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Step 1 
 

 

Find the ‘Navigation’ block 

on the left hand side. 
 

 

Click ‘Participants’ to see all of 

the people in the course. 
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Step 2 
 

 

You will see a list of all 

participants, including your 

teacher 
 

 

Click the name of the person 

you would like to send a 

message to. 
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Step 3 
 

 

You will see the profile of that 

person, their roles and 

courses they are enrolled in. 
 

 

Notice the pathway that 

shows you where you are in 

the system – they are called 

‘Breadcrumbs’ 

 

 

You can send a message 

within Moodle, If you 

wish to send a Private 

message. 
 

 

Click ‘Message’. 

 

 

 

 

Step 4 
 

 

Type your message (check 

the content, grammar and 

spelling before you send it) 

 

Click ‘Send message’. 
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Step 5 
 

Once the Message is sent, you 

will see the record of your 

conversation immediately. 
 

 

 
 

 

 
 


