
Folder Quickstart Guide

Adding a folder to your course

If you already have a folder of files you would like to display, there are two methods:

 Upload and display files within a zip folder
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1 Turn
editi
ng 
on.

  

Folders are a Moodle resource to organise files on the module page. It is a useful resource to 
organise related content for students. One folder may contain sub-folders. Moodle automatically 
orders files in folders alphabetically. This Quickstart Guide provides an overview of how to set up a Fol

 in 7 steps.der

Reporting on file views by students
Please be aware that using folders of files is not recommended if you need to check if specific 
files in the folder have been viewed by students. 

When using a folder that shows the files on a separate page Moodle's reporting feature only 
shows that the folder has been clicked on. Reports will not show which specific files have 
been viewed.

When using a folder which shows files inline on the main module page, Moodle's reporting 
does not show if the folder has been viewed. feature Reports will also not show which 

 If you want to generate logs for inline files, then select the specific files have been viewed. S
  option. If students click  this will be logged how download folder button Download folder,

in the Moodle report.

If the     is checked, a button will be displayed allowing option Show download folder button
the contents of the folder to be downloaded as a zip file.

Folders you wish to upload to Moodle have to be "zipped" or "compressed" first. The way you do 
this depends on your computer and operating system.
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Drag 
and 
drop 
the 
zip 
folde
r 
onto 
the 
mod
ule 
secti
on 
wher
e 
you'd
like 
it to 
appe
ar.

Click 
the 
butto
n of 
the 
actio
n 
you 
woul
d 
like 
to 
take 
with 
the 
folde
r (in 
this 
case, 
Unzi
p 
files 
and 
creat
e 
folder
) 
and 
click 
Uplo
ad.



If 
nece
ssary
, edit 
the 
title 
of 
the 
folde
r by 
clicki
ng 
the 
penci
l 
icon 
and 
selec
ting 
retur
n on 
your 
keyb
oard.

Open
the 
folde
r 
reso
urce 
and 
click 

 Edit
to 
add
/dele
te 
files 
and 
folder

Upload Multiple files and display as a folder
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Turn
editi
ng 

  on.   
 

Open
the 
secti
on 
wher
e 
you 
want 
to 
place
your 
folde
r by 
clicki
ng 
on 
the 
secti
on 
head
ing.



Scrol
l 
down
to 
the 
end 
of 
the 
secti
on 
and 
click 
on +
Add 
an 
activ
ity 
or 
reso

 urce
and 
selec
t Fol

 der
from 
the R
esou

 rces
list.

Click 
Add.
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Give 
your 
folde
r a N
ame 

Add 
a De
scrip
tion 
to 
provi
de 
som
e 
infor
mati
on 
on 
what 
the 
folde
r 
cont
ains. 
You 
have 
the 
optio
n of 
displ
aying
this 
Desc
ripti
on o
n 
the 
mod
ule 
hom
epag
e via 
the 
chec
kbox. 
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C
o
n
t
e
n
t 
c
o
n
t
e
n
ts

Scrol
l 
down
to 
the C
onte

 nt
settin
gs. 
You 
have 
the 
optio
n of 
creat
ing 
sub-
folde
rs.

Click 
on 
the 
Fold
er 
icon 
to 
creat
e 
your 
sub-
folde
rs.

Give 
your 
sub-
folde
r a 
title. 
Click 
Crea
te 
Fold

.er



Com
plete 
thes
e 
steps
for 
each 
sub-
folde
r 
you 
want 
to 
creat
e.
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If 
you 
are 
using
sub-
folde
rs, 
open
the 
sub-
folde
r 
wher
e 
you 
want 
the 
docu
ment
s to 
be 
locat
ed.



Open
Wind
ows 
Expl
orer 
(Righ
t 
mou
se 
click 
on St
art a
nd 
selec
t Win
dow
s 
Expl
orer)
in 
your 
Wind
ows 
PC 
or 
Find
er 
for 
Mac.

