Moodle help sheet for learners
Logging in
You can access our Moodle site at http://ascmoodle.com.au/moodle/ .
Log in by entering your username and password into the login box on the right hand side of the
home page.
If you can’t recall your username, it will usually be your first initial followed by your surname, all
lowercase (e.g. John Smith would be jsmith). It may have a number added to the end if that
combination has occurred before (jsmith2).
If you need a new password, you can visit
http://ascmoodle.com.au/moodle/login/forgot_password.php and enter your username or
registered email to reset your password.

Accessing your course
Your personal home page, including links to any courses you are enrolled in, can be found at
http://ascmoodle.com.au/moodle/my/.
Alternatively, you can use the “My courses” link under “Quick links” on the menu bar.

From your home page, click on the course title to be taken to that course’s page.

Navigating within a course
When you first visit the course page, you will see something like this.

Click on the Handouts and PowerPoint Slides, or Assessment Task Documents folder to access course
resources.
Once in the folder, you can click each resource to download individually, or click ‘Download folder’
to download the whole folder as a zip file.

Submitting your assessment
You don’t need to be logged into Moodle to work on your assessment tasks. Once you have
downloaded the assessment documents you can complete them offline.
Once you are ready to submit your work to the assessor, return to the course page and click the
assessment task submission link. Note – this may be worded differently, depending on the course
you are enrolled in (e.g. BSBCMM401 Make a presentation Assessment Task Submission).

From the page above, click ‘Add submission’ to start adding files to be assessed.

You can simply drag and drop files from your computer to the blue arrow to upload them, or click on
the icon in the top right of that box to manually browse your computer to locate files.

Once all files have uploaded, click the “Save changes” button.

You will return to your submission status page. Note - Your assessment has not yet been submitted
for assessing.
If you plan to add more documents before submitting your tasks to the assessor, you can return to
the assessment submission link using the process above and click “Edit submission”. This will allow
you to add to, remove, or change the files in your submission.
If you are ready for your work to be assessed, click “Submit assessment”. Note – This will lock your
submission and you won’t be able to make any further changes. If you have pressed this button in
error, please contact us as enquiries@asctraining.com.au to undo it.

You will receive an automated email when your work has been submitted successfully.

Receiving feedback
We endeavour to mark assessments in a timely fashion and you will usually receive your feedback
within a few days, however during busy periods it may take up to three weeks to receive feedback.
There are three grades that your submission may receive:
Not Yet Competent – Your submission hasn’t yet met the requirements to be granted competency in
the unit or units these tasks relate to. Don’t worry, this is not a fail, you can resubmit as many times
as needed and the assessor will have given you feedback on what areas need more work.
Partially Complete (awaiting presentation) – You have successfully completed all the tasks for this
submission, however this unit also requires a presentation before it can be fully signed off. This may
occur at the end of your course. Please see your facilitator if you have questions about this.
Competent – Congratulations, you have successfully completed all tasks.
You will receive an email letting you know that your work has been graded by an assessor. Click the
link in the email to be taken to your assessment submission page, or you can navigate there from
your main course page.
If your grade was “Not Yet Competent” or ‘Partially Complete”.
Your feedback is available down the bottom of the page under “Previous attempts”. Here you can
see all attempts you have made and the grade and feedback associated with them. If the attempt
isn’t already fully visible, click on the blue text to expand it.

Your feedback will either be directly in the Feedback section above the grade, or attached as a file at
the bottom. Like downloading course resources, click the file name to download it.

Your submission is automatically reopened, and the status will display the new attempt number. This
new attempt will not yet have a grade.
You have the option to copy all the files from your previous submission into the new one, or start a
new attempt without any files. You may choose whichever is most suitable for you.
From there the process is identical to your first submission, upload your files, click save changes, and
then submit assessment to forward your work to the assessor.
If your grade was “Competent”.
There is no new attempt opened so your feedback is available under the submission status. Again, it
may be in the feedback comments, or attached as a feedback file.

