Uploading Files Quickstart Guide

There are numerous ways to add files to Moodle. The fastest way is to drag and drop your files onto
Moodle. You can also upload files by browsing and selecting files from your computer. You can also
upload multiple files onto your module homepage using drag and drop or by uploading a zip file into
your module.

It is worth considering the best format to provide your online resources to ensure all students can
access them. In addition to including office documents which students can tailor to their viewing
requirements, you might want to provide PDF versions of PowerPoints as they can be accessed
on a wider range of devices including smartphones and tablets. You can log a request with the IT
Self Service Portal to get Adobe Acrobat Pro installed on your work PC to convert Word
documents to PDF format.

When developing your Moodle module, accessibility regulations state that the structure of your
module and the design of your content must be accessible.Maximise your content and ensure that
it is accessible to the greatest number of users.

Review the guidance on creating accessible content:

Writing accessible documents (from gov.uk)

Guide to creating accessible Word documents (from City Library)
Guide to creating accessible presentations (From City Library)
Creating accessible PDFs (from gov.uk)

6 tips to create inclusive content (from Jisc)

¢ Drag and Drop Files

® Upload a File

® Uploading files - alternative methods

Drag and Drop Files

Exceptions: Drag and drop does not work with Internet Explorer 9 or tablets with Smart Notebook
technology running Firefox 18 or Chrome.
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https://sleguidance.atlassian.net/wiki/pages/resumedraft.action?draftId=5341439#UploadingFilesQuickstartGuide-drag
https://sleguidance.atlassian.net/wiki/pages/resumedraft.action?draftId=5341439#UploadingFilesQuickstartGuide-upload
https://sleguidance.atlassian.net/wiki/display/Moodle/Uploading+Files+-+Alternative+Methods
https://sleguidance.atlassian.net/wiki/display/Moodle/Uploading+Files+-+Alternative+Methods
https://cityuni.service-now.com/sp
https://cityuni.service-now.com/sp
https://www.jisc.ac.uk/accessibility
https://www.kent.ac.uk/studentsupport/accessibility/accessible-resources.html
https://www.gov.uk/guidance/how-to-publish-on-gov-uk/accessible-pdfs#writing-accessible-documents
http://gov.uk
https://sleguidance.atlassian.net/wiki/download/attachments/64028725/Creating%20accessible%20Microsoft%20Word%20documents%20practice%20sheet.docx?version=1&modificationDate=1558598167632&cacheVersion=1&api=v2
https://sleguidance.atlassian.net/wiki/download/attachments/64028725/Accessible%20Presentations.dotx?version=1&modificationDate=1558598088511&cacheVersion=1&api=v2
https://www.gov.uk/guidance/how-to-publish-on-gov-uk/accessible-pdfs#writing-accessible-documents
http://gov.uk
https://accessibility.jiscinvolve.org/wp/2016/03/14/6-tips-teach/
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Additional Resources:

1. Groups and groupings
2. Restrict access
3. Text Editor


https://sleguidance.atlassian.net/wiki/display/Moodle/Groups+and+Groupings
https://sleguidance.atlassian.net/wiki/display/Moodle/Conditional+access
https://sleguidance.atlassian.net/wiki/spaces/Moodle/pages/6651997/Text+Editor
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