
 

 

 

Manual for Moodle – Uploading 

Documents  
 

  



Uploading Documents to Moodle 

1. Once you are logged into your account click eLearning → then click courses and click on the 

appropriate course/unit 

2. Click on the Assignment you are wishing to upload  – please note the bellow is just an example 

3. Click Add Submission  



4. This is now were you add the document as a PDF that you are submitting. You upload your 

document by clicking the box marked with the red arrow on the picture below 

 

5. From here you will click the choose file option which you will then be able to select the 

document you wish to upload. Then click upload this file. If you wish to upload two or more 

documents please complete this step again.  

6. Then click save changes which will load you to a new page.  

7. When the next page loads you will see “Draft (not submitted)”,  then click submit assignments 



 

8. On the next page that loads this is to declare that this is your own work. Tick the box and click 

continue 

9. You will now see a green highlighted area that says, this means your exam has been uploaded  

 


