HOW TO CREATE A RESOURCE TO "DISPLAY A DIRECTORY":

Before you begin, I strongly suggest you take a back up of your course. Please let
dlsupport@vcc.ca know if you need clarification of this material.

When you're in your file manager on your computer and open a directory, it reveals files.
When you double-click on a file, it opens. That's exactly what happens in the Moodle
file manager. Here are the steps you need to follow to create a resource to display a
directory in Moodle so students can view the contents of the directory, and select files.

There are two phases to this process. Phase 1 is creating the directory structure. Phase 2

is creating the link to a directory so students can access the files.

Phase 1 — Creating the Directory Structure:

1. Log into your course and select “turn editing on” which is found near the top right
corner of your course. (See example below.)

“Vou are logged in as Shona Moody (Logout) &

et

<
i [ Turn editing an ]

g:; Switch role to...

Latest

Add a new topic...
(No news has been posted

yet)

2. Inthe Administration block of your course, select "Files".
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3. The two features you'll use in the file manager, are: 1. "Make a folder" and 2.

"Upload a file"
Name Size Modified Action
- - General_Resources 230KB Z4 mpr 2008, 10:19 AM Rename
T 4 Pagesi-10 39KB 13 Aug 2008, 10:36 AM Renare
M A backupdata 907KB 21 May 2008, 12:22 PM Rename
[ moddata 1KB 23 Bpr Z00E, 11:03 AM  Rename
- @ course_outline_Sept_20058.doc 44KB 13 Asug 2005, 10:45 &AM Rename

IWith chosenfi hd
1. Make afalder | Select all Deselect all |

2. Upload afile |

4. When you select "Make a Folder"”, you'll see the following screen. Moodle
assumes you wish to place this in the root directory. To do this, just type the
name of the folder that best describes its contents (ie. "Pages 11-20"), and click

"Create".

Create a folder in /:

I Create

Cancel

{i) Moodle Docs for this page

The folder called "Pages_11-20" appears in the directory. You'll notice that an

underscore appears where you typed the space. Moodle doesn't like spaces
between words. In fact, it's bad form to use them in any web-based application.
To be consistent, it would be best to rename this and take out the underscore.
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MName Size Modified Action

T @ General_Resources 230KB 24 Apr 2008, 10:19 &AM Rename
[T 3 Pagesi-id 39KB 13 Aug 2008, 10136 &AM Rename
[T i Pages_11-20 1KB 13 Aug 2008, 01:49 PM  Rename
M ¢ backupdata 907KB 71 May 2008, 12:22 PM  Rename
- . moddata 1KB 23 Apr 2008, 11:03 AM Rename
T W] course_outline_Sept_2008 doc 44KB 13 Aug 2008, 10:45 &AM Rename

|Wi1h chosen files... j

bake afolder | select all | Deselect all | Upload afile |

3. To rename, just click the "Rename™ action on the right, that belongs to the item
you wish to rename.

Fename Pages_11-20 to:

[Pagesfi1-20 Fename | Cancel

(i) Moodle Docs for this page

4. Edit the name and then click the "Rename" button. Your screen will now contain
the renamed directory.

MName Size Modified Action
- . Seneral_Resources Z230KB 24 Apr 2008, 10:19 AM Rename
[T 3 Pagesi-10 39KB 13 Aug 2008, 10:36 AM Rename
[T i Pagesii-zo 1KB 13 fug 2008, 01:49 PM Rename
[T 4 backupdata 907KB 21 May 2008, 12:22 PM Rename
|l “J moddata 1KB 23 Apr 2008, 11:03 AM Renarme
|l @ course_outline_Sept_2008.doc 44K B 13 Aug 2008, 10:45 AM Renarme

|With chosenfiles.. j

tdake a folder | Selectall | Deselect all | Upload a file |

5. The next step is to add files to the directory, to do that, just select the name of the
directory that you wish to add files to. For example, if you want to add files to
Pages11-20, just click the directory called "Pages11-20".
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Mame Size Modified Action

- d General_Resources 230KB 24 Apr 2008, 10:19 AM Renarme
- “J Pagesl-10 39KB 13 Aug 2008, 10:38 AM Rename
- 1KB 13 Aug 2005, 01:49 PM Rename
M d backupdata 907KB 71 May 2008, 12:22 PM Rename
- 7 moddata 1KB 23 Apr 2008, 11:03 AM Rename
r @ course_outline_Sept_2005.doc 44K B 13 Aug 2008, 10:45 AM Rename
|With chosen files.. j
hake afolder | Selectall Ceselect all Upload afile |

6. If you just created this directory, you'll notice the following blank screen. If
you're adding files to an existing directory, you'll see the files listed. Select the
"Upload a file™ button.

Name Size Modified Action
ﬁr Farent folder

- ——
Make a folder | Selectall Deselect all | (Upload afile |

4. You'll be taken to the following screen. Just use the "Browse" button to locate the
file you need. Once you locate the file you need, just click and select "open™.

Upload a file {Max size: 250MB) --> fPages11-20

I Browse.. |
Upload this file
Cancel

5. You will see the following screen. Just select "Upload this file".

Upload a file {Max =ize: 2E0MB) --> fPages11-20

6. Do this for every file you need. If you need multiple files, you can .zip them and
then just choose the .zip file to upload. Moodle will allow you to unzip your file
to your directory. If you need any assistance with this, please contact
dlsupport@vcec.ca.
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Phase 2 — Creating a link to the Directory:

1. Be sure you turn “editing on”, if it isn't already.

2. Select "Add a resource”. It's better if you're in the topic/week in which you want
to place the resource, but you can always move it later if you make a mistake.

1 ® =
.
Canadian laws, course and civil /criminal processes rd\
Parts and formats of court documents = JF & & & T
“Jragez1-10 = P E X &
@ fAdd & resource... j @ |Add ah activity... j
Add aresource..
2 Baok =
Insert a lahel 7
(@ Compose atext page @ |Add an activity... j &
Cormpose aweh page +

Link to afile orweb site

Display a directony

Add an IMS Content Package

3. Atstep 1 (below): Type the name of the resource. This name will appear as a
link on the course home page. You might wish to type something that describes
the contents of the directory (ie. Pages 11-20). The summary textbox can be used
to briefly describe the directory. This summary will appear under "resources”, in
the activity block on the left hand side of the course home page.

1. Name® |

Summary (@
[l Sl =l Slew=] B 2 88 % |2 0o
E=EE=E M| ==EE hd —Pbese DOoap © A
|Path:

Display a directory

Display a directory Pages11-20 ir| 2.
Iain files directony

General_Fesources

Common module settings Ponce1 10

Grouping” INDnE 'l

Available for group members T
only

isible |Show vl
10 number @ |

3. Sawve and return to course | Sawve and display Cancel
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At step 2 (above): Select the directory you wish the link to point to. If you make
a mistake, you can always change it later by editing the resource.

At step 3 (above): Save your changes by selecting the "Save and return to course”
button.

If you select the link you just created and get the following message, it means that
you don't have files in the directory. Just follow steps found in Phase 1 (above),
to create those files. If you created the files and they aren't displaying correctly,
check that you completed all the steps in the previous item (step 3).

No files have been uploaded to your course yet

@ Moodle Docs for this page
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