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Page layout 

Home page 

1. Copy of this Moodle User guide for your assistance 

2. Lists all of the courses you are enrolled in 

3. Navigation pane (left hand side) – link to home page and list of enrolled 

courses under ‘My courses’ 

4. Top right hand corner - log out  and grades 
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Logging in to Moodle

New Moodle users are sent an email invitation prior to course commencement to

activate their Moodle log in. If you haven't received an invitation please call us.
If you have previously studied with Forsythes in Moodle, you can use those log in details.

If you have forgotten your log in details please click the Forgot Password option on the 

log in screen and follow the prompts.

URL: https://elearning.forsythestraining.com.au/login/index.php

Username: firstname.lastname OR your email address

Password: As generated on activation
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Course page 

Your course page will be set out similar to 

the image on the left. Please see brief 

explanation for each section below 

 

 

Section 1: Welcome and introduction 

 

Description on what is to be covered in the course  

Information on the sections of the page: 

- Learning resources 

- Assessment booklet, submission and feedback 

 

Assessment Instructions 

- Submitting your assessment including location, file name, due date, time frame for 

submission 

 

Student support, including student handbook 

 

Section 2: Learning Resources 

 

Various learning resources to help you complete the course and the assessment(s) 

 

Can include: 

 

Text books – recommended reading 

 

Folders – containing multiple documents for review e.g. PDF, Microsoft Word 

 

 

SCORM packages – interactive video files for viewing 

 

PDF files – PowerPoint Presentations, Word documents  

 

 

Website link – recommended reading or viewing on external website 
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Section 3: Assessment booklet, submission and feedback 

 

Your assessment booklet, assessment templates and submission section is here. 

  

Pre-brief assessment checklist – quiz that MUST be completed before attempting the 

assessment 

 

 
 

Templates – recommended templates to assist in completion of the assessment 

 

Assessment booklet – this is the assessment booklet that must be completed and 

submitted for marking.  

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Submit Assessment & Access Feedback – this is where you submit your assessment 

files for marking and where your result and feedback summary will be provided 
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Submitting an assessment 

1. Home Page  Select the course you need to submit an assessment for from 

the list of all your enrolled courses e.g. BSB51915 

 

 

 

2. The course page will now open as below 
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3. Scroll down and select ‘Pre-brief assessment checklist’. You MUST complete 

this before submitting your assessment 

 

o Attempt quiz now  

o Select ‘Next’ once you have answered ALL questions 

o A summary of your attempt will appear, here you can ‘return to 

attempt’ if necessary 

o Submit all and finish 

o Confirmation  Submit all and finish 

o Your results will appear  Finish review 

 

4. Once the pre-brief assessment checklist has been completed, return to the 

course page using the navigation column on the left hand side 

 

5. Scroll down and select ‘ Submit Assessment & Access Feedback’ for the 

correct unit 
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6. The Submit Assessment & Access Feedback page will open as below. Select 

‘Add submission’ 

 

 

 

7. Under the ‘File Submissions’ section, select the ‘Paper’ symbol to add each 

assessment file you are submitting, ensure they are labelled correctly. You 

can submit multiple files at once  Save changes once you have uploaded 

your files 
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8. Select ‘Submit assignment’ when you are ready to submit your work. 

Note: This MUST be selected to submit. Alternatively the files you have 

uploaded will be saved as a draft and can continue to be edited or 

changed until you select ‘Submit.’ The trainer will not be notified if you leave 

your submission as a draft. 

 

9. Accept the ‘Learner Declaration’ (if agreeable)  Continue 

 

10. Your trainer will now be notified that your assessment has been submitted and 

your result will be finalised within 1 month of submission. 
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Uploading a draft assessment 

A draft assessment may be uploaded onto Moodle to: 

 Save a copy of your assessment work to date 

 Save a backup copy of your work (in addition to saving on your computer) 

 Upload parts of your assessment ready for submission e.g. attachment or 

evidence for a task 

 

1. To upload a draft assessment, complete steps 1-7 of ‘Submitting an 

assessment’ (see above) 

2. Your uploaded documents will be displayed as a draft as highlighted on line 2 

‘Submission Status'  

These documents will be saved here, even when logging out, until you select 

‘Submit Assignment’ 
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Editing a draft assessment 

