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Purpose: This job aid provides step-by-step instructions on how to respond to participants as an 

instructor in a discussion board.  

Discussion Boards contain three basic elements: Forums, Threads, and Posts. As an instructor you 
can control the settings for creating threads and managing the posts. Refer to the Blackboard Help for 
Managing the Discussion Board.  

 Forums: these are how the discussion board is categorized. For instance, there may be one 
forum for general discussion, and other separate forums to discuss each of the assignments 
and other aspects of the unit. 

 Threads: these are individual subjects or questions within a forum. For instance, you may 
have a question about an upcoming assignment that you wish to discuss with your lecturer and 
the other students. You would create a thread to pose this question (assuming no one has 
previously asked the same question). 

 Posts: these are individual replies within threads. If another student has an answer to the 
question you have posed, they would "post" inside your thread, to discuss your specific 
question. 

Access the Discussion Board 

Instructors can access discussion board from Control Panel > Course Tools > Discussion Board. 
Find the list the Discussion Boards for your course. Click on the Discussion Board to open the 
Forums.  

 

 
 

The Forum page lists all the forums that you have created and tallies the number of responses and 

number of responses that you have read for each forum. In the screen below, you can can see 5 

unread posts for the forum. Click on the Forum to open the threads that participants have posted for 

that Forum and the number of posts.  

 

https://help.blackboard.com/Learn/Instructor/Interact/Discussions/Manage_Discussions
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The next screen will list all the created Threads for the Unit One Discussion. You can see all the 

Unread Posts for the Thread.  

 

 

On the thread’s page, you can view the text of the post and information, such as the author and 

posted date. All replies appear on the same page with the parent post.  
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1. You can Reply, Quote, Edit, Delete.  

a. The Quote function includes the post's text as part of your reply. Select Reply. If you 

want to view only the unread posts in the thread, select Unread. The unread posts 

appear on one page. 

b. The page expands below the post you're responding to. You can view the post and 
access the editor. 

2. If needed, edit the Subject. Type your reply in the Message box. You can also attach a file. 

3. After the Message box, you can attach a file. Select Browse My Computer to upload a file 
from your computer. You can also upload a file from the course's file repository: Course Files 
or the Content Collection. 

Note: Files that students upload are not saved to the file repository. 

4. Select Save Draft to store a draft of the post or select Submit to publish your reply. 

 

 


