Adding Files to Moodle | 2010

Welcome to Adding Files to Moodle

This document is designed to walk you through the necessary tasks for adding a file bagicoourse
shellwhether you are adding it to an existing directory/folder or linking it directly on your main course
page. Thislocument will also help you move files that have been misfilegou are confident in your
Moodle skills, remember you are free to customize your shetlange names of folders, links, etc.
Should you hae any additional questionsjould like some facéo-face supportor want to learn how

to customize your shelplease contact me:

Julia Hengstler
Julia.Hengstler@viu.aa (250)7533245 ext. 2630
Working hours: M/W/Th 8:3@:30 or by appointment.
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In Moodle youhave two main options for providing access to a file that you upload into your course

area: 1) you can link to the directory/folder theontainsi KS FAE S o00KS f Ayl o6SAy3
not the file itself) or 2)you can link directly to a file

Link to directory/folder \ .

containing files ™
(%] Course Handouts Do et Wb

() Course Powerpaoints S IR
Directlink to a file B week 01 Discussion Topic & X ® &
\\ gy Week 01 Assignment - > X = @
\Iu-_’| Warking with Power Point presentation += =% & X @

There are reasons for using each. You would want to link direc#yfilewhen you only have one or

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

accessedby the students When you have aserigsT FAf Sax fAy{Ay3 G2 | F2fRS!I
series of filess a better option Studentsan thenclick on a link to the directory/folder and have access
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to the contents at one go rather than clicking a number of different links. Alsatdites/folders make

it simpler to reuseor repurposecourse shelland save you course development tinkor example, if all
@2dzNJ NBIFRAY3Ia F2N) 6SS1T ™M 2F @2dzNJ O2dz2NBS FNB Ay |
change the readings, all ydniave to do is change theontentsof the folder. Simply swap the old for the

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

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

z

Ineithercase,l £ £ FTAfS& GKIG &2dz dzlJ 2T R &dK2dzf R 6S Ay az2yYs$s
course¢ KS GaCAfSa¢g asSOtA2y A& F2dzyR Ay GKS a! RYAYA&AON
g2dzZ R 22dzNJ O2 YLJzi SN A& 2KNJ NeR dRWNRA+HAS S ol a¥eé SRNRIDYSSAY G & €

This document will walk you through how to upload files into the-gxisting directory/folder structure
and also how to link directly to a file.

Adding Files to Moodle

Frst login @http://edu c.viuonline.ca

[221 (2 GKS FFNJNRIKG O2fdzyy s aoONRftf R2gy (2 (GKS
This should be the primary way you add files to your course as it gives you more conscious control of
where files are stored.

Administration

¥ o

# Turn editing off
;' Settings
p) Asgign roles
2 Grades
Cutcomes
it Groups

[l-—li Eackup

E*E Restare

I&wl Impart

] Reazat

Reports

|E| Cuestions:
[F Files /

2 Profile

This2 LISy & dzLJ G KS RANBOG2NASAE 2N WF2f RSNBQ 2NBFYAT Ay,
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|:| E} Content &dKE S warch 2009, O7: 52 A Rename
|:| E} Courze_Handouts T HKE Sapril 2009, 01:31 A Rename
|:| E,. Courze_Powerpoints / 2.9E S warch 2009, O7: 52 A Rename
|:| E,. Courze_Start_Up_Documents 4KE S warch 2009, O7: 52 A Rename
|:| E,. Courze_Templates 4KE S warch 2009, O7: 52 A Rename
|:| E, Images 156 KE S warch 2009, O7: 52 A Rename
|:| E, FEEEIE_FEs 4KE S warch 2009, O7: 52 A Rename
|:| E} backupdata KB S warch 2009, O7: 52 A Rename
E}' mioddata KB 5 March 2009, 0752 AM
With chosen files. . W

Make a folder

[Select all ] [Deselect all]

Upload a file

2 KSy @&2dz Oft A0l 2V
organize your content. In this case the structure is organized by weeks that correspondita tieS | & ¢

