
WELCOME TO TALE! 
 

This Tutorial has been made to help you navigate through the TALE website,  
and especially  through the Courses.  

 
You can see the most important points written inside red squares and circled. 



You can find the TALE website at: 
http://taleproject.eu/  

Go through this Tutorial and find out how you can: 
 
1. Navigate through the TALE home page 
2. Create your profile 
3. Enroll in a Course 
4. Navigate through Courses 
5. Carry out various types of activities  
6. Provide us with feedback 
7. Send private messages 
8. Contact us 

http://taleproject.eu/


Click on “The TALE Project” and “Products” 
to find more information about TALE. 

You can read the TALE 
news in this section.  

1. The TALE website home page 



1. Create your profile 
Step 1: Click on ‘Log in’. 



Step 2: Click here to create a new account. 



Step 3: Fill in the form.  

Choose the username and 
the password you will use 
every time you want to 
log in. 

Make sure you use a valid 
email address. 

Fill in your first name, 
surname, city and 
country. 

Make sure you have 
written correctly the 
words that Moodle 
specifies. 

When you are ready, click 
here. 

Step 4: 
A few minutes after creating your 
account, a confirmation email will be 
sent to your email address.  
 
This email will contain a link. Click on 
it to verify your email. You will be 
transferred back to the TALE website 
automatically. 



Every time you come 
back to the website, 
enter your username 
and password to log in. 
Save these details in 
your browser so that 
you do not have to 
type them all the time. 

You can always reset 
your username and/or 
your password if you 
forget them. 



After logging in, you will see that some new features have been added at the menu on top. 

You can always go back 
to the home page when 
you click “Home”. 

You will see your name here. 

Click on the little 
white arrow  
besides your 
name to edit your 
profile if you wish 
(and, e.g., upload 
a picture). 

You can see all your 
private messages here. 
You can find more 
information on this 
later on in this Tutorial. 

You can see here all the 
Courses you have 
enrolled in. Find out 
how you can enroll in a 
Course in the following 
slide. 



Here you can find useful 
information about the Courses, 
as well as this Tutorial.  

  

            

Step 1: Click on “Go to courses”. 

3. Enroll in a Course 

Step 2: Click on “Courses” to see the names 
of all TALE Courses. Then, click on “The ABCs 
of assessment” which is the Course we are 
using as an example in this Tutorial. 



You can read the overall aims of each Course here. 

Step 3: Click here to enroll in the Course. 



Follow the same steps to enroll in the rest of the TALE Courses you are interested in. 

Step 4: Click on “Enrol me”. 



When you click on “My Courses”, you will see the 
Courses you have already enrolled in.  
 

Click on “The ABCs of Assessment” and continue 
reading this Tutorial. 

            

4. Navigate through Courses 



You can always see this 
menu. Click on “Home” 
every time you want to 
return to the home page. 

This is what the main page of each Course looks like. 

Please keep 
this note in 
mind. It is 
important. 

You can access the Forum of each Course here. 
After posting a message, you will see a tick inside this box. 

You can read the Glossary of each Course here. 



Each Course contains a number of sections. You can click on each of these sections to 
read their content.  
 

For the purposes of this Tutorial, click on “Aims, Expected outcomes & Key concepts”. 



This is what each section looks like. Always use the grey arrows to go to the next or to 
the previous section. If you want to close the section, click on the x button on top. 

Throughout each Course, 
you will see that some 
specific terms are written in 
blue. If you click on them, a 
box like this will appear on 
your screen with the 
definition of the term. 



Throughout each Course, there are various activities. Always 
remember to open these activities in a new tab or a new 
window. Use the right click of your mouse to do so. You will 
see examples of such activities later on in this Tutorial. 

After completing an activity, refresh this 
page and you will see a tick inside the box.  



This is what the very last section of each Course looks like. You will find three 
activities there which will help us gather your feedback on the Courses.  



5. Activity types 

Let’s see how you can carry out various types of activities. 

Example 2: Files 

Use the right click of your mouse and open the files in a 
new tab or a new window. You can also download them. 

Example 1: Videos 

Just click on the ‘Play’ button in 
the middle to watch the videos. 



Example 3: Forum 
Step 1: Use the right click of your mouse and open the link in a new tab 
or a new window. You will be transferred to the Forum of the Course. 

Step 2: A page like this will open up. Click on ‘Reply’ to share your views.  

You can also rate the 
posts of other people 
using stars.  



Step 3: After clicking on ‘Reply’, a page 
like this will open up. Type your 
thoughts in the ‘text box’. Click on the 
square on the left top corner if you 
want to use more editing options. 

You can also upload files if you wish. 

Click on ‘Post to forum’. 



Example 4: Other types (e.g. checking items, selecting, multiple-choice, drag and drop, short-answer question etc.) 

Step 1: As always, open the link in a new tab or 
a new window. 

Step 2: A message like this will appear. Click on the instruction written in blue letters (e.g. ‘Answer the questions…’, 
‘Attempt quiz now’, etc.).  



Step 3: Follow the instructions mentioned in each activity (e.g., check the items, as in the picture below).  

Step 5: After submitting your answers, feedback will be provided by us in most of the cases. Go through it 
and, then, click on ‘Continue’. When applicable, you can also click on ‘Submitted answers’ to see the 
responses that other people have given. 

Step 4: Click on ‘Submit your answers’. 



After completing an activity (and closing the tab or window you have opened it in), just refresh 
the section you were reading. You will see that a tick has been placed inside the box. 

After clicking ‘Continue’, you will be 
transferred to the main page of the 
Course, not in the section (e.g. ‘Brief 
Introduction’) which included the 
activity. This is why we advise you to 
open the activities in a new tab or a 
new window – in this case, all you will 
have to do after completing an activity 
is just close that tab or window. 



As noted earlier, the very last section of each Course contains three activities 
through which you can provide us with your feedback. These activities work just 
like those included in the rest of the sections of the Course.  

6. Provide us with feedback 



7. Send private messages 

All people’s names on the website are written in blue letters 
(e.g. at the Forum, as in this picture), meaning that a hyperlink is 
available. To send someone a message, follow the steps below. 

Step 1: Click on the name (or open the link in a new tab or 
window). A new page will open up with information about 
this person. 
Step 2: Click on ‘Message’ to send him/her a private message.   

Step 3: A window like this will 
pop up. Type your message 
and, then, send it. You can also 
view your whole conversation 
with this person. 

You can always view your private 
discussions when you click on 
‘Messages’ on the top menu.  



8. Contact us 

Step 1: Click on ‘Contact’ at the top menu. 

Step 2: Fill in the form. 

Step 3: Check the ‘Captcha’ box to signify 
you are not a robot and, then, click on 
‘Submit’. 



We hope you have found this Tutorial useful! 
 

Enjoy the TALE Courses! 


