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1. General Information

RWTHmoodle is the central teaching and learning
platform of RWTH Aachen University. This handout
offers you a compact introduction to the most
important functions.

2. Web Address and Login

The RWTHmoodle can be found following the link
moodle.rwth-aachen.de.

Logging into the system can be done using the
RWTH Single Sign-On authentication. For this you
need your user name (in the form: ab123456) and the
password for the ,RWTH Single Sign-On* account.
As the SSO account is protected by Multifactor-
Authentication (MFA), a self-set second factor is
required for the login after entering your password.
For this, you have to set up the MFA beforehand.

You can find more information about the login under
the following link:

Information on logging into RWTHmoodle

3. Create a Course Room

There are three different ways to create course
rooms in RWTHmoodle. Which way to chose
depends on the intended use of the course rooms.

Course Rooms for Courses (RWTHonline)

All courses in RWTHonline can have a course room
in RWTHmoodle. If a course in RWTHonline has
several course groups, these are mapped as groups
in the course room.

Persons with the RWTHonline function "Course
coordination" or "Semester coordination" can create
a course room. These persons select the option
"Course room in RWTHmoodle" in RWTHonline when
editing the course.

You can find detailed instructions at the following link:

Information on creating course rooms for courses

Course Rooms Without RWTHonline
Connection

Employees can also request course rooms
independently of a RWTHonline course (e.g. for
courses that take place across semesters):

Information on creating course rooms without
RWTHonline connection

Course Rooms for Exam Support (RWTHonline)

In addition to course rooms for courses, course
rooms for exams can also be created. These course
rooms are used for the preparation and follow-up of
the associated exams. It is not permitted to conduct
exams in RWTHmoodle. The software Dynexite is
available at RWTH for electronic exams. The
application for the course rooms is also done via
RWTHonline:

Information on RWTHmoodle course rooms for exam
preparation and follow-up

4. Access to Course Rooms

Automatic Booking: Lecturers, Assistants,
RWTHmoodle Administration

The lecturers and contributors of a course are
automatically assigned the role "Manager" in the
course room. On the level of the organizational units,
the function "RWTHmoodle Administration" can also
be assigned in RWTHonline. Persons with this
function are also authorized as "Managers" in all
course rooms of the organizational unit. You can find
more information about booking "Managers" under
the following link:

Information on booking managers automatically

Automatic Booking: Students with Confirmed
Place

@ Assigned confirmed place

Edit course registration

Figure 1: Screen capture from RWTHonline

Students are automatically booked into a course
room as soon as they have been assigned a "fixed
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https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/9e974e65be75495294fbe4191119e90b/
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https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/8fef95488c704134ba6794b89b0811c7/
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Figure 2: The divided course room layout with Course Index, Content Area and Blocks

place" (see Fig. 1) for the corresponding course in
RWTHonline. The status "Prerequisites fulfilled" or
similar is not sufficient for automatic booking. For
further information on booking students, please refer
to the following link:

Information on booking students automatically

Manual Booking Options: Add, Invite (Externals)
or Remove Participants Manually

People with the role of "Manager" can manually book
additional participants into the course rooms.:

Instructions on adding or removing participants from
course rooms

5. RWTHmoodle Structure
My Courses

After logging in, you will be taken to the “My courses”
page. You will find the list of your course rooms. You
can learn how to manage your course room list by
following the link:

Information on managing ,My courses*

Dashboard

In the top bar, next to “My courses”, you will find the
“Dashboard” tab. On this page, the "Timeline" shows
students deadlines for a variety of activities. "News"

informs you about important changes to the system
such as newly introduced plugins.

Course Room

On the page “My courses”, click on a course room
title in the list to enter the corresponding course
room. The course room page is divided into three
areas (see Fig. 2): Course index, the course page
(content area) and the blocks.

Course Index

The course index lists all sections and the activities
and resources they contain.

The navigation elements within the course are placed
in the centered menu bar. Here you will find the
course settings, the participant administration, the
grades and the reports. Further options such as the
question bank are summarized under "More*.

Blocks

Blocks provide a range of additional information and
options. "Managers can add, arrange, and delete
blocks as needed. Changes to blocks always apply to
everyone in the course room.

Instructions can be found at the following link:

Instructions on editing blocks



https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/3471ba4685864098a1c4973addad5dca/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/16db48565b89441d93a3a1098a35ad4b/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/16db48565b89441d93a3a1098a35ad4b/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/cd3c93a399fd4288919145d92e4419f3/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/11288e19a5764810a223ce458cd8041b/
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Both course index and blocks can be shown and
hidden separately.

