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Discussion Boards

Discussion boards are a means of communication between tutors and students. The
boards allow messages to be ‘posted’, these are visible to all who use the individual
board. Messages can include attached files, such as WORD documents, PDF files
and graphics. The tutor can choose to set up individual boards for different groups of
students. These boards are named ‘Topics’ and allow the posted messages to be
organised into relevant groups. Topics can also be made private, allowing only the
students who are members to post and read messages in them.

Topics

The topics represent the main theme of the messages posted to them. For example,
a tutor may set up a topic about an article. The tutor may even include the article as
an ‘attachment’ to the first message. Any comments or replies are then posted to the
same ‘topic’ and can be read by all. One of the most useful features of a public board
is that public messages can be read by all members and, therefore, replies can be
posted by any member.

Categories
Topics can be grouped into categories by the tutor, to keep relevant topics together.
Threads

Messages are organised into ‘threads’ as they are posted. A thread is a string of
messages that follow on from each other. That is the replies to a posting are
‘threaded’ onto the end of the preceding message. This becomes important as it
allows an ‘argument’ or ‘discussion’ to build up.



Starting to use the Discussion Board

You can access the discussion boards by pressing Discussions on the left menu.
Your tutor might also have added links to discussion threads from other parts of the
course. In the example below the tutor has set up a direct link to a topic called

‘Welcome’ from ‘Course Content Home'.

QMUC Online Tutors - WebCT6 Example course
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If you access the discussion boards by pressing Discussions on the left menu you
will see a list of all available discussions. To go into discussion click on one of the

topic titles:

Your location: Disc

All Topics ( 25 Messages / 5 New ) All My Posts ( 0 Messages )
threads
discussion threads to share information with your colleagues.
(20 Messages )
why not post a message and tell us what you think of WebCT 67

General pub|
Please use th

Welcome

Hints and tips (0 Messages )
If you would like to share anything you think would be useful for other people? Here's the place to post it.

Discussion activities {0 Messages )

which discussion activities are you using with vour students?

Cafe (5 Messages / 5 New )
This topic is for chatting about anything vou like.

P EEr

If your tutor has used a direct link, as in the example above, this will take you to the

discussion topic:

¢ Your location: Course Content Home > Welcome
Welcome

@ Description
Why nat post a message and tell us what you think of WebCT 67

1IPE

<

Create Message View Drafts
Expand &ll || Collapse All Display: | %Threaded |{Unthreaded Grg Al | BqUnread
B Subject 5 Messages Author Date
] Hello and Welcome T2 Beasley, Susie 10 April 2006 11:06
Unread }
O First visit 2 = 12 April 2006 12:52
|| wisiting = 12 April 2006 13:43
0 Hi T 20 April 2006 12: 30
O WebCT course = 06 June 2006 11:27
] Well I've got this far . £ 08 June 2006 14:46
O WebCT 6 X 22 June 2006 14:09
] hooray! 3(3 1= 23 June 2006 15:16
Unread }
] Sending a message 2(2 = 26 June 2006 13:56
Unread }
¥

Create Message

() Mark as Readl B Mark as Unread I B Create Printable Yiew _

17 July 2006 10:43




How to read a message

Threaded View

The following picture shows an example discussion topic.

The message
. . < Your location: Course Content Home » Welcome 1 i
The Description e VIEW IS
will tell you what T Deserren _ Threaded
k' d f why not post a message and tell us what you think of WebCT 67
INna o messages
your tutor would Beside the
like you to send to Display: [ #Threaded [#unthreaded | | ANl [Saunread message you
th|S tOpIC W Subject Message: At
[0 ®=-Hello and welcome T2 Beasley, Susie = 10 April 2006 11:06 Can See the
[] = Eirst visit ;'""Eﬂd) z 12 Apl name Of the
0O wisiting 2 12 April 2Rg 13:43 person who
O f 2 20 April 2006 posted |t
foet WebCT course E 06 June 2006 11N
You can see hOW ] Well I've got this far 08 June 2006 14 4
many messages [] WebGTé 2 | 22 une 2008 1409
. [ = hooray! 3(3 2 | 23 June 2006 15:16
are in a thread _ unread) i} You can also
d in bracket you O =- Zending a message © 2(2 2 | 26 June 2006 13:56
an 4 spsead) see the date
can see how many 0o IeE 2 17 July 2006 10:43
are unread |z:\ 1 Mark as Read” & Mark as Unread”;% Create Printable ¥ : When they
posted it

