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Welcome to Adding Files to Moodle  
This document is designed to walk you through the necessary tasks for adding a file to your basic course 

shell whether you are adding it to an existing directory/folder or linking it directly on your main course 

page. This document will also help you move files that have been misfiled.  If you are confident in your 

Moodle skills, remember you are free to customize your shellτchange names of folders, links, etc. 

Should you have any additional questions, would like some face-to-face support, or want to learn how 

to customize your shell, please contact me: 

Julia Hengstler 

Julia.Hengstler@viu.ca or (250)753-3245 ext. 2630 

Working hours: M/W/Th 8:30-2:30 or by appointment. 
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!ÂÏÕÔ ,ÉÎËÉÎÇ ÔÏ &ÉÌÅÓ ÏÒ $ÉÒÅÃÔÏÒÉÅÓ ɉÁËÁ ȬÆÏÌÄÅÒÓȭɊ 
In Moodle you have two main options for providing access to a file that you upload into your course 

area: 1) you can link to the directory/folder that contains ǘƘŜ ŦƛƭŜ όǘƘŜ ƭƛƴƪ ōŜƛƴƎ ǘƻ ǘƘŜ ΨŎƻƴǘŀƛƴŜǊΩ ŀƴŘ 

not the file itself); or 2) you can link directly to a file.  

 

There are reasons for using each. You would want to link directly to a file when you only have one or 

two files to link. You might also want to do this to emphasize a specific fileτor to make sure it is 

accessed by the students.  When you have a series ƻŦ ŦƛƭŜǎΣ ƭƛƴƪƛƴƎ ǘƻ ŀ ŦƻƭŘŜǊ ό ǘƘŜ ΨŎƻƴǘŀƛƴŜǊΩύ ǿƛǘƘ ǘƘŜ 

series of files is a better option.  Students can then click on a link to the directory/folder and have access 

Link to directory/folder 

containing files 

 

Direct link to a file 
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to the contents at one go rather than clicking a number of different links. Also, directories/folders make 

it simpler to reuse or repurpose course shells and save you course development time. For example, if all 

ȅƻǳǊ ǊŜŀŘƛƴƎǎ ŦƻǊ ǿŜŜƪ м ƻŦ ȅƻǳǊ ŎƻǳǊǎŜ ŀǊŜ ƛƴ ŀ ŦƻƭŘŜǊ ŎŀƭƭŜŘ άǿŜŜƪ мέ ŀƴŘ ƴŜȄǘ ǎŜƳŜǎǘŜǊ ȅƻǳ ǿŀƴǘ ǘƻ 

change the readings, all you have to do is change the contents of the folder. Simply swap the old for the 

new. You leave all previously designed links in place as is. If you provided a series of links, you would 

need to delete the old links, upload the new files and create new links. 

In either case, ŀƭƭ ŦƛƭŜǎ ǘƘŀǘ ȅƻǳ ǳǇƭƻŀŘ ǎƘƻǳƭŘ ōŜ ƛƴ ǎƻƳŜ ǘȅǇŜ ƻŦ ŦƻƭŘŜǊ ƛƴ ǘƘŜ άCƛƭŜǎέ ǎŜŎǘƛƻƴ ƻŦ ȅƻǳǊ 

course. ¢ƘŜ άCƛƭŜǎέ ǎŜŎǘƛƻƴ ƛǎ ŦƻǳƴŘ ƛƴ ǘƘŜ ά!ŘƳƛƴƛǎǘǊŀǘƛƻƴέ ōƭƻŎƪ ŀƴŘ ǎƘƻǳƭŘ ōŜ ƻǊƎŀƴƛȊŜŘ ƭƛƪŜ ȅƻǳ 

ǿƻǳƭŘ ȅƻǳǊ ŎƻƳǇǳǘŜǊΩǎ ƘŀǊŘ ŘǊƛǾŜΣ άaȅ 5ƻŎǳƳŜƴǘǎέ ƻǊ ȅƻǳǊ ±L¦ ά¦Υέ ŘǊƛǾŜΦ 

 

This document will walk you through how to upload files into the pre-existing directory/folder structure 

and also how to link directly to a file. 

Adding Files to Moodle  
First login @ http://educ.viuonline.ca . 

