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How to Respond to A Discussion Board Post 

 

This tutorial will walk you through the steps necessary to successfully reply to a Discussion 
Board posting. 

 
Method 1: Reply to a person's initial response to the discussion topic (a 
thread). 
 
Use these instructions for replying to a person who initiated a direct reply to the discussion 
topic. 
 

1. Once you have entered the Discussion Board listings area, select the discussion forum 
you wish to review. In this example, we will review and reply to a post in the "Post your 
Introductions here!" forum area of this course. 
 
Click on the forum you wish to review. 

 
 

2. Click on the person’s initial posting (thread) that you wish to read. 
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3. To post a reply to the person who initiated the posting, Click the Reply button next to 
the Thread heading. 
 

 
 

4. Type in your response to the posting in the Message area. 
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5. When you are finished typing your response to the posting, Click the Submit button. 
 

 
 

6. Now you should see your response listed for others to view. 
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Method 2: Reply to a person's initial response posting (a sub-thread). 
This example illustrates how to post a reply to a person who was not the initiator of a thread.  

1. Click on the reply posting (sub-thread) you wish to review/reply. In this example, Sally’s 
posting is a sub-thread posting that we will be posting a reply. 
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2. Once you click on the sub-thread posting, you will be able to review the message 
associated with that posting. 

 
 
 
 
 
 
 
 

3. When you are ready to reply to a person who is NOT the initiator of a post, Click the 
Reply button to the right of the message being reviewed. 
 

 
 

7. Type in your response to the posting in the Message area. 
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4. When you are finished typing your response to the posting, Click the Submit button. 
 

 
 

5. You should now see your response listed for others to view. 
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