

 



 

  
 
 

 

Click ‘Add discussion topic’, then type the notice subject and message.    

 
Click ‘Post to forum’.   
 
Note 7: Course Announcement is a special forum created in each Moodle course by  default. It is used for 
teacher(s) or TA(s) posting news and announcements to all  course participants. The participants will 
receive an email of the message after you post. Students cannot post or reply to in the course 

announcement.  

 

 
5.  Moodle - Upload Content Materials 

 

 
On the course page, click ‘Turn editing on’ button to  switch on editing mode.  



 

 

 

To simply upload materials, drag and drop the file(s) to the selected section box, place 
it to ‘Add an Activity or resource’ icon (→) Drop file(s) and then release the mouse click. 

 

 
The page will show the progress of the uploading file(s). To edits, you may edit by 
clicking the button next to the materials to change the name, appearance, completion 
conditions… etc. 

Remember to turn off edit mode when you finish editing your course page.    

 

 
Other Resources from the menu tabs, will provide you other options to upload different 
upload materials such as Text and media area and URL.  



 

 

         
Note 8: The information button provides details about each function, helping you choose the one that 
best suits your needs. 
 

6.  Moodle – Set Up Activities  

 

 
On the course page, click ‘Turn editing on’ button to switch on editing mode.  

 
Find the ‘Add an Activity or resource’ icon to add activity and resource. 

 



 

Select Activities from the pop-up window.  You may add different activities based on 
the course interest. Remember to turn off edit mode when you finish editing your course 
page.    
 

 
7. Turnitin - Create a Turnitin Assignment     

 

 
 
On the course page, click ‘Turn editing on’ button to  switch on editing mode.  
 

 
Find the ‘Add an Activitiy or resource’ icon to add activity and resource. 

 

 
Creating a Turnitin-Moodle Direct assignment which links an activity in Moodle on 
Turnitin. Once linked, the activity allows instructors to assess and provide feedback for 



 

student's written work using the assessment tools available within Turnitin's Document 
Viewer. 

 

 
Type the assignment name and list your submission requirements.  
 

 
Set the assignment start date, due date and post date. 

 
Note 9: Post Date in Turnitin is the date after which your marks and feedback can be released to 

students.   
 



 

 
 
Expend tab ‘Similarity Report Options’, choose a method of ‘Store Student Papers’, 
the definition are listed below.  

No Repository: Turnitin is instructed to not store submitted documents to any repository. We will only 
process the paper to perform the initial similarity check. 

Standard Repository: Turnitin will store a copy of the submitted document only in the Standard 
Repository. By choosing this option, Turnitin is instructed to only use stored documents to make similarity 
checks against any documents submitted in the future. 

Institutional Repository (Where Applicable): Choosing this option instructs Turnitin to only add 
submitted documents to a repository private to your institution. Similarity checks to the submitted 
documents will only be made by other instructors within your institution. 

 
Click ‘Save and return to course’ to finish the Turnitin assignment set up.    

For more information about Turnitin assignment, please access webpage:  Moodle - 
EdUHK-LTTC 

https://lttc.eduhk.hk/e-learning-and-digital-competency/moodle/
https://lttc.eduhk.hk/e-learning-and-digital-competency/moodle/

