
How	  to	  Upload	  a	  File	  
or	  Document	  

How	  to	  	  
Upload 



If	  you	  are	  using	  assis9ve	  technology	  to	  access	  
this	  material	  and	  are	  having	  difficul9es	  please	  
contact	  Kent	  Cowan,	  GTCC’s	  Assis9ve	  
Technology	  Specialist.	  
	  

Assistive 
Technology 



	  It’s	  the	  process	  of	  copying	  or	  taking	  digital	  
informa9on	  from	  a	  source	  such	  as	  your	  computer	  
and	  placing	  it	  elsewhere	  (Internet,	  Moodle,	  etc.)	  and	  
saving	  it	  for	  use	  later.	  	  
	  

	  For	  example,	  you	  download	  instruc9ons	  to	  
complete	  an	  assignment	  but	  you	  will	  upload	  the	  
finished	  product	  for	  grading.	  	  

What	  is	  
Uploading?	  



	  Uploading	  documents	  is	  one	  way	  to	  quickly	  share	  a	  file	  
with	  someone	  else.	  You’re	  no	  longer	  9ed	  to	  a	  USB	  or	  CD.	  (For	  
more	  informa9on	  see	  our	  tutorial	  on	  OneDrive.)	  

Why Upload? 



Upload	  Process 

Ø 	  Before	  beginning	  the	  process	  of	  uploading	  a	  file	  
from	  your	  computer,	  take	  a	  moment	  to	  make	  sure	  you	  
know	  where	  the	  file	  is	  located	  on	  your	  computer.	  	  	  
	  	  



Upload	  Process 
Cont. 

Ø 	  Log	  into	  Moodle,	  if	  you	  haven’t	  already,	  and	  
navigate	  to	  your	  assignment	  and	  click	  on	  Add	  
Submission	  buRon.	  
Ø Click	  on	  the	  ADD	  icon	  	  



Upload	  Process 

Ø 	  On	  the	  File	  Picker	  screen,	  click	  the	  browse	  buRon.	  	  



Ø Navigate	  to	  the	  document	  you	  want	  to	  upload	  
Ø  Double	  click	  on	  the	  file	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
Note	  –	  file	  name	  now	  appears	  next	  to	  browse	  buRon.	  	  

Upload	  Process 
Cont.  



Ø  In	  the	  File	  Submission	  box	  the	  file	  name	  of	  the	  document	  to	  be	  
uploaded	  should	  be	  displayed.	  Verify	  this	  before	  proceeding	  to	  
next	  step.	  

Ø  Click	  Save	  Changes	  (file	  is	  not	  uploaded	  to	  Moodle	  un9l	  this	  is	  
done.)	  

Upload	  Process 
Cont.  



Ø  AWer	  you	  click	  Save	  Changes	  a	  box	  similar	  to	  the	  one	  below	  
should	  appear	  no9ng	  that	  the	  assignment	  was	  submiRed	  for	  
grading.	  	  

Upload	  Process 
Cont.  



Please	  use	  one	  of	  the	  following	  resources	  if	  you	  should	  need	  
addi9onal	  assistance.	  	  
v Jamestown	  –AT	  Computer	  Lab	  or	  Library	  
v High	  Point	  –	  Library	  
v Greensboro	  –	  Library	  
v 	  Avia<on	  –	  see	  Student	  Services	  Representa<ve	  
v 	  Cameron	  –	  Library	  or	  see	  Student	  Services	  Representa<ve	  
	  
Ø If	  seeking	  help	  in	  person,	  at	  any	  of	  these	  loca9ons,	  you	  must	  present	  a	  photo	  
id	  and/or	  your	  student	  number	  	  
Ø If	  seeking	  help	  via	  phone	  your	  student	  ID	  number	  is	  used	  to	  verify	  iden9ty.	  	  	  

Troubleshooting 
Resources 



Contact	  the	  	  
AT	  Computer	  Lab	  

@	  
Telephone:	  (336)	  334-‐4822	  ext	  

50226,	  50387	  or	  50346	  
Email:	  computer_lab@gtcc.edu	  

Contact Info. 



Thanks	  for	  viewing	  this	  tutorial.	  	  
We	  have	  other	  videos	  that	  may	  help	  

your	  adjustment	  to	  GTCC.	  	  
Visit	  us	  @	  	  

supportservices.gtcc.edu/at-‐lab	  


