
Uploading Multiple Files to Moodle  
Using Ultimate Zip 

 
Uploading a folder or “batch” of files in one step is done by “zipping” 
them.  This tutorial demonstrates the use of “Ultimate Zip,” which is 
free program. 
 
1. Place all the files you want to upload into one folder. 

2. Right click the folder.  You’ll see the option Add to “ folder name ” 
. zip.   In my case, the folder I’m “zipping” is called “Spelling List, so 
my zip file will be called spelling list.zip. 

 
3. Once you select “Add to folder name . zip,” your zip file will be 

created in the same directory of folder you are already viewing. 



4. If you don’t see your new “zipped” files, click View then Refresh .  
This will cause your browser window to update what it’s displaying. 

 
5. You should now see your zipped files.  It will appear with the 

“zipped” icon, contain the same name as the folder you zipped, 
and end with the extension .zip.   

 
6. The next step is to go to your Moodle site and turn the editing on. 



7. In your Administration Block, click Files . 

 
8. Here you will see a listing of all your files and folders.  Click 

Upload a file . 

 



9. Then click Browse  to locate your file. 

 
10. Locate the zip file you created and click open . 

 
11. Then click Upload this file . 

 



12. Your “zipped” file will appear with the option to unzip  it. 

 
13. Moodle will show you all the individual files it has extracted.  Click 

OK. 

 
14. Your folder full of files are now available on your Moodle course.  

The zip file remains. 

 



15. You may want to delete the zip file.  Click the check box next to it.  
Then select Delete completely. 

 
16. You may then display the entire directory of folders of files.  Select 

Display a Directory for the Add a resource menu. 

 
17. Then type the name of the directory as you wish it to appear to 

students.  Select the directory and click Save and Return to 
Course or Save and Display. 

 
 
 


