Accessing the Discussion Tool

The Discussion tool is used to communicate with classmates, group members, or your instructor on
assignments and readings. It can also be used to share course related files.

Displaying Settings

1. Click the Discussions link on your
Course Home navigation bar.

How to Get Started

The main Discussions page displays a list

of active discussions.
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Checking this option displays the left Topics List pane

Show the discussion topics list: in the Message List view.

Checking this option displays the Search fields in the

Show the search bar: . .
Message List view.

Checking this option displays the lower Preview pane in
the Message List View. If this option is not checked,
clicking on a message in the Message List view will
open the message in a popup window.

Show the preview pane

Default Message List View: Threaded The default Message List view that will be used when
or Unthreaded accessing the Message List view for a topic.

Selecting Grid Style will display the Message List in the
traditional Grid style where message subjects are

displayed i id.
Message List Style: Isplayed in a gri

Grid Styl Readi tyl
id Style or Reading Style Selecting Reading Style will display the Message List in

the Reading style where the entire message text is
displayed for all messages.
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Message Fields to Display:

Checking this option displays the Message Id for
messages in the Message List view.

Character Limits:

Limit the number of characters of the subject to display
in the Message List Subject Characters to Display: The
number of characters of the Subject to display for each
message in the Message List view. Must be an integer
between 1 and 150.

Reply Settings:
Include original message text in reply

Checking this option includes the original message text
in the new message by default when composing a

reply.

Selecting a Discussion

1. Select the discussion you want to join
from the list.

The discussion area displays.

E Forums & Topics List

E Discussions List

Settings Display: | All Forums and Topics %

Class Introductions

Class Intrpductions
1 messagﬂﬁl unread
Click on Message" and tdll the class your name and anything else you would like them

+ The Discussions
tool provides a
place for users to
communicate by
posting messages

into defined Topic
areas and
responding to
messages posted
by other users.

Discussions take
place inside
Topics, where
messages are
posted, read, and
replled to.
Ricmiscinn Trnine

to know. Remember, Netiguetfe rules do apply.

Unit 1 Discussion Er

Available: May 12, 2008 2:00 AM - May 23, 2008 1:59 AM

Internet

There is a scroll bar at the top of the page
that lets you decide how you want
messages to appear.

Threaded: This lets you see all messages
sorted by threads (conversations).

All Messages: This lists all messages
regardless of threads.

Unread Only: This groups all unread
messages.

Flagged Only: Shows all flagged
messages.

earch Settings

wour name and anything else you would like them to know. Remember, N4

Views

Threaded

1Unthreade r“
All Messag
Unread Only
Flagged Onl

Authored By Date

Glenna Winters May 12, 2008 6:53 PM

per page

Unread messages appear in bold.
Selected messages appear highlighted.

1. To read a discussion post message,
click on the posted subject

The post will open in a new window

Class Introductions

View: | Threaded b

Click on "Add Meszage" and tell the class your name and anything else you would like them to know.

%) Compose @Refresh 5 Show Search Settmgs

Remember, Netiquette rules do apply.

= [piscussion Topic]

0 = @ per page
Fe ] 1d Subject Authored By  Date

O 2074073 Introducing Glenga! Glenna Winters May 12, 2008 6:53 PM

0 se
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Adding a Message in the Discussion Board

From the discussion page for the
discussion you want to post a message in,
Click Compose.

e The Compose box displays.

1. Type a Subject.

2. Type a discussion message in the text
box.

3. Click “Add a File” to attach a
document to this discussion posting
(optional)

e Click the Browse button

e select a file

e Click Open to add an
attachment to the message.

4. Select “Show the message posting
options” (optional) to make sure you
are posting in the appropriate topic
area

5. Click Post

Your message appears in the main
discussion pane.

Class Introductions

r‘_‘, Compose Refresh | —< Hide Search Settings

Click on "Add Message ™8

ibtell the class your name and anything else

Search For: ow Searcl

Click Compose to create
O “ad& your own discussion post.

