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Sending Messages

Sending Messages to Users Sitewide
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This method will allow for sending messages to users in all courses, sitewide. You
will be able to select as many or as few users as you would like.

By default, users will receive a message in their message box, a popup if they are

online, and an email if they have been offline for 10 or more minutes.
Be sure to have students check their spam boxes.

Activity reports can be

accessed by teachers and 1 . . . . - . .
instructors. Welcome to your online classroom environment! This course will familiarize you with the vari
Please click this link to . . . P . . - .

access Activity Reporting light vehicles. The modules build your skills in a logical manner, while providing you with a s

technology. With this knowledge, you will be able to troubleshoot a

ADMINISTRATION H

4 Grades
[E=] Profile

On completion of the Final Exam for this module, you

click here to create your Certificate of Complet

£3 Participants

No messages waiting
Messages
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This first method requires that you are logged in as a Teacher.
Once Logged in, select “Bulk User Actions” on Site Home.

as..." option from the menu. LA ToaLIie,
User upload location

CDX ASE 1 Engine Re
SITE ADMINISTRATION E CDX Teacher

CDX Teacher
® Wotifications CDX Teacher
By users CDX Teacher

Authentication

=7 Accounts i
® Browse list of users ffﬁ(m'?g;ilh[gr
® Bulk user actions CDX Teacher
" Adda new user CDX Teacher

® Upload users
" Upload user pictures
" User profile fields
Permissions DX Teacher
Courses
Grades
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On the Bulk user Actions page, you have several options.

If you click “Show Advanced” (red arrow) you will have advanced options for filtering users.
The Available Users box (orange arrow) is added to the selected users box using “Add to
selection” (blue arrow).

Finally, you choose what action you wish to perform with the “With selected users..” drop down
(green arrow).

Q SiteHome » ;\I CourseHome >>

SITE ADMINISTRATION W New filter
Erusers / *|show Advanced

E¥ accounts
Fullname @ \cnnm“s v H
" Browse list of users

" Bulk user actions Add filter|

" Add a new user

" Upload users Users in list
® Upload user pictures
Permissions Users @ Available [All users (22) Selected [All selected (2/22)
Grades :gmiL" User gg]x A%Cﬁ;;t Manager
B n Long an Gollehon
Front Page Casey Walker
[ Reports CDX Account Manager

CDX Admin
—_— * CDX Supervisor
ADMIN BOOKMARKS B Cdx Teacher
CDX Tech Support
bookmark this page Christine Pride
Cody Thompson

Dakota Simon

Derek Booth

Ethan Gollehon

Justin Lester T

Selected userlist.. (@  [add to selection] [Remove from selection]

With selected users... =
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If you selected “Show Advanced” to show all users, you will see this dialogue box.
Select your filter options, and click to ‘Add Filter”. You may add multiple filters.

New filter

Full name @

Surname*

First name*
Email address®
City/town*
Country*
Confirmed*
Course role*
System role*

First access®

Last access*

Last Login*

Last modified*

Username*

@

Authentication

@ PP EeeE.

@

*[Hide Advanced|

|contains v || |

[ contains v |

|contains v || |

|contains v || |

[ contains ] |

| is any value ¥ || United States r |
|:.~|n"|r role v || any category v ||

| any role v |

Ois after[17 +] [June v|[2014 +]

[is before[17 v ] [June v] [2014 v] [ Neverincluded
Ois after[17 v ] [June v|[2014 +]

Disbefore[ 17 v | [Iune v | [2014 v] (I Neverincluded
Disafter[17 v ] [June v|[2014 +|

[Jis before[ 17 ] [June v| [2014 v] [ Neverincluded
s after[17 +] [June | [2014 *]

Dis before[17 v ] [June v] [2014 v] [ Neverincluded
[ contains v |

|a|n'.r value '|
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Once you set filters, and add users to the selected users box, you can select “add/send
message” from the drop down, and click “go”.

LA AU

CDX Supervisor
Cdx Teacher

CDX Tech Support
Christine Pride
Cody Thompson
Dakota Simon
Derek Booth
Ethan Gollehon

|

elected user list... @

With selected users...

Justin Lester

[Add to selection| [Remove from selection|

[Add all] [Remove all

| Choose...

0

Choose...
Caonfirm

Delete

Display on page
Download

Force password change

&

ge

[CDX AdminT Tow are oggeT T 25 Lok supervisor (Logout)
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Type up your message and click to “Save Changes”.

Message

Message body* @  [Test Message for Students|

Format @ |MDDdIe auto-format v |

/ |Save changes| [Cancel
T
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It will ask to confirm sending messages.
As mentioned, this will add a message to the student's message box (accessible on their course
homepage or profile), will cause a popup if logged in, or will email if offline for more than 10
minutes.

Confirmation

Test Message for Students

Do you really want to send the message above to all these users?
Ethan Gollehon
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Sending Messages to Group
Members or a Course
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This method of sending messages only sends a message to those within the
current course (ASE1, for example). You can also filter by group and role.