G/ 2 dzN& S pdirecibriedldriuloldersi ereateditdl

inyourcourseshelt. A 01 GKS a¢SS1¢ @&2dz g2dzZ R

t2Ay0 6S 6yl (2 dzLJ 2F R A& T 2 Ndirdctog & bubieiderdeallédS

asSSlyYynme P Click here
&F Parent folder
[y week_01 4KE 5 Warch 2009, 07:52 At Renama
[y week_n2 4KE 5 Warch 2009, 07:52 At Rename
[ ek _03 4KE 5 Wiarch 2009, 07:52 At Rename
[ week_04 4KE 5 Wiarch 2009, 07:52 At Renams
[y wieek_05 1.EME 18 April 2003, 03:0% At Raname
[y week 06 284KB & June 2009, 02:11 Pt Raname

Weeks in [Fy week_07 I5EHE & June 2009, 02:03 Pt Rename
d / 2 dZN\E S wt 2 [y week_08 4KE 5 Mharch 2009, 07: 52 At Fename
[y week_09 4KE 5 Warch 2009, 07:52 At Renama
[y week_10 4KE 5 Warch 2009, 07:52 At Raname
[y wesk_11 4KE 5 Wiarch 2009, 07:52 At Rename
[ week_i2 4KE 5 Wiarch 2009, 07:52 At Renams
[y week 13 4KE 5 Warch 2009, 07:52 At Renama
[y week_14 4KE 5 Warch 2009, 07:52 At Rename
[y week_15 4KE 5 Wiarch 2009, 07:52 At Rename
Wiith chosen files...  w

Mhake a folder

Select all | | Deselect all

Upload a file

tA1S

b20dSY ¢KS a-@rectoreS S folderszatréspomalthe & 2 S S | thefmai page ofour

course shellike these:
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MEgs
N
N %
®
Ay

(a2 resowrce 9 @ [sagon act ]

& 30 March - 5 April

Week 3 2

MEs @
N
*®

P
@ (50 2 vesmrce 9 @ [sagon act v

hyOS @2dz Of A O1 aiectdrykobfoldersydbulillhownsée samething like the image
6S8t28® /tAO] 2y G(KS o dzidirRofhiseysdidic®ry & susfold@rioftyig 2 dzLt
Moodle course.

Mame Size Modified Acton

9 Farent folder \

A

Make a foldar [SE|ECt all ] [DEiEhﬁCt 3"] Uplead a file

@82dz YSSR (G2 GoNRBgaSé¢ G2 GKS t20FGA2y 2F (GKS ¥
’ Note here where the file willgo A ¥y GoS¢
/2T G/ 2dzZNASYt 28 SNLIRA Y

Upload a file (Max size: SO0ME) --> fourse_Powerpointsiweek 04

|[ Browse... ]‘\

Upload thiz file

Cancel
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Select the file you want to upload and it should agpia the field as below.fCA O1 2y & ! LX 2 R { K
CAtS 22d20@8 OK2aS8y (2

Uplead a file (Max size: SOOME) --> Mourse_Powerpointsiweek 0

||::'I.D|:n:ument5 and Settings'lhengstlej'l.M_l..lﬁ:L" {Browse.. | ]

Upload thiz file

You will then see a screen like the one below showing yows fileA G Qag¢g X 2 0O IGAEFaal 3S G CA
dzLJ 2 I RS R a[txfediatihers idzh S0@MB dize limit on files

Note file is in
GoSS{Tynmé
G/ 2dzZNA Syt 2

_09 w Files » Course_Paowerpaints & wesk_01

File uploaded successfully

Hame Size Modified Action
9 Parent folder
|:| File ‘Working_with_Power_Point. ppix I.IME % February 2010, 08:19 Al Rename
| wiiith chosen files. .. W |
Make 3 fald [Select all] [Deselect all] Upload = fil
Your uploaded e
file is listed

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 pload the file first as above. Once the file is uploadgedio the main page of the

course

Information
Yo o l Global Search v

XXXXX Faculty of Education ” o -

Vancouver Island University

Phone: {250)

