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R E A D  T H R O U G H  T H I S  C A R E F U L L Y  F O R  I N F O R M A T I O N  O N :  

• Where and how to access your online/remote courses 

• Making sure you are ready to start an online course 

• How to log into your online course 

• Finding your way around your online course 

• Where to find help for your online course 

Look for this Video 

icon throughout! 



Google is always a good way to start! Type in Mildred Elley. The site is www.mildred-elley.edu 

S T A R T  H E R E !  

M I L D R E D  E L L E Y  W E B S I T E  

Select STUDENT RESOURCES in the blue bar at the top of the web page, circled here in red. 
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The STUDENT RESOURCES 

page is a great resource 

where you will find the links  

to your e-Mail, Moodle and 

Campus Cafe as well as  

some other helpful  

information.  

Feel free to explore! 

https://www.mildred-elley.edu/


Student Services can support a variety of Mildred Elley students’ academic and personal needs: 

S T U D E N T  S E R V I C E S  

Here’s a Tip! 

Bookmark the STUDENT 

RESOURCES web page in your 

browser for quick access! 
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Office of Academic Support & Advising 
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M I C R O S O F T  O F F I C E  3 6 5  A N D  S I N G L E  S I G N  O N  

You can access your Microsoft Office account by logging in at www.office.com, where you will have access to Outlook (email), 

Word, PowerPoint and Teams. 

Once you have logged into your Microsoft Office account, you will also be signed into both Campus Café and Moodle. Both of 

which can be accessed from Microsoft Office. See below. 

Watch this! To see how to login 

and connect to Campus Café 

and Moodle! Here’s a Tip! 

Once you have logged into your Office 365 account you will have 

instant access to or your Campus Cafe account and Moodle 

without having to sign in again! 

Click on Apps. Here you can access any application such 

as Outlook for your email or Teams for a lecture. To see 

the built-in links for Moodle and Campus Café, you need 

to click on All apps.  

http://www.office.com
https://studentsmildredelley-my.sharepoint.com/:v:/g/personal/abarrett_mildred-elley_edu/IQDyesA5HkGAR6ZLNW2-ySF0AeWJcy91JMg0cQVVieEK7jk?e=v1Ho6S


Watch this video to see how to navigate your Campus Café dashboard! 

C A M P U S  C A F E  
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When logged into Campus Café, you will see your Student Dashboard, pictured below, where you will have instant access to 

your email (Office 365), the online bookstore and Moodle. These links are highlighted below. 

Here’s a Tip! 

Once you have logged into your Campus Cafe account you will have instant access to or your 

Office 365 account and Moodle and the bookstore.  

https://youtu.be/t3qtpvDh7AE


M O O D L E — D A S H B O A R D  

Page 6 O N L I N E  C O U R S E  H A N D B O O K  

When you log into Moodle, you will start here, at your Dashboard. THESE ITEMS AT THE TOP ARE ON EVERY MOODLE PAGE. 

The STUDENT HELP DESK has a phone  

number for each campus. 

The STUDENT RESOURCES,  

STUDENT ONLINE HANDBOOK, 

and ONLINE BOOKSTORE can all 

be accessed from these links. 

 

The LIVE HELP link provides  

immediate help, Monday through 

Friday, 8-4. 

Instant access to TUTORING help where 

you can schedule an appoint or sign up 

for one of the tutoring workshops. 

Some of the items you will see on your Dashboard 

are Announcements and a Calendar. 
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M O O D L E — D A S H B O A R D  

Click on My courses to for access to your courses. See below. 

The In progress menu will filter your courses 

by In progress, Future and Past. 

In progress should be selected so 

you can always see your current 

available courses. 

Clicking on the card 

name or header will 

take you directly to the 

course page. 

When you log into Moodle, you will start here, at your Dashboard. 



M O O D L E — C O U R S E  P A G E  
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Select one of your courses from your Dashboard.  

