Uploading Pictures to Moodle
Step-by-Step Guide
Before you start: Make sure your pictures are not too big! We recommend using
pictures that are about 500 pixels wide.
How to resize pictures in Windows.
How to resize pictures on a Mac.
1. In your browser (e.g. Internet Explorer, Google Chrome, Safari, etc.) go to:
moodle.edinatrust.org.uk
2. Log in using the login information on
the Moodle Teacher’s Guide. If you
have forgotten your log in details you
can always send an email to the Edina
Trust.

3. Click on the link to go to the Bulb
Blog:

4. At the top of the blog there is a link
that says “Add a New Entry”. Click this
link to write a new entry to the blog.

5. Add a title to your new entry in the
first box. The larger box below is for the
main part of the text. This large box has
a lot of tools listed at the top. Click on
the small picture of a tree, shown here,
to add a picture from your computer.

6. A new window will open. Click on
the text that says “Find or upload an
image…”.

7. Another window will open. In this
window you need to choose “Upload a
file” on the left. Then click on the
“Choose File” button on the right.

8. A final window will open showing the
files on your computer. Go to the folder
where the pictures are saved and select
the image you want to add to the blog.
You can only add one picture at a time.

9. Once the file name appears next to the
“Choose File” button, click on the
“Upload this file” button.

10. You must add a description before
you can add the picture to your post.
Type in a few words to describe the
picture where it says “Image description”.
Then you can click on “Insert” at the
bottom left of the window.

11. Your photo should now appear in the
box along with your text. You can repeat
steps 5-10 to add more pictures.

12. When your blog entry is ready to be
shared, click on the “Save Changes”
button at the bottom of the page.

13. Your pictures will now appear in the Bulb Blog!

How to resize a picture using Microsoft Paint.
Please note that Microsoft Paint will look different on other versions of Windows.
This guide is using Windows 7. There should still be a resize option in all versions
of Paint, however you may find the option in a different place!

1. Open your photograph in Microsoft
Paint and choose “Resize” in the
“Image” section at the top of the
screen.
2. The “Resize and Skew” window will
appear. Make sure to choose “Pixels”.
Type in 500 to the horizontal box. If
you have “Maintain aspect ratio”
ticked, then the vertical box will resize
automatically. Once you have chosen
500 pixels width, click on “OK”. You can
save the file or choose “Save As” and
call it something like “small version”.

