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Logging in
When you try to login, you do so by visiting moodle.pai.ie
You will be presented with this screen:

You will have received an email from support@pai.ie containing your moodle username and password.
This login password is temporary. Once you enter it into the login form above you will be presented with
the following form:

Please note that Moodle’s password policy is very stringent. This ensures all details are secure.
The password you create here will be the one you use to login every subsequent time.
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Your Homepage
When you have logged into the platform, you will see the first page of your moodle account, often called
a “dashboard”.
Here, you will see the courses in which you are enrolled.
The left-most panel of the screen will display interest sections – called widgets. Here you will find a
calendar, a folder for personal files, a list of online users etc.

Widgets
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Access Additional Materials
Additional materials for your courses, when available, will be divided into modules as set out by the
individual course.
When you click on the name of the course on your dashboard, it will bring you to the list of modules on
the course, and the resources available for those modules. That list will look like this

When you click the Additional Materials option (as marked in red), the extra reading materials will be
available to view or download.
There are other resource options that may be available, including a forum and a chat area (outlined in
mustard/yellow).
Forum posts are static, and remain in the same place, with nested responses. This is of most benefit for
announcements, planning or conversations that will run over a long period of time.
The Chat Group is an IM-ing option within the platform, wherein students of the course can discuss things
in a timely and succinct manner.
Where assignment submissions are expected electronically, there will be an option for submit and review
your assignment. More on next page.
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Uploading an assignment
For all electronic submissions, PAI use our moodle platform.
To view the assignment, and upload your document, navigate to the list of modules. Find the module
named for the assessment. It will look something like (outlined in purple):

Once this is clicked, you will find your personal summary of awards. If no assignment has been
uploaded, this will read as follows (marked in green):

When a submission has been received, that will appear here. When a change is made to the grade, this
will also appear here.
Through this panel, you can add your assignment. Click “Add submission” (outlined in orange). Drag
your file into the uploader pane, or browse your local disk, select the file and upload. Make sure to click
“Save Changes” at this stage.
You will be re-directed back to the Submission status panel (as above). Now, there will be an extra
option below the “Edit Submission” button.
It is a gold button that says “Submit Assignment”. This should not be done until you are 100% happy
that the assignment you have uploaded is the one you would like to be graded.
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Accessing your grades
When your tutor is finished grading your assignments, you will be able to access them through the
Moodle platform.
To do this, navigate to your courses’ modules, then to the assignment. Your Submission status will
show you the completed details (as before). There will also be a new section entitled “Feedback”.
Here, you will see the grade you achieved, any comments by the tutor, and the date the grade was
entered.
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Editing your profile
There are several changes you can make to your own profile. Including:
• Change email address
• Change password
• Add location details
• Add profile picture
• Edit privacy settings
To do this, hover over your username in the top right-hand corner of your screen. A dropdown will
appear. Click the “Edit Profile” option.

You can then edit your profile to your preferences. Make sure to click “Update Profile” when you are
finished.
The page will look like this:

8

