
 
 
 
 
 

Student guide to WebCT 6 
Using the Discussions Tool 

 

This guide details how to: 

• How to read messages 

o Threaded and Unthreaded view 

• How to write a message 

o How to check spelling using the HTML creator 

• How to edit a message 

• How to reply to a message 

• How to add an attachment 

o How to open an attachment 
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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. 
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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’. 

 

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: 

 

If your tutor has used a direct link, as in the example above, this will take you to the 
discussion topic: 
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How to read a message 

Threaded View 

The following picture shows an example discussion topic. 

 
 
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.   

 

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: 

 

An Expanded Thread: 

 

You can Expand an individual thread by pressing:  

You can Collapse an individual thread by pressing:  
 

The Description 
will tell you what 
kind of messages 
your tutor would 
like you to send to 
this topic 

Beside the 
message you 
can see the 
name of the 
person who 
posted it 

You can also 
see the date 
when they 
posted it 

The message 
view is 
Threaded 

You can see how 
many messages 
are in a thread 
and in bracket you 
can see how many 
are unread 
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Unthreaded View 

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

 

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

 

 

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. 
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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. 

 
This will open the Create Message window. 

 

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. 

 

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.  
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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. 

 

 

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

Add the title of your 
message here. Make this 
meaningful so that other 
students know what your 
message will be about.  

Write the main 
body of your 
message here.

When you have 
completed your 
message and are 
ready to share it 
click Post.  

When using the 
HTML Creator 
you can use 
format your 
message using 
the buttons here. 
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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 - 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. 

 

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

 

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. 

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

 

Clicking on the name of the message will reopen the message and allow you to re-
edit or post it.  
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How to reply to a message 
First open the message you would like to reply to: 

 

At the bottom of the message press the Reply button. 
 

 

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. 
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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. 

 

You can then edit your message and click Post. 

 

Please note that you can only edit your own messages. 

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

 

First write your message then click the button Add Attachment. This will open the 
File Browser. 

 

You can access two areas: 
My Files - this shows files that you have already uploaded into your private file area 
in WebCT. 
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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.  

 

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

 

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

 

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. 
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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. 

 

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.  
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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@qmu.ac.uk 
Please include your matriculation number in the message. 

 


