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Creating and Replying to Discussions in Vista 
 

 
1. Once you have logged into your course, click the Discussions tool in your toolbar. 
 

2. Select the discussion to which you want to reply. 
 

 

3. You can create a new message or reply to a discussion 
previously posted. 

 
Create a New Message 
1. To create a new message, click the Create Message button. 
2. Enter your subject and your message (discussion). 
3. Click the Post button. 

 
 
 
 
 

Reply to a Message 
1. To reply to a message, click the 

subject. 
2. Click the Reply button. 
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3. Type your response in the Message field. 
4. Click the Post button. 

 
 
 
 
 
 
 
 
 

Note: At the bottom of the Reply window, details of the 
original message are included: posted by, date, time, and 
original message. 

 
 
 

Creating a Discussion Message with an Attachment 
 

1. If you are creating a new message or replying to a message and want to post an attachment, after 
entering your subject (if applicable) and your message, click on Add Attachments. 

 
2. To upload your file, click Upload File at the bottom 

of the File Browser window. 
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3. In the Upload File window, click on Browse. This will 
open up the file browser on your computer. 

 
 
 
 
 
 
 
 
 
 
 

4. Select the document from the Choose file 
window and click Open.  

 
5. The file will appear in the File name box in the Upload File 

window. Click Save.   
 

 
6. The file will now be listed in the File 

Browser. Choose it and click Add 
Selected. 

 
7. The document will appear in the Create Message box beneath 

the Add Attachments button.   
 

8. When you are finished adding Attachments, click the Post 
button in the Create Message window. 


