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1. How can I communicate with all students of my course? 

Most of the time you will want to communicate with the whole group. For this purpose, Moodle has a 

forum function.  

 

 

 

Important: Only lecturers can 

communicate this way. 

Students can see all forum 

posts, but cannot create a 

discussion themselves. 

This is how you start a forum discussion: 

 

In your course, click on the course content 

“Forum discussion” (1.). 

 

In the forum, click on “Add a new discussion 

topic” (2.). 

 

Choose an appropriate subject for the 

discussion (3.). 

 

Write your message (4.). 

 

Click on “Post to forum” (5.). 

We recommend that you use forum discussions for short summaries of what was done in class (three 

to five lines are enough and maybe a reference to the script). This has many advantages for both you 

and the students: 

- students that were absent know what they missed in class and will not ask you about it  

- students can use these summaries for studying (e.g. for an exam) 

- you can emphasise the most important points to help students revise 

The discussions are saved in the course and 

can be viewed by both you and the students at 

any time. Click on “Forum discussion” to view 

the content. 
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The discussions are sorted by date. Click on the 

subject to open the discussion. 

Use the search function (top right) to search 

for terms in the saved discussions.  

 

2. How do “Notifications” work? 

Notifications are sent to the 

students’ email addresses 

after 30 minutes. 

 

This is what a notification 

looks like that you and 

students receive as an email 

to your email programme.  

The notification comprises 

the name of the course, the 

author and the message 

itself. 

 

 

The notification mechanism only works when all email addresses including yours are correctly stored 

in the system. When new user login data is created, the data is also taken from CAMPUS 02’s Active 

Directory. If your email address changes, please apply the changes in Moodle, too (see below). 

 

 

3. How can I communicate with individual students? 

 

You might want to contact individual students 

from time to time. For this purpose, Moodle has 

a block called Quickmail (framed block on the 

left side of the window). 
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How to send messages to individual students in Quickmail: 

In the Quickmail block, click on “Compose New Email” (1.) to open a list of students (and lecturers) in 

this course. To select a person, click on the name of the person (2.) in the “Potential Recipients” box 

on the right side of the window. Click on “Add” to move the person to the “Selected Recipients” (left) 

box (3.). (To add more people, repeat steps (1.) and (2.)) Write your message (4.). Remember to insert 

a subject and click on “Send Email” to send the message. All recipients also receive a notification (5.). 

 

4. How can I upload documents for students? 

You can save documents of any kind (Word, Excel, PDF files) to a section in Moodle that can easily be 

accessed by students.  

 

Tell your students at the beginning of the course that you will only provide documents via Moodle. Do 

not email files to students. Moodle has many advantages that provide great teaching support. 

 

From the students‘ perspective, 

your documents are available as 

downloads, which is why this 

content is called 

 

“Download: Example and 

documents“.  
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Open the content, there might already be 

documents saved in there. 

 

To edit the documents or upload new ones, 

click on “Edit”.  

 

 

Depending on the browser (a 

programme that lets you access the 

internet), you now can comfortably 

upload files to Moodle: 

Ideally, you can drag and drop files 

that are opened in Windows Explorer 

(shortcut Windows button + E) with 

your mouse (see image on the left). It 

is also possible to drag and drop 

multiple files at once. 

 

If drag & drop is not possible, a notification will show on the right side of the window telling you that 

drag & drop is not supported. 

Trick: If you have Windows Explorer opened in full screen mode, you can simply drag the file(s) to the 

icon of the browser located in the task bar. The window with Moodle will open automatically.  

Older browser versions do unfortunately not support drag & drop. You will have to upload the files 

“manually” and individually by following the steps in (3.): 
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Whenever you have uploaded a file/files, remember to save the upload by clicking on “Save changes”! 

If you do not click on “Save changes”, your 

upload(s) will not be saved and therefore will 

not be available in Moodle. 
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5. What is the difference between the roles in Moodle? 

Students can use content. Lecturers, in 

addition, can create and edit content, control 

student access and see their work and results. 

 

Summary of the main differences between the roles: 

 

As a lecturer you basically have 

full editing rights in your 

course.  

The editing rights of students are 

restricted in two ways: Students 

can only see content that is 

unlocked for them and their own 

results from tests and so on.  

 

6. Do students and lecturers see the same course content? 

In certain circumstances, there might be course content that can only be seen by the lecturer. Lecturers 

can choose which content is visible to students and which is not.  

 

 

The box on the left shows content from the lecturer’s perspective and the box on the right from the 

student’s perspective. Hidden content is marked grey.  

 



FAQs about CAMPUS 02’s learning platform 

 

Information for lecturers Page 7 Version: October 2017 

 

7. How can I unlock existing content according to the learning progress? 

Quizzes should only then be accessible to students when the learning content has been worked on in 

class. 

 

To unlock existing and non-visible 

content to students, click on “Turn 

editing on” (1), then on the “Edit” link of 

the content and then on the eye icon 

“Hide” (2). 

 

Once the “eye” is open, the content’s 

colour changes from grey to blue. Blue 

content is visible by the students.  

Students can now also see and use the content “Upload für…”. Please note that the text of the link 

may vary. 

 

8. Who can I contact if my login data is not working? 

All your login data (email, FHelisa, etc.) comes from CAMPUS 02’s Active Directory. Moodle also uses 

this Active Directory, which means that you cannot change login data in Moodle! 

If you cannot log into Moodle, try logging into other web services, such as email or FHelisa. If you 

cannot log into these services either, please contact CAMPUS 02’s IT support by telephone 0316/602-

766 or via email support@campus02.at 

 

9. Who can I contact if I cannot find courses or content on Moodle? 

If the web services mentioned above work, but 

you cannot log into Moodle and/or cannot 

find courses or content, please contact the 

Moodle Support Team. 
 

 
 


