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Introduction 

 

Moodle is the online learning platform and environment used at Oakland City University. 

Moodle provides instructors and students with an online home to interact in their courses. 

Course materials and resources may be stored and accessed here, and course activities, such as 

discussion forums, chats, blogs, quizzes, assignment submissions, and grading can take place 

here. Moodle can supplement a course that is also meeting in the classroom or can service as 

the platform for a course that is completely online.  

Moodle, which stands for Modular Object Oriented Dynamic Learning Environment, has been 

developed by an open-source community of educators and technologists and continues to be 

refined and improved. Here at OCU our Moodle service is hosted by the Indiana Higher 

Education Telecommunications System, or IHETS, which is located in Indianapolis.  

This guide is intended to assist faculty members in the design and development of their Moodle 

courses. It is not meant to offer a comprehensive overview or a complete description of every 

feature, but rather a guide to the most commonly used options and features. If an option is not 

explained in this guide it is safe to assume that the default setting is appropriate to use.  

For additional help, instructors may always contact Dr. Morris Pelzel, Director of Institutional 

Research, at 812-749-1202 (office) or 812-367-2449 (home).  Ms. Zoe Payne, Director of Online 

Learning, is also available for guidance at 812-749-1548 (office). Further help is available at the 

Moodle Docs site (http://docs.moodle.org), which contains literally thousands of articles on the 

many features of Moodle. Every time you click on the    icon in your course, you will be 

getting information from Moodle Docs.  
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Getting Started With Moodle 

 

Logging Into Moodle 

 

You may use any standard web browser to access Moodle at OCU. The web address is 

http://oak.moodle.ihets.org. To access this link from the OCU homepage (www.oak.edu), hover 

over the ά/ǳǊǊŜƴǘ {ǘǳŘŜƴǘǎέ ǘŀōΣ ŀƴŘ ǳƴŘŜǊ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƳŜƴǳ ǎŜƭŜŎǘ άaƻƻŘƭŜΦέ From this 

page, c ƭƛŎƪ ƻƴ ǘƘŜ ά[ƻƎƛƴέ ƭƛƴƪ ƛƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ ǎŜŎǘƛƻƴΦ 

 

 

¸ƻǳΩƭƭ ǘƘŜƴ ōŜ ǘŀƪŜƴ ǘƻ ǘƘŜ ƭƻƎƛƴ ǇŀƎŜΣ ǿƘŜǊŜ ȅƻǳΩƭƭ ŜƴǘŜǊ ȅƻǳǊ ǳǎŜǊƴŀƳŜ ŀƴŘ ǇŀǎǎǿƻǊŘΦ 

 

 

http://oak.moodle.ihets.org/
http://www.oak.edu/
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For instructors, the standard username is first initial followed by last name (e.g., mpelzel); for 

students, the standard username is last name followed by first name, with no spaces (e.g., 

pelzelmorris). When instructors are first enrolled as Moodle users, they are typically given a 

temporary password, which they will be asked to change upon the first login. Passwords must 

be at least seven characters long and contain at least one numeral. Students typically are 

assigned their OCU network passwords as their Moodle passwords. The convention here is 

άŦƛǊǎǘ ǘƘǊŜŜ ƭŜǘǘŜǊǎ ƻŦ ƭŀǎǘ ƴŀƳŜ ŦƻƭƭƻǿŜŘ ōȅ ƭŀǎǘ ŦƻǳǊ ŘƛƎƛǘǎ ƻŦ ǎƻŎƛŀƭ ǎŜŎǳǊƛǘȅ ƴǳƳōŜǊ όŜΦƎΦ 

pel3135). If you experience trouble logging in, contact Dr. Pelzel at 812-749-1202 or 

mpelzel@oak.edu. When the PowerCampus system is fully installed at OCU at the end of 2010, 

we hope that Moodle accounts will be created automatically for students and faculty. Until 

then, accounts will generally need to be created manually. 

