WebCT Student Tutorial:
The Discussions Tool

Class discussions are held using WebCT'’s bulletin or discussion board.
Discussions on these boards are asynchronous, which means that students do
not need be logged in at the same time.

The Main bulletin board is where most of the discussions take place and it is
accessible by all students in the course. In addition, your instructor may choose
to create private topics for small group work.

myWebCT Resurmme Course Course Map  Check Browser Log Qut  Help

Sample Course

H- Course Menu - = | Hormepage = Comrnunication Tools = Discussions

Discussions

Compose messagel Zearch| Topic settings

Click on a topic name to see its messages.

Topic Unread Total Status

Main z 3 public, unlocked
Motes N 0 publiz, unlocked
Study group 1 0 0 private, unlocked
All 2 3 ===

This slide shows a sample of what you will see when you select the discussions
tool. In this example, there are two public topics and one private topic.
Click on a topic to see a list of the postings in that discussion.

Let’s click on “Main” to go to the main discussion board.
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mywebCT Resume Course Courze Map Check Browser Log Qut Help

Sample Course

Pl- Course Menu - = | Homepage > Communication Tools = Discussions = Main

Discussion Messages: Main

Compose messagel Update Iisting| Search| Mark all as read| Message options
Display: %AII Bdunread wThreaded | -Unthreaded Select topic: IMain vl Go
Status [~ Subject Author Date

v ifz [ g] Welcome to the sample cou...
= [T welcome to the sample cou... Linda Maeno December 18, 2003 3:58pm
&4 T 4 Re: Welcome to the sample... Test Account for Linda Maeno December 19, 2003 9:53am
v 1f1 [ gjfirst assignment

E Il T first assignment Linda Maeno December 18, 2003 4:00pm

Actions | "Fe apply these actions to the message(s) selected above.

e Compile| " Mark as read| " Mark as unread|

Here are the postings on the main discussion board. The initial posting is in bold
and has a green arrow to the left of it. Click on the arrow to see the postings
related to the initial posting. In this case, Linda posted a message called
“Welcome to the sample course”. There was one reply from the test account.
The reply is indented to indicate that it is in response to the initial posting.

Linda also posted a message called “first assignment”.
Notice that there is a paper clip icon next to the message title.

This indicates that the message has an attachment.
You can send and receive attachments on the discussion board.

Sending Attachments
Here are the steps for sending attachments via the discussion board:
1. Click on “Compose Message” to begin a new message
2. Type in a subject and your message
3. Click on “Browse” and look for the file you want to attach
If you don’t see your file, you may have to change “Files of type” to “All

Files”

4. When you locate your attachment file, click on it to Highlight it, then click
on “Open”

5. The file name should appear in the “Attachments” box.
6. Click on “Attach file”

7. Click on “Post”
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#3 Discussions - Microsoft Internet Explorer -10] x|

-
Compose Discussion Message =
Topic: | Main -
Subject: ISampIe message
Message: Flease refer to my attached Word docurnent ;I
=
Height of edit area: |12 vI Resize " Don't wrap text / (% Wrap text
HTML editor
Attachrments: I Browse... I Attach ﬁlel
There are no files attached.
Post Previewl Cancel
[ -]
|&] Done |4 Internst v

This is the Window that appears when you click on “Compose Message”.
After typing in the subject and the message, you would click on the Browse
button to look for the file you want to attach.

Loaok in: Im Cesklop - &% ER-

3y Documents SSH Secure Shell Client @helpdes
= My Computer Ca impaticaz @ impakic.
B My Metwork Places 3 psyd0d juneED
L P Acrobat Reader 5.0 ca psy404ald M Microsc
L tadobe Acrobat 5.0 [ web pages for 4,1 @Shurtu
Dragon MaturallySpeaking 6.0 28] ~AWRLZE49 i I:in:kf:ts.
M Impatica For PowerPoink @ Ad-aware 6.0 uhnet.[

s FT

tassignmentl,doc
i) Realone Plaver Qbmchure kemplate, wpd
U Respondus 2,0 Campus-wide @cnnferenceF.ﬁ.Q.html

3 155H Secure File Transfer Client @edmediaEDMpaper.ch

File narne: Iassignment'l .doc j Open
[

Cancel

Files of type: | &1 Files %)

li.
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Look for your attachment in the directory you saved it in. If you don’t see it, you
may have to use the pull-down menu to change “Files of type” to “All files”.
Click on the attachment filename to select it, then click on “Open”.

