
Uploading your work to Moodle 

There are two ways to get images of your work to your computer: 

Option 1: Using the Adobe Scan app 

Option 2: Copying your images into word 

Once you have images on your computer you can then Upload the work to Moodle 

Option 1: Using the Adobe Scan app 

1. Open the app store/play store on your phone or tablet and search for the adobe scan app. 

2. Choose the Adobe Scan: PDF Scanner, OCR app seen in the search results below. 

3. Install the app and open it. The app will then ask you to sign in with google, Facebook or apple. 

Sign in with whichever of these is easiest for you. 

4. You then need to hold you phone or tablet so the camera has the work you want to scan in 

view. When you hold the phone steady the app will automatically take the photo.   

5. Once it has taken the photo, click on the blue continue button.  



6. The app will then show you all the pages in your document so far. If you have scanned all the 

work you need to upload choose save PDF, if you have more work to scan choose Add page 

and repeat steps 4 and 5 above. 

7. Once you have chosen save PDF the page below should appear.  

8. Choose the share option then Email… you can email it to your own personal email so you can 

access the file on a computer and Upload the work to Moodle or you can click on more and 

choose copy to device if you are going to upload it straight to Moodle from your phone (you 

will need to find out where on your phone it gets saved to.)  

  



Option 2: Copying your images into word 

1. First of all you will need to get your images onto your computer you could either:  

 plug your device into your computer using a USB lead 

 email them to yourself from your device then open your email on your computer  

 use an app like google drive to which you can save the images on your phone, then 

open google drive on your computer and download the images. 

2. Open the file containing the downloaded images on your computer. 

3. Right click on the image you want to include and choose copy. 

4. Open Microsoft word on your computer. 

5. Right click on the empty page in Microsoft word and choose the first paste option. 

6. Go to the insert menu and choose page break 

7. Then use step 3 and 5 above to copy and paste any other images you need to into the 

document. 

8. Save the document to your computer then open Moodle and Upload the work to Moodle. 

  



Upload the work to Moodle 

1. Find the assignment that your teacher has created for you to upload your work (Assignments 

can be recognised by the little icon with a piece of paper in a hand). 

2. Click on the assignment that your teacher has created. 

3. Then click on add submission 

4. Open the folder that you have saved the pdf or word document into on your computer. Drag 

and drop any documents you want to upload into the drag and drop box or click the page icon 

(shown by the red box on the screenshot below) to search your computer for a file. 

5. Finally click on the save changes button. 

 