 

Your Moodle Homepage 

After logging in, you will see your Moodle homepage. It should look something like this: 

 

 
 

In the upper right area of the screen is your login information. The middle column displays a 

welcome message and information about getting help with Moodle. The middle column also 

displays Moodle Site News, which is a forum used to make general announcements to all users. 

On the upper left you will see links to all the courses in which you are a participant. 

 

 

mailto:mpelzel@oak.edu


Moodle Guide for OCU Facultyɂ2010  Page 5 
 

Your User Profile 

You can access your user profile from your home page by clicking on your name in the upper 

right section of the screen:  

 
 

Click on your name to view and edit your user profile; it should look something like this: 

 

 

 

Your profile will list all of the courses you participate in and will show your email address. It is 

important to have your correct email address associated with Moodle. It should be an address 

that you check on a regular basis. Students should be reminded to check the email address 

associated with their user profile and to change it if necessary. This is because many students 

do not use the xxx@mymail.oak.edu address that is assigned to them by the university, even 

though Moodle may show it as their email address.  

¦ǎŜǊǎ Ƴŀȅ ŜŘƛǘ ǘƘŜƛǊ ǇǊƻŦƛƭŜ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά9Řƛǘ tǊƻŦƛƭŜέ ǘŀōΦ /ƻƳƳƻƴ ǊŜŀǎƻƴǎ ŦƻǊ ŜŘƛǘƛƴƎ 

ƻƴŜΩǎ ǇǊƻŦƛƭŜ ƛƴŎƭǳŘŜ ŀŘŘƛƴƎ ŀ ǇƛŎǘǳǊŜ ƻǊ ŎƘŀƴƎƛƴƎ ƻƴŜΩǎ ǇŀǎǎǿƻǊŘ ƻǊ ŜƳŀƛƭΦ tƭŜŀǎŜ do not 

change your username. 

 

 

Table of Contents 
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A Course HomepageτBasic Layout and Structure 

When you wish to use Moodle for a course at OCU, contact Dr. Pelzel or Ms. Payne to request 

that the course be created. When you first enter it, it will look something like this: 

 

The course homepage is divided into a number of sections. First, there are the top two rows, 

which contain: 

 The name of the courseτƛƴ ǘƘƛǎ ŜȄŀƳǇƭŜΣ άaƻƻŘƭŜ ¢ǊŀƛƴƛƴƎ !ǊŜŀέ 

 Login informationτlists your login information and a link to logout 

 The navigation bar, which allows you to click on any of the active links to go back to a 

previous page 

 Help informationτclicking on the question mark in the yellow circle provides you with 

useful information for the item that it is located next to 

 Role informationτallows you to switch your role in the course so you can view the 

course as your students see it 

 Editing toggle buttonτturn editing on to make changes to your course, and when you 

are done, turn in off to remove the editing icons. You will have to turn editing on to add 

any materials or activities to your course. 
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Next you will see three columnsτtwo narrower outside columns and a wider middle column. 

¢ƘŜ ƻǳǘǎƛŘŜ ŎƻƭǳƳƴǎ Ŏƻƴǘŀƛƴ ǿƘŀǘ ǿŜ Ŏŀƭƭ άōƭƻŎƪǎέ ƻŦ ƛƴŦƻǊƳŀǘƛƻƴΦ 9ŀŎƘ ōƭƻŎƪ Ƙŀǎ ŀ ǎƘƻǿκƘƛŘŜ 

(+/-) toggle button to either show or hide its content. On the left hand column you will see 

these blocks: 

 Peopleτlists all the participants in the course, including teachers and students. You can 

use this list to select persons to whom you wish to send an email message (so, for 

example, if you wanted to email some or all the students in your course, click on 

άtŀǊǘƛŎƛǇŀƴǘǎέ ŀƴŘ ǘƘŜƴ ǎŜƭŜŎǘ ǘƘƻǎŜ ȅƻǳ ǿƛǎƘ ǘƻ ŜƳŀƛƭΤ ǘƘŜƴ ŎƭƛŎƪ ǘƘŜ ά²ƛǘƘ ǎŜƭŜŎǘŜŘ 

