
Using the Messages feature in Open LMS / Moodle 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The next page shows what the Messages window looks like and how to use it. 

Clicking View my messages opens 
the Messages window to see all 
messages sent to/from you.  

When you are logged into one of your courses, this 
icon shows how many unread messages you have. 
Clicking the icon opens the Messages window to 
read those messages. 

If there is no number, it indicates you have NO 
unread messages. However, you can still click on the 
icon to open the Messages window. 

If your instructor enabled the Class List 
block on your Course Dashboard, you can 
click the icon beside anyone in your class 
to open the Messages window and send a 
message to that person. 

On your My Courses page, the 
Messages window shows unread and 
recent messages sent to you. Click 
one to read the message and reply to 
it. 

Instructor (T) 

You can use the Participants feature to 
send a message. Click person’s name, 
then click    

 



The Messages window 

 

 

 

 

 

 

 

 

 

 

This highlighted number indicates an 
unread message. Clicking on any of the 
names in the left screen opens the full 
messages on the right screen that are 
from that person along with all of your 
replies to that person.  

To send a new reply to the person 
you clicked on, scroll to the very 
bottom of the screen.  

Note: The reply window might be a 
LONG way below the last message.  
SCROLL, SCROLL, SCROLL! 

Send button. 

Indicates whether the 
person is currently on or 
off line in Moodlerooms. 

Click My Courses to exit 
out of the Messages 
window. 

Message example. 

Your messages are 
highlighted. 


