
 

Course Tools: Responding to a 
Message Board Topic 

 
 
 
 

1. Click the link “Manage Message Board” in the “Content Tools” listing on 
the left hand side of your screen 

 
 

 
 
 
 
 

2. Click the link corresponding to the message board topic you would like to 
create a response for 

 
 

 
 
 



3. Click the “Post a message” link within the topic 
 
 

 
 
 
 
 

4.  Type the appropriate information in the “subject line” 
 
 

 

Enter your 
comments in the 
“message” field 
(shown at right) 

 
 

5.  Click the “Post” button to save or “Cancel” to remove your information 


