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How Do I View and Post Discussion Messages? 

The Discussions Screen 

⇒ To access the Discussions screen to view all discussion categories and topics, under 
Course Tools, click Discussions.  

 
The Discussions Screen 

Categories allow you to 
group related topics 

 

Topics allow you to 
group related messages 

View all the messages posted 
to a topic or only the new ones 
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Viewing Messages 

 
The Threaded Messages Screen 

⇒ To view all messages in a threaded topic, click Expand All. All of the threads are 
expanded. 

⇒ To view all message titles in a single thread, click the Expand icon.  

⇒ To read a message, click the linked message title. The message appears in a pop-up 
screen. 

 

⇒ To view all messages in a thread: 

1. Click the subject for the first message in the thread. The Message pop-up screen 
appears. 

2. Click Display Complete Thread. All messages appear in the Compiled 
Messages pop-up screen. 

 

⇒ To print or save all messages in a thread for viewing: 

1. Select the messages you want to compile and click Create Printable View. The 
Compiled Messages pop-up screen appears. 

2. Click Print. 

Expand icon 

Linked message title 



 2007 Blackboard Inc.  3 

The Blog Messages Screen 

⇒ To view all comments in a blog or journal message, click Comments. 

 

Posting Messages 

You can post a message to an existing threaded or blog topic. Entering a unique subject 
title creates a new thread. Every message is associated with a topic. 

⇒ To create a new message: 

1. Click Create Message. The Create Message pop-up screen appears.  

2. Enter a unique subject title. 

3. Enter a Message and click Post. The message is posted and the new thread is 
started. 
 

Note: Journals are a personal space, therefore, only the owner of each journal may 
create an entry. As such, you as an instructor may only add comments to a student’s 
journal. Click Comments. 
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⇒ To reply to a message, click the linked message subject and click Reply.  
 

⇒ To edit a message, click the linked message subject to display the message and 
click Edit Message. Only instructors have this capability unless it is specifically 
granted to students. 

Note: For students to be able to edit discussion messages, the topic must first be set 
to allow editable posts. From a topic’s ActionLinks menu, choose Edit Properties and 
select Editable Posts. 


