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Preparing for Moodle 

It would be helpful to create a folder for SGTS first.  A folder for the 

semester can also be helpful.  Next, create a folder for each SGTS 

class as shown in the example above.  This will make it much easier 

when it is time to upload homework. 

It will be necessary to download a pdf program to each device used for Moodle.  The default, 
built in, pdf reader will allow filling forms.  For answers to be filled in and saved, worksheets 
must be filled out in a pdf program.  Otherwise, when uploaded, the document will be blank. 
For more information, go to the Resource page, #4, PDF app. 
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There are several resources available that will be helpful in your studies, writing projects, 
and use of Moodle.  A list, with access to websites, can be found on the Resource Page. 

Working with Fillable Documents 

Many of the worksheets are fillable documents.  Some sections, such as name and date will 
be one line.  Answer sections are often multi-line boxes.  If the text exceeds the box it will 
continue but will not be visible.  Be sure to watch how far the text is going.  If text moves up 
on the page, or the box, it will not be visible.  Use a separate sheet to complete the text.  
There is a fillable document available on the Resource Page and on most of the course 
pages.  The extra page can be substituted anytime an extra sheet of paper would be used . 

Notice that at the bottom of the block the tops of letters can be seen slightly.  This 
document continued.  By clicking at the bottom of the page the unseen text becomes 
visible.  It works, but would be better to have it on a second page.  Notice the scroll bar. 

The above document was two and half pages long but all on page because the multi-line 
allowed the text to continue.  It is important, even necessary, to have a program that 
processes pdf documents.  Fillable documents must be downloaded and saved, preferably 
to a folder that is easily located.  Just downloading the document is not sufficient.  Most of 
the default, built-in pdf readers will allow text to be filled in but will not save it for export or 
uploading.  The Resource Page, #4—PDF apps, provides links to several different free 
programs.  Install one or utilize a version that is available for online use.  After saving the 
downloaded document, open it to add text.  When complete, or if a close becomes 
necessary, save the document again.  This is the only way to be sure answers are available 
after upload.  If it is the extra page save it with a new name to keep the blank available. 
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PDFescape 9, Xodo, and Cute PDF are free to use online - links are on the Resource Page, 
#4.  These online versions of pdf editors do not require any purchase but may require you 
to register.  If you want to be able to save the documents in their online space you will want 
to register.  However it is not necessary in order to use the product.  Xodo is the example 
being shown.  Notice the “Launch Now” button and that it is compatible with various 
devices.   

This page opens after launch. 
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The image above shows the scroll bar, indicating how much more text is there but not 
visible. An alternate way to save a document is to “Print to PDF” and is available on most 
devices now.  The online editors allow this, as shown below.  Most devices (computer, smart 
phone and tablet) can print to pdf also.  That is shown on the next page. 

Notice that there is only one page to print.  The excess, even when made visible will not 
print.  This is good cause to watch the bottom of the page as you add text.  A second page 
would print. 
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Notice that there is still only one page to print.  The excess, even when made visible will 
not print.  Again, this is good cause to watch the bottom of the page as you add text.  A 
second page would print. 
 
To print to pdf in either application requires that you choose a printer.  Instead of an 
actual printer, choose ‘print to pdf’ for the online version.  Choose ‘Microsoft print to pdf’ 
on a computer.  Tablets and smart phones may vary according to the device manufacturer 
or the apps installed. 
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Step 1: Go to the website, http://sgts.sffwbc.org and click on the Moodle tab.  It will take you to 
the Moodle log-in page. 
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  Step 2: Click on (Log in) 

Step 3: Enter 
your Username, 
and password 

 

 

 

 

 

 

Using Moodle 

http://sgts.sffwbc.org
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The information for classes will be useful if you have to miss a class session.  Some courses 
include bonus material, such as audio files that you do not get to hear in class.  Some courses 
have links to external videos.  Some instructors include extra credit material.  UTILIZE the 
site!  (Students will be enrolled on Moodle, in the classes for which they are registered.   
{The administrator of the Moodle site, has access to all classes and participant info.} 
Email sgts@sffwbc.org if you have problems with the site.  Help will be provided.) 

Once logged in, the view will display the dashboard and course overview.  Classes will be 

shown in the list on the left side and in the larger right side area.  Click on a course name in 

either place.  Before classes start they may be listed in the ‘Future’ section. 

Step 4: When you click on the title of a course, you will see something similar to below.  The 
course may show availability dates or topics.   There may be some general information and/
or resources before the actual homework or test area. 

mailto:ggibbs@sffwbc.org
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Step 5: Click on the title of the lesson you need to view.  If the icon next to the title is the 
one shown below, that is an assignment.  It will probably be a worksheet.  Most work-
sheets can be downloaded to your computer and filled in.  There will be exceptions.  The 
completed document can then be uploaded to Moodle or by other methods which should 
be approved by the instructor.  

Step 6:  To upload the completed the worksheet, click the ‘add submission’ button.  

The next screen will give you the opportunity to upload your document.  As shown, you 
can drag and drop the file, or click on the icon circled in red to open a file picker box. 
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You may type homework in the Online text box, if it available. 

You may type homework in the online text box, if it is available.   

The file picker window, where you will upload the file, will open, if you choose that option. 
The file picker opens when the paper icon is clicked.  NEVER click on the folder unless you 
have had instructions from your teacher to do so.  That will be a rare occasion. 

This is where the folder preparation is beneficial.  Click on ‘choose file’ and go to the folder 

where the appropriate worksheet is stored.   Select it and click on open or double-click the 

document name.  [See the next image.] This will prepare the document for upload.  
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The document you have chosen will then show up in the submission box.  After the text turns 

blue, click on ‘Save changes’ for the document to complete the upload process.  This does 

not complete the submission process.  See the next image. 
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Note that status shows as draft (not submitted).  If this is the first effort click on ‘Submit 

assignment’ and the next screen will open. 

The statement acknowledging that this is your work must be checked.  Click on continue for 

the upload is to complete.  The next image shows the document is submitted for grading. 
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Exams for some classes will be available on Moodle.  Some of the exams will be available 
only on certain dates.  Some may require a password and have a time limit.  The instructor 
will provide this at the appropriate time.  Look for the check mark icon. Example: 
 

 

 
Materials are provided on Moodle at the discretion of the instructor.  SGTS is moving 
toward making all materials available, but this will take time. 

There is an app for smartphones, tablets, and personal computers.  The MOODLE APP can 
be downloaded, from the appropriate app store for Android, iPad or iPhone, and Windows.  
Once installed, open the app.  You will be asked for the site address.  Enter it this way: 
https://www.sffwbc.org/moodle30  (This number will change with system updates.  You 
will be notified if this becomes necessary.)  You will then be asked for your log-in 
information.  Enter your user name and password.  You will then see only YOUR 
information, not all the extra classes and resources in a navigation panel.  Everything 
will be a much simpler format.  You may be limited to two courses.  That is a change  
that Moodle could be making in the future. 

If it is the wrong document or blank, the instructor may revert it to a draft.  In that case you 
would edit submission instead of add submission.  Click on it and then follow the steps as 
shown on pages 8—10 to add the submission.  Then click on “Submit Assignment” to 
complete the process. 

https://www.sffwbc.org/moodle30