ǳǎŜǊǎέ ŘǊƻǇ Řƻǿƴ ƳŜƴǳΣ ŀƴŘ ǎŜƭŜŎǘ ά!ŘŘκǎŜƴŘ ƳŜǎǎŀƎŜΦέ 

 

 
 

 ActivitiesτǘƘƛǎ ƛǎ ŀ ŎƻƴǾŜƴƛŜƴǘ ǇƭŀŎŜ ǘƻ ǾƛŜǿ ŀƭƭ ƻŦ ǘƘŜ ǘƘƛƴƎǎ ȅƻǳΩǾŜ ŀŘŘŜŘ ǘƻ ȅƻǳǊ 

course, sorted by category. For example, you can view all forums, all resources, all 

quizzes, etc. 

 Search Forumsτallows you to search forum posts. 

 Administrationτthis block contains an important set of tools to help you manage your 

ŎƻǳǊǎŜ ŎƻƴǘŜƴǘ ŀƴŘ ŘŜǎƛƎƴΦ ²ŜΩƭƭ ŎƻƳŜ ōŀŎƪ ǘƻ ƭƻƻƪ ŀǘ ŜŀŎƘ ƻŦ ǘƘŜ ŦǳƴŎǘƛƻƴǎ ƭƛǎǘŜŘ ƘŜǊŜ 

in a later lesson.  

 My coursesτthis block lists all the courses in which you are a participant. 

On the outer right column you will see the following blocks by default: 

 Latest Newsτƭƛǎǘǎ ǘƘŜ Ƴƻǎǘ ǊŜŎŜƴǘ ƛǘŜƳǎ ȅƻǳ ƘŀǾŜ ǇƻǎǘŜŘ ƛƴ ǘƘŜ bŜǿǎ CƻǊǳƳ ό²ŜΩƭƭ 

cover the features of the News Forum a bit later). 

 Upcoming Eventsτallows you to set up a calendar of events in your class. 

 Recent Activityτlists changes to the course since the last time you logged in. 



Moodle Guide for OCU Facultyɂ2010  Page 8 
 

The Middle Column 

 

The middle column holds your course content and activities. Commonly this column is 

organized by weeks or by topics. You can make that selection and determine how many weeks 

ƻǊ ǘƻǇƛŎǎ ǘƘŜ ŎƻǳǊǎŜ Ŏƻƴǘŀƛƴǎ ōȅ ǳǎƛƴƎ ǘƘŜ ά{ŜǘǘƛƴƎǎέ ōǳǘǘƻƴ ƛƴ ȅƻǳǊ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ǇŀƴŜƭ όƻƴ ǘƘŜ 

left hand side). When an administrator sets up a course for you it is typically defaulted to 

weeks, ǎŜǘ ǘƻ ōŜƎƛƴ ŀǘ ǘƘŀǘ ǎŜƳŜǎǘŜǊΩǎ ǎǘŀǊǘ ŘŀǘŜΣ ŀƴŘ Ǌǳƴǎ ǳƴǘƛƭ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ǎŜƳŜǎǘŜǊΦ 

However, you can design the course as you would like it to be.  

The top section of the middle column, which is unnumbered, is sometimes referred to as the 

άƘŜŀŘŜǊ ōƭƻŎƪΦέ It is designed for course information that is useful to your students throughout 

the entire semester, such as the course syllabus, office hours, contact information, a welcome 

ǎǘŀǘŜƳŜƴǘΣ ŜǘŎΦ .ȅ ŘŜŦŀǳƭǘ ǘƘƛǎ ǎŜŎǘƛƻƴ Ŏƻƴǘŀƛƴǎ ŀ ŦƻǊǳƳ ŎŀƭƭŜŘ άbŜǿǎ CƻǊǳƳΣέ ǿƘich is for 

general announcements intended for the entire class. This forum is automatically set so that all 

participants are subscribed to it, which means everyone will receive an email when a new post 

is made. 

