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There are two ways that an instructor may email a student via Moodle. They may use the

Quickmail feature or they locate the list of enrolled users.  Using either option will allow

the instructor to email their entire class or specific students.  

QUICKMAIL 

If the Quickmail block is not available on an instructor’s course, the block may be added by

turning the editing on the homepage. Scroll down, until the Add a Block option is located on

the left of the screen. 

 

1. Scroll down to the Quickmail option and select a “Compose New Email” 



 

2. The option to select groups (if applicable) or select specific students. If no groups are

created, one may simply select “Not in a Group” and all class members will be

selected below in the “Potential Recipients” block. Once students are selected, click

the “Add” button. These additions will be added to the “Selected Recipients” window.  

NOTE: One may also select “Add All” to select all class members.  

 

3. Type email and include any attachments of your choice. 

4. Send Email. 



 

Administration Block 

1. Locate the Administration Block on the homepage of the course. 



 

2. Select “Enrolled Users”. 

3. One should now see a list of instructors and students enrolled in the course. 

NOTE: Instructors may locate students by First or Last names, view pages individually,

search by keyword or filter, or show all students.  



 

 

 

 

 

4. Once may email a student individually (by checking the box to the left of the student’s

name) or select all. 

 



 

 

 

5. After selecting student(s), locate the drop box by scrolling down. 

 

6. Select “Send a message”. 

7. Type your message in the message box. 



  

8. Send the message.


