
Adding a File to a Moodle Course 
 
Best practice:  
For accessibility, convert the file to a pdf 
 

To convert a Word document to a pdf:  
 

●​ Open the Word document 
 

●​ Click “File”, “Save As” 
 

●​ Save file as type: PDF (*.pdf) 
 

●​ Click “Save” 
 

●​ Close the files 
 
 
 

To add a file to a Moodle course:  
 

1.​ In your Moodle course, click “Edit mode” on. 
2.​ In the topic where you want to add the file, click “+ Add an activity or resource”. 
3.​ Select “File”. 
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4.​ Type the Name of the file. 
5.​ For Select files, click the “Add” icon. 
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6.​ Click “Upload a file”, click “Browse”, find and click on the file name, click “Open”; or choose from your Microsoft 

OneDrive. 
7.​ Click “Upload this file”. 

 
 

 
 
 

 
 

8.​ Scroll down, click “Save and return to course”. 
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