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Bb 7.1 Discussion Board 
 

 
Discussion Boards are available in all courses and are accessible by all students--although not all 
instructors choose to enable or use them within their course. In order for students to post messages to 
the discussion board (db), an instructor must first create a forum. A forum is the term for the individual 
topics or subject headings within the db. Each forum contains threads (or individual messages) that 
consist of the original posting and any related replies. Blackboard also allows instructors to create private 
group discussion boards accessible only to specific users, they operate in the same manner as the 
general course discussion boards. 
 
Creating A New Thread (this option available only if allowed by your instructor) 
 
1. Enter the Discussion Board area and click on the desired forum link to open the forum. (As shown in 
the sample below, there are already four existing forums created.) The area to the right of each forum 
indicates the total number of posts, unread posts and total forum participants. 

 
2. After opening the Forum View screen, it will display the date, time and author information for any 
threads already posted. (In the sample below, 5 threads are shown). 
To add a new thread, click the Add New Thread icon at the top of the page (see below)  
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Creating New Thread (continued) 
 
4. Next, the Add Thread screen appears (see below). Complete the Subject and Message fields and 
attach any files as necessary.  
 
*Note: The "Post message as anonymous" option is displayed only if that setting has been enabled by 
your instructor. 
 

 
 
5. When complete, scroll down to the bottom of the page and click Submit. 
Note: You will notice there is also a Save button that is available. Choosing Save will keep a draft copy of 
the thread which can be opened, re-edited and submitted at later time. In order to display any previously 
saved drafts, you must choose Show All from the Display options on the top of the Forum View page. 
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Replying to an Existing Thread 

 
1. Enter the Discussion Board area and click on a forum title to open the forum.  

 
2. The Forum View screen appears. (See below.) The top toolbar contains options for managing threads. 
The middle section contains a search feature and the bottom section of the page displays a listing of 
current threads along with information regarding author, unread postings, and number of total postings 
contained within each thread. (This screen can display up to 25 threads, if the forum contains more than 
25 threads, the additional threads will appear on separate pages.)  
 

  

 
3. Locate the thread that you wish to reply to and click on the title (subject line) of the thread.  
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Replying to an Existing Thread (continued) 
 
4. The Thread Detail screen will appear (see below) which contains several sections.  
Options for managing threads appear on the top toolbar; a search toolbar appears beneath it. 
The middle section displays a scrollable list of threads and replies (replies appear beneath the original 
post and unread posts appear in bold type.)  
The bottom section of the page displays the contents of the post you just selected. 
 
5. Click the Reply button located near the hyperlinked title at the top of the message box.   
Note: Within the content area, you will see the Modify and Remove buttons, only if your instructor has 
enabled these forum features. 
 

  
Note: To respond to the reply instead of the original posting, click on the title of the reply to display it, and 
then use the bottom Reply button. (See sample below) 
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Replying to an Existing Thread (continued) 
 
 
6. Add your response in the Message area. 
Note: To indicate that you are replying to a message, you should generally keep the existing the Subject 
field as it appears.  
 
7. Scroll down to the bottom of the page and click the Submit button.  
 

 
 
8. Your reply will appear indented beneath the original post.  
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Collecting and Viewing Multiple Threads 
 
When forums contain many threads and replies, it becomes very tedious to open and read each posting 
individually. You can easily view an entire thread and all replies by: 
 
1. Choose Select All and click GO to select all postings. (A checkmark will appear beside each one). 
2. Click the Collect button at the top of the page. 

 
 

 
 
3. The postings are grouped together on one page, allowing you to easily read or print them. (See below)   
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Sorting Discussion Board Threads 
 
Discussion Board threads may be sorted (in ascending or descending order) using any one of the 
following columns: Date, Thread, Author, Status, Unread Posts, Total Posts. 
 
1. On the View Forum screen (see below), click the small carat symbol (triangle) that appears at the top 

of the column heading to sort on that column. 
 
Note: A downward pointing carat indicates a descending sort order. Click the carat again to change to 
ascending order (upward pointing carat.) 
 

 
Note: A downward pointing carat indicates a descending sort order. Click the carat again to change to 
ascending order (upward pointing carat.) 
 
 
Searching Discussion Boards  
 
At the top of the Forum View, Thread View and Thread Detail screens a search feature appears. It allows 
users to search for postings which contain a particular keyword (such as topic or last name) and/or those 
posted after or before a particular date. The default search option searches within the current thread, but 
by changing the selection in the drop-down Search In box, users may also search the entire current 
discussion board or all forums in the course, including any group forums to which the user belongs.  
 

 


