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Using the Discussion Forums 

Overview 

One of the most important parts of many Blackboard courses is discussion participation.  Online 

discussions provide a way for you to share information, opinions, reflections, and resources with your 

classmates.  They enable you to learn from each other and to develop a community of learners within a 

course.  This topic will provide you with important information about how to use discussions along with 

tips to make the most of your discussion experience. 

Understanding Discussion Organization 

The BB discussions are “asynchronous” meaning that they are not real time or live.  You can post a 

comment in a discussion and the instructor or other students can read it when they access the course 

and post a reply. 

Discussions have several levels. 

The first level is the discussion board, which is accessible from your course menu. 

 

 

 

 

 

 

 

 

The next level is the Discussion Forum.  A Forum represents a discussion that has a specific purpose or 

topic.  There are two forums shown in this course – Introductions and General Questions. 

Forums 
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Threads 

The discussions in Blackboard are called “threaded” discussions because the postings are organized in 

logical groupings called “threads”.   

For example, the instructor may post 3 questions in a discussion forum.  Each of these questions is the 

start of a thread.  When students reply, to a specific question, all the replies are organized under the 

original question.   

This example shows two threads – as indicated by red boxes. 

 

The Subject of the thread is in this column.  Notice 

that replies are automatically named with RE and 

the original subject, but you can modify the subject 

to better reflect your topic. 

Name of person who posted.  

These are all 

replies. 
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Basic Discussion Use 

The basic skills for using discussions include the ability to read the discussion postings, navigate in the 

discussions and reply to a posting. 

When you first go to the discussion area, you will see a list of the discussions (sometimes called forums) 

available in the class.  Click on the name of the forum to view the postings. 

 

The instructor may provide a 
description of the discussion 
use. 

This shows the total number 
of posts in the forum 

This shows the number of 
posts you HAVE NOT read 
yet. 

Click on the name of 

the forum to read 

the posts. 
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Read a Posting 

Once you have clicked on a discussion name, you will see the main threads (initial postings) in that 

forum.  This Introductions forum has 2 threads.  

 

Notice that the first thread above has an Author of “Anonymous” – this posting was actually made by 

the instructor during course development. 

 

1. Click on the Thread name to see the thread detail and read all the postings. 

In the example below there are several replies to the initial posting by the instructor.  

The scroll bar on the right can be used to move down to see the list of all postings in the thread. 

 

Top part of discussion screen 

 
 

  

Click on the message to 
read it. 

Use the scroll bar to see a 
list of all the replies. 
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2. From here you have two choices: 

a. The first posting in the thread is automatically displayed on the bottom half of your 

screen, so scroll down if you can’t see it. 

b. Or, the postings you have not read yet will be bold, so you can click on one of those to 

jump right to that posting. 

 

3. Notice that you read the posting in the bottom half of the screen.  From here you can: 

o Use the small arrow next to the message title to move to the next message in a thread. 

o Click Reply to reply to this posting. 

o Click Quote to reply and include the original posting in your reply. 

o Click Set Flag to flag the posting (a little flag shows next to the post to remind you to 

return to the posting later). 

 

Bottom part of discussion screen 

 

  

Move to next message. Respond to message. 
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Creating a New Thread 

In some forums you will be responding to posts by the instructor, while in others you may be able to 

create initial postings or threads.  For example, in the following “Questions” forum, the instructor is 

allowing you to post questions you might have about the course.  Each question will be a new thread. 

1. Click the Create Thread button to create a thread. 

 

2. Create your message. 

 

 

Click Submit to post 

your message.  Notice 

there is a Submit button 

at the top and bottom so 

you don’t need to scroll. Type your message and 

use the tools above to 

format your message. 

Type the subject of your 

message.  Try to make it 

represent your posting. 

Attach a document to your 

posting (if necessary). 
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Attach a Document to a Posting 

Some assignments may require you to attach a document (a paper written in Word, a PowerPoint 

presentation, etc.) to a posting in the discussion forums.  If so, when you create your posting, you will 

need to scroll down below the message area to the Attachments area. 

1. Click Browse My Computer.  

 

2. Browse on your computer to locate the document you wish to attach and select it. 

3. The name will appear in the Selected File area. 

 

Note: If you attached the wrong document, you can click Do not attach and browse your computer 

again for a different file. 

4. Click Submit to submit your posting. 
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Reply to a Posting 

1. As you are reading a posting, click the Reply button in the upper right corner of the post. 

2. The “reply to post” screen displays… 

 

Note: The View Original Post button (upper right above message box) can be used to display the 

original message (in case you need a reminder in order to compose your reply). 

 

  

Select the text in the 

subject line and type a 

new subject (if desired). 

Type your reply in the 

Message box. 

Use these buttons to 

Cancel, Save Draft, or 

Submit the posting. 

Once you Submit, the 

other students will see 

your posting. 

Use this button to view 

the original posting. 
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Discussion Features 

Here are some discussion features that might be helpful… 

 
1. Subscribe 

If you subscribe to a discussion you will get an email each time something is posted. 

2. Search 

Click on Search to find postings on a particular topic or by a specific person. 

3. Display 

If you save a draft and can’t find it use the Display button to display drafts. 

4. Sorting 

Click on the column heading to sort the messages by that column. 

5. Edit Paging 

Click on Edit Paging to increase the number of items you see on the page. 

Discussion Tips 

 Write your posting in a Word document to take advantage of spell check and grammar check.  You 

can copy and paste your posting into the text box in the discussion area.  Keep the word document 

as a running record of all your discussion postings. 

 Check the discussions daily, if possible.  Set aside a specific time each day to review the course and 

read the discussions.  If you wait several days, you will fall behind and not be able to devote 

appropriate time and thought to the discussion postings and your responses. 

 Follow the instructions posted by the instructor regarding postings.  This may include the average 

required length of a posting, what information should be included in the posting, and whether you 

need to cite resources.  In many courses, discussion postings are part of a participation grade – you 

will get the best grade if you pay attention to the requirements. 
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