Moodle

Adding a document to your module page
This worksheet takes you through how to add a document to your module page.  For a more comprehensive overview of how to add documents to your central resources library/area see worksheet ‘Building your document resource library’.
Log on to Moodle
(http://learning.lamp.ac.uk).
When in your course, remember to Turn editing on.
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From the ‘Add a resource…’ dropdown menu choose ‘Link to a file or website’
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Enter the name you want students to see (e.g. Module Handbook), this is important documents called for example Week 3 Handout, will not mean much at the end of the course.  
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Click the ‘Choose or upload a file…’ button.
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A pop up will appear, click the ‘Upload a file’ button.
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Click the ‘Browse’ button.
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A file upload screen will appear. Browse to the files you want to add to Moodle, click on it, then click the ‘Open’ button.
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The name of your file will appear in the white box. Click the ‘Upload this file’ button. 
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Your file is now in Moodle. Choose it, by clicking an orange ‘Choose’ link to the right of the file name.
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You will be taken back to the Moodle page, and will see the name of your file entered. 
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Scroll down the page a little, and you will see a checkbox with the name ‘Force download’. Click this. This means the file will open as soon as you click on it.
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When clicked it will look like this.

[image: image12.png]Force download B




Scroll to the bottom of the page, and click the ‘Save and return to course’ button.
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Your file will now appear. You have completed the upload 
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