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File and Folder Resources in Moodle 
(Adding File and Folder Resources on a Moodle course page) 

Add a File to the course page 

Step 1: Have the file prepared at a convenient location on your computer. 

The File and Folder resources are used to share files with students. 

What’s the difference between these resources? 

A File is a single file, that may be shown in the browser (depending on the file type) or 

downloaded. 

A Folder holds multiple files that must be downloaded before being opened (regardless of 

the file type). Since an entire folder can be downloaded, it is a good way to share multiple 

files at the same time—though it is possible to select individual files inside the folder to 

download. 

Step 2: On the main course page, turn editing on 
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Step 3: In the section where you wish to add the file, select the link “+ Add an activity or 

resource” 

Step 4: Select the radio button beside the resource “File” 

Step 5: At the button of the pop-up, select the button “Add” 
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Step 6: On the Adding a new File page, in the General section, give the file a name. This 

name will appear on the course page regardless of the actual name the file has been saved 

as. In this example, I am calling the File “Colour Chart”. 

Step 7: Drag the file from your computer to the Select files section 
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Step 8: On the Adding a new File page, in the Appearance section, select how you want the 

file to appear to the student. In this example, I want the file to open in a new window in the 

browser. If I add a file type that the browser can’t open, the file will be downloaded automati-

cally. 

Note: Browsers cannot open most file types. All browsers however, can open PDF files. To 

make your course material more accessible, CLI recommends that Word and Power Point 

files be saved as PDFs. That way students can view the information without having to open 

another program.  

It should go without saying that if you are sharing a file with the student to be used as a tem-

plate, the file must be downloaded as the original file type (Word, Excel, etx.) 

Step 8: Select the button “Save and return to course” 
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The file now appears on the course page. To view it, the student just has to click on the link. 

Add a Folder to the course page 

Step 1: Have all the files that will go into the folder conveniently located somewhere on 

your computer. 

Step 2: On the main course page, turn editing on 
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Step 3: In the section where you wish to add the folder, select the link “+ Add an activity or 

resource” 

Step 4: Select the radio button beside the resource “Folder” 

Step 5: At the button of the pop-up, select the button “Add” 
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Step 6: On the Adding a new Folder settings page, in the General section, in the Name box, 

enter the name of the folder you want to appear on the main course page. In this example, I 

will call the folder “Student Files for Downloading” 

Step 7: In the Content section, drag and drop the files  you want included within the folder 

to the Files drop box. 
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Step 8: Select the button “Save and return to course” 

The link to the folder contents now appears on the main course page. 
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Clicking on the folder link will reveal the contents of the folder. Students can download 

whatever they need at the time, or the entire folder. 

End of Sheet 


