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To reply to posts in a discussion thread, take the following steps. 

 

1. Click on the Discussion 
link. The location of this 
link depends on how 
your instructor has step 
up the page. 

 

 
2. Now select a forum you 

wish to reply in. A 
forum is an area where 
a topic or a group of 
related topics are 
discussed. 
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3. Select the thread you 
want to reply to. Inside 
of a thread, you will see 
the initial post and any 
other replies to it. 

 
4. Click the Reply button. 
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5. You will then be able to 
enter your reply. In the 
Subject field you can 
keep it as is or change it 
to let the readers know 
what you are going to 
talk about. In the 
Message field, you can 
type in your reply. 

 
6. You can also add 

attachments to your 
message using the 
Browse My Computer or 
Browse Content 
Collection buttons. If 
you want to save your 
reply and come back to 
it later, click the Save 
Draft button. Once 
satisfied, click the 
Submit button to post 
your reply. 

 
 




