
Participating in the Discussion Board
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Job Aid Objective: This job-aid will provide faculty with an introduction to participating in the Discussion 

Board within a course in Blackboard. 
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Using the content area links to access the Discussion Board: Most courses have built-in Discussion Board 

links within content areas, which makes it easier to navigate within a specific module (E.g. Week 1 or Unit 1). 

Alternatively, the Discussion Board can also be accessed through the direct link within the left-hand navigation 
menu (See page 3-4). 

Step 1: Click on the module link in the left-hand navigation 
menu. 

Step 2: Scroll down to the Discussion Board content area and 

click on the title. 

Step 3: Click on the specific 
weekly discussion link. 
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Creating a Thread 
Step 1: Next, select Create 
Thread. 

Step 2: Review the forum description. 

Step 3: Provide a subject for your discussion 
board post (A). In the text submission box, 
type your response (B). If required, you can 
attach a file by clicking Browse My Computer 
(C). Once you are finished, click Submit (D). 
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Navigation Menu Discussion Board link: There is a direct link to Discussion Board in the left-hand 

navigation menu, this links to the main discussion board that lists all the forums and associated threads. 

Step 1: On the left-hand navigation menu of the course, select the Discussion 

Board link (E.g. what link looks like in a live course).  

Step 2: Click on the discussion 

board link (E.g. what the link 

looks like in a live course).  

*Follow the steps on page 2 to

create a thread.

Replying to a post 
Step 1: Within the Discussion 

Board page, select the forum 
link you want to reply to.  
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Step 2: Select the thread you want to reply to. 

Step 3: After reading the Thread, select the Reply button. 

Step 4: Type your response in the Message text box (A). If required, attach a file by using either “Browse My 
Computer” or “Browse Content Collection” and follow any subsequent prompts (B). Then click the Submit 
button to post your reply (C).  
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*Note: By default, your reply will be posted at the bottom of the Thread page.

Subscribing to a Forum: You may want to subscribe to a forum to receive email notifications so you can stay 
up-to-date in the discussion board. 

Step 1: Within the Discussion 
Board page, select the forum 
link you want to subscribe to.  

Step 2: Click the Subscribe button. 

Step 3: A blue banner will appear at the 
top of the Forum page with the following 
confirmation message, “Success: 
Subscribed to Forum.” Note: If you want 

to unsubscribe to a forum, simply click 

on the Unsubscribe button, which will 

give you a similar confirmation 

message. 