[ƻƻƪ ǘƻ ǘƘŜ ŦŀǊ ǊƛƎƘǘ ŎƻƭǳƳƴ ϧ ǎŎǊƻƭƭ Řƻǿƴ ǘƻ ǘƘŜ ά!ŘƳƛƴƛǎǘǊŀǘƛƻƴέ ōƭƻŎƪΦ /ƭƛŎƪ ƻƴ άCƛƭŜǎέ ǘƻ ŀŘŘ ŦƛƭŜǎΦ 

This should be the primary way you add files to your course as it gives you more conscious control of 

where files are stored. 

 

This ƻǇŜƴǎ ǳǇ ǘƘŜ ŘƛǊŜŎǘƻǊƛŜǎ ƻǊ ΨŦƻƭŘŜǊǎΩ ƻǊƎŀƴƛȊƛƴƎ ȅƻǳǊ ŎƻǳǊǎŜ ŘƻŎǳƳŜƴǘǎΣ ƛƳŀƎŜǎΣ ǇǊŜǎŜƴǘŀǘƛƻƴǎΣ ŜǘŎΦ  

  

http://educ.viuonline.ca/
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/ƭƛŎƪ ƻƴ ǘƘŜ ŘƛǊŜŎǘƻǊȅ ƻǊ ŦƻƭŘŜǊ ǿƘŜǊŜ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƘŜ ŦƛƭŜ ǘƻ ƎƻΦ [ŜǘΩǎ ŀǎǎǳƳŜ ȅƻǳ ƘŀǾŜ ŀ tƻǿŜǊ tƻƛƴǘ 

ǇǊŜǎŜƴǘŀǘƛƻƴ ŦƛƭŜ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ƳŀƪŜ ŀǾŀƛƭŀōƭŜ ǘƻ ǎǘǳŘŜƴǘǎΦ ¢Ƙƛǎ ǿƻǳƭŘ Ǝƻ ƛƴ ά/ƻǳǊǎŜψtƻǿŜǊǇƻƛƴǘǎέΦ  

 

 ²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ƻƴ ά/ƻǳǊǎŜψtƻǿŜǊǇƻƛƴǘǎέΣ ƛǘ ƻǇŜƴǎ ŀ ƭƛǎǘ ƻŦ ǎǳō-directories or sub-folders  created to 

organize your content. In this case the structure is organized by weeks that correspond to the ά²ŜŜƪǎέ 

in your course shell. tƛŎƪ ǘƘŜ άǿŜŜƪέ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ȅƻǳǊ ŦƛƭŜ ǘƻ Ǝƻ ƛƴǘƻΦ [ŜǘΩǎ ŀǎǎǳƳŜ ǘƘŀǘ ǘƘŜ tƻǿŜǊ 

tƻƛƴǘ ǿŜ ǿŀƴǘ ǘƻ ǳǇƭƻŀŘ ƛǎ ŦƻǊ ά²ŜŜƪ мέΦ ²Ŝ ǿƻǳƭŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ǎǳō-directory or sub-folder called 

άǿŜŜƪψлмέΦ 

 

bƻǘŜΥ ¢ƘŜǎŜ άǿŜŜƪέ ǎǳō-directories or folders correspond to the  ά²ŜŜƪǎέ ƛƴ the main page of your 

course shell  like these: 

Weeks in 

ά/ƻǳǊǎŜψtƻǿŜǊǇƻƛƴǘǎέ 

 

Click here 
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hƴŎŜ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ άǿŜŜƪψлмέ ǎǳō-directory or folder, you will now see something like the image 

ōŜƭƻǿΦ /ƭƛŎƪ ƻƴ ǘƘŜ ōǳǘǘƻƴ ά¦ǇƭƻŀŘ ŀ ŦƛƭŜέ ǘƻ ǳǇƭƻŀŘ ŀ Ŧile into this sub-directory or sub-folder of your 

Moodle course. 