Here is an example of a header block from a recent OCU course taught by Ron Branson (thanks 

to Ron for allowing us to use his course for purposes of illustration): 

 

 

Following the header block you will see a numbered list of either topics or weeks. Again, you 

can determine whether to use the topical or weekly format, and how many units or weeks to 

ƛƴŎƭǳŘŜΣ ōȅ ƎƻƛƴƎ ǘƻ ǘƘŜ ά{ŜǘǘƛƴƎǎέ ǘŀō ƻŦ ȅƻǳǊ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ǇŀƴŜƭΦ LŦ ȅƻǳ ǎŜƭŜŎǘ ά{ŜǘǘƛƴƎǎέ ŀƴŘ 

ǎŎǊƻƭƭ Řƻǿƴ ǘƘŜ ǇŀƎŜ ŀ ōƛǘΣ ȅƻǳΩƭƭ ǎŜŜ ǘƘŜǎŜ ƻǇǘƛƻƴǎ ŀƴŘ ŘǊƻǇ-down boxes; this is where you can 

make these changes: 
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The topical or weekly units of the middle column are where you will add materials to your 

course for students to access, either Resources or Activities. Later in this guide we will 

demonstrate how to add resources and activities. 

You can choose to have all of the weeks/topics showing to the students, or only one. You will 

notice that in each unit of the middle column (after the header block) there is a small rectangle 

in the upper right hand corner. 

 

If you click on this box, then that particular week or topic will be the only one showing, and you 

will see then see a double box: 

 

Click on the double box to return to the view that shows all weeks/topics. 

The bottom section of the middle column looks like this: 
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¢ƘŜ άaƻƻŘƭŜ 5ƻŎǎ ŦƻǊ ǘƘƛǎ ǇŀƎŜέ ƭink will to you to a website providing detailed information for 

using Moodle (http://docs.moodle.org/en/course/view. Your login information and a link to 

ƭƻƎƻǳǘ ƛǎ ƭƛǎǘŜŘΦ !ƴŘ ǘƘŜ άIƻƳŜέ ōǳǘǘƻƴ ǿƛƭƭ ǘŀƪŜ you back to your Moodle homepage. 

 

Table of Contents 
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Setting Up Week/Topic Sections 

You are the expert in how you wish to teach your course. Moodle does not force you into any 

particular pedagogical method. Moodle does not replace your approach to teaching; rather, it 

simply provides you with a set of tools that can enhance teaching and learning in your course. 

The first step in building a course in Moodle is to determine whether you want to organize it 

according to weeks or topics. In the previous section we covered how to make that selection by 

ǳǎƛƴƎ ǘƘŜ ά{ŜǘǘƛƴƎǎέ ƭƛƴƪ ƛƴ ȅƻǳǊ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ōƭƻŎƪΦ  hƴŎŜ ȅƻǳ ƘŀǾŜ ǎŜǘ ǘƘŜ ƴǳƳōŜǊ ƻŦ ǿŜŜƪǎ 

ƻǊ ǘƻǇƛŎǎΣ ƛǘΩǎ ǘƛƳŜ ǘƻ ǎǘŀǊǘ Ǉǳǘ ŎƻƴǘŜƴǘ ƛƴ ǘƘƻǎŜ ǎŜŎǘƛƻƴǎΦ ¢ƘŜǊŜ ŀǊŜ Ƴŀƴȅ ƪƛƴŘǎ of content that 

Ŏŀƴ ōŜ ŀŘŘŜŘΦ ²ŜΩƭƭ ǎǘŀǊǘ ōȅ ƭƻƻƪƛƴƎ ŀǘ Ƙƻǿ ǘƻ ŀŘŘ ǎǳƳƳŀǊȅ ŘŜǎŎǊƛǇǘƛƻƴǎ ƻŦ ŀ ǿŜŜƪ ƻǊ ǘƻǇƛŎ ǘƻ 

its given section. 