537-5828 . = t“‘_ Useful Links v
Tk (o) BRI W I l ) Discover more with us. ‘,f ; Yo a -
E-mail: . ¥ ViU Links
' + Facuity of Ed
XXXXX p
EDPB 511: Principles of Teaching & Learning § ViU Library
» CunricLah
Latest Mews v » ViU Tech Support
Ca with  XXXXX + Ed. Tech Support
Add @ new topic. .. .
(Mo news has been posted 4 General Links
yet) + BC IAin ofEd
» BCTF
Caltmire ,Course Resource Centre geeer
¥a
- February 2010 » Messages v
R B Y a
123 a]5]e Mo messages waiting
7 T Start-Up Documents wiessages...
1415 16|17 18 1920 S =
s People |
2122 2324 25|26z . People v
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Lloqf, G2 GKS dzLJLISNI NAIKG KFYR O2NYSNJ dzy RSNJ & 2 dzNJ dza SN
habit when you are editing course materials.

WU Time - 011 :26 PM Monday, Feb. Sth 2010

o @ Switch rale ta. . % | Turn editing on

Scroll down to the wek where you would like to link the file. In our case, we will be looking at the
Power Pint loaded into Course_Powerpoiss SS1 wynmI &2 6S gAfft 62N)] 6AGK
R26y FFNNRg o6& da! RR I NB&a2dzNDOS¢ Ay 2881 mMX yR ast

-

=1
16 March - 22 March

-. @ Link to a file ar web site W
B LV R
& b e R B
@ ate |
i 2 S

& |.ﬁ.dd a resource. .. V| &

|.ﬁ.dd an activity. .. W |

,2dz oAttt ySSR G2 ONBIFIS | yIYS (KI Léid REBIWDE KA (S
be the exact name of the file. For example, if you used underscores in the file name, you can type it
Wy2NXIFEfteQ Ay GKS ablYSeé FASERO
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C2NJ SEI YL ST Y& FAtS&a 6l a& G22NJAYyIPsAGKygtwahd SNt 2 A
t 2SNt 2Ay0 ¢tKNFAa St GRIYE FSSR G2 Ot A0l 2y dal K224aS8S
directory or folder where your file is located. [You can also use this method to provide a link to a URL
elsewhere on the Internetf you want to ink to a website, just copy and paster typet the full URL

address herd.

Endding a new Resource to week 1 &

General
Marge™ Working with Poweer Point Presentation
Summary (3
Trebuchet W 1[Bpl] v W | Lang ¥ B J U 8§ % x| H
ESE=EEn EEFE Tl —DPedke OO P
Path:
Link to a file or web site /
Lacation  |hipa iChoose or upload afile i
Search for web page...
Window

Clicky a/ K22a$S 2tdljodaltbedrdctBried or falders & your coursiNote: All files should

be located in a directory or foldeY.ou should not see files list@ntil you select a specific foldérin

2dzNJ OF aS3s ¢S oAttt 221 F2NJGKS a22NlAy3 6A0K t24S
G/ 2 dzNB Sut AE BT Ay mE &b
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I £A01 2y G/ 2dNBSYt 26 SNLRAY (&€ ®

5 A

w @ [ # | http:/feduc,viuonline.caffilesfindex, phpFid=34#choose=id_reference_value E

NIV E e A Education Course Shell WEEKLY
VANCOUVER ISLAND
UNIVERSITY FORMAT TEMPLATE {Use for courses)

EDUC.VIUOMNLINE.CA

EDUCSHELLDRAFT » Files

|:| [ “entent Gk B 14 July 2003, 06:02 AM  Fename
O [ Course_Handouts Gk B 14 July 200&, 06:02 &M Rename
O 3 Course_Powerpoints Z.4MB 14 July 2008, 06:02 AM  Rename
D 3 Sourse_ZStart_Up_Documents 4KB 14 July Z00&, 06:02 AM  Rename
| ] Course_Ternplates 4KB 14 July 2008, 06:02 AM  Renare
|:| 1 Images 156KEB 14 July 2003, 06:02 AM  Fename
|:| ] assess_res 4KB 14 July 2008, 06:02 AM  Renare
| ca backupdata 140KB 24 August 2009, 05:39 AM  Rename
] moddata kB 14 July 2008, 06:02 AM
With choszen files... i~
tlake a Folder Select all  Daselect &l Uplaad = file