WebCT has two ways you can look at the discussion messages, Threaded and

Unthreaded. You can move between these views by clicking on the Display options
Threaded and Unthreaded.

| Expand all || Callapse all |

Display: @Unthreaded %Unread

In the Threaded view, illustrated above, the Messages are organised into ‘threads’
as they are posted. A thread is a string of messages that follow on from each other.
That is the replies to a posting are ‘threaded’ onto the end of the preceding message.
This becomes important as it allows an ‘argument’ or ‘discussion’ to build up.
Threads can be Expanded or Collapsed by pressing Expand All or Collapse All.

A collapsed thread shows only the first message title, once this is expanded you can
see the tittles of all of the messages in the thread.
A Collapsed Thread:

[ = Hello and YWelcome 7(6 Beaslay, Susia £ 10 April 2006 11:06
Unread )
An Expanded Thread:
[] =- Hello and Yelcome (6 Beasley, Susie 2 10 april 2006 11:06
Unread )

... Re:Hello and Welcome

<

26 April 2006 14:12
02 June 2008 13:50
06 June 2006 11:23
11 June 2006 17:44
26 July 2006 08: 52
10 August 2006 10:51

. Re:Hello and Welcome

Re:Hello and Welcome

- Re:Hello and Welcome

i<
< IS

.. Re:Hello and Welcome

[

Ooooooio

.. Re:Hello and Welcome

<

You can Expand an individual thread by pressing: '

E..

You can Collapse an individual thread by pressing:




Unthreaded View

In the Unthread view you see the messages in the order of the date and time they
were posted.

(&) Description
why not post a message and tell us what you think of WebCT &7

Create Message Wiew Drafts
Display: YThreaded |4¥Unthreaded | | tpa All |%Unread

B Subject Y Author Date

[] Hello and Welcame Beasley, Susie £ 10 April 2006 11:06
[] Eirst wisit = 12 April 2006 12: 52
[] ERe:First wisit L 12 april 2006 12:56
[] wisiting x 12 april 2006 13:43
[] Hi = 20 april 2006 12:39
[] Re:Hello and Welcome = 26 April 2006 14:12
[] Re:Hello and Welcome 2 02 June 2006 13:50
[] Re:Hello and Welcome S 06 June 2006 11:23
[] WebCT course = 06 June 2006 11127
] WellI've got this far = 08 June 2006 14:46

(=) Mark as Read || B Mark as Unread || B Create Printable Yiew

Create Message

rege (L1 ¥> || | 6

This may mean that the discussion messages appear on several pages. Use the
Page drop-down menu to view other pages.

Page: |1 (1-10) + | ¥

Page: | 1{1-10) ~ | ¥
1(1-10)
2 (11-20)

3 iEl—Eli

Select the page you want to view and click the green arrow.

View All or Unread

You can also choose whether you want to see a list of All of the messages, in a
topic. Or you can press Unread, this will show you only the messages that you have
not yet read. The title of messages you have not yet read appears in bold text.

B Unread




How to write a message
First go into a discussion topic where you would like to add a message. Then click

the Create Message button.

Create Message

This will open the Create Message window.

2 Create Message - Microsoft Internet Explorer

Create Message
*Subject: |

Message: HTML Creator O on @& Off

Cluse HTML Insert equation: b

Attachments: | Add Attachments |

| Post | | Preview | | Cancel | | Save as Draft |

* Required field

£

|

<
@ applet com,wehck,platform. tools, browserchecker, applet, BrowserChecks é MQ Local inkranet

You can write your message in this view, or you can open the HTML Creator. Using
this allows you to use the spell checker and formatting options.