1. Select ‘Edit Submission’ 

2. Click on the document to be edited. The following pop up will appear 

 

3. Download the document and open in the appropriate program e.g. 

Microsoft Word 

4. Make the changes to your document 

5. Save to your computer 

6. Upload to Moodle as a new file, using the paper symbol 

7. Once you have uploaded the amended document, delete the original file 

you uploaded by selecting the delete button 
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Accessing Feedback 

You will receive notification via email when your assessment has been marked. You 

will need to access the result by logging onto Moodle. You can access the 

feedback 3 different ways: 

Option 1 – Email link (Recommended) 

1. Select the link in the email notification that you have received ‘…appended 

to your assignment submission…’ 

 
2. Scroll down to ‘Feedback’, here your result is listed next to Grade and your 

feedback summary attached next to ‘Feedback Files’. Your submitted 

documents can also be reviewed under ‘Submission Status’ at the top of the 

page 

 

Option 2 – On the course page 

1. Home  Select the relevant course from your ‘My courses’ list 

2. Scroll down and select ‘Submit Assessment & Access Feedback’ for the 

correct unit 

 

3. Scroll down to ‘Feedback’, here your result is listed next to Grade and your 

feedback summary is attached next to ‘Feedback Files’. Your submitted 

documents can also be reviewed under ‘Submission Status’ at the top of the 

page 
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Option 3 – Grade option 

1. Top right hand corner select the Grade icon from the drop down box. 

 

 

2. Grades  Select the name of the course  Select the link for the course 

 

 

3. Scroll down to the Submit Assessment & Access Feedback for the correct unit 

and click. 

 



Moodle 
Participant User Guide 

Version 2 

Release March 2017 

Page | 13 

Forsythes Training 

9 Denison Street Newcastle West NSW 2302 

Tel: (02) 4969 0690 Fax: (02) 4969 0699 

Assessment lodgement: assessments@forsythestraining.com.au 

Forsythes Training 

9 Denison Street Newcastle West NSW 2302 

Tel: (02) 4922 0122 Fax: (02) 4969 0699 

 

4. Scroll down to ‘Feedback’, here your result is listed next to Grade and your 

feedback summary attached next to ‘Feedback Files’. Your submitted 

documents can also be reviewed under ‘Submission Status’ at the top of the 

page 
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Resubmitting when deemed Not Yet Competent (NYC) 

If you have been deemed Not Yet Competent (NYC) you must resubmit within 1 

month of receiving your original feedback. 

1. Access your feedback for the unit (as per above process). Your NYC 

feedback will be listed at the bottom of the page, under Previous attempts, 

for your review  

 

2. Select ‘Add a new attempt 
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3. Under ‘File submissions’ use the paper symbol to add your resubmission files. 

Save changes 

 

 

4. Select ‘Submit assignment’ when you are ready to resubmit your work. 

Note: This MUST be selected to submit. Alternatively the files you have 

uploaded will be saved as a draft and can continue to be edited or 

changed until you select ‘Submit.’ The trainer will not be notified if you leave 

your submission as a draft. 

 

5. Accept the ‘Learner Declaration’ (if agreeable)  Continue 

 

6. Your trainer will now be notified that your assessment has been resubmitted 

and your result will be finalised within 1 month of submission. 
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Need additional help? 

Student Support Days 

Forsythes Training offer student support sessions to our training participants 

throughout their training programs. 

These sessions are scheduled dates with a trainer/assessor who is available for 

support face-to-face in our training centre or via telephone/email or webinar. 

Participants can come along for short periods or for the whole day and receive 

guidance with their learning program.  Please check the website link below for dates 

http://www.forsythestraining.com.au/learning-flexibility/student-support-days/  

Forsythes Training also provide a Student Support Officer who is available Tuesday 

through to Friday to offer assistance.  Please email 

MargaretM@forsythestraining.com.au or call the office on 02 49 220 111 

You are also free to contact our friendly staff at Forsythes Training by phoning 02 49 

220 122 or emailing training@forsythestraining.com.au 

http://www.forsythestraining.com.au/learning-flexibility/student-support-days/
mailto:MargaretM@forsythestraining.com.au
mailto:training@forsythestraining.com.au

