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! Click on Units to find your assignments 

for the week.

! Go into the current unit and find the 

assignment links.

See the next slide for a screen shot.
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Click here to 

access your 

assignment files, 

submit your 

assignments AND 

receive feedback 

on your graded 

assignments.



! To submit a file, click Browse My Computer

and locate the file to attach, then click Add. More 

then one file can be attached using this method.

! To add comments for the instructor, enter the 

comments in the Comments field.  The instructor 

will receive these comments with the submitted 

assignment.

!To submit the assignment, click Submit to 

send the assignment to the Instructor. 

5,6&#((#%$)0""#$%&'%("
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Once you complete your assignment, click  

Browse My Computer to find your 

assignment and attach it here.

NEVER submit your assignments in the 

Comments box. Just use this box to leave 

your instructor a friendly note.
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After your 

assignment file 

is attached, 

click Submit!

Remember, do 

not click on 

Save as Draft to 

submit your 

assignment.
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! Discussion Board

This is the place where all discussions take place.  The button is on 
the left hand side of the course homepage (navigation panel).

! Discussion Forum
On the discussion board, there will be different forums with different 
topics, usually linked from units

! Threads
In each forum, you will have the option to start your own thread.  A 
thread is a group of messages linked to each other by clicking the 
reply button. 

! Posting (or post)
A posting is a message that you post on the discussion board.
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Click the left hand side of the 
course homepage
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! "#$%&'()*(+*,-'.,'$/%'0.&12'34*2(522*.,'
6.7&18'9.5'0*))'2%%'7'2(&%%,'$/7$')..+2')*+%'
the following:

See next slide for a screen shot.
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Click on the title link to enter the 
forum
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! Once you are in a specific discussion 

forum, you have the choice of starting a 
new thread or continuing an 
existing thread. :..+'7$'$/%'*,2$&5($.&;2'
1*&%($*.,2'$.'+,.0'0/%$/%&'.&',.$'9.5;&%'
being asked to start a new thread.
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To start a new
Thread, click on 
!"#$%&$'()#$%*+
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Click on the existing thread to read 
the messages.  
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Down Arrows
Mark as Read
Mark as Unread
Set Flag
Clear Flag

Collect
Viewing messages in one page
Printing

Search
By author, topic and date Down Arrows

Select which 
messages  to 
display for 
viewing
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! If you want to respond to a message that 

someone else has posted, click the 
3,$-./+ button.
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! A new blank page will open. The message 

you are responding to will follow the Reply 
page.  If you want to refer to the previous 
<%227-%='()*(+'3Quote8>
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! After you click the Thread button to add a new 

thread or click the Reply button in an existing 
message, a page similar to an email compose 
page will open. Work the same way you would 
work when composing an email message: 

! Write a topic in the subject line
! Greet the person (Dear Name)
! Provide a context for your message
! Sign your message (Thank you, Your Name and Country)

! When you finish composing your message, hit 
the Submit button.

See the next slide for an example.



Click on the 
Submit button 
after you have 

composed 
your message.

Click here 
to view the 
original 
post
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! Note that you can also paste a 

message that you have previously 
written in Microsoft Word into your 
discussion board message.  It is 
better, though, to type the 
message in Notepad (as text 
only) before pasting it into 
Blackboard.
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! The quality of a message or posting depends on 

the criteria or instructions that your instructor has 
set for a specific class activity.  Follow the 
instructions for posting for each forum carefully.  

! Generally, postings are messages that 
contribute to the class. You will be graded for 
these contributions.

! The discussion board is NOT a chatroom.  The 
discussion board is like a classroom. It is the 
place where class discussions take place.
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! Many times, you will be asked to read or 

prepare something prior to posting a 
message to the discussion board. 

! Your postings should show that you have 
read assigned materials, that you have 
done your homework or that you 
understand the content of the class.



D--1&/$1&E-'&;-&D--1&C-"'#$%"

! Good
Hello,
This is Silvio.  I agree with the 
author of ___, but I do not think 
his generalizations about 
____apply to my culture.  He 
probably had a different 
experience while living in____.  
What do the others think?
Looking forward to your 
comments.
Silvio

! Not So Good

! Yes, me too.
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! In some discussion forums you will be 

asked to continue threads and some you 
can feel free to add your own threads.  Be 
sure to read the directions for each forum 
before you enter and start posting 
messages.

HAVE FUN ON THE DISCUSSION 
BOARD!
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