
 Best Practice Moodle 
 (User Manual)



Grouping student - Cohort

Note : Cohort will be create first by site administrator or Manager 

Lecturer’s Guide :

1. Go to Course administration > Enrolment methods and select 'Cohort sync' in the 

dropdown menu.

2. Choose the required cohort and then click the 'Add method' button.

Dont’s

1. Do not create a group 
manually that will affect if  
the instructor forgets to 
include any of his 
students. It can cause the  
student not be able to 
access the content .



Assignment submission (Annotate PDF)

                                                                                         

      Lecturer’s Guide :

a. Student need to submit  the document in PDF format ,if not the annotation window will be blank, It is because the conversion to 
PDF failed (for a file submitted in a different format) or Annotate PDF could not read the PDF file. 

b. To save a copy of your annotations and feedback outside of Moodle, click the Download Feedback PDF link beneath the 
Feedback Comments box.

Note : Students may not know how to save a file 

as a PDF format .The lecturer  need to provide a 

link on ‘How to save a file as a PDF on a Moodle



Link to Media - An alternative way to use URL links for adding videos instead of using embed / Label to the 

course page.

URL Resource

Lecturer’s Guide :

1. In a course, with the editing turned on, choose URL from the activity chooser and give it a helpful name.

2. in External URL, type the web address of the site you want to link to, or click the Choose a link button to access other options. 

Include the full https:// at the start.

3. In Appearance, choose how you want your URL to display, using the ? help icon for more information. If you don't see all the 

settings then ask your admin as they may need to enable them site wide -> hen click Save and return to course.

 

Dont’s

1. Do not embed more than one video 
using a Label without separate 
using the subpage 

2. avoid unnecessary content on 
course page



Number of sections - reduce the number of sections on the course page - just try to set 

only a few sections per page in the course layout

example of a well-organized course page

1. don't overload the content page with so 
many sections.Because it will  tend to 
decrease the page loading time

2. avoid long paragraphs of text
3. avoid displaying Descriptions on the course 

page unless they are very brief

Dont’s



Moodle Book - allows information to be collated similar to a printed book that consists of chapters 
and subchapters. Also  can insert both media files and text .

1. As a teacher in your Moodle course, turn on the editing, click the Add 
and activity and resource link and select Book

2. Give your book a name and description and scroll down to decide on 
your preferred options: How do you want it to be formatted? What kind of 
navigation will you choose?

3. Simply click the + sign to add more pages (chapters) and the arrow sign 
to move up or down, and use the text editor to add your content

Dont’s

1. do not upload media files that the 
sizes of the files is too big



Upload Course Image - 

1. resize the images 
before uploading. (if 
the size of the 
image is too big)

Dont’s
1. do not upload the image with high-resolution as the image is 

high resolution can directly affect the page loading time. image loading 
takes up a lot of bandwidth. thus it will make the accessing to the 

course difficult for the student.



Audio,Video and Presentations - To embed audio clips or video or presentation 

directly on the course page, insert the audio in a Page, Forum post, Activity description.

Lecturer’s Guide :

1. Add a new Page in Moodle 
(under resources)

2. Click on the         button in the 
content box. A pop up will 
appear. 

3. In the pop up window, paste 
the link/video/audio URL in 
the field labeled "Enter URL".

4. In the next field, give your 
video a friendly name.

5. Click the "Insert" button.

Dont’s
1. Do not embed the videos/audio clips directly on the main course page (i.e., using a Label or in a Section summary) Doing so can take up valuable 

page space and will slow down the page load time.
2. Do not embed more than one video on a page. This is because videos preload as soon as a page opens, if more than one or two videos are present, 

it will slow down the page to load.

3. File types AVI and MOV files are not recommended because the size of the file is typically very large and not all computers or devices can play 
them.



Moodle Folder - the good way to display the files one by one in a list, taking up less space in the course page.

Lecturer’s Guide :

Below is the link to refer as guideline on how to add a folder files

- https://www.umass.edu/it/support/moodle/add-a-folder-files-a-moodle-course#:~:text=In%20the%20Activity
%20chooser%2C%20scroll,folder%20on%20your%20course%20page.

Dont’s
1. Do not create a folder if there is only one document as it is not good practice to 

have a folder with only one document

https://www.umass.edu/it/support/moodle/add-a-folder-files-a-moodle-course#:~:text=In%20the%20Activity%20chooser%2C%20scroll,folder%20on%20your%20course%20page
https://www.umass.edu/it/support/moodle/add-a-folder-files-a-moodle-course#:~:text=In%20the%20Activity%20chooser%2C%20scroll,folder%20on%20your%20course%20page


Moodle Folder Cont..
Below is the link to refer as guideline on how to add a folder files

- https://www.umass.edu/it/support/moodle/add-a-folder-files-a-moodle-course#
:~:text=In%20the%20Activity%20chooser%2C%20scroll,folder%20on%20you
r%20course%20page.

https://www.umass.edu/it/support/moodle/add-a-folder-files-a-moodle-course#:~:text=In%20the%20Activity%20chooser%2C%20scroll,folder%20on%20your%20course%20page
https://www.umass.edu/it/support/moodle/add-a-folder-files-a-moodle-course#:~:text=In%20the%20Activity%20chooser%2C%20scroll,folder%20on%20your%20course%20page
https://www.umass.edu/it/support/moodle/add-a-folder-files-a-moodle-course#:~:text=In%20the%20Activity%20chooser%2C%20scroll,folder%20on%20your%20course%20page

