Adding a Single File On Moodle
(Ex. Course description)

1. Click on “Turn Editing On” in the top right corner of the page.

2. Choose which block you wish to add the file to and click the “Add a resource” drop menu and select “File” 
*See screenshot 1.
3. This will redirect you to a new page titled “Adding a new File to [block name]”
4. On this page under “General”, you enter what you want the file to be titled and the description of the file.
5. Under “Content” click on “Add…”
6. Select “Upload a file”

7. Click “Choose File”

*See screenshot 2 for steps 5-7.
8. Select the file you wish to upload and then click “Upload this file”

9. The window will now close. Scroll down the page until you reach the bottom.
10.  Click on “Save and display” to save and view how it will look on the Moodle or click on “Save and return to course” to save and directly return to the course Moodle home page.
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