
Moodle Assignments  
 

The following instructions are for creating an “Upload a Single File” 
style of assignment. 

1. Make sure your editing is turned on.   

 
2. Click on the “Add an Activity”  drop-down menu.  Under the 

“Assignments” category, select “Upload a Single File.”  

3. Enter the assignment name as you’d like it to appear on your 
Moodle course.  I recommend including the phrase, “Upload 
your…” at the beginning.  Write some directions for the students 
below.  Then select how you will evaluate the assignment.  You 
grade the assignment using up to 100 points; use a “Satisfactory” 
scale (Outstanding, Satisfactory, or Not satisfactory); or you may 
choose not to grade the assignment. 

 
4. You may limit the availability of the assignments and/or set a due 

date.  Students can also be prevented from submitting late 
assignments.  If you set a due date and allow late submissions, 
Moodle will record HOW long after the due date the assignment 
was turned in. 

 



5. By default, Allow resubmitting is set to “No.”  Changing this to 
“Yes” allows the student to delete what they submitted and 
resubmit.  Email alerts to teachers is also set to “No” by default.  
I’d leave it there unless you want thirty-two e-mails for each 
assignment.  By default, the maximum file size is set to 5MB.  I 
recommend setting it to 10MB, the maximum. 

 
6. The next set of options have to do with Groups and the 

Gradebook.  Click “Save and return to course” to see this 
assignment displayed on your Moodle course. 

 
7. Once I click the assignment, I see the directions, a button that lets 

me Update the assignment, and a link showing me how many 
students have “attempted” or submitted an assignment. 

 

 
8. When students log in , they will see the title of you assignment on 

your Moodle course. 

 
 
 



9. The student  sees your instructions, when the assignment was 
made available, and the due date (assuming those were set).  To 
upload the file, they click the Browse  button. 

 
10. The student  then selects the file and clicks Open (or they may 

double-click the file). 

 
11. The student  then clicks “Upload this file.”  

 
12. The student  will see a message that states that their file uploaded 

successfully, and they click “Continue.”  

13. The student  will see their file on the assignment page.  They may 
open or download the file from anywhere.  If they submit a 
different file, that new submission will delete the previous one 
(assuming the teacher selected yes to “Allow students to 
resubmit.” 

 
 



14. Back on the teacher  side, they can click on the assignment on the 
front on their course. 

 
15. As the teacher , I see a hyperlink that states how many 

assignments (or documents) have been submitted.  Click on that 
link. 

 
16. Clicking on the file will open it.  This file may also be downloaded. 

Simply right click the link and select “Save target as” if using 
Internet Explorer.  Click Grade to give the student feedback. 

 
17. I shows the “Satisfactory” scale, so I have been given the options 

of Outstanding, Satisfactory or Not satisfactory.  I could have 
selected a number of points to assign.  I can also write a custom 
comment to the student about their assignment. I submit this 
feedback by either clicking Save changes  or Save and show 
next . 

 
18. I can then look at all of the assignments and their grades.  Clikcing 

on the minus sign at the top of the column hides that data.   

 



19. If you select “Quick Grading,” you may issue grades on one page, 
but you’ll still have to click the Grade button in order to add 
comments.  

 

 
 


