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Moodle – Student User Manual 
 

 

Welcome to OCTEC Learning!  

We are very excited to have you undertake one of our courses to gain new skills or refresh your skills 
for the workforce. This manual is to assist you in the steps to logging into your course using Moodle, 
our platform that hosts our courses. The manual will show you where to find your course, course 
information, how to submit an assignment and where to find your assessment responses and 
grades. 

 

 

 

Step 1. Accessing OCTEC Learning in Moodle 

Click the Moodle link provided to you by your OCTEC teacher. It may lead you to a page that looks 
like this. The red highlighted area on the below image will show you where to click to log in. 
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Step 2. Logging in to Moodle 

You will be taken to a page to put in your login credentials. You username is your firstname.lastname 
and your password is what was provided to you by OCTEC. If you are signing in for the first time, you 
will be prompted to change your password. 

If you forget your password, contact your trainer to ask for it to be reset. 

 

 

 

 

 

 

 

 

 

 

 
 

Step 3. Finding your course 

Once you have logged on you will see a page like below. To access your course you will see the 
course name on the left hand side of the screen. Click it to go to the course page. 
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Step 4. Your course homepage 

Once you have clicked on your course name, you will find the below page. You can use the left hand 
side panel for quick access to different sections of your course or you can scroll down and find each 
section. 

 

Step 5. Types of course assessments 

The assessment tasks you are given by your OCTEC teacher can be different types including an online 
quiz or a word document/PowerPoint that you need to upload. Below is a snapshot of both. 

 

 

 

 

 

REMEMBER: Once you 
have finished the quiz, 
make sure you click 
Submit all and Finish 
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Step 6. Uploading a document into an assessment 

To upload a file such as a word document for PowerPoint, you will click on the section of the 
assessment that says “please upload”. This will take you to the following page. You can drag and 
drop your document into the box below that is highlighted in red. 

 

Step 7. Finding your assessment responses and grades 

If you are looking for your assessment responses after submitting a quiz or assessment, you can find 
these under the Assessment Task you have recently done. 

If you are looking for your overall grades you can find this section in the left hand column of your 
screen. 
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Need extra help? 

To ask further questions about your course or if you do not understand a section in this manual, 
please contact your OCTEC teacher by email (you would have received their email address when you 
signed up for the course). 

 