Modified Action

(£] Parent folder
Fi i week_01 2. 4MB 2 Septermber 2009, 08:10 AM Rename
] [ week_D2 4B 14 July z00&, 06:02 AM Rename
] [ week_03 4B 14 July z00&, 06:02 AM Rename
L [ week_04 4B 14 July Z00&, 06:02 AM Rename
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You should now see the flwuwantA y & 2 dzNJ ¢2 SS{1 Mé | NBhogekampl&S YI Ay

68 488 a2 2N AYIPGYA (6K 2 cNBSINGE 228 SNl M 03 ¢ o]

FIENI NRIKG 2F @2dz2NJ FAEt SQa ylYSo

—

e _ | VIU |7
) o Education Course Shell WEEKLY T
{_—UU ‘l".I_'-H IbL."‘LhD |.--.|-_--:|r|-=-=.-:|.='..'_. -:-':Flt'-_'rlll:l
NIVERSITY FORMAT TEMPLATE (Use for courses)

WC.YIUDMLIME,CA

LLDRAFT # Files » Course_Powerpoints = week_01

Modified Action

(£] Parent folder

Fi hﬂ Warking_with_Power_Paint.pptx  2.3MB 2 September 2009, 08:10 AM Choose Rename

With chozen files... b

Make a falder Selest all Deselect al Upload a fle

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

2y al

FLILJX AOFA2ya = AGQa FROA&aloftS G2 asSi GKS AGSY G2
g OfA01l 2y (GKS R246y FNNRg YSEG (2 a{lFYS G6AYR26¢ O

Window

Force dounload (& D /
find o

Same window W

Mote ! some media files moy igrore fhis selling

When finished,scroll to the bottan of thispagds Yy R Ot A 01 2y a{ I @S | yR NBi dzNy

Common module settings

Visible | Show

1D number (@) /

Save and returh to course Save and display Cancel
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¢ KA A
ours looks like:

gAtE G118

23 March - 29 March

Weelk 2

E,; Course Handouts

[Fy Course Powerpoints

ﬁ Wieel 02 Dizcuszion Topic
*':_Week 02 Aszignment .

wiiarling with Powerpoint +

“;ﬂ%

.}ﬂpﬁa

o
HpR B g

~
JaR B

SIS

#

82dz ol O1 G2

& | Add a resource...

@2dzNJ O2dzNA SQa

YIAY

From here, you can use the 4 arrow icon to drag and drop the igilehor 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 getidicted, click too soon, etc. and a file ends up in the wrong spot
82dz Oy NBt20I14G4S Al

Ay @2dz2NJ aCAf Sa¢o

right hand side of your course.

Administration

I SNBQa

Y a

# Turn editing off

./?—‘ Settings
p’; Azzign rolas
¥ Grades

Outcomes
g Groups
[I.TI] Eackup
@g Restore
] Impart
'E' Fasat

Sy Reports

H Questions
[ Files V

2 Profile

K2 g
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[ SGQ& AYIIAYS (KIFG YEOURMEEAYAYBKAKYH2GSINBEERY Y& &
main folder for all the course content. This would look like:

0% W Files

|:| B Cantent &4 KB 5 dharch 2009, 07:52 AM Rename
D B Course_Handouts &TGHE SApril 2009, 01:31 AM Rename
I:l |7-'_".,r Caurse_Powerpoints I.9ME 5 March 2009, 0752 A Rename
|:| B Coursze_5Start_Up_Documents 4KE Swharch 2009, 07:52 A Rename
|:| B Courze_Templates 4KE S wharch 2009, 07:52 A Rename
|:| B Images 156KE 5 dharch 2009, O7:52 AW Rename
|:| B BEEREE_FES 4KEB S arch 2009, 0752 A Rename
|:| B backupdata 2KE 5 dharch 2009, 07:52 AM Rename
[Fr moddata ZHE S hharch 2009, 0752 A
|:| File ‘Warking_with_Power_Point. ppix 1. IME 8 February 2010, 03:19 Al Rename
| With chosen files. .. W |

