
Posting Messages to the Blackboard Discussion Board 

The discussion board can be found by clicking on either the Communication button or the Discussion 
Board button in a Blackboard Course.  If the Discussion Board button is displayed in the course, click 
on the button to be taken directly to the discussion board.  If only the Communication button is 
present, click on the Communication Button then the Discussion Board link to be taken to the 
discussion board. 

The Discussion Board is setup with a Forum or Forums.  A Forum is a topic of discussion.  Each 
forum has a description or assignment associated with it.  This is an example of a Forum: 

 

To enter a discussion board forum, click on the forum topic, such as Week 1: Introductions. 

To begin a new posting, click on the Add New Thread button: 

 
Create a new message by completing the subject and the message: 
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Or, your instructor may require you to respond to his/her posting, only, and not start a new 
thread.  To reply to an existing posting, click on the subject of the posting: 

 

Read the posting and click the Reply button: 

 

Enter your response: 

 

If your instructor has allowed file attachments, you may attach a file to your posting by using 
the Browse… button to locate the file. 
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Preview Message 

Preview Message will allow you to preview the message and use the Back button to make 
changes prior to submitting the message.  Submit will send the message directly to the discussion 
board.  Your instructor may or may not allow you to edit or remove a posting after it is submitted. 

Reply postings appear under the original posting, indented and with a Re: in the subject line: 

 

Posting Management Tips 

Click on the Show Options tab to reveal the posting management buttons. 

 

Select All:  Places check marks next to all messages to mark all as read or unread or collect 
messages to place them in order on one page.  Unselect or Invert performs the opposite function. 

Read/Unread:  Displays the posting as Read (open envelope in plain text) or Unread (closed yellow 
envelope in bold text).  It is helpful to read all messages and mark them as Read before ending a 
discussion board session. 

Collect:  To compile postings on one page, select the postings to be compiled with check marks in 
the boxes and click Collect.  The postings will be displayed in a list on one page. 

Sort By 

The Sort by drop down box can be found at the bottom of the forum page.  The postings can be 
sorted by Default (by thread), Author, Date and Subject. 

 

View All/Unread Messages 

View All will show all messages.  View Unread will show only unread messages.  Change this 
preference by clicking once on View Unread Messages or on View All Messages. 
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