Content Area

By default, the content area is divided into topic
sections that make the content structure of the
course visible. All resources and activities are stored
in these sections. You can also use the topics as
categories, for example as "Organizational”, "Lecture
materials", "Exercise materials", "Tests &
assignments”, "Further reading", etc. You can use the
course format to control whether students see all
content on one page (standard course format custom
sections) or can navigate between topics using the
tab structure below the center menu bar.

Help Tab

The Help Tab provides direct access to the
comprehensive range of support services for
RWTHmoodle:

Teachers and students can use it to access the topic
overviews relevant to them, which they can use to
navigate to the content they need in the IT Center
Help documentation portal. Information on support
and consultation, training courses, news on
RWTHmoodle, the various demo courses, and further
offerings on teaching and studying can also be easily
found via this tab.

Profile/E-mail Address

Clicking on your initials in the upper right corner will
take you to your profile. There you will see your name
and the e-mail address used in the system. The e-
mail address cannot be adjusted independently;
RWTHmoodle obtains the e-mail addresses
according to a fixed systematics, depending on the
status of a person and the entry in RWTHcontacts. A
clickable diagram (PDF) with the entire systematics
can be viewed at the following link:

Information regarding displaying names and e-mail
addresses

6. Participant Management

Clicking on "Participants" in the center menu bar
takes you to the participant administration. Here,

"Managers" see all persons in the course room listed
according to their roles.

Alist of the roles and the associated rights can be
found under the following link:

Information on roles and permissions in
RWTHmoodle

Add Externals

External persons are allowed to use RWTHmoodle.
However, a prerequisite is that the external person
has a user name (structured like ab123456) at
RWTH. If a person does not yet have a user name at
RWTH, then he or she can be invited via the
participant administration of RWTHmoodle. Further
information can be found under the following link:

Information on RWTHmoodle login data

Manage Groups

Via the drop-down menu in the participant
administration, you can also reach the group area.
Here you can create groups manually or
automatically and use them in the course:

General info on groups

LV groups from RWTHonline are automatically
mapped in the group area. Here you can also create
additional working groups and assign members
automatically. If you want students to choose their
group themselves, we recommend using the Group
Management activity. This allows, in addition to the
automated creation of groups and the automated
assignment of members, that the students distribute
themselves independently to empty groups. You can
find instructions under the following link:

Instructions on how to use the activity ,Group tool*

If the group formation has already taken place
outside RWTHmoodle, you can also import the
members into the groups. Please read the
instructions on

importing group members.



https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/202f65ff93794f418c182c0215a20599/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/202f65ff93794f418c182c0215a20599/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/024fe8dde6314797b4d6e8eb0196b267/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/024fe8dde6314797b4d6e8eb0196b267/
https://help.itc.rwth-aachen.de/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/9155409ba8cf4433893a5d9210261a81/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/a8be2e6b42704f769124a8589d5cc73c/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/14c72deba6d040809375c1e120dab952/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/dbb45d44fd89434eb27d1c99f26aa267/
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7. Course Dates

If a course room has been requested via
RWTHonline, the course dates are automatically
transferred from RWTHonline to RWTHmoodle as
"course dates". LV group appointments are mapped
as "group appointments" and are only visible to the
group members. Changes to appointments must be
made in RWTHonline. They are automatically
adopted with a time delay. "Managers" can manually
enter further appointments in the learning room
calendar, also as a series. You can find more
information under the following link:

Information on synchronization of course titles and
cours dates

8. Create and Manage a Course
Room

"Managers" can design their course room
independently and adapt it to their teaching concept
by choosing suitable course settings and individual
editing of the content area.

Modify Course Settings

To access the course settings, click on the "Settings"
tab in the center menu bar.

Select Course Format

The standard course format is "custom sections".
Since the course room page can become very long
and tend to become confusing with a lot of resources,
you should structure the page sensibly by describing
the elements. You can also add subsections. In
addition, instead of displaying all sections at once,
you can display only one section per page. To do this,
select the option "Only one section per page" in the
course settings under "Course format" > "Course
display".

An overview of the different course formats can be
found under the following link:

Instructions on course format configuration

An alternative is the onetopic format available under
"Course format". This displays all topics in a compact
way next to each other in individually selectable tabs
(see Fig. 3). However, make sure to select only a few

tabs and provide them with short titles to ensure a
good display on mobile devices.

The city of Aachen and the RWTH

Course Settings Participants Grades Reports More v~

General Information The City of Aachen Location and Landscape History Tourism

RWTH Aachen Interesting Facts Courses of Study Offerings Outside of Teaching

Figure 3: View of the tab structure using onetopic format

Detailed instructions on the configuration options of
the onetopic format can be found at the following link:

Instructions on how to use the onetopic format

Edit Course Room

To fill the course room with content, switch the page
to edit mode by clicking on "Edit" in the top right
corner (see Fig. 4).