Fe 0

Id

O % 2074073 Introducing Glenna!
O

aE
)

Compese - Class Introductions

New Mesaage Details

Forem: Class Introdudtions 1) Type in a subjecet

Topic: Class Introdudchions
'Subgzl:til
Hessage: | pasic | advanced

¥-lBJU|ExAN|=!

2) Type your discussion message in the text boo.
Click the Advanced tab for more text formatting
oplions,

Attachments

3) Select™Add a File™ to
aftach a doecument,
picture, elc. (Oplienal)

(B Hide

This message will be posted to the following topics

8800 poabing Goticng 4) Click Show the message
posting options (Oplional)

Add Topes |

Class Introductions: Class Introductions

Reading a message

1. Select an existing message, click on
the message’s subject line from the
main list in your discussion area.

e The message will open in a new
window, or in the preview pane.
This will depend on your settings

Class Introductions

4] Compose @Refrash o Hide Settings View: | Threaded « | Apply

Search

Click on "Add Message" and tell the class your name and anything else you would like
them to know. Remember, Netiquetj

Click on the message's

Y S I :"ic< ine
O #3 [%] per page
= ] 1d Subject Authored By Date
O § 2074073 Intreducing Glenna! Glenna Winters May 12, 2008 6:53 PM
O 4 [%I per page
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Replying to a message

1.

Select an existing message from the
main list in your discussion area.

Choose whether you want the original
message to appear in the reply using
the drop-down menu beside the Reply
button

Click Reply.

The Reply box displays with the
Subject field populated.

Type your response message in the
text box.

Add a file (optional).

Click Post

;fa Reply

Reply - Introducing Gle...

E\ﬁew Message h‘z Reply

=

Reply Details

Subject: ‘Re: Introducing Glenna!

Message: | Basic | Advanced

Welcome to the Class! |

Add your reply text. You can select
the Advanced tab to view more text
formatting options.

<<= Replied to message below >>>
Authored by: Glenna Winters
Authored on: May 12, 2008 6:53 PM
Subject: Introducing Glenna!

How D!

1 am very excited to be in this class and expect to learn a lot about this subject and about my
classmates. etc. ete.

See you in the discussion board!

Display options: Edit HTML, Preview, and
Teggle Full Screen Mode.

Add Original Message Text

Attachments
- Click Add a File. (Optional)

Click Post
II. Cancel

Searching for a message

1.

If the Search field isn’t visible, click
the Show Search at the top of the
discussion page toolbar.

The Search field displays.
Type your search criteria (any portion

of text from the message), and click
Search.

“5 Compose @ Refresh | = Show Settings View: | Threaded v

Search

Or Search For: earch | Show Search Options
Click the Show Search Options link, HS—‘
enter your search criteria and
conditions, and click Search.
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Discussion Tool Menu Icons

%2 Refresh Refresh: Updates the page to display recent added posts.
— Show Search - Hide Search Show or hide the search options
Iﬁ‘ View selected messages in a printable format (opens in a

new window)

Fg

Flagging a message

“Flagging” a message allows you to mark a particular
discussion message as important.

You can add a flag to a new or existing posting by clicking
the Flag Message button when the posting is selected.
The Flag icon displays beside the Subject text.

To remove the flag, click on the red flag.

b4

Mark as read

Indicates that the message contains an attachment

Downloading an attachment

1. Select the posting with the
attachment you want to download

2. right-click the attachment
hyperlink

3. Choose Save Target As from the
menu

4. Browse to the location to you want
to save the file in.

i:é? Edit Message

El\"iew Message h‘fg Reply

Id: 25832367

My Bio Right click the

Glenna Winters Aug 6, 20088t fslsl4158 (=11 1]
hyperlink and
select "Save
Target As"

Flease =ee attached documeng

'é] Azsignment 1 details.doc (10 Bytes)
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