¢ƻ ƎŜǘ ǎǘŀǊǘŜŘΣ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ŎƭƛŎƪ ά¢ǳǊƴ 9ŘƛǘƛƴƎ hƴέ ŜƛǘƘŜǊ ƛƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ 

screen, or in your administrative panel on the left. When you do so, you will see that all the 

blocks on either side of the page as well as the sections in the middle column will contain small 

editing icons. Also, the weekly or topical section units will contain drop down menus for adding 

resources or activities. It should look like this: 
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IŜǊŜΩǎ ǿƘŀǘ ŀƭƭ ǘƘƻǎŜ ƛŎƻƴǎ ƳŜŀƴΥ 

  Move the item to the right (or to the left ) 

 Move an item up (or down ) 

    Move an item up or down 

 Update or edit an item 

 Delete an item 

 Hide an item (toggles with , show an item) 

 Assign roles 

 Show only one topic/week (toggles with , show all topics/weeks) 

 Get more information about this item 

 

To add a summary description of a given week or topic section, turn editing on and scroll to 

that section. It should look like this: 

 

 

¢ƻ ŀŘŘ ǘƘŜ ǎǳƳƳŀǊȅ ŘŜǎŎǊƛǇǘƛƻƴ ƻŦ ǘƘŜ ǿŜŜƪ ƻǊ ǘƻǇƛŎΣ ŎƭƛŎƪ ǘƘŜ άŜŘƛǘέ ƛŎƻƴΣ ǿƘƛŎƘ ƛǎ ŎƛǊŎƭŜŘ ƛƴ 

the image above. You will be taken to a page that looks like this: 
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Here is where you can write up a short summarȅ ƻŦ ǘƘŀǘ ǿŜŜƪΩǎ ƭŜǎǎƻƴǎ ŀƴŘ ŀŎǘƛǾƛǘƛŜǎΦ Wǳǎǘ Ǉǳǘ 

the cursor in the summary box and start typing. The editing tools in the menu bars give you 

many options to format your material; you can also add images, hyperlinks, tables, and other 

items to this summary ŘŜǎŎǊƛǇǘƛƻƴΦ ²ƘŜƴ ȅƻǳΩǾŜ ŦƛƴƛǎƘŜŘΣ Ƨǳǎǘ ŎƭƛŎƪ ά{ŀǾŜ ŎƘŀƴƎŜǎέ ǘƻ Ǝƻ ōŀŎƪ 

ǘƻ ǘƘŜ ŎƻǳǊǎŜ ƘƻƳŜǇŀƎŜΦ IŜǊŜΩǎ ƻƴŜ ŜȄŀƳǇƭŜ ƻŦ Ƙƻǿ ȅƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ ǎǳƳƳŀǊȅ ŘŜǎŎǊƛǇǘƛƻƴ 

feature of your weekly or topical sections: 

 

¸ƻǳΩƭƭ ǎŜŜ ǘƘŀǘΣ ōŜŎŀǳǎŜ ŜŘƛǘƛƴƎ ƛǎ ǎǘƛƭƭ ǘǳǊƴŜŘ ƻƴ, the editing icon is visible in the summary 

ǎŜŎǘƛƻƴΦ ¢ƻ ƳŀƪŜ ŎƘŀƴƎŜǎ ǘƻ ǎƻƳŜǘƘƛƴƎ ȅƻǳΩǾŜ ŀƭǊŜŀŘȅ ǿǊƛǘǘŜƴΣ Ƨǳǎǘ ŎƭƛŎƪ ƻƴ ǘƘŀǘ ƛŎƻƴ ŀƴŘ ȅƻǳΩƭƭ 

be taken back to the editor to make your revisions. You can now go on and in like fashion 

develop summary descriptƛƻƴǎ ŦƻǊ ŜŀŎƘ ǿŜŜƪ ŀƴŘ ǘƻǇƛŎ ƛƴ ȅƻǳǊ ŎƻǳǊǎŜΦ ¸ƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ Řƻ 

this all at once; you can add a topic or week at a time, and control whether your students see 
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all the topics and weeks or only the one that you are currently working in. You also see that 

there are links to resources and activities included in the section.  

