
Quick Reference:  WebCT 3.6 Communication Module  
 
 
 
• After you have successfully 

logged into WebCT 3.6, 
you will want to explore the 
WebCT course modules 
that allow you to 
communicate with class 
peers and your course 
instructor. Three modes of 
communication are 
available for your use 
within WebCT: 
Discussions, Chat, and 
Mail. Clicking on the 
Communication icon 
located on your WebCT 
home page can access 
these resources. 

 
 

 

• You will be directed to the 
Communication Page that 
contains the modes of 
communication that are 
available to you and your 
class. 

 

Back to WebCT Orientation 



• Discussion Module:  This 
mode of communication 
allows the learner, their 
peers, and their instructor 
to communicate in a 
threaded discussion mode. 
This allows topics/concepts 
to be grouped together to 
provide ease of location 
and topic identification. 
Your instructor may have 
categorized topics for this 
mode of communication. 

 

 

• To compose a discussion 
message, you need to 
identify the topic for which 
you wish to post, include a 
subject for the discussion 
posting, and then type your 
message. You have the 
option to include attached 
files via the attachment 
paper clip and the option to 
preview the message prior 
to posting. To include an 
attachment with your 
threaded discussion 
posting, click on Browse.  

 



 
• If you are including an 

attachment with your 
threaded discussion 
posting, you will be 
prompted to upload the file 
you wish to attach—this 
process is the same for the 
mail option to attach a file. 

 
 

• Note: Remember to choose the correct file type when browsing for your attachment file.  The 
default for file types for this course tool is HTML Files; however, click on the pull-down arrow to 
the right of the HTML files and you can select the type of file you are searching. 
 

• CHAT: There are six chat 
rooms available for use in 
this course tool. Four 
(labeled here as Group A-
D) rooms can be labeled 
and blocked by your 
instructor for specific 
usage. The general chat 
room is the tool to be 
utilized for your course.  
 
Note: Conversations in the 
first four chat rooms will be 
recorded. 

 



• To participate in a chat, 
click on the appropriate 
chat room from the six 
available and you will 
become automatically 
logged in for chat. The left 
textblock will include typed 
dialogue, while the right 
text box will indicate chat 
room participants. Notice 
the Enter your message 
below text box at the 
bottom of the screen—this 
is the location to type your 
message; however, the 
message will not post until 
you press the Enter key on 
your computer keyboard.  

 

 
• To include a URL for the 

chatroom participants to 
view, click on the Send 
URL button on the lower-
right side of the screen. 
This option will prompt you 
to type in the URL. 
 

 

• All participants will be 
prompted with the menu 
shown to the right. 

 
 
 
• This will allow the 

participants to make the 
decision to view or not to 
view the URL. 

 



• Mail: This mode of 
communication is similar to 
the threaded discussion 
mode of communication 
previously examined. You 
compose, attach files, and 
post using the same steps 
as discussed regarding the  
threaded discussion option. 
 
 
 
 
 
 
 
 
 

 

 
 

• WebCT Mail is internal to 
WebCT; however, learners 
can choose to forward their 
mail to an outside mail 
account. Click on Message 
Settings on the Mail page 
and indicated what address 
you wish your WebCT mail 
to be forwarded, then click 
on GO. 

 




