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Blackboard User Guide:    
[Discussion Forum Guide] 
 

 

 

 

Blackboard Learn is Purdue University’s centrally supported Learning Management 
System (LMS). Blackboard Learn provides instructors with the ability to provide 
students with course documents, online assignments and assessments, individual 
grades, and other learning materials in a single environment. BB Learn also has the 
ability to upload audio and video comments using a microphone and webcam. 
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1. When in Blackboard, you will be required to participate in online discussions.  When in the 
Discussion Board, you will see all of the discussions that are available.  

 

 
2. Choose the Discussion Forum you wish to post in (typically corresponding with which week 

you are in): 

 

How To: Creating a New Thread 
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3. To create your post, click the “Create Thread” button in the upper left-hand options. 

 

4. You will see the description of what is required of you (discussion instructions) in the 
“Forum Description”. 
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5. First, enter the “Subject” of your discussion post. 

 

 

6. Second, enter your discussion post text.  

 

NOTE: Some instructors require a minimum word count on discussion posts.  You can see your word 
count in the lower right-hand corner.  
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7. Once your post is complete, you can “Submit” your discussion. You can do this by clicking 
“Submit” in one of the two areas (in red boxes) below. 
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Sometimes, you go to enter your post and are unable to upload documents, change your fonts, add 
bullets, etc. This is due to missing toolbars.   

 

1. To turn on the toolbar, make sure the arrows are facing up (upper right-hand navigation).  

 

2. To turn off the toolbar, the arrows will face down. 

 

3. Hover over an option to see what the button will do.  In the example below, this feature will 
change the text color.    

 

How To: Access the Toolbars in Your Thread  
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1. Sometimes, you will need to add a document to your post.  This can be done as an 
attachment or you can link the document in your thread. Click on the paperclip option as 
seen below: 

 

 

2.  A popup will appear where you can choose the document from your desktop. 

 

3. After you select your file, it will give you the following screen: 

 

 

 

 

 

How To: Upload Documents in Your Thread  
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4. Make sure to select “Open in a New Window”: 

 

5. If you uploaded the wrong document, you can click “Cancel” or “Do not attach.” 

 

6. If you selected the correct document, click the “Submit” Button.  

 

7. Your file will now appear in your text box (as a linked file). 
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8. Blackboard will only allow one document to be uploaded at a time.  To add an additional 
document, click off the attachment and repeat the process above.   
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It is important to note that in the Blackboard Discussion, images cannot be copy and pasted.  If you 
copy and paste, you may see the image on your own screen (and your post) but it will not appear for 
other users.  If you want to include images in your thread, use the method below. 

1. To embed an image in your post, you will click on the image button as shown below: 

   

2. A popup will appear where you can choose the image from your desktop. 

 

 

 

 

 

 

 

 

 

 

How To: Embed Images in Your Thread  
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3. Click the image you wish to upload: 

 

NOTE: The image will preview in the popup.  

4. Click “Insert” to add the image (lower right-hand side of popup). 
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5. Depending on the original size of the image, it may appear really small or quite large in the 
text window.  You can use the corner of the images to resize appropriately.  
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6. If you want to see how large the image will appear compared to text, you can click the 
expand button on the upper right-hand side to expand your text box.  
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7. After checking out the size, you can click the expand button again to bring the box back 
down to size and click submit.  
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Sometimes you type up a post and realize you made an error (spelling, did not cite properly, etc.).  
To edit your post do the following steps: 

1. Click your original post. 

 

2. Click the edit button (only appears when you hover over your post). 

 

NOTE: If this does not appear, it means that the edit function is turned off.  Please email your 
instructor or post in the instructor forum and ask to turn this feature on. 

How To: Edit Your Post  
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3. You now can edit your original post. 

 

4. Once you edit your post, click submit.  You will receive a notification when your post has 
been updated (green box in upper left-hand corner). 
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Have you ever tried to upload a video to your discussion post only to see a long URL?  With 
Blackboard Discussions, you can embed your YouTube video (or any video). 

1. In your discussion thread, click the Mashups button to upload a YouTube video or the video 
button to upload your own media file. 

 

2. If uploading your own media, a popup will appear where you can choose the document 
from your desktop. 

 

 

How To: Embed YouTube Videos  
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3. If uploading a YouTube video, click the Mashup feature and select “YouTube Video” from 
the dropdown. 

 

4. Type the title of the YouTube video (or user that uploaded it) in the search bar; once you see 
the video you want, click the grey “Select” button.   
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5. After selecting the video, pick the options you want to apply to your video and hit “Submit.”  

 

6. Now, your video is embedded in your discussion post.  Select “Submit” to post your 
discussion. 
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Rather than copying and pasting a long URL to your text (which does not always link properly), you 
can add your link as a hyperlink. 

Before: 

 

 

 

 
After: 

 

 

 

 

 

1. First, select the URL you want to post in your discussion forum.  Right-click on your mouse 
and copy your URL or use CTRL+V function. 

 

 

How To: Upload URLS or Hyperlink in Your Text  
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2. Second, type up the title or part of your discussion that you would like to hyperlink to.  
Please be descriptive and clear as to what you want your peers to view.  Highlight this 
section and click the link button (red box).  

 

3. A popup will appear and allow you to insert your URL.  You can right-click and paste or use 
Ctrl+V to paste your URL.  Make sure to select to “Open in a New Window” and select 
“Insert.” 
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4. Your URL is now hyperlinked! 

 

 

 

 