At the top left of your screen there is a 

navigation menu for the current course 

page. The links correspond with the weekly 

modules. 

You can collapse this menu by clicking the X, 

and reopen by clicking the three lines: 

The Online Readiness Checklist is available in every course. This is a tool 

to help you prepare for the course. 

When you click into course page items like a forum or an assignment, you can 

use the tabs at the top to go back out to the weekly section or the main 

course page. 



Here’s a Tip! 

You will have to click “Yes” in 

the Syllabus Sign Page link to 

acknowledge you have read the 

syllabus. THIS WILL UNLOCK 

THE COURSE CONTENT BELOW. 

Page 9 O N L I N E  C O U R S E  H A N D B O O K  

M O O D L E — C O U R S E  P A G E  

 

The Instructor Information  

includes a contact email address, 

class hours and some general  

information about the course. 

The Course Syllabus 

See next page for more information! 

Microsoft Teams meeting 

link for live lectures and 

open online office hours. 

The course may have a Course Announcements 

forum where the Instructor will post reminders 

and other information you may need. 

Some courses may even give you the introductory 

chapters of the textbook to help get you started! 

All of the items below are found on the top half of the course page, usually under a header specifying what is beneath it. 



M O O D L E — S Y L L A B U S  
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Locate the Course Syllabus. PLEASE OPEN AND READ THOROUGHLY !!! 

There will also be a Syllabus and Moodle Quiz to take week 1. 

Here are some samples of what you will see in the Course Syllabus. 

Grade weighting scale—how your 

grade is calculated. 

Here’s a Tip! 

Notice the 

importance of 

the percentages! 

After you review the syllabus, you will need to acknowledge you’ve read and understand the 

syllabus by clicking the Syllabus Sign Page link below the syllabus, to unlock the coursework. 
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M O O D L E — S Y L L A B U S  A N D  M O O D L E  Q U I Z  

Here’s a Tip! 

You can take this 

quiz as many 

times as you want 

to get the best 

grade possible!  

You will also gain 

attendance for 

the course! 

The Syllabus and Moodle Quiz is part of 

the week 1 content for every course.  

 



M I C R O S O F T  T E A M S  
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One way is the Microsoft Teams Meeting Link 

located in your Moodle course page under a 

similar heading to what you see picture here. 

Microsoft Teams is where your live course lectures will take place.  

There are a few different ways to connect to your live lectures. 

Another way to connect 

is right from the  

Microsoft Teams app. 

Connect from the 

Teams group or from 

your Teams Calendar 

Activity Tab shows all 

Teams activities joined. 

Chat Tab shows all Teams 

message conversations. 

Teams Tab shows all Teams 

you are a member of. 

Assignments Tab shows files 

tied to a lecture/meeting. 

Calendar Tab shows all 

lectures and meetings. 

Calls Tab shows call history, 

contacts and offers speed 

dial setup. 
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M I C R O S O F T  T E A M S  

Microsoft Teams is where your live, online course lectures and meetings will take place, and where you can interact with 

students and school staff.  

Activity shows all Teams activities joined. 

Chat shows all Teams message conversations. 

Teams shows all Teams you are a member of. 

Assignments shows files tied to a lecture/meeting. 

Calendar shows all lectures and meetings. 

Calls shows call history, contacts and offers speed dial setup. 

When in Teams, you will see these 

tabs on the left side of your screen. 

When in a Teams call 

your screen will look simi-

lar to this, with other par-

ticipants, these are the 

basic available functions, 

including Camera and 

Microphone control, and 

the ability to Share your 

screen. 

The ability to record your Teams 

call is in the More menu. 



M I C R O S O F T  W O R D ,  P O W E R O I N T ,  E X C E L  

Page 14 O N L I N E  C O U R S E  H A N D B O O K  

Microsoft Word is a word processing software developed by Microsoft.  

You will use this program for various assignments in Moodle. Follow these steps to save a document. 