HTML Creator & on (O Off

Note that there is a short delay while the HTML Creator opens, and you may see the
following for a few seconds while it loads.




Add the title of your
message here. Make this
meaningful so that other

<3 Create Message - Microsoft Internet Explorer students know what your
Create Message message will be about.
*Subject:
Message: HTML Creatar & on O Off |
2 0] % B | o o |none | [Defaul] v|Homal v|| B 7 U When using the
A|EE=m. 2 [ Bhet | E-=-== | gm—»g||| HTML Creator
you can use
(=l =RI format your
message using
the buttons here.
|
When you have | write the main
completed your body of your
message and are messaae here.
ready to share it
click Post. e View edit on® Pro by RealObje cts [inzert.
Insert equation:| New v | @
Atti«:hments: | Add Attachments |
| Post | | Preview | | Cancel | | Save as Draft |
* Required field -
@Applet editor started é ‘-:_J Local inkranet

When you are using the HTML creator you are also able to check the spelling in your
message. Any words that are misspelt are underlined in red. If you place your cursor
on the word and click the right mouse button, you will see some suggested

corrections.
HTML Creatar & On O Off
A0 | 4 B o o noe | [Defaul] ¥ |Mormal v || B 7 O
cA|EEE=SEx X | BEY E-E-EE|FB— Y |
T 504
Hawve you read the papper by Brown & Biggs I found it really helpful?l

— T =
Have you read the pappas e Boroonen 2 Pinns T Freumd e ool bol-folz
Suggestions paper
&7 Undo pap per
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. Papery
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v
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& Ignore Al
Select Al 5 Sl
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Farmat ]
WY STwyG | Source view Paragraph b bt
Inserk » =
é ‘-‘_J Lo
T8 Documnent Struckure...

RE
You can also run a spell check on the message by pressing:



Once you have written your message you have several options. You will see at these
bottom of the Create Message window. There are four options: Post, Preview,
Cancel and Save as Draft.

Post Preview Cancel Save as Draft

Post - click to add your completed message to the discussion thread. You will see
the following message ‘Your message was posted successfully’ and your
message will now appear on the list.

5 Wour message was posted successfully,

Preview - click to see what you message will look like before you decide to post it.

2} Preview Message - Microsoft Internet Explorer

Close this window &
Preview Message

Author: John Smith Sent 14 August 2006 16:25
Subject: Useful webLink

Hi,

I found this website really useful: http: /Awww . learmingandteaching.info/learning/
I recommend you take a look at it.

John

attachments:

[ Post || Edit | | [ print |

Close this window i

|4

@ [% \a Local intranet

You can then check the message. If you want to make changes press Edit, or if you
are happy with the preview you can press Post.

Cancel - click to this to delete the message without posting

Save as Draft - this lets you save the message to work on in the future. Once you

have pressed Save as Draft, you will find the document by pressing View Draft on
the top right of the screen.

Yiew Drafts

Pressing this will open a new window showing all of your draft messages:

DER

<23 View Drafts - Microsoft Internet Explorer

Close this window

View Drafts

Name Author Date Locked Actions El
Useful Wweblink Smith, John 14 August 2006 15:29 No b¥il

Close this window i

<

Ej javascripkicancel(); é '!EJ Local inkranet

Clicking on the name of the message will reopen the message and allow you to re-
edit or post it.



How to reply to a message

First open the message you would like to reply to:

M Message - Microsoft Internet Explorer : E|r5__<|
Close this window &
Message Mext Message
Topic: Welcome Date: 10 April 2006 11:06
Subject: Hello and ‘Welcome Author: Beasley, Susie 2
Hi,

[ hope you like the look of WebCT 6. Please let me know what you think of this example course, and if
you want any extra functionality added just let me know. This example course is going to be available
to all of the tutors using WebCT at QMUC, so you can all see the system from a student perspective.

I hope you will find it useful. W
Hawe fun,
Susie B.

| | Reply |n:|:lrward

Mext Message

|

ﬁj Done é Q Local inkranet

At the bottom of the message press the Reply button.