A'm @v ‘ Edit mode (I

Figure 4: ,Edit mode* button

Provide Learning Material

Click on the plus icon within a section and then on
"Activity or resource" (see Fig. 5) to open the
selection of available material types (file, directory,
link, etc.) and activities (voting, task, feedback, group
management, test, etc.). Select the appropriate
option. The selected activity will be added afterwards.

B+ Activity or resource

B Subsection

Figure 5: Plus icon with selection menu

Provide Files

The easiest way to upload files is via drag-and-drop.
To do this, the course room must be in edit mode.
Then simply drag the file to the desired topic section.
The files are displayed here one below the other. You
can find instructions under the following link:


https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/752c1a2ad2cd4a8888491adfa1a1f90f/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/752c1a2ad2cd4a8888491adfa1a1f90f/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/db1fdd06e75248c79ab375253046a03d/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/d14f602117614e52b839a8d24f2ca9ff/
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Instructions on how to use the resource ,File“

Providing Files in Folders

To provide files in folders, create a "Folder" via
"Activity or resource". You can then upload multiple
files into this (see Fig. 6). A directory can be
downloaded by students as a ZIP archive.

CLS |

¥ Quick Guide to RWTHmoadle - Version for lecturers.pdf

¥ Quick Guide to RWTHmoodle - Version for students.pdf

Figure 6: Display of "Folder"
More information about the directory:

Instructions on providing files in folders

Structure the Course Room with Text and Media
Areas

To maintain clarity, you can also create "Text and
media areas" via "Activity or resource". This allows
you, for example, to insert structuring headings or
descriptions into the course page (see Fig. 7).

As a lecturer at RWTH Aachen University, your voice is an impori
Here we would like to provide you with some videos that show y
and, above all, gently.

@ Video: Voice and Speech

@ Video: Speech training exercises

Figure 7: Example of a text and media field

Instructions for the text and media area can be found
at the following link:

Instructions on how to use the text and media area

Restrict Access

You can manually hide or make visible all elements of
the content area. To do this, click on the three dots to
the right of the activity title and select "Hide" or
"Show". In addition, you can link the visibility to
conditions such as date, group membership or
achieved grades in "Edit settings" via "Prerequisites"
(see Fig. 8).

Example Database

Category: Collaboration

@ Mot available unless:
= You belong to Group 1
= |t is after 13 October 2025, 8:00 AM

Figure 8: Database Example with restricted access using
data and group affiliation

Instructions on how to control access via
prerequisites can be found at the following link:

Instructions on restricting access using prerequisites

9. Download and Course Backup
Download (bundled) Files

Students can download documents individually. The
Download Center also allows to select several or all
files of a course room and download them as a ZIP
archive.

It is not possible to download activities used in the
course room via the Download Center. More
information about the Download Center can be found
at the following link:

Instructions on how to utilize the Download Center

Course Backup

"Managers" can save all or part of the content and
structure of a course room. The procedure is
described in the instructions under the following link:

Instructions on course backup

10. Using Videos in the Course Room

You can provide students with your own videos, for
example on your lectures, via the Opencast
streaming server. Uploading and making available
takes place in two steps:

Step 1: Uploading the video file in the
"Videostreaming (Opencast)" block of the course
room:

Instructions on how to upload videos using Opencast



https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/0bf5c0b7defd4aa9a1e98b15828ef4d2/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/e14f32e6939447a6a82c46029c723bda/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/0145e1e9f12b4f9093cfdf2893d2ba38/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/be5b2fe2406343979a358a19ac7cb06b/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/28c601cc14df4ac6b48ad5fbda4eb57a/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/afe56c7ac06b421a88ce29b8bd7a1bab/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/497c92a6c75e46ed8f5fdd9afc20436b/
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v  Lecture videos

The videos will be uploaded the day after the lectures.

®)) Lecture video

Figure 9: Lecture video embedded using the video activity

Step 2: Embedding the uploaded video via the video
activity at the desired location in the course room
(recommended) (see Fig. 9). The single video activity
allows you to embed single videos, the series activity
allows you to embed all videos of the course room at
a certain place.

