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Add the Discussion 
tool to the course. 
 
Click on the 
Discussion tool on the 
home page or 
organizer page.  
 
The Discussions Tool 
icon changes when 
there are new 
postings. 
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Creating 
Discussion Topics 

 
 
Click  
 
 
 
Click on  

 
 
 
 
 
 
 
Type the name of the 
new topic  
 
Choose  
 
Continue adding 
topics as needed. 
 
 
 
 
 
 
 
 
 

Choose  
 

 
 

 
 

 
 
 
 
 
 

 
 

 
 
 
 
 
 
 

 

 
 
 
 

 



Materials authored by Lea A. Mabry, MEd    Copyright ©2007   
All RIGHTS RESERVED  The content of this document, or any part thereof, may not be reproduced or transmitted in any form or by  
any means, electronic or mechanical, including photocopying, recording, storage in an information retrieval system or otherwise, without prior 
written permission of the copyright holder.  Contact Office of Educational Development, University of Arkansas for Medical Sciences, Lea A. 
Mabry. at (501) 296-1087 or lamabry@uams.edu for permission. 
 

3

Managing Topics 
 
Locking a topic 
makes it unavailable 
for posting. Check 
the check box in the 
locked column for 
unavailable topics. 
 
Private Topics - A 
topic can be made 
private, available only 
to certain course 
members, check the 
checkbox in the 
private column. 
 

Choose   
when all choices are 
complete 
 
Moving Topics – 
Check the check box 
next to the topic you 
want to move. 
 
Click the appropriate 
button to move up or 
down and select the 
number of rows to 
move. 
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Managing 
Members in 

Private Topics 
 
Click 

 
 
 
 
 
 
 
Choose 
             
 
 
 
 
 
 
Check the check box 
before members to 
be included in the 
discussion.  
 
Choose   
 
 
 
 
 
Choose  
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Composing 
Messages 

 
Click on  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
To use the HTML 
editor to compose a 
message, 
choose  
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WYSIWYG (What 
You See Is What You 
Get) View 
 
Select the 
appropriate tool you 
want to use to change 
your text: bold, color, 
bullets, numbering, 
etc. 
 
Topic: Select the 
appropriate topic. 
 
Subject: Type in  
the subject of the 
discussion message. 
 
Message: Type the 
message (You could 
also copy and paste 
from a word 
processed document 
or hard-code html 
tags into this screen.)  
 
 
 
HTML View – shows 
html code 
 
 
To preview the 
message choose  
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After previewing, 
Choose  
 
Make changes if 
needed  
 
When message is 
composed,  

Choose   
 
 
 
 
 

 
 
 
 

Managing 
Messages 

 
You can see how many 
unread messages are 
in each topic.  
 
 
 
To view a topic, click 
on the appropriate 
topic link. 
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controls whether you 
see all the messages 
or only the unread 
messages. 
 

 
toggles between the 
two settings and will 
display messages 
either in a threaded 
format or unthreaded  
format. 
 
 
Example: displaying 
All messages (read 
and unread)  and 
messages are 
threaded 
 
A threaded message 
display organizes your 
messages by subject.  
 
 
 
 
 
 
Unthreaded messages 
display by date.  
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Unread messages 
display with closed 
envelope 
 
 
 
 
Collapsed Discussion 

 
To expand a 
discussion,  
choose  
 
 
 
 
Expanded Discussion 
 
You can see the 
threads in an 
expanded discussion. 
 
To collapse the 
discussion again 

choose  
 
 
 
 

Reading messages 
 

To read a message, 
click on the message 
link 
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Replying to Messages 
 
Click on  to 
reply to the message. 
 
Click on  to 
reply with the original 
message quoted in 
the body of your 
reply. 
 
Click on  
to send a private 
reply via WebCT mail 
to the person who 
posted the message, 
not to the discussion 
board. 
 
See examples next 
two pages 
 
Example: Reply 
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Example: Quote 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Example:  
Private Reply 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

   
 
 
 

 
 

 
 



Materials authored by Lea A. Mabry, MEd    Copyright ©2007   
All RIGHTS RESERVED  The content of this document, or any part thereof, may not be reproduced or transmitted in any form or by  
any means, electronic or mechanical, including photocopying, recording, storage in an information retrieval system or otherwise, without prior 
written permission of the copyright holder.  Contact Office of Educational Development, University of Arkansas for Medical Sciences, Lea A. 
Mabry. at (501) 296-1087 or lamabry@uams.edu for permission. 
 

12

 
To view the message 
before posting it to 
the discussion board,  
choose 

  
 
 
 

Choose  
to add the message 
to the discussion. 
 
 
 
Choose 

to display 
the new thread 
immediately. 
 
 
 
 
 
The new message will 
be listed as a thread. 
 
Note: the envelope is 
open for the read 
message and closed 
for the unread 
message 
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Deleting messages 
 
To delete a message, 
check the check box 
next to the message  
 
 

Choose   
 
 

Moving messages 
 
To move a message, 
check the check box 
next to the message 
 
select where to move 
the message  
 
 
Choose  
 
 
 
 
Compiling Messages 
 
Messages can be 
compiled into one file 
and the file 
downloaded to your 
computer. 
 
Click on the topic link 
to be compiled  
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To compile all the 
topics, choose  
 
 
 
 
 
 
 
 
Search for ALL in 
Search and Topic 
 
 
Choose  
 
Choose  
 
 
 
 
 
Place a check in the 
check box next to the 
topic(s) you want to 
compile (check 
Subject box to select 
all topics) 
 
 
Choose  
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Choose  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Choose 
         
 
 
 
 
 
 
 
 
Select the place to 
save the compiled 
message file. 
 
Choose 
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Choose 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 

 
 
 
 
 

 

 


