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About Discussions 

The Discussions tool is a collaboration area to post, read, and reply to messages on different topics, share 

thoughts about course materials, ask questions, share files, or work with your peers on assignments and 

homework. 

Access the Discussions tool 

Click Discussions under Communications dropdown. 

 

 

Posting and replying to messages 

Posting a message in Discussions 
1. Click on the topic where you want to post a message. 

2. Click Compose. 

3. Enter a Subject. 

4. Enter your Message. 

5. Set any other message options you want. (These options may not be available, depending on the course 

and the topic.)  

To Do this 

Keep the message at the 

top of the list 

Select Pin message. 

Post your message 

anonymously 

Select Author anonymously. 

Receive updates on the 

thread via your selected 

notification method 

Select Subscribe to updates to this thread. 

Attach a file In the Attachments area, click Add a File and locate the file you want to 

attach. You can attach as many files as you want. 
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Attach an audio recording In the Attachments area, click Record Audio. Ensure your microphone is 

set up correctly and click Record. Click Flash Settings to make 

adjustments to your microphone selection and volume. Click Play to listen 

to your recording. Click Clear to erase your recording. 

Post your message to more 

than one topic 

simultaneously 

Click Show the message posting options. Click Add Topics, and 

select the topics you would like your message to appear in. To post in every 

topic simultaneously, select the field at the top or bottom of the topic list. 

6. Click Post. 

If the topic is moderated, your message does not appear until it is approved. Moderated topics are 

indicated by the Messages Require Approval icon beside the topic name at the top of the message 

list. 

Saving a draft message in discussions 

You can save your message as a draft instead of posting it right away. Saving a draft lets you return to the 

message later to edit it before posting it to the topic. 

To save a draft, click the Save as Draft button instead of the Post button when writing a message. 

To find a saved draft, view the message list for the topic where you created the draft and select “Drafts” 

from the View drop-down list in the top right corner of the page. 

NOTE Depending on your system configuration, you may not have this option enabled. If you would like 

the option to save message drafts, contact your site administrator or your Desire2Learn Account Manager. 

Replying to a message in Discussions 

1. Locate the message you want to reply to. 

2. Do one of the following:  

o If you’re using the Grid Style message list, click on the message you want to reply to, then click Reply. 

o If you’re using the Reading Style message list, click Reply beneath the header of the message you 

want to reply to. 

3. Enter your reply in the Message field. To include the original message’s text in your reply, click the 

Add Original Message Text link. 

4. Set any other message options you want. (These options may not be available, depending on the course 

and the topic.)  

To Do this 

Receive updates on the 

thread via your selected 

Select Subscribe to updates to this thread. 
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notification method 

Attach a file In the Attachments area, click Add a File and locate the file you want to 

attach. You can attach as many files as you want. 

Attach an audio 

recording 

In the Attachments area, click Record Audio. Ensure your microphone is 

set up correctly and click Record. Click Flash Settings to make 

adjustments to your microphone selection and volume. Click Play to listen to 

your recording. Click Clear to erase your recording. 

Make the message 

anonymous 

Select Author anonymously. 

5. Click Post. 

 

Finding and reading messages 

Once a discussion gets going, new messages can come in very quickly. To help you keep on top of things, 

new messages are identified in a number of places. 

On your course homepage, the Updates widget lists the total number of unread messages for all 

discussion topics in your course. 

In the Forums & Topics List (found by clicking on the Discussions Tool under Communications), the 

number of unread messages appears beneath each topic. To see only topics with new messages, select 

Topics with Unread from the Display drop-down list. If you have the Discussions List pane 

visible you can see topics with unread messages in bold. 

You can also choose to subscribe to specific discussion forums, threads, or messages and receive an email 

notification when there is a new post. 

Reading messages in Discussions 

There are two ways to view messages inside a topic—use the Grid Style message list or the Reading 
Style message list. See Discussions settings to learn how to change your view. 

In the Grid Style message list, a list of messages appears at the top of the page, showing the subject, 

author, and date for each message. Click a message’s subject to read the message; the full message 

appears at the bottom of the screen or in a new window, depending on your personal settings. 

In the Reading Style message list, the full text of every message is always displayed. Click the Mark 
Read link below a message’s header to tell the system when you’ve read a message. 

https://mnsite.ims.mnscu.edu/shared/studenthelp/learningenvironment/discussions/discussion_settings.htm
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In either style, use the View drop-down list to switch between Threaded view, where messages are 

grouped with their replies, and one of the Unthreaded views (All Messages, Unread Only, Flagged Only) 

where you can sort messages any way you like. 

 

Following a discussion forum, topic, or message thread 

You can receive email and SMS notifications to discussion forums, topics, and message threads that you 

subscribe to. Ensure your Notifications settings are set up properly. 

Subscribe to notifications 

Click the Subscribe icon for a forum, topic, or message to receive notifications of new posts. In some 

views, the icon might be a button. 

