
 
 
Use the Discussion Tool 
For Students 
 

1. Log into your course.    
 
 
2. Click the “Discussions” link from the Course Menu or click on the 

discussion icon if your instructor has provided one.     
 
 

3. A window showing your discussion tool topics will be displayed.  
 
 
 
 
 
  
 
 
 
 
 
 
 
 

4. Most courses organize the discussions into categories. 
 
 

5. Double-click the category you would like to post to or read. 
 
 
 
 
 
 
 
 
 

6. Choose “Compose Message” to post a message.     
 
 
 
 
 
 

 
 



 
Note: This option will start a new discussion thread.  Some courses may be 
set up for you to reply to an already established thread.  Take note of the 
method your instructor wants you to use.  Instructions for replying to threads 
are later in this tutorial.       
 

 
7. Type your message and add any attachments needed.  Click on “post” when you 

have completed your message.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Attach a File 
Browse for the file and 
then choose “Attach 
File” to complete the 
process.  
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8. To read the discussion posts, choose the category you would like to read and then 

click on the green drop down arrow to view the posted message and replies.  Click on 
the message title to view a particular message.  

 

 
 

Note:  If your messages are not listed as “threaded” (shows message replies 
using arrows).  Click on the “Threaded” button.    

 
 

9. You can reply to a particular post by clicking on “Reply” from the message window.   
 
 
 
 
 
 

Note:  Anything posted on the discussion board will be viewable by 
your classmates and instructor.   

 
 
 