2 Reply - Microsoft Internet Explorer b__<

”~

Reply _
*subject: Re:Hello and Welcome

Message: HTML Craatar O 0n @ Off

Cuse HTML Insert equation:|New | $
Attachments: | add attachments

‘ Post | | Preview | | Cancel | | Save as Draft |
* Required field

Original Message

Subject:Hello and Welcome | Posted by: Beasley, Susie | Date: 10 April 2006 11:06

Hi,

I hope you like the look of WebCT 6. Please let me know what you think of this example course, and
if you want any extra functionality added just let me know. This example course is going to be

available to all of the tutors using WebCT at QMUC, so you can all see the system from a student
perspective.

Ej Applet com.webct.platform. tools, browserchecker . applet. BrowserChecker Applet started é Q Local intranet

You can then write your reply and can see the original message at the bottom of the

window. You can then decide if you want to Post the message, Preview it or Save
as Draft.



How to edit a message

You tutor can choose to set up a topic to allow you to edit your messages after they
have been posted. When you open a message that you have posted you will see a
button at the bottom of the message to Edit Message.

2l Message - Microsoft Internet Explorer fz
Ead

Close this window

Message
Topic: Discussion group 2 Date: 18 August 2006 09:09
Subject: Draft of Group Work Author: Smith, John %

sttached are my initial thought. Jogn

Attachments:
GroupPresentationJohn.ppt; GroupWaorkJohn.doc;

Edit Message

i Reply || Forward |

You can then edit your message and click Post.

- Edit Message - Microsoft Internet Explorer |Z||E|fz| I
Edit Message —
*Subject: Draft of Group Wark |
Message: HTML Creator O on @ Off

Attached are my initial thought,

John

Use HTML | Insert equation: New v| 9
Attachments: | add Attachments

GroupPresentationJahn.ppt (g
Groupworklohn.doc [

| Post | | Preview | | Cancel | | Save as Draft |

| £

* Dannirad fiald

< | 4

2_1 Applet com.webct, platFarm.tools . browserchecker, applet BrowserChecker & |2| NEJ Local inkranet

Please note that you can only edit your own messages.

How do | delete messages?

Only tutors can delete messages. If you are worried about a message you have
posted, contact your tutor.

-10 -



How to add an attachment

You can attach a single document or a group of documents to your message. For
example you might want to share Word documents or PowerPoint presentations with

your fellow students.

<} Create Message - Microsoft Internet Explorer

Create Message

*Subject:

Draft of group work

Message: HTML Creator O On & Off

sttached are my initial thoughts.|

Luse HTML Insert equation: »
Attachments: | Add attachme

| Post | | Preview | | Cancel | | Ne as Draft |
* Required field

£

B[(=]E
M

£

I@ Applet com.webck, plakform, kools, browserchecker . applet.Bro \

|
é "Q Local intranet

| w

File Browser.

N\
First write your message then click the button Add Attachment. This will open the

2} Content Browser - Microsoft Internet Explorer

Get Files
&) |
My Files Filter content: | All Types “| P
e Alles B Title + Type ~
#-[7 Chat Whiteboard Falder )
% Placemant [Jchat Whiteboard Folder Folder
CIPlacement Faolder
Wty Computer
[ & Learning log.doc % M5 Ward
[ [ netetiguette 01.htm % HTML
O &l raiseaware.ppt < Microsoft
PowerPoint
[ @ raiseaware? . ppt % Microsoft
PrwArPRint bt
@ Applet com, webct, platfarm.tools . dragndrop. common . Dndépplet started

é Q Local intranet

You can access two areas:

My Files - this shows files that you have already uploaded into your private file
in WebCT.

-11 -
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My Computer - this will allow you to navigate to files stored on your computer or on
a storage device such as a memory stick. Once you have found the file or files you
would like to attach to your message, highlight them and click Open.

