
Rutgers University Writing Program Forums Tutorial 
Part Two: Private Messages 
 
Private Messages (pm) are messages sent to other members that only they can view.  To 
use Private Messages, you need to have them turned on.  To turn them on, edit your profile 
options in the user control panel.  See the main forum handout for more information on the 
user control panel. 
 

Part One: Private Messaging—Sending a Private Message 

There are various ways to send a private message to another member.  The first is through 
your personal control panel: 
 

1. From the Forums home page, select “user cp” to access your personal control panel. 
 
2. On the right side of the page, click on “Private Messaging.” 

 
3. Near the bottom of the page, click on the “new message” button.  This will take you 

to a page similar to the “post thread” page. 
 

4. Type the name of the person you would like to send a private message to in the 
Recipient field or find their name by clicking on “Find user names.” 

 
5. When you are done writing your message, click on the “Send Message” button near 

the bottom of the page.  After clicking on “Send Message,” you will be taken to your 
own Private Message inbox. 

 
6. Note: If you would like to send a private message a multiple recipients on your 

buddy list, click on “pm to buddies” instead of “new message.”  Select the names of 
all your buddies you would like to write, and click “Compose Message” to write your 
private message. 

 
The second is from the user list: 
 

1. From the Forums home page, select “members” near the top right corner of the 
page.  This will take you to a list of registered forum members. 

 
2. Find the name of the member you wish to private message and click on their name.  

This will take you to their member profile. 
 

3. Click on “Send ‘username’ a Private Message!” where “username” is the person’s 
name.  You will now see a page similar to the “post thread” web page. 

 
4. Follow the same procedures for posting and click on the “Send Message” button 

when done.  After clicking on “Send Message”, you will be taken to your own Private 
Message inbox. 

 
The third is from a post: 
 

1. From a post, select “pm” from the buttons at the bottom of a post to private 
message the post’s author. 



 
2. Follow the same procedures as you would to post a message and click on the “Send 

Message” button when done.  After clicking on “Send Message”, you will be taken to 
your own Private Message inbox. 

 

Part Two: Private Messaging—Checking Your Private Messages 
1. To check your private messages, click on “user cp” from the Forums home page.  

You will be taken to your user control panel. 
 
2. Under the first heading, you will find all of your new private messages.  To view all of 

your private messages, click on “view all private messages” on the right side of the 
page or click on “Private Messages” from the blue links.  This will take you to your 
private messages inbox. 

 
3. New messages will have a yellow message symbol ( ), while read messages will 

have a blue message symbol ( ).  Click on the private message you would like to 
view. 

 
4. To view private messages that you have sent, click on the “Jump to folder:” drop 

down menu and select “Sent Items”.  You will be taken to a list of all your sent 
private messages. 

 

Part Three: Private Messaging—Deleting Your Private Messages 

To delete a private message, go to private messaging in your user control panel to access 
your private messages inbox.  Check the check box to the right of the message you would 
like to delete and click on the yellow “Delete” button.  
 
If you are viewing a specific private message and would like to delete it, check the “Delete?” 
check box near the top left corner of the message and click on the “Delete” button. 
 

Part Four: Private Messaging—Replying to a Private Message 
When viewing a specific private message, click on the “send reply” button near the bottom 
of the message.  Type your message as you would a regular post, and click on the “Send 
Message” button.  You will be taken back to your private messages inbox page.  The 
message you replied to will now have a blue message symbol with an arrow over it ( ) to 
indicate that you have sent a reply. 
 

Part Five: Private Messaging—Message Tracking 
Message tracking lets you find out if your sent private messages have been viewed by their 
recipients.  From your private messages inbox, click on the “pm tracking” button near the 
bottom of the page.  You will be taken to the Message Tracking page.   
 
All of the private messages you have sent that have not yet been viewed will be shown.  
Here, you can cancel any messages that you do not want sent so long as the recipient has 
not yet read them.  You can also restore any messages that you have cancelled so that they 
will be sent again.  
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