Moodle

Working with multiple files and folders
Sometimes you have lots of files that may be related to one subject and therefore could be placed in a folder onto Moodle, just as they would in your computer directory.  The advantages are organisational, keeping your files in one place and your resources page of your module site tidy.
You can deal with this in 2 ways, you can create a folder and upload files to this folder, or you can zip your files and folders and upload these zipped documents into Moodle.
This guide will take you through both ways starting with creating a folder. This may seem like a long document but follow the steps and your will soon go through it. It does assumes you know how to log onto Moodle.  

The guide will show you how to:

1. How to create a folder

2. How to add files to Moodle
3. How to move your files into your folder

4. How to add your folder (with your files) onto your resources page
5. How to create and add zipped files
1
How to create a folder
First, Turn editing on
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Under the Administration menu on the left side of the screen, click on Files
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You need to create a folder to store your files
Click on Make a folder.
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Type the name of your folder in the box and click on Create
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You should now see your folder. Click on it. You are now ready to upload files into your folder.
2
Uploading your files to put in your folder
Click on Upload a File.
[image: image5.png]Name size  Modified Action
O [ Learning_with_Moodle 4KB 23 April 2010, 03:06 PM Rename

With chosen files.

[Make afolder | [Select all | [Deselect all





You will come to a page to choose your files
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Choose your file from your computer 
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Then click on Upload this file.  
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You should see a message saying File uploaded successfully and your file will be in the list
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Repeat this process for any other files you wish to add. Remember you can always add more later on.
[image: image10.png]A\ File uploaded successfully

Name size  Modified
[ [ Learning_with Moodle 4KB 23 April 2010, 03:06 PM
[ £ 2006_Discussion_board_tips_and_hints.pdf 245.2KB 23 April 2010, 03:28 PM
[ (@ Adding_Files_to_Moodle.doc 252K 23 April 2010, 03:27 PM
[ (@ Adding_Podcasts_to_Moodle.doc 179K8 23 April 2010, 03:29 PM
[ [ What_do_the_Moodle_Icons_do.doc 45.5K8 23 April 2010, 03:30 PM

Action
Rename

Rename
Rename
Rename
Rename

With chosen files. v

[Make a foider | [‘select all | [ Deselect all Upload a file





3
Moving your files into the folder
Click on the checkbox next to the file(s) that you wish to move.

Then select the Move to another folder option from the With chosen files, (this is a drop down menu)
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Click on the destination folder you will see the name of the folder in the breadcrumb at the top, and once there, click on the Move files to here button.
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All the files will now be in your folder
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4
Adding your folder to your resources page
From your module front page go to the Add a resource drop down menu - Remember the editing must be turned on (the right side top of the screen).
Click Display a directory
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Supply a name for your folder - this is the name your students will see, so make it relevant to the contents, add information to the summary

Choose from the Display a directory the folder you wish to display
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Scroll down and click on the Save and return to course
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When you return to your course page you will see your folder.
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Click on your folder and you will find your files with the information about the files.
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5
Zipping and uploading multiple files (using Windows XP)

To zip up files 
1. Open the folder where the files or folders are stored
2. Select the files and/or folders to be zipped up
3. Right click and choose Send to Compressed (zipped) folder.
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The zip file will be created in the same directory, rename it appropriately (you will notice the file has a zip on it)
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To unzip the file in Moodle:

In your Moodle course, under the Administration menu click on Files 
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If you haven't already done so, make a folder where the files will be unzipped in the same way as step 1 above
Go into the folder and click on Upload a file.
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Click on Browse and locate the zip file, upload it in the same way as in section 2 above.
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Click on Choose File
Select your zipped file and click on Open.

Click on Upload this file.

You should see the File uploaded successfully message

Under Action click on Unzip
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The files and/or folders will be unzipped
Click on OK
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You will now see the contents of the zipped folder in your files area.
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You can now move them into another folder (as we did in step 3 above) or and add the folder to your module page (as we did in step 4 above) or add them as single files to your module page when you want to.
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