 

Table of Contents 
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Adding Files and Other Resources 

Adding Files 

Now that you have established the outline of your course and perhaps provided weekly or 

topical summaries of each section, you are ready to add other resources. In Moodle, a 

άǊŜǎƻǳǊŎŜέ ƛǎ ŀ ǇƛŜŎŜ ƻŦ ŎƻƴǘŜƴǘ ǘƘŀǘ ȅƻǳ ǿŀƴǘ ǘƻ ƳŀƪŜ ŀǾŀƛƭŀōƭŜ ǘƻ ǎǘǳŘŜƴǘǎ όƛǘ ƛǎ ŘƛǎǘƛƴƎǳƛǎƘŜŘ 

ŦǊƻƳ ŀƴ άŀŎǘƛǾƛǘȅΣέ ƛƴ ǿƘƛŎƘ ǘƘŜ ǎǘǳŘŜƴǘ Ƙŀǎ ǘƻ ŎƻƳǇƭŜǘŜ ǎƻƳŜ ǘŀǎƪ ǎǳŎƘ as a quiz or a forum 

post). 

 [ŜǘΩǎ ƭƻƻƪ ŦƛǊǎǘ ŀǘ ŀŘŘƛƴƎ ŦƛƭŜǎΦ ¢ƘŜ ōŜǎǘ ǿŀȅ ǘƻ ŀŘŘ ŦƛƭŜǎ ǘƻ aƻƻŘƭŜ ƛǎ ǘƻ ŦƛǊǎǘ ǇƭŀŎŜ ǘƘŜƳ ƛƴ ǘƘŜ 

άCƛƭŜǎέ ǎŜŎǘƛƻƴ ƻƴ ȅƻǳǊ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ǇŀƴŜƭΦ ¢Ƙƛǎ ƛǎ ŀ ǇƭŀŎŜ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ ǎŜǘ ǳǇ ȅƻǳǊ ƻǿƴ 

directory system of folders and files, similar to how you organize files on your own computer. 

Once your files are stored here, they can then be placed in the appropriate week/topic in the 

central column. You can add any file type to Moodleτtext documents, powerpoints, pdf, 

audio/video, etŎΦ ¸ƻǳΩƭƭ Ƨǳǎǘ ƴŜŜŘ ǘƻ ōŜ ǎǳǊŜ ǘƘŀǘ ȅƻǳǊ ǎǘǳŘŜƴǘǎ ƘŀǾŜ ǘƘŜ ŎƻǊǊŜŎǘ ŀǇǇƭƛŎŀǘƛƻƴ ƻƴ 

their computers to read or play your files. 

 

²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ƻƴ άCƛƭŜǎέ ŦƻǊ ǘƘŜ ŦƛǊǎǘ ǘƛƳŜΣ ȅƻǳΩƭƭ ƎŜǘ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎŎǊŜŜƴΥ 

 

You can create your folder structure, with subfƻƭŘŜǊǎ ƛŦ ȅƻǳ ǿƛǎƘΣ ǿƛǘƘ ǘƘŜ άaŀƪŜ ŀ CƻƭŘŜǊέ 

ōǳǘǘƻƴΦ ¢ƻ ŀŘŘ ŀ ŦƛƭŜΣ ŎƭƛŎƪ ƻƴ ά¦ǇƭƻŀŘ ŀ CƛƭŜέ ŀƴŘ Ŧƻƭƭƻǿ ǘƘŜ ƛƴǎǘǊǳŎǘƛƻƴǎ ǘƻ ōǊƻǿǎŜ ǘƻ ǘƘŜ 

location of the file and select it for upload.  
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¢ƻ ǳǇƭƻŀŘ ƳǳƭǘƛǇƭŜ ŦƛƭŜǎ ƻǊ ŦƻƭŘŜǊǎ ŀǘ ƻƴŎŜΣ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ŦƛǊǎǘ Ǝƻ ǘo the directory on your 

computer where those files and folders are located. Select all that you wish to upload (select 

