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1. Finding Your Course

Congratulations, you have now logged into your Moodle account and successfully changed your password.

Please ensure that you keep your username and password safe as we at Aid Training do not get to see them. In meeting data protection this remains confidential to protect your details. If you lose these details, and are unable to access the Moodle Platform, then for you to gain access we will need to delete you off the system and re-enrol you. This will mean that everything that has been uploaded to date will be lost and will require uploading once again.

Should you forget your username or password, at the log in page please click on forgotten your username or password? If you can enter your user name or email address then a new electronic password will be generated. If you have forgotten both please contact us at Aid Training on 01985 843100.
Within the home page, (the first page after you log in), if you look down the left-hand side of the page you will see a column of blue boxes. The 2nd box down in this column that is titled My Courses. Within the My Courses box you will find links to any courses that you have been enrolled upon. In order to reach these courses just left click once on the course you wish to view.

1.1. Course Information

Once you have located your course programme, please click on it so that it will take you to the resource page for your course that has been fully explained within the induction PowerPoint presentation that you will have already worked through. 
Please ignore the purple boxes on the left-hand side, as these are administration aspects for your assessor to maintain. The right-hand side purple boxes gives information to your assessor regarding your login times and details, so that we can track your learning journey and support your target end dates. This will be seen within the heading such as recent activity.

This page is for you to utilise in terms of all the resources, and the download and upload functions. Once again, these functions have been fully explained within the induction PowerPoint presentation that you will have worked through.

2. Opening Documents

In order to open any documents that you wish to access you need to left click once on the name of the document. Once this is done you will be presented with some options including open, save and save as. Click open if you just wish to view the document, click save as if you wish to save the document to your own computer (you will have to choose a location under which to save it). It is recommended that you save documents you wish to view regularly so that you have access to them if the internet is unavailable.
3. Assignments

In order to complete the course you are enrolled upon, you will be required to complete a number of tasks/assignments; these tasks/ assignments can be accessed from the specific course page that they are for. Left click once on the assignment name in order to bring up the task/assignment page. Once this has opened you will be able to see the task/assignment that is required for you to complete. These tasks/ assignments are to be completed on your computer using word processing software (unless stated otherwise), and uploaded onto the Moodle page for grading by the course teachers/assessors. (See submitting tasks/assignments for help to do this).
The assignment information is also available for you to download and save to your computer in the Learning Resources section of your course page.

3.1. Submitting Tasks/Assignments

In order to submit a task/assignment, you must first go onto the course page and click on the assignment you wish to upload. This will take you to the appropriate task/assignment page and then at the bottom of that page under the submission status section there is a button that says add submission, left click on this box once. 
The submission page for the task/assignment will open, on this page you will have to drag and drop the file that contains your assignment into the box labelled file submissions. (Please note that drag and drop is only supported in all recent versions of Chrome, Firefox and Safari, as well as
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Completing your ILP will assist you to take
‘ownership of your future and support you in
your distance learning, by reminding you
what you have learned, achieved and
enjoyed

We have attached your ILP template for
you to begin completing

« L3EATILP

Your award is made up of a series of
‘assignments with tasks, all of which can be
completed remotely using the Moodle
platform, except for your micro-teach. We
are required to observe you deliver this
group teaching session on a topic within
your own sector area, you will need to
deliver to a minimum of 3 individuals who
will also be required to give you value
‘added feedback on your micro-teach
session. Please contact us to arrange
time for us to observe the delivery of this
session
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©) explain the boundaries between the teaching/fraining role and other professional roles including points of referral fo meet the
needs of learners (ref. 3.2, ref. 3.3)

d) summarise key aspects of legislation, regulatory requirements and codes of practice relevant to the role and responsibilities of your
own professional role. (vef. 1.2)

You can produce the information leaflet in any written format of your choice and may include tables, charts and diagrams where
appropriate.

File submissions Masimum size for new les: 1B, maimum atzchments: 1 -crag and drop notsuppored. (1)

> (3 Files

Cancel




Internet Explorer v10 and above). If you do not have drag and drop available to you then left click once on the add file button.


A new window will appear, left click once on the upload a file text and this will bring up an option for you to left click on the browse button and find your file. Then left click once on upload this file.

Once you have done this the file will load into that box. Once it has completed loading click save changes at the bottom of the page. 
You will be given a chance to edit your submission on the next page, if you are happy with your submission you must, must, must, must then click submit assignment and then click continue on the next screen. Once this is all done your assignment will have been submitted for marking. Your teacher/assessor will be notified automatically by email that they have a new submission for marking. Failure to complete this full process will not generate an email to Aid Training to say that you have uploaded work ready for assessment. Here, your work will just sit within your page as no-one knows that you have submitted any work. This is your responsibility to ensure that the upload is completed in full.
3.2 Results

Once your task/assignment has been graded by a teacher/assessor you will be notified by an email sent to your email address associated with the Moodle account. 
This email will contain a link to the task/assignment page which will now include your grade and any feedback you have been given. You will be given a grade of pass, or referred, along with feedback notes from the teacher/assessor that graded the task/assignment. If you have been awarded referred, please do not worry about this as you will be given the opportunity to resubmit an improved assignment. It is about learning and developing, where your assessor will support you along the way.

Your Moodle page is designed so that one task/assignment can be permitted per task. After this, we would like to ask you to email in your continued task/assignment until that task/assignment has been signed off as final (subject to IQA activity). Your assessor will upload your assessed work for you to view.
4. Logging out and Logging back in

In order to log out from the AID Training Moodle page you will find a log out button on the right-hand side of the black bar at the top of the page, next to your name. Left click this log out button once in order to log out and be taken back to the home page.

In order to log back into the AID Training Moodle platform, left click the log in button located where the log out button was (right hand side of the black bar at the top of the page). This will take you to the log in page where you must enter your username and password and then click log in to log yourself back in.[image: image3.png]aid|(raning
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