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How to Create a Label 
 
 This first picture shows you what a label looks like. 
You will note that the Headings (Labels) are in red, and 
the different resources are organized under the labels.  
Using labels enhances the organization and clarity of 
your Moodle course site.  

 
1.  To begin, go to the http://courses.keuka.edu website 
and log in, using your Keuka name and log- in.    
 
2.  Select and open your course by clicking on it.  

 
3.  Click the “turn editing on” button. 
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4.  Click on the “Add a resource button.”    

 
5.  Using the drop-down menu, click on “Insert a label.”   

 
6.  At this next screen, type your label.   
 
You can change the color of the text and the font/size at 
this screen.  Just select/highlight the text first, and then 
make your changes.      
 
 
7.  Click on the T button to bring up a menu of colors. 
Select the desired color for your label.   
 
 

 
8.  After choosing a color, click on “Save changes.”       
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  The label now appears in red at the bottom of other 
resources.  
 
9.  To move this label, you will click on the double 

arrow button.   
 

 
10.  To move the label to the desired position, click on 
the appropriate box, above the other resources.     

 
  The label is now in place.          

 
11.  To line up the individual resources below the label 
more clearly, indent each of the resources to the right by 

clicking on the right arrow.     
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 This screen shows that two of the resources have been 
indented/moved to the right under the label Research 
Project.          
 

 
As mentioned at the beginning, using labels enhances 
the organization and clarity of your Moodle course site. 

 

 