ƻƴŜΣ ǘƘŜƴ ƘƻƭŘ Řƻǿƴ ǘƘŜ ά/ƻƴǘǊƻƭέ ƪŜȅ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ǊŜǎǘύΦ ¢ƘŜƴ ǊƛƎƘǘ-click your mouse and 

ǎŜƭŜŎǘ ά{ŜƴŘ ¢ƻέ ŀƴŘ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-down menu ǎŜƭŜŎǘ ά/ƻƳǇǊŜǎǎŜŘ όȊƛǇǇŜŘύ ŦƻƭŘŜǊΦέ 5ƻƛƴƎ ǎƻ 

will create a zipped folder, containing all the files you selected, in the same directory. Now, to 

ŀŘŘ ǘƘƛǎ ŦƻƭŘŜǊ ǘƻ aƻƻŘƭŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά¦ǇƭƻŀŘ ŀ ŦƛƭŜέ ōǳǘǘƻƴ ŦǊƻƳ ȅƻǳǊ aƻƻŘƭŜ ŦƛƭŜ ŘƛǊŜŎǘƻǊȅ 

and browse to whŜǊŜ ǘƘŜ ȊƛǇǇŜŘ ŦƻƭŘŜǊ ƛǎ ƭƻŎŀǘŜŘΦ {ŜƭŜŎǘ ǘƘŜ ȊƛǇǇŜŘ ŦƻƭŘŜǊ ŀƴŘ ŎƭƛŎƪ άhǇŜƴΦέ 

¢ƘŜƴ ŎƭƛŎƪ ƻƴ ά¦ǇƭƻŀŘ ǘƘƛǎ ŦƛƭŜΦέ ¸ƻǳ ǎƘƻǳƭŘ ǎŜŜ ǘƘŜ άCƛƭŜ ¦ǇƭƻŀŘŜŘ {ǳŎŎŜǎǎŦǳƭƭȅέ ƳŜǎǎŀƎŜΦ 

Things will look something like this: 

 

bƻǿΣ ǳƴŘŜǊ ŀŎǘƛƻƴ ŎƭƛŎƪ ƻƴ ά¦ƴȊƛǇέ ŀƴŘ ǘƘŜƴ ƻƴ ǘƘŜ ƴŜȄǘ ǎŎǊŜŜƴ ŎƭƛŎƪ άhYΦέ ¸ƻǳ ǎƘƻǳƭŘ ǘƘŜƴ ǎŜŜ 

your multiple files in your Moodle file directory: 

 

Now you can organize your files by creating folders, if you wish, just as you would on your own 

computer. Note that when you upload multiple files, the files do not all have to be the same 

type. Also note that our current size limit for files uploaded to Moodle is 100MB.  

 

Placing Files in Week/Topic Sections 

Now that you have added files to Moodle, you can place them in the appropriate week or topic 

section ǎƻ ǘƘŀǘ ȅƻǳǊ ǎǘǳŘŜƴǘǎ Ŏŀƴ ŀŎŎŜǎǎ ǘƘŜƳΦ ¢ƻ Řƻ ǎƻΣ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ŎƭƛŎƪ ά¢ǳǊƴ 9ŘƛǘƛƴƎ hƴέ 

ŀƴŘ ǘƘŜƴ ƛƴ ǘƘŜ ǿŜŜƪκǘƻǇƛŎ ǿƘŜǊŜ ȅƻǳ ǿŀƴǘ ǘƘŜ ŦƛƭŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά!ŘŘ ŀ wŜǎƻǳǊŎŜέ ŘǊƻǇ-down 

ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ ά[ƛƴƪ ǘƻ ŀ CƛƭŜ ƻǊ ²Ŝō {ƛǘŜΦέ ¸ƻǳΩƭƭ ƎŜǘ ŀ ǎŎǊŜŜƴ ǘƘŀǘ ƭƻƻƪǎ like this: 






















































































