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How To... Overview of the Discussion Board 
 
This document gives an overview of the MyUni discussion board functionality. The Discussion Board is a tool 
for sharing thoughts and ideas about class materials. The Discussion Board is made up of forums that may 
appear anywhere in the course but are also all centrally located in the Discussion Board tool. 
 
There are three levels within the Discussion Board Tool:  
FORUMS contain THREADS which contain POSTS / REPLIES 
 
1. FORUM view 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. THREAD view 
 
 
 
 
 
 
 
 
3. POSTS / REPLIES view 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This discussion board contains 2 FORUMS 

This forum ‘Forum 1’ contains 2 THREADS

This thread ‘Welcome to the course’ contains 4 POSTS / REPLIES 
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Search 
A search function appears at the top of the page throughout the Discussion Board. The search includes a 
keyword field, date restrictions, and options for where to search. The search function starts at the current level 
and options exist to work up. For example, in a thread, the default search option only searches that thread but 
options exist to search the entire forum or all forums From the search function, users can search all forums in 
the course, including any forums that appear in the user’s groups. 
 
1. Enter a search term and / or date restrictions and then click ‘GO’ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. Posts that contain the search term will then be displayed in a sortable, printable format for easy 
reading. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

TIP: If you search without entering a search term, all posts and replies will 
be collected and displayed on the page. 
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Reply to a post 
1. Open a forum and then a thread within it. Find the post you want to respond to. 
2. Click ‘Reply’ 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Fill in your response and click ‘Submit’ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

WARNING: DO NOT use the ‘Save’ button to save a draft as this 
function does not work as expected and participants will be able to 
read your draft. 

TIP: click ‘Show Original Post’ to see 
what you are replying to 
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Starting a new thread 
1. You may find you go to a forum and there are no threads with posts to reply to. In this situation you 

need to add a new thread. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Fill in the form as you would for a normal post. Try to use a descriptive subject line. 
3. Click ‘Submit’ 

 
 


