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Your User Profile 
 

The profile page is where you enter information about yourself.  Keep in mind that some of this 

information is accessible to other students, so it is important to consider what information you are 

sharing. 

To Edit Your Profile:  

To access your profile page: Click on <your name> in the top right-hand corner of the screen 

where it says You are logged in as…. or else click the Profile link in the Administration Block of 

a course. 

 

To edit your profile, click the Edit Profile tab on the profile page.  A number of fields will appear.   

Required Profile Information 

Some information will be automatically 

populated, such as your First Name, Last Name 

and Email address.  Others field are left blank 

and you can edit these. 

The required fields City/Town, Country and 

Description should be filled.  In the Description 

field you are asked to enter a short description 

of yourself.  

You can also make choices using the drop-

down menus, as described below: 
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For Email Display you can choose: 

 Hide your email address from everyone 

 Allow everyone to see your email address 

 Allow only people in your courses to see your email address 

 

Email activated will control whether or not you receive emails containing forum activity.  If you 

choose this email is disabled, then you will not receive forum updates by email. 

 

 Email Format is your personal choice. 

 

The default setting for Email Digest Type is No Digest.  This means will you will receive all forum 

posts within 30 minutes after they are posted. 

Choosing Complete will result in all forum posts being sent once a day in a single email. 

Choosing Subjects will result in a single daily email containing just the subject of postings with a 

link to the full post. 

 

Forum Auto-Subscribe controls whether you wish to be automatically subscribed to any forum 

you post to, meaning you will receive email updates of new postings automatically.  You may 

wish to change this setting to No and subscribe to forums manually. 

 

Forum Tracking allows you to keep track of which posting you have seen. 
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When Use HTML editor is enabled, you can manually control linking and line breaks when 

posting text in Moodle.  You may wish to change it to Use standard web forms so links and line 

breaks are handled in an automatic fashion. 

 

This setting allows you to enable more sophisticated web features (AJAX and Javascript), which 

will require fewer pages refreshes in certain areas of Moodle. 

 

If you select Server’s local time then all the times in Moodle will be synchronized with the time 

zone that the server is in (Mountain).  This is important when scheduling meetings and ensuring 

assignment and quiz deadlines are accurately displayed. 

 

 

You also have the option of uploading a picture of yourself to replace the default smiley-face image.   To 

do this click the Browse… button and locate the image on your computer.  Click the yellow question 

make icon  to get help with uploading an image. 

Click Update Profile once you have entered your profile information to save the changes. 

 

A Note on Privacy 

Keep in mind that the information you enter will be available online for other students and instructors 

to see.  Your ID number, telephone number and address can only be seen by your instructors. 


