
How to Add a Folder  and 
Add Files To The Folder



Log in to Moodle. Click on the dropdown under your name in the upper right hand corner of your Dashboard page. 
Click on “Profile”.



In your profile page, click on “Customize this page”.



The “Add a block” option will come up on the left hand side of the page.



Click on the arrow and choose “Private files”.



This adds the “Private files” block to your dashboard. Click on “Manage private files”.



You can drag and drop your files into this repository.



Click “Save changes”.



Your “Private files” area will now show the files you add .



Go into the individual course shell. Click on “Add a block” in the individual course shell.



Choose “Private Files” from the drop down menu.



Now, go to “Add an activity or a resource”, click on “Folder”, click “Add”.



Name the folder, click on “Save and Display”.



Now, click on the “edit” button to add files to this folder.



Click on the File picker icon, “Private files” and click on the file you would like to move to that folder. You cannot drag and 
drop files into folders in Moodle, but you can also add files from your desktop using the “Edit” button and choosing 
“Upload a file”.



A new window will come up giving you the option of copying the file to that folder. Click the “Select this file” button.



It will add that file to your folder. Click “Save changes”.



Just click on the folder icon to see the stuff inside.



Your files will look like this inside the folder. 



If you need help, please contact the

Instructional Technology Help Desk 

for 24/7 assistance

818-240-1000 ext. 3457 option 3

or

Moodle Help Live Chat Center

http://gcc.echelp.org/

