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Discussions – General Use 
 
 
1.) Ensure that you are on the Student View tab 
 

 
2.) Click on Discussions 
 
 
 
 
3.) Click on the Topic you wish to view or post to. 
 
 
 
 
 
 
 
 
 
 
 
14.) To view threads in a topic, click the ‘+’ to the 

left of the thread to expand it. The message 
next to the ‘+’ is the original message and 
those indented below are the replies. 

 
 
 
 
 
4.) New messages are in bold and have (New) 

written next to them. 
 
 
 
Posting a New Message 
 
5.) To post a new message, click Create 

Message 
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6.) Type in a Subject for you message 
 
7.) Type in your Message 
 
 
Adding an Attachment 
 
8.) Click Add Attachments 
 
 
 
 
 
 
 
 
9.) Click My Computer 
 
 
 
 
 
 
 
 
10.) Select the file you wish to attach and click 

Open. 
 
 
 
 
 
 
 
 
 
 
 
 
11.) Wait for the file to upload, this window will 

close automatically. 
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12.) Click Post 
 

You have successfully posted a message! 
 
 
 
 
 
 
 
Reading a Message 
 
 
 
13.) Click on the Subject of the message you 

wish to read. 
 
 
 
 
 
14.) You may read the message in the pop up 

window. 
 
 
Replying to a Message 
 
 
15.) Click Reply 
 
 
 
 
 
 
16.) Type in a Message 
 
 
17.) Add Attachments, if you wish 
 
 
18.) Click Post 
 
You have successfully posted a reply! 