/§ Discussions - Microsoft Internet Explorer -0l x|
e
Compose Discussion Message =
Topic: -
Subject: ISampIe message
Message: Please refer to my attached word docurnent |=]
[
Height of edit area: |12 vI Resize " Don't wrap text / % Wrap text
HTML editar
Attachrments: I Browse. .. I Attach file|
r assignmentl.doc
Remove attachrnents
Post Previewl Cancel|
[ -
&) | mternet 4

You can then click on “Attach file” and “Post” to post your message on the
discussion board.
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Course Map Check B

Sample Course

'I- Gourse Menu - vI Homepage = Communication Tools = Discussions = Main

Discussion Messages: Main

Compose message| Update Iistingl Search| Mark all as read Message options
Display: tpgall |BSEnraad wThreaded |4+ Unthreaded Select topic: IMain -l Go
Status [ Subject Author Date

b1tz [ gj Yelcome to the sample cou...
P11 gjfirst assignment
v 1f1 [ gj Sample message

E@ T sample message Linda Maeno December 30, 2003 9:56am

actions | TP apply these actions to the message(s) selected above.

" Compile| " Mark as read| " Mark as unreadl

Click on “Update Listing” to see your new posting on the discussion board.

As you can see, Sample message has been posted to the discussion board.
There is a paper clip icon next to the message, signifying that the message has
an attachment

Retrieving Attachments
Here are the steps for retrieving attachments from the discussion board:

1. Click on the message subject to read it

2. Click on the paper clip to access the attachment

3. Click in the radio button (small circle to left of file) to select the attachment
4. Click on the “Download” button

5. Specify the file destination and click on “Save”

6. Open the attachment with the appropriate program
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/) Discussions - Microsoft Internet Explorer

=101 x|

File Edit Wiew Favorites Tools Help

Subject: Sample message

-

Message no. 41
Author: Linda Maeno {westoahulindal)
Date: Tuesday, December 30, 2003 9:56am

Please refer to my attached Word document

l see Attached

Reply| Reply privately| Quate| Download Close
48| = =2 §>

Here is what you see when you click on a message with an attachment
After reading the message, click on the paper clip to view the attachment.

a Discussion Message Attachments - Microsoft Internet Explorer

File Edit \Wiew Faworites Tools Help

ms

Attachments
To wiew a file click on its
name.

Close |  Download

v assignmentl.doc
(209.4 KB)

Select the attachment by clicking in the radio button to the left of the file name.

Then click on download.

File Download x|

Some fles can harm your computer. [F the fle information below
looks suzpicious, or you do nob fully trust the zource, do not open ar
zave thiz file.

File hame: azzignment].doc

File type:  Microzoft Word Document

Franm: witl2 hawail.edu

Would pou like to open the file or zave it to your computer’?

Open |

¥ Always ask before opening this tpe of fle

Cancel Maore [nfo

The File Download window will be displayed.
Click on “Save” to save the attachment.
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saveas 21|
Save jn: I:ﬂ Desktop - | ¥ ER-

E My Documents @juneztl sharing.doc
L My Computer @Shnrtcut ko SHARED on Medialab0z
51 My Metwork Places B tickets. doc

_ I psy40dald

__lweh pages for 4.1
~$signment1 .doc

h_E. assignmentl . doc

'-_E. edmediaz004paper . doc

Wi | helpdesk stats December, doc

by D ocuments

\

File narme: a:z::s:in:lrurrnzr'ut‘l .doc j Save
=

Save az tpe I Microzaft Word Document il Cancel

Specify where you want to save the attachment. In this example, the attachment
will be saved on the desktop.

Click on “Save”.

You can then open the attachment with the appropriate program on your
computer.

Need Help?

For more in-depth information on how to use WebCT tools and features, refer to
the WebCT Student Orientation created by Information Technology Services:

http://www.hawaii.edu/talent/webctstudentorientation/index.html

If you have any questions about online courses, contact the Student Services
Office at (808) 454-4700 or toll-free at 1-(866) 299-8656.

For WebCT technical support, contact Linda Maeno or Stacey Sawa:

linda@hawaii.edu ssawa@hawaii.edu
(808) 454-4785 (808) 454-4706
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