How to create a Folder on to Moodle eVoLvE

Once you have logged into your Moodle Evolve account. If you wish to create a folder for resources in your course area, follow these instructions.

Navigate to your course area, where you want to create the folder and select the Turn editing on button.

[image: image1.jpg]You are logged in as

New Course

Horme » Courses » New Course
Navigation 10 Topic outline Search forums =10
Home A o]

= My home Advanced search@

© Site pages

» My profile 2 O  Latest news =10
» My courses Add 2 new topic.

»

Courses 5 3 (Nonews nas been posted yet)
Settings =10 Upcoming events =10
~ Course administration ¢ B mhere are no upcoming events

 Tum editing on Go to calendar.

[B)Edit settings = = New event

» Users

b Recent activity =0

Grades

IB 8 6 o Activity since Monday, 28

o Bay November 2011, 12:36 PM

ﬁ s Full reportofrecent aciviy.

mpot 7 [m)
@Pudisn Nothing new since your fast

login
, Reset gl




In the relevant topic section, click on Add a resource, then select Folder.
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A new page will appear called Adding a new Folder. Enter a name and a brief description for the folder into the relevant boxes to help explain the folder’s purpose to your learners.
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Then scroll down to the Content section and select the Add button.

A new window will open called File Picker. Select Upload a File in the left hand column. Then select the Browse button. 
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This will allow you to browse your computer folders for the file you want to upload. Once you have located the file, select the file and click on the Open button. 
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You will return to the File Picker page automatically and your file’s filename will appear in the attachment box. Now select the Upload this File button.   
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You will return back to the Adding a new Folder page. You have either the choice to repeat the process above and add more files into this folder or scroll down to the bottom of the page until you find the Save and return to course button and select it. This will save your folder’s settings and display it in your course area.
[image: image7.png]Desoription” | [rontfamly || Fontsze |~ Fomat -] | 38 3[(3]
JommA-Z- |
|~ 42 ANGE Q | |

|B 7 U #ex x

Resource Foldsr

Path: )

HTML format v,

—Content:

Files Path: Files
[Add...) [_Create folder ] [ Download all_] maximun sizs for new files: 126M8

& Test Document.doc B
Test Powsrpoint ppt B
B Tost Spreadshest xis B

[~Common module settings:

Show advanced

Visible [ Show (v
1D number @ ]

[ saveandrstumtocourse ][ Saveanddisplay ][ Cancel |

Thers are required fislds in this form marked*




If you need help, please contact our admin team on 01634 338424, enquries@medway.gov.uk


