
Adding New Users to Moodle 

1. Go to the TTC Web page 

 

 
 

2. Click on the Online Learning Center link on the Menu bar at the top of the page. 

 

3. Under “Common Links and Logins,” click on the “Moodle Learning Management System” link. 

 

 

 

 



4. The Tennessee Technology Center at Shelbyville Learning Management System home page will load.  In the 
upper right hand corner, click the “Login” link. 
 

 
 

5. The username and password box will be presented.  Enter your username and password.  Click the Login button. 
 

 
 
 

6. After logging in, look for the “Site Administration” box on the left side of the page. 
 

 



7. Click on the “Users” link in the “Site Administration” box.  The menu will expand. 

 

 
 

8. Click on “Accounts” link in the submenu.  The menu will expand again. 

 

9. Click on the “Add a new user” link the new submenu. 

 

 

 

 

 

 

 



10. On the following screen, enter the required information in the fields designated by red print. 

 

11. The remaining fields can be left with the default entries.  Scroll down when the entries are complete and click 

the “Update Profile” button. 

 

 

 



12. An “Access Denied” message will be displayed.  Click the “Continue” button. 

 

 
 

13. After clicking “continue,” the Learning Management System Home page will load.  Continue from step 6 until all 

new users are added, then continue to step 14. 

 

 
 

14. Scroll down to the class to which the new users will be added.  Click on the link to enter the course. 

 

 
 

 

 

 



15. On the course page, look for the “Administration” block on the left side of the page. 

 

 
 

16. Click on the “Assign roles” link in the Administration block. 

 

 



17. In the “Assign Roles” window, click on the “Student” link. 

 

 
 

18. The next screen presents a list of available users on the right side with a search box at the bottom.   

 

 
 

 

 

 

 

 

 

 

 



 

 

 

19. The available options to select a user are to scroll through the list of names and select the desired user or for 

quicker results, the user name can be entered in the search box (the search does not require the full user name).  

Once the user is located by scrolling, click the name to select it. 

 

 
 

20. Once the desired user is selected (or found using the search option), click the “Add” button in the center of the 

screen.  This will move the user into the “existing users” box effectively adding the user as a student to the 

current course.   Repeat steps 18 – 20 until all students are added to the course. 

 



21. To return to Learning Management System Home page or the Course Home page, click on the link in the upper 

left corner. 

 

 
 

22. To view course members, on the Course home page, look for the “People” block on the left side.   

 

 
 

23. Click on the “Participants” link. 

 

 
 



24. The Participants page shows a listing of all course participants. 

 


