Moodle 3.0
Student Orientation
Messaging in Moodle

Welcome to the new Moodle at
Glendale Community College
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To send a message to your instructor or a classmate in Moodle, you would first log in to your main Moodle
dashboard.
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In the upper right hand corner of the page, click on the drop-down menu and choose “Messages”.
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messages” field by typing it there. Now click on the “Search people and messages” button. The name will appear
in the “Users found” area. Click on the name to send a message. Add them as a contact by clicking on the plus sign
next to their name.
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This will bring up the “Message” field. Type your message and click the “Send” button. Notice that the person is
now listed as a contact.



demo student2

; . demo student2

Dashboard '~ Messages '~ Connie Lantz

Message navigation:

Contacts
Dashboard

Site home
Site pages
My courses

Offline contacts (1)
L Connie Lantz Z
demo student2 Connie Lantz
Remove contact | Block
contact
All messages | Recent messages

Wednesday, 13 April 2016

: Hi Connie, | am looking forward to this class!
~Demo

Message

You are logged in as demo student2 (Log out)
Home

Once you have typed your message and clicked send, it will appear above the Message field.
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Switching to the instructor Moodle log in page, we see that when we click on “Messages”, we have a message
from Demo Student. The message navigation drop-down tells us how many messages we have and if they have
been read. Clicking on the name of the sender will open the message window.
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Here we see the original message sent by the student. We can reply by typing in the “Message” field and clicking
“Send message”
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In the Contacts area notice that Demo student is shown as Offline. The symbol buttons after her name indicate
that you can block this contact, mute this contact or see the message history.
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In order to set your messaging preferences, click on the drop-down in the upper right-hand corner of the page and
choose, “Preferences”.
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You can set a wide array of options here for either popup notifications or email for your messages by clicking the
boxes as shown.
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You are logged in as Connie Lantz (Log out)

At the bottom of the preferences page are more options you can choose. When you are done setting them, click
“Save changes”.
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The email that your messages will be sent to is the one listed here in your profile. It is recommended that you
leave this as your “student.glendale.edu” email address.
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Your messages will appear in your email like this.
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If you need help, please contact the
Moodle Help Desk
for 24 /7 anytime assistance
818-240-1000 ext. 3457 option 3
Or

Moodle Help Live Chat Center


http://gcc.echelp.org/

