
Using the Discussion Board 
 

Several of the learning activities in this class space make use of the online Discussion Board.  A 
Web discussion board is like a combination of chat and email.  It is like email in that you do not 
need to be logged on at the same time as other people to have a conversation with them.  It is like 
chat in that all messages are being seen by everyone and in being set up to facilitate conversa-
tional exchanges. 
 
Click on the Discussion Board button on the left side of the screen.   

 
Once in the Discussion Board, choose the 
forum (or discussion area) that is appropri-
ate.  Click on the underlined title of the forum 
to go to the area where you can read the 
messages posted by others and reply to 
them. 
 

 
To read a message, click on its title.  If you 
click on the name of the person who posted 
the message, instead of on the message title, 
Blackboard will assume that you want to 
email that person privately, instead of read 
and reply to his/her message. 

Hot Tip for Composing Messages:  When composing a complex message, do your writing in  a word process-
ing program (eg. Word), saving your work frequently.  Then select your text, copy it, and paste it into the Dis-
cussion Space.  If you compose directly in the discussion area and you have a computer crash or a network 
interruption,  you will lose your work. 



When you are reading any message 
(ie. When you have clicked on its 
title), you may add your comments to 
the conversation by clicking the  
Reply button.  Your reply will be visi-
ble to everyone in the course space 
so, do not make it a private reply 
(use email for private replies). 

When you click Reply, the message space will 
appear with the subject line already filled in.  
Type in (or paste in) your message.  Use the 
formatting tools at the top of the space to add 
emphasis.  If you want to add an attachment 
(a picture or a file that is on your computer), 
use the Browse button to find your file.   
 
Click Submit to post your message. 

 
To start a new part of the 
conversation, click the  
Add New Thread button.  
Fill in the subject line for 
your new sub-topic before 
you type your message. 
 
Sometimes, when you en-
ter a discussion forum, you 
will see no messages or 
fewer messages than you know have been posted by you and your colleagues.  This means that 
the Show All/Show Unread toggle at the above the message list has been flipped to the wrong 
setting.  Click it to see all of the messages that have been posted. 