My Recent
Documents

[an)
o
4 un
&
[=}
=]

My Documents

My Compuker

. _
%‘ File name: | "GroupPresentation]ahn.ppt” "GrouptWorkJohn, doc” | I Qpen l
Ty Mekwork,
Places Files of kype: |.¢\II Files " | Dpen s

You will then see a status bar which will close when your documents are attached.

£ My Computer Applet :||:I[z|
A B
GroupPresentationJohn.ppt [EREEREREES ~
Allfiles Status  [ceienoee 3

[ Cancel H Close ]

When you look at the message you can see the details of the attached files at the
bottom of the message.

2} Create Message - Microsoft Internet Explorer

Create Message

*Subject: Draft of Group Work

Message: HTML Creator O On & Off
Attached are my initial thoughts.

John

Use HTML | Insert eguation:| Mew v| ®

attachments: | Add attachments

GraupPresentationlohn.ppt [
GroupWworkJohn.doc (g

‘ Post | | Preview | | Cancel | | Save as Draft | -
* Reguired field

3 5
@ Applet com.webct. platform. tools brawserchecker, applet. Browser Checkerpplet starte é 'Q Lacal intranet
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You can remove an attachment if you need to by pressing the Remove Attachment
icon beside it.

Once your message is ready, click Post.

Post

Once you have posted your message it will look something like the picture below.
When you look at your message you can see the attachment icon beside it, this
shows others viewing the message that there is an attachment.

Discussion group 2

Create Message Wiew Drafts
| Expand all || Collapse all | Display: | Y Threaded |&Unthreaded faall |EUnread

B Subject w  Messages Author Date

[] Draft of Group Work Smith, John £ 18 August 2006 09:09
(4| ) Mark as Read | B Mark as Unread || B Create Printable View

Create Message
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How to open an attachment

When you open the message you will see that the attachments appear as links at the
end of the message. Click on the link to open the attachment.

2 Message - Microsoft Internet Explorer |:||§|fz|
D UUUUTUTUTTUTRTETETETETETTETETGTETDGTYTYNHNETCA

Close this window

Message
Topic: Discussion group 2 Date: 18 August 2006 09:09
Subject: Draft of Group Work Author: Smith, John %

Attached are my initial thought, Jogn

Attachments:
GroupPresentationlohn.ppt; SroupWorklohn.doc;

Edit Message

| Reply || Forward |

Messages In the thread | Display Complete Thread |

Name Author Date
=+ Draft of Graup Waork Smith, John % 18 August 2006 09:09

Close this window

|14

@ é \3 Local intranet

You can also save the attachment. Place your cursor on the link and click the right
mouse button, from here select Save Target As you can then save the file to your
computer.

Attachments:
GroupPresentationJohn.ppt; GroupWorl ™

Dpen
Cpen in Mew Windaw

Edit Message

Sawve Target As, ..

Reply | Forward Print Target

. : Copy Shorkout
Maszages in the thread | Display Com i

o Favertes..

= Draft of Group Work

Properties

= .
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Public, Private and Locked topics

Topics can be set by you tutor to be:

Public: This means that all students and tutors registered for the WebCT module can
both read and post messages.

Private: This means that the tutor has set this topic to be available to only a selected
group of students and tutors. This group can access it can both read and post
messages. Students and tutors who where not in the group would not be able to see
this topic.

Locked: This means that students can no longer post to a topic, but can still read the
messages. Your tutor might change this setting on a topic after an activity has taken
place, to prevent further discussion.

Where to find help
If you have any issues accessing WebCT 6, please contact:

webct-admin@gmu.ac.uk

Please include your matriculation number in the message.

r | Help | Log out

My WebhGCT Content Manager

welcome, John Smith. Today is 28 June 2006. Channels | Colour Layout Q

5

Calendar Day Course List Personal Bookmarks

You currently have no QMUC Online Tutors - WebCT6 Example course Angles on Learning and
entries for today. Saction Instructor: Susi Peacock, Susie Beasley Teaching

3
To Do List aw

. WEBCT SUMMER SCHOQL - WEBCT SUMMER SCHOOL 2006
1 - Take library book... A

. T

Campus Bookmarks
Academic Regulations
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