How to Manually Add a File to a Course

Note: You can also drag a file to your course and Moodle will upload the file automatically.
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In the section that you wish to
add the file, click on "Add an
activity or resource"”

You may also add an activity or
resource at the top of your
course by selecting "Add an
activity or resource" under the
section titled "General”
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To add your file, you may
either drag and drop it
from your file explorer or
desktop, or you may click
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When you click on the Add icon,
this window will appear. First, click
on "Upload a file," then click on
"Browse."
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When you have selected and
opened your file, you can choose
to change the title of the file by
typing in a new title under "Save
as."

You may also change the author's
name.

If you choose not to change either
of these, the text box under "Save
as" will remain empty and the
course teacher will be listed as the
author.

When you have finished with this

. window, click "Upload this file." )

]




Select files

Select files

Maximum size for new files: Unlimited

= m =
B Files

To drag and drop your file, find the
0o & file on your desktop or your file
® Files folder. Click and hold the file with

your cursor and drag it to the box
with the arrow in the middle.
— When the file has been uploaded
into the box, it will look like this.
Yoy,
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Go through the settings, and when
you have finished, you can either
click "Save and return to
course" or "Save and display."
If you do not save, your file will not
appear in your course.
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