 

bƻǿ ȅƻǳ ƴŜŜŘ ǘƻ άōǊƻǿǎŜέ ǘƻ ǘƘŜ ƭƻŎŀǘƛƻƴ ƻŦ ǘƘŜ ŦƛƭŜ ȅƻǳ ǿŀƴǘ ǘƻ ǳǇƭƻŀŘ ƛƴǘƻ aƻƻŘƭŜΦ /ƭƛŎƪ ƻƴ ǘƘŜ 

ά.ǊƻǿǎŜέ ōǳǘǘƻƴΦ 

 

         

  

Note here where the file will goτƛƴ  άǿŜŜƪψлмέ 

ƻŦ  ά/ƻǳǊǎŜψtƻǿŜǊǇƻƛƴǘǎέ 
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Select the file you want to upload and it should appear in the field as below. CƭƛŎƪ ƻƴ ά¦ǇƭƻŀŘ ǘƘƛǎ ŦƛƭŜέΦ 

 

You will then see a screen like the one below showing your file ϧ ƛǘΩǎ ƭƻŎŀǘƛƻƴ ǿƛǘƘ ŀ ƳŜǎǎŀƎŜ άCƛƭŜ 

ǳǇƭƻŀŘŜŘ ǎǳŎŎŜǎǎŦǳƭƭȅέΦ [Note that there is a 500MB size limit on files.] 

 

Directly L inking to  Uploaded Files to Moodle  
If you would like students to access the file directly, rather than through a link to a directory or folder,  

you still need to upload the file first as above. Once the file is uploaded, go to the main page of the 

course 

 

CƛƭŜ ȅƻǳΩǾŜ ŎƘƻǎŜƴ ǘƻ ǳǇƭƻŀŘ 

 

Note file is in  

άǿŜŜƪψлмέ ƛƴ 

ά/ƻǳǊǎŜψtƻǿŜǊǇƻƛƴǘǎέ 

 

Your uploaded 

file is listed 

here 

 

XXXXX 

XXXXX 

XXXXX 
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Looƪ ǘƻ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ ƘŀƴŘ ŎƻǊƴŜǊ ǳƴŘŜǊ ȅƻǳǊ ǳǎŜǊƴŀƳŜ ϧ ŎƭƛŎƪ ƻƴ ά¢ǳǊƴ ŜŘƛǘƛƴƎ ƻƴέΦ ¢Ƙƛǎ ƛǎ ŀ ƎƻƻŘ 

habit when you are editing course materials. 

 

Scroll down to the week where you would like to link the file. In our case, we will be looking at the 

Power Point loaded into Course_PowerpointsĄǿŜŜƪψлмΣ ǎƻ ǿŜ ǿƛƭƭ ǿƻǊƪ ǿƛǘƘ ά²ŜŜƪ мέΦ /ƭƛŎƪ ƻƴ ǘƘŜ 

Řƻǿƴ ŀǊǊƻǿ ōȅ ά!ŘŘ ŀ ǊŜǎƻǳǊŎŜέ ƛƴ ²ŜŜƪ мΣ ŀƴŘ ǎŜƭŜŎǘ ά[ƛƴƪ ǘƻ ŀ ŦƛƭŜ ƻǊ ǿŜōǎƛǘŜέΦ 

 

¸ƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ŎǊŜŀǘŜ ŀ ƴŀƳŜ ǘƘŀǘ ǎǘǳŘŜƴǘǎ ǿƛƭƭ ǎŜŜ ƭƛǎǘŜŘ ŦƻǊ ǘƘŜ ƭƛƴƪ ƛƴ ά²ŜŜƪ мέΦ  Lǘ ŘƻŜǎƴΩǘ ƘŀǾŜ ǘƻ 

be the exact name of the file. For example, if you used underscores in the file name, you can type it 

ΨƴƻǊƳŀƭƭȅΩ ƛƴ ǘƘŜ άbŀƳŜέ ŦƛŜƭŘΦ  
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CƻǊ ŜȄŀƳǇƭŜΣ Ƴȅ ŦƛƭŜǎ ǿŀǎ ά²ƻǊƪƛƴƎψǿƛǘƘψtƻǿŜǊψtƻƛƴǘΦǇǇǘȄέ  ōȅ Ƴȅ ƴŀƳŜ ŦƻǊ ǘƘŜ ƭƛƴƪ ƛǎ ά²ƻǊƪƛƴg with 

tƻǿŜǊ tƻƛƴǘ tǊŜǎŜƴǘŀǘƛƻƴέΦ ¢ƘŜƴ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ŎƭƛŎƪ ƻƴ ά/ƘƻƻǎŜ ƻǊ ǳǇƭƻŀŘ ŀ ŦƛƭŜέ ǘƻ ōǊƻǿǎŜ ǘƻ ǘƘŜ 

directory or folder where your file is located. [You can also use this method to provide a link to a URL 

elsewhere on the Internet. If you want to link to a website, just copy and pasteτor typeτthe full URL 

address here.] 