Instructions on how to embed videos from Opencast

Alternatively, uploaded videos can also be included in
all resources and activities in the course room where
a text editor is available:

Instructions on how to upload videos as a file
resource

11. Reuse of Content
Course Import

Activities and resources can be imported from one
course room to another. You need to be authorized in
both course rooms (source course and target course)
in the role "Manager". You can find instructions on
how to do this at the following links:

Information on course import

Reuse Videos (Opencast)

Videos provided via the Opencast streaming server
can also be imported from one course room to
another course room. This is not done simultaneously
through the course import described above. You have
to import videos separately via the "Video streaming
(Opencast)" block. If the videos have been integrated
in the course room via resources or activities, such
as text fields, this integration must also be renewed.
This step is not necessary if the videos were
embedded via the video activity. The procedure is
described in detail under the following link:

Information on how to reuse video using Opencast

CLS |

12. Preview Function

You can also view a course room from the student's
perspective to check the settings you have made. To
do so, click on your initials in the upper right corner,
then on "Change role". After selecting the desired
role, you will see the course room from this
perspective. Click "Return to my normal role" to
return to your view (see Fig. 10).

You are viewing this course currently with the role: Student
Return to my normal role

Figure 10: Blue box with "Return to my normal role" option

13. Information Distribution

In order to communicate current information about
the course to the students, announcements and
emails (Quickmail) are available in RWTHmoodle.

Announcements (recommended)

The announcement forum is automatically activated
in every course room. Posted announcements are
also automatically sent as emails to everyone in the
course room. In addition, announcements can be
viewed in the course room at any time. Instructions
on how to use the announcement forum can be found
at the following link:

Instructions on how to create announcements

E-mail (Quickmail)

The Quickmail block (see Fig. 11) allows you to send
emails to all students, individual groups and
individuals from the course. You can also save drafts
and course-specific signatures. Students do not see
the Quickmail block. This prevents students from
seeing which emails have already been sent. You can
find more information about Quickmail at the
following link:

Instructions on how to use the Quickmail block



https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/ee8e34211b3e4ea4966af6fac52c9781/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/900450ad4e994bf4a67d125c07d4ac05/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/900450ad4e994bf4a67d125c07d4ac05/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/2c12f1738b3340db925940e49058c696/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/d453b55383a34aa8bb20f03452efb220/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/b15f2492a9a546f0ac565b8ba619222e/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/214c8bbe15694d3886de675cb7ea9506/

CLS | [J1 | RWH

Thinking the Future
Zukunft denken

Phone

Quickmail
+49 241 80 24680

&4 Compose Course Email
& View Drafts Opening hours: Monday to Thursday: 8am to 5pm,

View Scheduled Friday: 8am to 4pm
M View Sent Emails

# My Signatures

Figure 11: Quickmail block in the Blocks area

14. Further Information, Support and
Feedback

Additional guides, information, and FAQ about topics
related to RWTHmoodle can be found in our
documentation. You can quickly find the information
you need using the topic overview. The Moodle Tool
Guide helps you find the right activity.

Further offerings:

- Demo course rooms with additional helpful
material

- The LehrBar with information for instructors on
further developing their teaching and teaching
skills

- Training courses on RWTHmoodle in the Staff
Development Events Database

The complete range of support services is linked in
RWTHmoodle under the “Help & News” tab.

Once a year, we conduct a user survey on
RWTHmoodle, where you can give us feedback for
the further development of the learning platform.

If you have further questions or feedback, please
contact the |T-ServiceDesk:

Chat Support

You can find the chat support button on a number of
our services, including the RWTHmoodle home page.

Chat
o

E-mail
servicedesk@itc.rwth-aachen.de



https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/1157b42b1e58494388d8ddce35d4b478/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/b23b45698b554b99a1ea10a4610496bd/
https://help.itc.rwth-aachen.de/en/service/8d9eb2f36eea4fcaa9abd0e1ca008b22/article/b23b45698b554b99a1ea10a4610496bd/
https://moodle.rwth-aachen.de/theme/boost_union_rwth/demo_courses.php?lang=en
https://exact.cls.rwth-aachen.de/cms/cls-exact/services-und-projekte/exact/~wqtca/weiterbildungsangebote/?lidx=1
https://www.rwth-aachen.de/cms/root/wir/karriere/karriere-und-personalentwicklung/personalentwicklung-an-der-rwth-aachen/~ebog/veranstaltungsdatenbank-personalentwickl/?search=RWTHmoodle&lidx=1
https://www.itc.rwth-aachen.de/cms/IT-Center/IT-Center/~gpbx/Umfragen/?lidx=1
https://www.itc.rwth-aachen.de/cms/IT-Center/IT-Center/~gpbx/Umfragen/?lidx=1
https://help.itc.rwth-aachen.de/en/service/b734502cd73e4201b1f763a65a61bf9c/article/cbf1b80232b34626bbd53dda48578c09/
https://moodle.rwth-aachen.de/?lang=en
mailto:servicedesk@itc.rwth-aachen.de
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