
Moodle Tutorial

How to Upload Documents and Journals: For this tutorial, learn 
how to submit a Journal entry or other assignment that requires 
uploading a document by following these steps.



Each week we will open a new series of topics. The current week will always 
be highlighted in yellow. When each week is over, that week’s section will 
collapse and will only show the title bar. You can still access the prior weeks 
and go back, by clicking on the title bars, which will open them up again. 

Step one:
Within each weekly 
section you will see 
a list of 
assignments, 
resources and 
readings for each 
topic. Click on each 
title next to their 
icon to be linked to 
that activity.
To submit your 
Journal entry , 
click on the title as 
shown to the right.
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Step two:
When you are ready 
to submit your 
assignment, click on 
“Add submission” as 
shown to the right.



Step three:
Preferred option-
Upload a document.

To upload a Word or 
Pages document (a file 
saved on your computer), 
choose the bottom box 
as shown to the right.

Click on the file icon on 
the top left corner of that 
box.



Step four:
To upload a Word 
or Pages document 
(a file saved on 
your computer), 
follow these steps 
shown to the right.



Step five
This shows your 
file uploaded 
correctly.



Step six
This is the last 
step before your 
final submission, 
to be sure you are 
ready to do so. 



Step seven
Almost done!



Step eight
This shows your 
file uploaded 
correctly and is 
now submitted for 
grading.



OPTION 2

You can also type your Journal entry 
right into the “Online Text” box.

We prefer you not use this unless it is 
absolutely necessary. Please attempt 
to upload documents that you have 
saved on your computer so you may 
refer back to anytime. You cannot 
access these type of entries once the 
course ends.

Why we prefer you to save your 
journals:
The purpose of Journaling is to reflect 
on what you have learned throughout 
the course, and how you have 
advanced your knowledge from the 
first day through the last.
Being able to look back on your first 
journals may help you with your 
ongoing learning and gardening 
advancement.


