
Adding a New User as a Site
Administrator in Moodle

An existing Site Administrator will need to authenticate into the Moodle Site to create a new user and

add the site administrator.

1. Once the user has authenticated into the system, click the Site administration tab.

2. Within the Site administration area, select the Users tab.

3. Locate the Accounts section.

4. Choose the Add a new user option within that section.
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5. On the Add a new user page, enter the following information.

a. Username

b. Password

c. First name

d. Surname

e. Email address

6. Other options and preferences can be entered, as desired.

7. When all desired and required fields are completed, click the Create user button at the bottom

of the page.
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8. Once the user is created, navigate back to the Site administration area.

9. Within the Site administration area, select the Users tab.

10. Locate the Permissions section.

11. Choose the Site administrators option within that section.

12. On the Manage site administrators page, search or locate the user to be added as an

administrator.

13. Select that user and click the Add button between the two lists to add the user as a Site

Administrator.
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14. A confirmation will appear asking to confirm adding the user as a SIte Administrator. Click the

Continue button to proceed.

15. The page should refresh and the user should now be listed as a Site Administrator.
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