
How do I print / compile messages in the Discussion tool? 
 
Step 1 
Go to Discussion (on either Build or Teach tabs) 

 
 

 
 This is an indication that there is new information for that tool. 

 
Step 2 
Select the Topic you would like to print by clicking on the name of the topic. 

 
 



Step 3 

 

If there are threads of discussions like in this example, ensure that all threads are 
expanded before you continue with the creation of a printable view. 
Suppose you do not expand the thread, only 5 messages will be compiled. 

 

 

If you expand the thread, ALL 15 messages will be available to select and compile a 
printable view as displayed below. 

 
 



Step 4 
Select the messages that you would like to print. 

 
 



Step 5 
Click on Create Printable View button. 

 
 

The following screen is displayed: 

 



Step 6 
Select the Print or Save as File option.  When you select the Save as File option, you will be 
warned if there are attachments to this message.  You can decide if you would like to download the 
attachments also.  If you select OK to download the attachments, a zip file will be created which 
you then have to extract on the hard drive.  The discussion message will be a text file (.txt) and the 
attachments will be in their original format. 

 