Mhake a falder [SE|ECT all ] [DESE|ECt 3"] Upload a file

2 KSNBE LQR NBILffe tA1S AGAEZSSSYr@mé»Yy GKS a/ 2dzNESyY

Moving the file
Click in the box to the left of the file you wadike to move. A check mark will appear in the box.

oddata 2KE 5 March 2009, 0752 A

File ‘Wwaorking_with_Power_Point. ppts 1. 3ME 8 February 2010, 08:19 A Rename

With chosen files. .. W |

Make a folder [SE|ECt all ] [DES'E'ECt 3"] Upload a file
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/I fA01 2y GKS RNRBLI R26y INNRg o6& a2A0K OK2aSy FAfS
GKSy 4SS (KAa &aONBSy 1dildsédectédfobmovirgaNaw gd Bitothei G KS G 2 LI
desh Yy A2y F2f RSNJ YR LINBaa Gaz2@dS FTAfSa jiz KSNBE oé

1 files selected for mowing. Mow go into the destination folder and press 'Wowe files to hare'

Mame Size Modified Acton
|:| E}- Content &4 KE S wharch 2009, O7:52 A Rename
|:| E} Course_Handouts s Te KB S April 2009, 01:31 Ad Rename
|:| B Coursze_Powerpoints 2.9MEB S wharch 2009, O7:52 A Rename
|:| E,.- Course_Start_Up_Documents 4KE 5 wharch 2009, O7:52 A Rename
|:| E:,.- Course_Templates 4KE S wharch 2009, 0752 A Rename
|:| B Images 156 KB 5 warch 2009, 0752 A Rename
|:| B assess_Fes 4KE 5 wharch 2009, O7:52 A Rename
|:| B backupdata ZKEB S arch 2009, 0752 A Rename

E}-‘ moddata SKE 5 arch 2009, 0752 A
D File “Working_with_Power_Point. ppts 2. IME 2 February 2010, 05:19 LM Rename
| With chosen files. .. w |

Make a foldar [SE|ECt all ] [DESE|ECt 3"] Upload a file

You now need to click into the folder where the Sleouldbe located. In our case | will click on
G/ 2dzZNBSYt 26 SNILRAY (&

Mame Size Modified Action
|:| E‘; Content &dKE S warch 2009, O7: 52 A Rename
|:| E‘; Courze_Handouts T HKE Sapril 2009, 01:31 A Rename
|:| E‘; Courze_Powerpoints 2.9E S warch 2009, O7: 52 A Rename

— =

bSEGZ L sAftf OtAOl 2y a6SS1ynmé

Mame Size Modified Action
9 Farent folder
¥ [Fy week_01 qKE 5 wharch 2009, 0752 A Fename
|:| B ek 02 4KE S dharch 2009 07:52 A Rename
|:| B b 103 4kE Sdharch 2009 07: 52 AW Renarme
|:| B uraak_104 4kE Sdharch 2009 07: 52 AW Renarme

Check that you are in the right location fdret file.
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11_0% w Files »w Course_Powerpaoints ke week_01

Q Farent folder

Mhowe files to here Make a fu:u [SE|ECt all ] [DE$E|ECt 3”] Upload a file

Wou g e gmedines Yuls Hergstler| Logout) R
Note here where the file willgo A Y ag S
2 F G/ 2dzNBSYPt 26 SNLIRZA Y

LT &2dz FNB Ay (KS NARIKG RANBOG2NBEKT2t RSNI Ia 68 I N
odziii2zy 2y GKS o62@d2Y NARIKG FyR Ot A0l 2y Ga20S TAt

11_0% k Filas » Co

Q Farent folder /
Mo files to here / Make a folder [SEIEct =l ] [DE:EIEH all] Upload & file

‘ou g re bggedines Juln Hergstler] Logout)

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

_ 03 W Files » Course_Powerpoints b week_01

Q Farent folder

D File “Working_with_Power_Point. pptx 2. 3ME % February 2010, 05:19 A Fename

ith chosen files. .. W

Make a falder [SE|ECT all ] [DESE|EC‘5 3"] Upload a file

\

CAftS Aa t20FG§S8SR Ay G
G/ 2dz2NAESYt 26 SNILIRAY (aé
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