Once you have created a document, which could be an essay or a report, you will want to save your document 

somewhere you can easily retrieve it when it comes time to submit the document to an assignment in Moodle. 

To save your work in Microsoft Word. 

Click File, at the top left of your window 

Once you launch the application, you can click on Create blank  

document to start a new document. 

Or, if you are opening a document you already started, scroll down 

to My documents where you will see all the documents you have 

created so far.  

Simply click on the 

document you want 

to open. 

1.  2.  

Then select: 

1. Create a Copy, 

2. Create a copy online 

(to save to your 

OneDrive)  

Or  

Download a Copy 

(on your hard drive or 

your OneDrive) 

Create a Copy will allow you 

to name your document  

(to your OneDrive) 

Download a Copy will allow 

you to save a hard copy  

document to your hard drive. 

(This is only if you are able to 

save documents to your hard 

drive, as some devices, such 

as Chrome Books, may NOT 

have enough hard drive 

space. In these cases you will 

have to rely on access to 

your OneDrive) 
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M I C R O S O F T  C L I P C H A M P  

Microsoft Clipchamp is an intelligent enterprise video experience that is part of Microsoft 365.  

It empowers you to record, upload, discover, share, and manage video just as you would any other file.  

You may need to record yourself for an assignment in your Moodle course. 

You can launch Clipchamp from the Apps home page in Microsoft. 

Click on the App launcher, select More apps, click on Clipchamp 

Once Clipchamp is launched, click Record camera to create a recording. 

You may have to click on the “Allow Camera and Microphone” message if you are accessing Clipchamp for the first time. 

You can turn on your 

camera and microphone, 

and share your screen if 

need be, here. 

Click here 

when you are 

ready to start 

your recording 

Once you have finished your recording, 

you will need to share the link to the  

assignment in your course in Moodle. 

Watch this video to see how! 

https://studentsmildredelley-my.sharepoint.com/:v:/g/personal/abarrett_mildred-elley_edu/IQAw5s4HkOXrQp_30j6ND651AYo4mZqW38_zXUXBtm6eR8M?e=Ng36kk&nav=eyJyZWZlcnJhbEluZm8iOnsicmVmZXJyYWxBcHAiOiJTdHJlYW1XZWJBcHAiLCJyZWZlcnJhbFZpZXciOiJTaGFyZURpYWxvZy1MaW5rIi


M O O D L E — W E K L Y  C O N T E N T  M O D U L E S  
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The course content is located in the bottom half of the course page. 

The assigned course work 

is broken up over 8 weekly 

modules, as outlined in the 

course syllabus. 

There is also a Technical 

Assistance module. 

Here’s a Tip! 

Don’t fall 

behind! Each 

week has it’s 

own content. 

Stay on top of 

your weekly 

course work. 
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M O O D L E — F O R U M S  

Here’s a Tip! 

The blue 

conversation 

bubbles icon seen 

next to “Meet the 

Class” will always 

indicate a forum. 

You will see more 

forums in your 

coursework. 

Here’s a closer look at some Week 1 content. 

Meet the Class is a forum. Your courses may also have subject specific weekly forums. 

See the process! 

Add a subject title, type out your post, 

then click POST TO FORUM, 

Forum posts will show up like this. 

Click on a post to read it. Once open 

you can reply to the post on the  

bottom right, shown below.  

https://studentsmildredelley-my.sharepoint.com/:v:/g/personal/abarrett_mildred-elley_edu/IQAPtSCxezI8SYgW6AVUHTZuAYNI4Sn2PskasixZwlNy0Lw?e=deqEI9&nav=eyJyZWZlcnJhbEluZm8iOnsicmVmZXJyYWxBcHAiOiJTdHJlYW1XZWJBcHAiLCJyZWZlcnJhbFZpZXciOiJTaGFyZURpYWxvZy1MaW5rIi
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M O O D L E — S U B M I T T I N G  A S S I G N M E N T S  

The Document with Arrow icon symbolizes an Assignment. 

To submit, click the Assignment in the weekly module. 

