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Quick Reference Guide – Moodle user guide 

This QRG provides guidance on how to navigate Moodle for the purpose of creating and presenting your online Faculty 
Activities Report (FAR) and attachments.  For details concerning the RPT process please refer to the RPT Booklet.  

There are four sections that will be explained:  
A. Completing the Verification and Validation Survey: pages 1-3 
B. Creating and Organizing Your Portfolio:  pages 3-5 
C. Uploading Documents (FAR and supporting documentation): pages 5 - 10 
D. Creating your Online Portfolio:  pages 11 - 17 

 

A. COMPLETING THE VERIFICATION SURVEY  

1. Go to: rpt.csusb.edu 

2. Log-in by entering your coyote ID and password.  

 

3. From the Welcome Page shown below, click on My Courses located on the left.  

 

4. Click on your name. You will be directed to your Faculty Main Page.   

 

http://academicpersonnel.csusb.edu/RPT/index.html
https://weblogon.csusb.edu/cas/login?service=https%3A%2F%2Frpt.csusb.edu%2Flogin%2Findex.php
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5. From the Faculty Main Page, click the Verification and Validation Survey, shown below.  

 

6. Click on Answer the questions to see the survey you will need to complete in order to access your faculty portfolio.   

 

7. After you have answered the questions, click on Submit Your Answers.  
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8. Once you complete the survey, you will have access to your Faculty Portfolio, Working Personnel Action File (WPAF), 

and SOTEs.  

 

B. CREATING AND ORGANIZING YOUR PORTFOLIO  
 

9. Click on Faculty Portfolio (FAR) to be directed to your Exabis E-Portfolio. Here is where you will be able to create 

the three folders (Teaching, Research and Service) which you will upload your documents to (i.e. Faculty Activities 

Report (FAR), Index of Attachments AND supporting documentation (also referred to as attachments).   
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10. Click on Category to create your folder(s). 

 

11. Name your first folder Faculty Activities Report (FAR), and then click-on Save Changes.  This will navigate you back 

to Exabis.  

 

12. Repeat step 10 - 11 to create folders for Teaching, Research, and Service. Your complete set-up on the Exabis E- 

Portfolio page will look like this: 
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NOTE: You have the option to change the layout by clicking Change Layout: Details/Tiles 

 

C. UPLOADING DOCUMENTS (FAR AND SUPPORTING DOCUMENTATION) 
13. Click on Faculty Portfolio (FAR) on the main page. 

 

14. After clicking on your Faculty Activities Report folder, go to the appropriate folder (Teaching, Research, Service) you 

would like to upload information to and follow the steps below:  (TEACHING is used as an example): You will see 

FOUR options to choose from: CATEGORY, LINK, FILE and NOTE. 
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15. From the four options, click FILE to add a document/file. Complete required fields - Title and File.  You have the 

option to write a brief summary of your document in the Content section.  
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16. To add a file, you have the option to either drag and drop the document from your desktop OR download the 

document from your personal files.  
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17. Click Save Changes after the document is uploaded.  

 

18. Click on the highlighted Pencil icon to edit a saved file.  
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19. Click LINK to add a webpage. Complete required fields - Title and URL.  You have the option to write a brief summary 

of your document in the Content section.          Then click Save Changes.  
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20. Click NOTE to add a summary or message.  Complete required fields - Title and Content.  Then click Save Changes.  

 

 

Your final product will look similar to the picture below.   
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D. TO CREATE YOUR PORTFOLIO:   

21. Click on the Views tab when you are in Exabis E-Portfolio.  

 

22. Enter a Title, example: “Rosie Torres – FAR” and then click Save Changes.  You have the option to include a 

narrative in the Description box below.  

 

23. You will then be directed to the Content page. 
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24. Click on Layout tab, and then select a template. (For this example, 3 equal columns have been chosen but you may 

choose any layout that best fits your needs.) Click Save Changes. 

Layout Tab 

 

You will be redirected to the Content tab.  

25. From the Content tab, click on the Clipboard icon and drag the icon to the highlighted box. You should create three 

headlines: Teaching, Research and Service.   
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Your page should look similar to the picture below:   

 

26. To insert your files (the example provided is a Faculty Activities Report), click on the Chart icon. Drag the icon to the 

design page, and then select the document you would like to add in the appropriate category.  Be sure to click 

Save Changes when you are done. 

 

 

Your page should look similar to the picture below.  
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Your page will continue to grow as you add materials.  

  

Note: Steps 27, 28 and 29 are optional. You may choose to utilize these options based on the supporting documentation 

you have chosen to include with your FAR and how you have designed your page.  

27. Click on the Person icon to add any personal data. If you chose to utilize this option, drag the icon to the design 

page. You may include as much or as little information as you like.   
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28.  Click on the Pencil and Paper icon to add text. If you chose to utilize this option, drag the icon to the design page. 

You will need to enter a title and content.   

 

29. Click on the Media icons to add a link. If you chose to utilize this option, drag the icon to the design page. You will 

need to enter a title and a URL.  
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30. Click “Save Changes” after you have finished organizing your materials.  

 

31. From the Exabis E-Portfolio page, click on the Gear icon if you need to edit information after you have saved your 

portfolio. 
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32. Click on the title of your portfolio to view your final portfolio. 

 

You final product should look similar to the picture below.  

 

 

 

 

 

 

 

 

 

 

For technical support please contact Rosie Torres at x5029 or rtorres1@csusb.edu 


