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Figure 1: Select and Drag an Image File 

Figure 3: Insert/Edit Image Icons 

Images can add interest and highlight course concepts. These instructions explain how to insert images and 
how to resize and position them in your course. A few things to know before you start: 

 Images must be saved as individual files to your device in order to be inserted in Moodle. 

 Acceptable image file types are .jpg, .gif, and .png. 

 Images will display in their "native" size, so be prepared to adjust them for best fit. 

 Large image files (more than 200K) are slow to load and take up valuable storage space. Use a photo 
editing program to reduce a big image or contact the Center for Instructional Support for assistance. 

Images can be displayed in any Moodle textbox that gives you access to the editing toolbar, such as a page, 
forum introduction, assignment description, or the summary area of a section. You can also drag and drop an 
image onto your course main page, creating a label resource. 

Insert an Image: Drag and Drop on Course Main Page 

1. With editing turned on in your course, locate 
the image file that you wish to upload to your 
course main page. 

2. Select the file and drag it over to the section 
where you would like the image to appear 
(Figure 1). You'll see a "ghost" version of the 
image float above an "Add file(s) here" field. 

3. Release the file. 

4. As you drop the file, you'll be asked if you want the 
image to be displayed on the course page (the 
default option) or if you intend to post the image as 
a file for users to download (Figure 2). To display the 
image on your course page, select Add media to 
course page and click on Upload. 

5. To adjust the image's position and/or size, click  
on Edit, then Edit settings and follow the instructions  
below. 

NOTE: You can also drag and drop an image into a textbox as you edit its contents. Simply drag and drop the 
image file, then click on the image icon to update the display settings so that it looks the way you want. 

Insert, Size, and Position an Image: Toolbar Method 

We have two text editors in Moodle, Tiny MCE and Atto. 
Both of them feature an Insert/edit image icon (shown 
here in Figure 3). Either will work well for inserting an 
image, although the Tiny MCE editor offers more options 
(borders, spacing, etc.). See these instructions for how to 
switch editors. 

For both editors, we recommend entering text in the 
textbox, then positioning your cursor at the beginning of a 
line of text before clicking on the insert image icon. 

Figure 2: Choose Insertion Option 

https://pixlr.com/editor/
https://pixlr.com/editor/
https://support.sou.edu/kb/articles/faculty-change-text-editor
https://support.sou.edu/kb/articles/faculty-change-text-editor
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Figure 4: Insert Image with Atto 

Images in the Atto Editor 

Figure 4 illustrates seven steps to inserting an image (for best 
results, begin the insertion process with your cursor inserted at the 
beginning of the line of text where you want the image to display). 

1. In a textbox, click on the Image icon in the toolbar. 

2. Click on Browse repositories... to bring up the File picker. 

 

 

 

 

3. In the File picker, click on Choose File to browse your 
computer and select an image file. 

 

 

 

 

 

 

 

4. Rename the file and/or adjust your rights to it if you wish, 
then click on Upload this file. 

The Image properties options allow you to indicate where to 
position the image and how large it is. 

5. Add an "alt text" description of the image for anyone using 
adaptive technology to view the course. 

6. Adjust the image size if necessary. Dimensions (width x height) 
are indicated in pixels (100 px/inch). Decorative images work 
best if smaller than 300 pixels in both dimensions. If the  Auto 
size  option is selected, you need only adjust one number to 
maintain the image's proportions as you change its dimensions. 
See the special tip below for using percentages instead of pixels 
to resize your images. 

7. Using the pull-down menu, set the alignment of the image, left 
or right. 

8. Click on Save image. 
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Figure 5: Insert Image with Tiny MCE 

Images in the Tiny MCE Editor 

Figure 5 illustrates how to upload and position 
an image with the Tiny MCE editor. Begin by 
clicking on the Insert/edit image icon in the 
toolbar (for best results, begin the insertion 
process with your cursor inserted at the 
beginning of the line of text where you want the 
image to display). 

1. Click on Find or upload an image… to bring 
up the File picker and select your file. (See 
step 3 above for an illustration.) 

2. Enter an "alt text" description of the image 
for anyone using adaptive technology.  

3. Click on the tab labeled Appearance.  

4. Use the Alignment pull-down menu to 
position the image, left or right.  

Check the image's dimensions. Dimensions 
(width x height) are indicated in pixels (100 
px/inch). Decorative images work best if 
smaller than 300 pixels in both dimensions. 

Adjust the size of your image by entering a 
number in either the height or width field. As 
long as the Constrain proportions box is 
checked, changing one dimension will resize 
the other accordingly. 

5. Provide some room between your text and your image by entering "10" for Horizontal space. To draw a 
border around the image, insert a "1" in the field provided. 

6. Click on Insert. 

Good Things to Know About Images  

 You can also resize an image by clicking on the image and dragging one of the corner handles. 

 Reducing the image's dimensions in Moodle will not reduce its file size. Reduce large files before you 
upload them using photo editing software to minimize downloading time. 

 TIP: You can resize an image by using a percentage instead of a set number of pixels—this is particularly 
handy for users accessing Moodle via a mobile device, as the image will automatically adjust to the 
width of the page display. Enter the desired percentage with the percent sign (e.g., 50%). Caution: If 
you are using the Tiny MCE editor, enter the same percentage in the width and height fields or delete 
the number in the height field. If you don't, the proportions will be off after you insert the image. 

 Be sure that you have the right to use images. We've found many sites offering free images, including 
one where you can create your own cartoon and another for drafting a spoof newspaper article. 

https://docs.google.com/document/d/18vdQEr7BZar3SlpoC2aELvJkuC_RR-KOnQou5jfBCJA/edit?usp=sharing



