Moodle
Building your document resources library
Adding documents to your Moodle module page is a 2 stage process, first you need to add your documents (images, Word, Pdf etc) to a central folder/area, think of it as a recourses library.  Then once these documents are in your library, you can add them to your teaching pages.  

When you then click on a link to a document from your teaching pages Moodle looks for this document in your resources library, so all documents must be in this resources library.

This worksheet will take you through both stages of this process:

Stage 1 you need to add your document (all types) to a folder held centrally on Moodle - your resources library
Stage 2 you need to upload your document into your Moodle pages
If you have a lot of file you wish to add at the same time and need guidance follow the guidance called “Working with multiple files and folders”.
Here we will look at creating a folder and adding your files into the folder.  You can use the folder system much the same as you do on your computer it helps keep documents organised.  Loading all your documents at the start of your course building allows you to use these as a ‘resource library’.

Build your library with folders related to each module you have on Moodle, give the folders memorable names, and have one for your images as well as documents.  Once you have your library, it is easy to use this to build your course.

Stage 1 Creating a folder to add your documents
First Log onto Moodle

http://learning.lamp.ac.uk/
Then as with everything, you need to Turn editing on
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Go to your Files in the Administration block on the right side of the screen
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Click on Make a folder
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This will take you to a screen to Create an appropriately named Folder
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Click on Create, this will take you back to your list of files and folders and you will see the name of your folder at the top

You need to Upload all your documents (including images) into your folder.  So click on the folder you have just created in your list and it will bring you to your upload page
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Click on Upload a file and this will bring you to a screen to upload the document from your computer into the Moodle system
Click on Browse
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Your computer screen will appear for you to find your document (this could be an image or a Word or any other type of document)
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Open the document you wish to upload, this will bring you back to your Upload screen (in this case I have chosen a Puffin image)
Click on Upload this file
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You will see your image is now in the Folder, so that is stage one complete (you can repeat this for all your work you wish to use on your module)
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Stage 2 uploading your Documents into your Moodle pages

Decide where you want your documents to be held on your Moodle page
Remember to Turn editing on
From the dropdown menu click on Link to a file or website
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This will bring you to you’re the uploading page:
It is good practice to add a summary to your page as screen reading use this and it adds to the module content page.

[image: image11.png]General

Name¥ [you must supply a value here.

Benefits of using a VLE

Summary B

BZ US| %< |80
T — pe e

Osdlol@

Link to a file or web site

Location [http:// Choose or upload a file
Search for web page.




Once you have completed the Name and Summary. 
Click on Choose or upload a file
This will bring you to your ‘library’ of folders and files.
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Click the box of the document you need and on the right side click on Choose
This will bring you back to your upload page but you will notice your document is now in the Location box
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Check the Force download box (this makes sure the document is downloaded)

Go down to the bottom of the page and click on Save and return to course
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This will take you back to your front page and you will see your document 
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The name of your Folder will appear here in the breadcrumb
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