By default, users will receive a message in their message box, a popup if they are
online, and an email if they have been offline for 10 or more minutes.
Be sure to have students check their spam boxes.

Activity reports can be

accessed by teachers and 1 . . . . R . .
instructors. Welcome to your online classroom environment! This course will familiarize you with the vari
Please click this link to . . . ar - . . o .

access Activity Reporting light vehicles. The modules build your skills in a logical manner, while providing you with a s

technology. With this knowledge, you will be able to troubleshoot a

ADMINISTRATION H

% Grades
[&] Profile

On completion of the Final Exam for this module, you

click here to create your Certificate of Complet

£3 Participants

Mo messages waiting /

Messages
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To send a message to course members, you must be logged in as a teacher.
From the site homepage, open the course that you want to message, or contains the
group you wish to message.

Available Courses
CDX ASE 0 Foundation & Safety
CDX Teacher: CDX Teacher

CDX ASE 1 Engine Repair
CDX Teacher. CDX Teacher

CDX ASE 2 Automatic Transmissions
CDX Teacher. CDX Teacher

CDX ASE 3 Manual Drive Trains
CDX Teacher: CDX Teacher

CDX ASE 4 Steering Systems & Suspension Systems
CDX Teacher: CDX Teacher

CDX ASE 5 Brakes
CDX Teacher: CDX Teacher

CDX ASE 6 Electrical and Electronics
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Then, open the people/participants list of the course:

SULHIU T GUR TasRanTTE ASE 0: Foundation and Safety
Grades
Tasksheet Search The CDX Conveyor Menu System (above) allows you to select a topic by moving your mouse over
T | Click on the topic image above to open the course.

ACTIVITY H

REPORTING

% News forum

Activity reports can be

accessed by teachers and 1 ) ) ) . . i )
instructors. Welcome to your online classroom environment! This course will familiarize you with the various sys

Please click this link to
access Activity Reporting

ADMINISTRATION H

Turn editing on
% Settings
Assign roles On completion of the Final Exam for this module, you will be ab|
% Grades
&5 Groups click here to create your Certificate of Completion
Backup
Restore
Import
Reset
|7] Reports
741 Questions
] Files
[&] Unenrol me from CDX
ASED
[] Profile

light vehicles. The modules build your skills in a logical manner, while providing you with a solid bac

technology. With this knowledge, you will be able to troubleshoot and resol

£3 Participants
MNo messages waiting
Messages. ..

(i) Moodle Docs for this page
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At the top of the participants list, you see the course you are currently in. On this
page, you can select to only show a certain group (red arrow), only a certain role

(yellow arrow), select all or select only certain users (orange arrows).

CDX ASE 0 Foundation & Safety

|' Participants | Blogs |' Notes |

Visible groups Inactive for more than
Current role ==
All participants: 5 &

(Accounts unused for more than 120 days are automatically unenrolled)

Firstname - AlABCDEFGHIJKLMNOPQRSTUVWXYZ
Sumname " AlABCDEFGHIJKLMNOPQRSTUVWXYZ

Lastaccess t

User list __Lasdetaibd r

User picture First name | Surname Cityitown Country
3 Cdx Teacher Boston United States
3 CDX Supervisor Boston United States
3 New user Portland United States
3 New Teacher Portland United States
3 Test Student Burlington United States
[Select all| [Deselect all| (@) | With selected users... v]

.

86 days 3 hours
286 days 2 hours
Never

Never

Never
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Once you are done selecting, select “add/send message” from the dropdown.

[ B S R LE Y L] LA Rt A LA L T

Portland United States

Burlington United States

A% ¥l

MNever

MNever

Select all| |Deselect all| (3 | With selected users...

With selected users...
add / send message
Add a new note
el Add a common note

Extend enrolment (individual)
You are logged i Extend enrolment {comman)
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Compose your message. This method of sending includes a full text editor. You can put
links, images, and other items in this message.
When finished composing, click “preview”.

Added 1 new recipient

Message body:

Keep searching, Or USe the form below to send a message to the selected students
| Trebuchet

"] ez 7] |

'||Lang '| B I Q-S-|xz x2|iﬁ|lﬂﬁi
EEEIMNM|E=EE Tl —bheoedgw OOQ0MB| | @

Test Message!

Read carefully (3}
WWrite carefully (33

Ask good questions (3 |Paﬂ'1: body = div
About the HTML editor (3

Formatting: HTML format@

rview] <

“ Currently selected users

New usernewuser1@example.com
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If you are satisfied, you can send the message by clicking “Send Message”. Otherwise, you can
“Update” the message.

As mentioned, this will add a message to the student's message box (accessible on their course
homepage or profile), will cause a popup if logged in, or will email if offline for more than 10
minutes.

@b SiteHome » ';] CourseHome ==

HTML Format Preview
Test Message!

Here is a link to your assignment. www.google.com

|Send message| |Update]
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