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 Posting to the Bulletin Board in WebCT 4.0 
 
Overview 

A Bulletin Board is often used in WebCT as a place where professors and 
students can read and respond to posted messages. Initially, a professor 
sets up topics (e.g., "Thursday's Reading Assignment", "Moby Dick 
Questions", and "Weekly writing exercises"). You can access your class's 
Bulletin Board by clicking on the Bulletin Board icon. 
 
When you click on the Bulletin Board 
icon it will take open up the list of 
topics.  

A sample bulletin 
board icon on a 
WebCT homepage.  

 
 
 
The Bulletin Board's List of Topics 

 
The first page you land on in the bulletin board is the list of topics screen.  
Here you can see a listing of various topics your instructor has set, as well 
as use the drop-down display choices to see all the messages that you have 
not yet read or those that have been posted since your last visit. 
 
Within each topic, you can respond to your peers' messages, to a peer's 
response to another peer, or you can choose to break new ground by 
posting with a new subject heading.   
 

 

A sample list of 
postings from the 
"Main" area 

 
As a default, you will not see messages that you have already read when 
you log on for a new session. Unless your instructor deleted them, you will 
be able to look at those messages by clicking the "All" option. To return to  



the default view, click the "Unread" button. To follow a "thread" (a series of 
messages that are in response to one another), click the "Threaded" button. 
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The interface 
for the 
discussion 
board. 

 
Posting new messages 

To write a new message with a new subject heading,  
1. Click on the "Compose Message" button to open the discussion board 
dialog box 

 

The discussion 
board dialog box 

 
2. Choose the correct topic area in the topic drop-down 
 
3. Enter a subject line — within about 15 words or less — describing what 
the post is about 
 
4. Type your message inside the message box. 
 
5. When you have finished entering text, click on the Preview button to 
see an approximation of how your final posting will appear to others.  At 
this point, you can choose to correct any mistakes, or post it by pressing 
the "post" button. 
 
If you have used text with HTML tags, you will need to do this to see the 
results of your formatting commands. If you enter a URL into the 
compose box, it will appear as highlighted and "clickable" in the Preview 



screen and the subsequent posting. You do not need to add any HTML 
tags to make links work in the Bulletin Board. 

      
 
Replying to a Bulletin Board Message 

 
A Reply is a message which does not introduce a new topic, or 'thread' to a 
Bulletin Board discussion. Instead, it extends a thread that already exists by 
adding a message to it. 
 
The button to initiate a Reply is found within the message to which you wish 
to reply. It is the button below the message header.  
 

The Reply-to-Post 
Dialog Box 

 
 
Note that you can include the previous message in the body of your reply 
using the "Quote" button, or save it as a text file by pressing the "Download" 
button. 
 
When you click Reply, the Reply version of the Message window appears. 
Since you are continuing a conversation rather than initiating one, you may 
not alter the subject line or the Topic where the message will be located. 
Otherwise, the process is exactly the same as composing a message. You 
can preview the message; attach files, or anything else that you can do with 
the Compose Message window. 
 
 

For more information about using the WebCT application, please contact the  
 
Brandeis ITS Instructional Technology Resource Center  
781-736-4739 (x64739) 
itrc@brandeis.edu. 
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