Login 
- Go to the Moodle website: http://moodle.kajak.fi.
- In the top right corner of the page, you will find the Login box. Enter your Basic user account and its password (or if you do not have the Kajaani University of Applied Sciences user account, use a special account you have received for Moodle) and click the Login button.
- The main page of Moodle will now appear.
- Log out: When you are leaving Moodle, click Logout in the top right corner. 

Changing the language 
- You can change the language of Moodle by using the drop-down menu of language selection in the top right corner. Select language from the dropdown list. 

Entering the course 
- If you are using Moodle for the first time, you will find the Course categories list on the left side of the main page. Choose a faculty from the list.
- Next, you will find the list of courses in that category. Find the course in which you wish to enroll and click its name.
- To enroll yourself into the course, type the enrolment key you have received from the teacher and click "Enroll me in this course".
- If you are already participate some other courses in the Moodle, you will have a list of your courses on the main page ("My courses"). Below the list you will find All courses link. By clicking the link, you will see a list of course categories. Choose a faculty and then the course in which you wish to enroll. Type the enrolment key. 

Editing your profile 
- In the Administration box, you will find a link Edit profile. You can change your own information here.
- Remember to save your changes by clicking "Update profile" after editing your profile. 

Forums 
- There can be different kinds of forums in the course:
o Standard forums for general use: everybody can post to forums and reply to discussions sent by other students or teachers.
o Each person posts one discussion: everybody can post only one discussion but can reply to discussions without limitations.
o A single simple discussion: a single discussion about one topic. 

Reading the discussions 
- You can read the discussions by clicking the name of the forum.
- In the table, you will see the name of the discussion topic, by which the topic started, the number of replies and the sender of the last post.
- By clicking the name of the discussion topic, you will see the original post and all replies to it. 

Unread messages 
- You can separate unread messages from the read ones. Click Edit profile in the Administration box and choose from the Forum tracking menu the alternative Yes: highlight new posts for me. 

Sending a post to a forum 
- Click the name of the forum on the main page of the course.
- Click the button Add a new discussion topic.
- Write the subject and the message in the respective fields. When you have finished, click the button "Post to forum".
- After sending a post, you will have 15 minutes to edit it by using the "Edit" link.
- Note: If you are in the editor writing a post more than two hours, the system will log you out automatically and the post you are writing will be lost. 

Replying to a post 
- At the end of each post, you will see a "Reply" link. By clicking the link, you can write a reply to the post. Note that the reply is not a personal reply to the sender of the original post; instead it will be public and available to everybody on the course.
- You will also have the possibility to edit your reply 15 minutes after you have sent it to the forum.
- If the teacher has divided the students into groups, it may not be possible to reply to posts sent by students of the other groups. 

Sending an attachment to a forum 
- When you are posting to a forum or replying to someone else's post, you can attach a file to the post by clicking the "Browse" button. 

Subscribing to a forum 
- You will have the possibility to subscribe to a forum by clicking "Subscribe to this forum" in the top right corner of the forum's main page. If you subscribe to a forum, you will receive an e-mail copy from each post sent to that forum.
- You will have the possibility to cancel the subscription by clicking "Unsubscribe from this forum" at any time.
- Note that the teacher may also have forced everyone to subscribe to a forum. 

Search forums 
- If the teacher has enabled the "Search Forums" activity, you will have the possibility to search posts from forums. Type a word into the field and click the arrow button. You will see all the posts where the given word appears.

