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1.

Discussion Tool Tutorial

Discussion Tool
This tutorial shows how to read and reply to messages using the discussion tool.

Click the Discussions tab on the Course Tools menu. 

Click a link to open a Discussion topic. 2.
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3.

Discussion Tool Tutorial

Click on the Subject link to READ a discussion. 
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4. Click the Reply button to RESPOND to the discussion posting. 

A new window opens and displays the discussion posting. 
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5. Compose your response in the Message box. 

You can change the *Subject header and Add Attachments.  
Use the HTML Creator to underline, add bold, italics, and hyperlinks. 

Discussion Tool Tutorial



5© 2006 Colorado Community Colleges Online 

Click the Preview button to check your message before posting.

Or, you can Post, Cancel, or Save as Draft. 

6.
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From the Preview Message view, Post, Edit or Print your message.7.

Discussion Tool Tutorial



7© 2006 Colorado Community Colleges Online 

Your posted message appears as (New), (Unread), and a thread to the original 
posting.

8.
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