

General Information about Moodle



	You can find the Messages Block on the Home and MyHome page or within every module. It is located on the right column.

To send a message, click on the blue link Messages in the Messages block
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	Then you can either type a name into the Search people and messages box or if you cannot remember the name, select one of the modules from the drop-down menu.
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	On the next screen you will see all participants (tutors and students) enrolled on a particular module. Click on the name of the person you want to message.
Message history

A record of messages sent to/from a person may be obtained by clicking the "History" icon.
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	On the next screen type your message into the Message box and click the Send message button. 
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	Receiving Messages:
If the Messages block shows you have a message, click the envelope icon.

When you login you may receive a popup notification of a new message. Click Go to messages to read and reply to it.
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Getting help



If you have problems with your password, see www.bbk.ac.uk/its or contact the helpdesk, its-helpdesk@bbk.ac.uk , 020 76316543 

If modules are missing in Moodle, please contact the Moodle team: moodle@bbk.ac.uk
For general help with using the Moodle see the rest of this leaflet.



 Introduction 


This document provides information on how to message participants (students or your tutor) within Moodle using the Messages Block and how to receive messages.
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