 

Click ƻƴ ά/ƘƻƻǎŜ ƻǊ ǳǇƭƻŀŘ ŀ ŦƛƭŜέ to go to the directories or folders in your course. [Note: All files should 

be located in a directory or folder. You should not see files listed until you select a specific folder.]  In 

ƻǳǊ ŎŀǎŜΣ ǿŜ ǿƛƭƭ ƭƻƻƪ ŦƻǊ ǘƘŜ ά²ƻǊƪƛƴƎ ǿƛǘƘ tƻǿŜǊǇƻƛƴǘέ ŦƛƭŜ ǿŜ ǇǊŜǾƛƻǳǎƭȅ ǳǇƭƻŀŘŜŘ ƛƴǘƻ 

ά/ƻǳǊǎŜψtƻǿŜǊǇƻƛƴǘǎέĄέǿŜŜƪψлмέΦ   
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/ƭƛŎƪ ƻƴ ά/ƻǳǊǎŜψtƻǿŜǊǇƻƛƴǘǎέΦ 

 

/ƭƛŎƪ ƻƴ άǿŜŜƪψлмέ 
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You should now see the file you want ƛƴ ȅƻǳǊ ά²ŜŜƪ мέ ŀǊŜŀ ƻƴ ǘƘŜ Ƴŀƛƴ ŎƻǳǊǎŜ ǇŀƎŜΦ  In our example,  

ǿŜ ǎŜŜ ά²ƻǊƪƛƴƎψǿƛǘƘψtƻǿŜǊψtƻƛƴǘέ ƛƴ ά/ƻǳǊǎŜψtƻǿŜǊǇƻƛƴǘǎέĄέǿŜŜƪψлмέΦ /ƭƛŎƪ ƻƴ ά/ƘƻƻǎŜέ to the 

ŦŀǊ ǊƛƎƘǘ ƻŦ ȅƻǳǊ ŦƛƭŜΩǎ ƴŀƳŜΦ 

 

 

When students will be reviewing your document or presentation while working with Moodle or other 

ŀǇǇƭƛŎŀǘƛƻƴǎ Σ ƛǘΩǎ ŀŘǾƛǎŀōƭŜ ǘƻ ǎŜǘ ǘƘŜ ƛǘŜƳ ǘƻ ƻǇŜƴ ƛƴ ŀ ƴŜǿ ǿƛƴŘƻǿΦ {ŎǊƻƭƭ Řƻǿƴ ǘƻ ǘƘŜ ά²ƛƴŘƻǿέ ŀǊŜŀ 

ϧ ŎƭƛŎƪ ƻƴ ǘƘŜ Řƻǿƴ ŀǊǊƻǿ ƴŜȄǘ ǘƻ ά{ŀƳŜ ǿƛƴŘƻǿέΦ {ŜƭŜŎǘ άbŜǿ ²ƛƴŘƻǿέΦ 

 

When finished,  scroll to the bottom of this page ŀƴŘ ŎƭƛŎƪ ƻƴ ά{ŀǾŜ ŀƴŘ ǊŜǘǳǊƴ ǘƻ ŎƻǳǊǎŜέΦ  
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¢Ƙƛǎ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ōŀŎƪ ǘƻ ȅƻǳǊ ŎƻǳǊǎŜΩǎ Ƴŀƛƴ ǇŀƎŜΣ ǿƘŜǊŜ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘŜ ƭƛƴƪ ǘƻ ǘƘŜ ŦƛƭŜΦ IŜǊŜΩǎ ǿƘŀǘ 

ours looks like: 

 

 

From here, you can use the 4 arrow icon to drag and drop the link higher or lower; indent it with the 

left/right arrows; edit the name & properties with the hand/pencil icon; delete it with the X icon; or 

hide/make visible with the eye icon. 