Resi
ze 
the 
explo
rer
/find
er 
wind
ow, 
so 
that 
the 
Moo
dle 
mod
ule 
on 
the 
brow
ser 
is 
visible



Navi
gate 
to 
the 
folde
r 
that 
cont
ains 
the 
files 
you 
want 
to 
add 
and 
selec
t the 
files. 
You 
can 
do 
this 
is a 
num
ber 
of 
ways
on a 
Wind
ows 
com
puter:

C
T
R
L 
+ 
A
to
s
el
e
ct
al
l 
fil
es

C
li
c
k 



a
n
d 
dr
a
g 
a 
b
o
x 
ar
o
u
n
d 
th
e 
fil
e
s 
b
y 
h
ol
di
n
g 
th
e 
le
ft 
m
o
u
s
e 
b
ut
to
n 
a
s 
y
o
u 
d
o 
th
is



C
li
c
k 
th
e 
fir
st
fil
e 
th
e
n 
w
hi
le
h
ol
di
n
g 
S
hi
ft
, 
cl
ic
k 
th
e 
la
st
fil
e 
or
fo
ld
er.

W
h
e
n 
y
o
u 
w
a
nt
to
c
h
o



o
s
e 
s
p
e
ci
fi
c 
fil
e
s,
h
ol
d 
th
e 
C
T
RL
k
e
y 
a
n
d 
u
s
e 
th
e 
m
o
u
s
e 
to
s
el
e
ct
th
e 
di
ff
er
e
nt
fil
es



Once
selec
ted 
drag 
and 
drop 
the 
file 
selec
tion 
into 
the C
onte
nt ar
ea. 
The 
files 
displ
ay 
alph
abeti
cally 
and 
the 
order
of 
thes
e 
cann
ot 
be 
chan
ged.

5 Display 
folder 
contents
options:



1.  

2.  

1.  

2.  

3.  

4.  

F
o
l
d
e
r 
d
i
s
p
l
a
y
o
p
ti
o
ns

On 
a 
sepa
rate 
page
: 
Sele
ct 
this 
optio
n if 
you 
want 
to 
displ
ay 
the 
link 
to 
the 
folde
r on 
the 
mod
ule 
hom
epag
e.

Inlin
e on 
a 
cour
se 
page
: 
Sele
ct 
this 
optio
n if 
you 
want 
to 
displ
ay 
the 
cont
ent 
of 
the 
folde
r on 



2.  

the 
mod
ule 
hom
epag
e. If 
you 
want 
to 
gene
rate 
logs 
for 
inline
files 
reme
mber
to 
chec
k the
Sho
w 
dow
nloa
d 
folde
r 
butt

.on



3.  Sho
w 
subf
olde
rs 
expa
nded
settin
g: 
Tick 
the 
chec
kbox 
if 
you 
want 
to 
displ
ay 
the 
cont
ent 
of 
any 
sub-
folde
r. 
Leav
e 
unch
ecke
d if 
you 
want 
any 
sub-
folde
r to 
be 
click
ed 
by 
user
s to 
expa
nd



4.  Sho
w 
dow
nloa
d 
folde
r 
butt
on. 
If 
chec
ked, 
a 
butto
n 
will 
be 
displ
ayed 
allow
ing 
the 
cont
ents 
of 
the 
folde
r to 
be 
down
load
ed 
as a 
zip 
file.
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S
a
ve

Click on 
Save 
and 
return 
to 

 course
to save 
your 
settings 
and 
review 
how the 
folder 
displays 
on your 
module 
page.
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D
e
l
e
t
e
fi
l
es

To 
delete 
files in 
the 
folder, T
urn 
editing 

 and on
click Edi

below t 
the 
folder an
d files.

From 
the Files
area, 
open 
the 
folder 
and sele
ct the 
file you 
want to 
delete 
and 
click Del

 and ete
then 
click  Ok
when 
prompte
d.

Click Sa
ve and 
return 
to cour
se or 
Save 
and 
display 
and 
your 
Folder 
will be 
updated.
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E
d
it
f
o
l
d
e
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n
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To 
change 
the 
initial 
folder 
settings,
click Tur
n 
editing 

, on
then 
open Se

 ttings
to the 
right of 
the 
folder an
d select 
Edit 

.Settings
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