Unsubscribe from notifications 

Click the Unsubscribe icon for a forum, topic, or message to stop receiving notifications. In some 

views, the icon might be a button. 

 

Managing discussion subscriptions and settings 

You can make changes to your subscriptions in Notifications, and in the Subscriptions area of 

Discussions. 

Change default frequency of notifications and email address 

1. Click Notifications from the personal menu on the minibar. 

2. Configure your preferences on the Notifications page. 

3. Click Save. 

Manage subscriptions for forums, threads, or messages 

1. Do one of the following:  

o Click Subscriptions from the tool navigation. 

o At the top of a message list, click Subscriptions from the More Actions button. 

2. Modify your Notification Frequency settings, or unsubscribe from any forum, topic or message thread 

you do not want to follow. 

 

https://mnsite.ims.mnscu.edu/shared/studenthelp/learningenvironment/getting_started/setting_your_notifications.htm
https://mnsite.ims.mnscu.edu/shared/studenthelp/learningenvironment/getting_started/setting_your_notifications.htm
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Searching for messages in Discussions 

1. On the Discussions List page, click on the topic you want to search for messages. 

2. If the Search For field is not visible at the top of a message list, click Show Search from the More 

Actions button. 

3. Enter the terms you want to find in the Search For field and click Search. 

4. To perform an advanced search:  

a. Click the Show Search Options. 

b. Specify additional search criteria from the options displayed beneath the Search For field. 

c. Click Search. 

To see all messages again, click Clear Search. 

 

Marking a discussion message as read or unread 

If you are using the Grid Style message list, messages are automatically marked as read when you open 

them (depending on your site’s configuration), but if you are using the Reading Style message list or you 

print messages to read them you will need to manually mark messages as read to indicate to the system 

that the message is no longer new. 

In some cases you might also want to manually mark a message as unread—for example, if you open the 

message from the Grid Style message list but do not finish reading it. 

Mark a message read or unread 

Do one of the following: 

 In the Grid Style message list, select one or more messages from the list and click the Mark Read or 

Mark Unread icon at the top of the list. 

 In the Reading Style message list, click the Mark Read or Mark Unread link below the message 

header. 

 In either view, to mark all messages in the topic read click Mark All Read on the action bar. 

 

Flagging a message in Discussions 

Flagging messages is a good way to mark a message if you want to read it again later or monitor replies. 

To flag or un-flag a message, click the Not Flagged – Click to Flag this item or Flagged – 
Click to Unflag this item icon next to the message’s subject. 
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You can quickly find your flagged messages by selecting “Flagged Only” from the View drop-down list 

at the top right of the message list. 

 

Printing messages in Discussions 

If you are using the Grid Style message list, you can view messages in a printable format and send the 

messages to your printer. 

1. In the Grid Style message list, select the messages you want to print. 

2. Click the View Selected Messages as Printable icon. 

3. Click Print. 

 

Discussions settings 

Access Discussions tool settings 

Do one of the following: 

 On the Discussions List page, click Settings. 

Personal Settings 

Personal settings control the way you view messages inside a topic. These settings apply to all course 

offerings wherever you access discussions but do not affect other users. 

Display Settings The following display settings are available: 

 Show the discussion topics list Use this setting to show or hide the list of topics. Hide it to save 

space or show it to switch between topics quickly. 

 Show the search bar The search bar allows you to search for messages. You can also show or hide the 

search bar by clicking Show Search or Hide Search on the action bar inside a topic. 

 Show the preview pane If you are using the Grid Style message list, you can choose to open messages 

in a preview pane at the bottom of the screen or in a pop-up window. Select this option to use the preview 

pane, clear it to use a pop-up window. 

Default Message List View Controls whether messages are displayed in threaded or unthreaded view 

when you enter a topic. In threaded view, messages are grouped together with their replies, allowing you 

to follow the thread of a conversation. In unthreaded view, messages can be sorted by author, date, 

subject, message ID, or average rating. 

Message List Style The following message list styles are available: 
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 Grid Style The Grid Style message list resembles a traditional email reader where each message’s 

subject, author, and date appear in a list without the full text of the message. To read a message, you click 

the subject; the full text is displayed in a separate area. 

 Reading Style The Reading Style message list shows the full text of all messages in a single view. You 

read messages simply by scrolling through the page, without having to select messages and read them one 

at a time in a dedicated reading pane or a pop-up window. 

Message Fields to Display You can choose to display the following fields: 

 Org Defined ID Select this option to see ID numbers beside author names. 

 Message ID Select this option to see ID numbers when viewing messages. 

Character Limits If you are using the Grid Style message list, you can choose to display only the first 

few characters of each message’s subject to save screen space. Select the check box and enter the 

maximum number of characters of each message’s subject you want to see. 

Reply Settings Select this option to automatically include the text of any message you reply to when 

composing a reply. 

 