Moving  a File to Another Directory/Folder  
Sometimes things go astray. You get distracted, click too soon, etc. and a file ends up in the wrong spot 

ƛƴ ȅƻǳǊ άCƛƭŜǎέΦ IŜǊŜΩǎ Ƙƻǿ ȅƻǳ Ŏŀƴ ǊŜƭƻŎŀǘŜ ƛǘ ǘƻ ŀ ōŜǘǘŜǊ ǎǇƻǘΦ Dƻ ǘƻ ǘƘŜ !ŘƳƛƴƛǎǘǊŀǘƛƻƴΩǎ άCƛƭŜǎέ ƻƴ ǘƘŜ 

right hand side of your course. 
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[ŜǘΩǎ ƛƳŀƎƛƴŜ ǘƘŀǘ Ƴȅ ά²ƻǊƪƛƴƎψǿƛǘƘψtƻǿŜǊǇƻƛƴǘΦǇǇǘȄέ ǎƻƳŜƘƻǿ Ǝƻǘ ƛƴǘƻ Ƴȅ άǇŀǊŜƴǘέ ŘƛǊŜŎǘƻǊȅτthe 

main folder for all the course content. This would look like: 

 

²ƘŜǊŜ LΩŘ ǊŜŀƭƭȅ ƭƛƪŜ ƛǘ ǘƻ ōŜ ƛǎ ƛƴ ǘƘŜ ά/ƻǳǊǎŜψtƻǿŜǊǇƻƛƴǘǎέĄέǿŜŜƪψлмέΦ  

Moving the file  
Click in the box to the left of the file you would like to move. A check mark will appear in the box. 
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/ƭƛŎƪ ƻƴ ǘƘŜ ŘǊƻǇ Řƻǿƴ ŀǊǊƻǿ ōȅ ά²ƛǘƘ ŎƘƻǎŜƴ ŦƛƭŜǎΧέ ŀƴŘ ǎŜƭŜŎǘ άaƻǾŜ ǘƻ ŀƴƻǘƘŜǊ ŦƻƭŘŜǊέΦ ¸ƻǳ ǿƛƭƭ 

ǘƘŜƴ ǎŜŜ ǘƘƛǎ ǎŎǊŜŜƴ ǿƛǘƘ ǘƘŜ ƳŜǎǎŀƎŜ ŀǘ ǘƘŜ ǘƻǇ ά1 files selected for moving. Now go into the 

destƛƴŀǘƛƻƴ ŦƻƭŘŜǊ ŀƴŘ ǇǊŜǎǎ άaƻǾŜ ŦƛƭŜǎ ǘƻ ƘŜǊŜέΦέ 

 

You now need to click into the folder where the file should be located. In our case I will click on 

ά/ƻǳǊǎŜψtƻǿŜǊǇƻƛƴǘǎέ .

 

bŜȄǘΣ L ǿƛƭƭ ŎƭƛŎƪ ƻƴ άǿŜŜƪψлмέ 

 

 

Check that you are in the right location for the file. 
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LŦ ȅƻǳ ŀǊŜ ƛƴ ǘƘŜ ǊƛƎƘǘ ŘƛǊŜŎǘƻǊȅκŦƻƭŘŜǊ ŀǎ ǿŜ ŀǊŜ ƛƴ άǿŜŜƪψлмέ ƻŦ ά/ƻǳǊǎŜψtƻǿŜǊǇƻƛƴǘǎέΣ ƭƻƻƪ ŦƻǊ ǘƘŜ 

ōǳǘǘƻƴ ƻƴ ǘƘŜ ōƻǘǘƻƳ ǊƛƎƘǘ ŀƴŘ ŎƭƛŎƪ ƻƴ άaƻǾŜ ŦƛƭŜǎ ǘƻ ƘŜǊŜέ . 

 

You should see something like this where the file is shown and the locat ion is at the top. 

  

Note here where the file will goτƛƴ  άǿŜŜƪψлмέ 

ƻŦ  ά/ƻǳǊǎŜψtƻǿŜǊǇƻƛƴǘǎέ 

 

CƛƭŜ ƛǎ ƭƻŎŀǘŜŘ ƛƴ  άǿŜŜƪψлмέ ƻŦ  

ά/ƻǳǊǎŜψtƻǿŜǊǇƻƛƴǘǎέ 

 


