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These instructions are used to assist the Admin with the use of Cultural Connections: A game about the Spanish-Speaking World. 
 

Technical FAQ’s 
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WELCOME TO CULTURAL CONNECTIONS-ADMIN  

Cultural Connections is an interactive game hosted in Moodle. You 
will receive an admin username and password in your welcome 
email, along with a personalized URL.   
 
Log in (A) with this information.  
 
 
 
 
 
 

 

On the left side you will see your menu. The center shows you the 
course, Cultural Connections.  
 
If you subscribed to more than one course section, these courses 
will appear. Your documentation will also share the short name for 
each course, which you will need for the CSV enrolment of users.  
 
Select Site Administration on the left side (B).  
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This is the Site Administration Home. 
 
In the center there are several tabs.  
 
Select the Users tab (A).  

 
 
 
 
 
 
 
 
 
 

Select Upload Users (B). In order to bulk load multiple students and 
teachers and assign them to the course in one step.  
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A new screen will appear. This screen is where you will Choose a 
File (A) to upload into the program.  
 
Before we begin uploading the file, let’s review the file requirements. 
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The File 
 
The users file must be saved in a CSV file format. The required fields 
are: 

• username 

• firstname 

• lastname 

• email.  
 
All fields must be lowercase and without spaces. 
 
There are other fields you may include. Our file includes: 

• password 
o This field maybe left blank if you would like the 

system to automatically send the user a password 

• institution 
o This field is suggested for districts to help organize 

users into the right school.  

• course1 
o This field is the course’s short name. If you have more 

than one section of the course, verify that you have 
the correct short name.  

• role1 
o This field is the role the person will have in the 

course.  
 
Make sure to save the file as a CSV. 
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Upload Window 
 
You are now ready to upload your file. Select Choose 
File (A) or drag the file(s) to the indicated space. 
 
For this purpose, I will select Choose File (A). 
 
 
Give the file a name in the Save As field (B). 
 
Then select Upload this file (C). 

 

Confirm the file is listed (C).  
 
Select the type of CSV delimiter (i.e. comma) (D). 
 
Select Upload users at the bottom (E). 
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Preview the data that is being uploaded (A). 
 
Verify the Settings (B).  
 
If you did not include a password, keep Create a password if 
needed and send via email (B).  If you did include a password, 
select Field Required in File from the dropdown menu.  
 
If you would like for your users to change their password upon initial 
registration, change the Force Password Change option to All (B) 
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Manually Enroll Users 
 
On the Users tab, select Add a New User (A). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
On the General (B) screen, complete the fields to create the new account. 
 
You may select to have the program Generate a password (C) for 
the user and notify the user (C) via email.  
 
If you would like to assign a password, select Click to enter text (D) 
and manually enter the password. If you would like to force the user to 
change their password after registration, select Force password 
change (D).  
 

When all fields are complete, scroll to the bottom and select Create User. 
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Add Users to Classes 
 
If you added a teacher or a student manually, you will need to add the 
user to the class (see previous section, Manually Add Users. Once 
you have added the user, select Home (A) on the left side menu. 

 

Select the Cultural Connections course on the right side (B). 
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00 

 
 
Select Participants from the first Course Menu on the left side (A). 
 
 
 
 
 
 
 
 
 
 
 
 
 
From the Participants window, select Enrol Users from the top right (B).  
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Find the user by typing their name in the search menu. (A) 
 
Assign a role if other than student (B).  
 

 

Select Enrol users (C).  
 
 
 
 
 
 
 
 
 

The new student will now appear in the class participants list (D).  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Your students and teachers are now ready to start exploring 
Spanish speaking countries! 
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