Browse to your 

document or 

drag and drop 

to the window. 

Then click 

Save changes. 

At the bottom of the Assignment page is the  

Add submission button. 

If you choose to 

browse to your  

document, the file 

picker looks like this.  

Select Choose File. 

Browse to your  

document. 

Click Upload this file. 

Then click  

Save changes. 

 

 



M O O D L E — S U B M I T T I N G  A S S I G N M E N T S  
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Here’s a Tip! 

Save all of your document work to your OneDrive or to a folder on 

your desktop or hard drive for easy retrieval when submitting 

assignments. 

At this point, you can change the document submitted or remove the submission.  

After you select the Submit assignment button, scroll down and you will need to check the acknowledgement box,  

then click Continue. 

While this is the case for most writing assignments, it may not be required for other assignments. 

See the process! 

https://studentsmildredelley-my.sharepoint.com/:v:/g/personal/abarrett_mildred-elley_edu/IQDA1v8sGIt7TJhctjEdX7_tAd32k1_QdDTgocajwbw8QYw?e=ElkIGh&nav=eyJyZWZlcnJhbEluZm8iOnsicmVmZXJyYWxBcHAiOiJTdHJlYW1XZWJBcHAiLCJyZWZlcnJhbFZpZXciOiJTaGFyZURpYWxvZy1MaW5rIi


Page 20 O N L I N E  C O U R S E  H A N D B O O K  

M O O D L E — Q U I Z Z E S  A N D  A S S E S S M E N T S  

The Document and Check icon 

symbolizes a Quiz or Assessment. 

Questions can be: 

Multiple Choice, 

Fill in the Blank, 

True or False, 

Drag and Drop, etc. 

When finished, Select Finish attempt. 

You will have the opportunity to go 

back to the questions. 

 

If you are satisfied with your answers, 

then select Submit all and finish 

A final confirmation is needed, then click Submit all and finish 



C O N N E C T  
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The CONNECT link is in your Moodle course. 

G D P  

GDP Setup 

CONNECT for 

New Students 

CONNECT for  

Existing Students 

https://youtu.be/pILLWg89h4k
https://youtu.be/As-gaouti_Y
https://youtu.be/7B4CpqtKDmM


T O O L S  F O R  S U C C E S S  
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Tips For Success! 
• An Online Course is a REAL course! 

Online courses require just as much work, time, and effort as a face-to-face courses. 

• Know Your Instructor! 

The Instructor’s name and contact info are at the top of every course page. 

• Good Time Management! 

Set a schedule for your coursework. Each week has its own workload.  

Stay on top of your assignments and don’t fall behind. 

• Do Your Own Work! 

Do not copy and paste from the internet or another student.  

Students will receive a grade/score of “0” on plagiarized/copied work. 

The School’s policy on plagiarism (submitting work that isn’t your own) states: 

“ACADEMIC DISHONESTY: Mildred-Elley is a community of learners, and takes violations of academic 

honesty and integrity seriously. Academic dishonesty is basis for disciplinary action. Any work turned in for 

individual credit must be entirely the work of the student submitting the work.” 

THIS INCLUDES THE USE OF A.I. TOOLS LIKE CHAT GPT. 

Use a Laptop or Desktop computer!  

Do NOT use Tablets or Smart Phones for work in Moodle as they have limited functionality. 

Chromebooks are also NOT recommended as they have limited disk space. 

Tablets and Smart Phones are OK for 

Teams meetings and lectures if needed. 
We recommend using Google Chrome for your browser.  

https://www.google.com/chrome/ 

 

 MAC USERS NOTE:  YOU SHOULD ONLY USE GOOGLE CHROME!  

 SAFARI and FIREFOX ARE NOT COMPATIBLE WITH MOODLE, TEAMS or MOST TEXTBOOK PUBLISHER PLATFORMS. 

Don’t forget these helpful links at the top of every Moodle page! 

https://www.google.com/chrome/

