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Overview

Instructors can create community by utilizing the Discussion Board tool.  It is found under 
Communication on the navigation menu.

The group of discussions is called the Discussion Board. A single question or discussion area 
is called a Discussion Forum.  The individual contributions are called Threads.  An online 
discussion such as this may be called a threaded discussion.

Find the Discussion Board

1. Choose Communication on the main 
navigation menu.

2. Choose the Discussion Board
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Add a Forum
Modify an Existing 
Forum

Remove a Forum

3. Choose the + Forum button

     

3. Choose the Modify 

button   

3. Choose the Remove 

button   

4. Add a title and a description to your forum

5. Ensure you set the Forum Settings

6. Cancel or Submit your contribution.  

Faculty are able to control activities and responsiblities in a forum. This can be used to 
allow students to collaborate, or enable students to have specified responsiblities such as 
to assist faculty in moderating.

The “Manage” tab enables faculty to modify a course member’s forum role.
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Manage Forum Users

The available forum roles include:

	 • Moderator
	 • Reader
	 • Manager (default for faculty)
	 • Grader
	 • Participant (default for students)
	 • Blocked

Click on Manage next to the 
forum title.

Click on the drop down list 
under “Forum Role” to modify 
a user’s role in the forum.

Forum Role General Capabilities Available Thread 
Views

Thread Status this 
role can apply

Moderator Ability to approve thread 
submissions and make them 
Published for participants to see

Published
Locked
Hidden
Unavailable

Published
Hidden

Reader Ability to view the forum but not 
participate in discussion

Published
Locked
Hidden

Published
Locked
Hidden

Manager This role has all editing and 
viewing capabilities and ability to 
designate forum roles to others

Published
Locked
Hidden
Unavailable

Published
Locked
Hidden
Unavailable

Grader Ability to set up forum for 
grading, grade threads and/or 
forums

Published
Locked
Hidden
Unavailable

None

Participant Ability to participate in all 
aspects of a forum, depending 
on how faculty has set up forum 
options

Published
Locked
Hidden

None

Blocked One or more individuals can be 
prevented from viewing a forum

None None
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Thread Status What that means Visible to Roles who can set 
Status

Published Available in the view 
immediately to all roles

Moderator
Reader
Manager
Grader
Participant

Manager
Moderator
Reader

Locked The item is visible to all, 
but participants cannot 
contribute or alter posts

Moderator
Reader
Manager
Grader
Participant
(when filter is applied)

Manager
Reader

Hidden Available to all if filter is 
turned on in personal view.  
This status takes the place 
of the “Archive” folder

Moderator
Reader
Manager
Grader
Participant
(when filter is applied)

Manager
Moderator
Reader

Unavailable Invisible except to the 
Manager and Moderator

Moderator
Manager
Grader
(when filter is applied)

Manager

Forum roles enable users to view and change the status of threads and what is displayed 
in a discussion forum. 
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Contribute to a Discussion

Students will need to respond to a forum “question” and faculty and students respond to 
one another.

1. Find the Discussion Board.

2. Choose the Discussion Forum.  Click directly on the blue link.

Click the + Thread button

3. Enter a descriptive subject.  It is very important to do this so users can scan the list of 
contributions and make meaning out of what is under that subject without having to open 
each one to find out what is in it.

Choose Save to save a draft of 
the message to be submitted 
later, or choose Submit to post 
the message.
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Using the Visual Text Box Editor

The WYSIWYG (What You See Is What You Get) Text Editor is where content is created and 
displayed as it will appear on screen. The Text Box Editor has features and tools similar to a 
word processor such as Microsoft Word.

The top toolbar contains commands for changing the font size and face, paragraph 
alignment options, bullets and numbering, and indenting left or right.

The middle toolbar contains commands for spellcheck, cutting, copying and pasting, clear, 
undo and redo, inserting a hyperlink, table or line, font color, highlighting tool, view in 
HTML and previewing the text.

The bottom toolbar contains multimedia commands for attaching a file or image, adding 
MPEG content, and adding a quicktime movie, sound file or flash content.
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Discussion threads are grouped by the main thread and the number of posts in that 
thread.  Click on the thread title to view and respond to the main thread and all related 
responses, or click on the number under the Unread Posts column to view only the unread 
posts in the discussion forum.

Discussion threads can also be viewed in the default “list view” 
or in “tree view” by clicking either option located on the top 
right side of the discussion forum.

List View:

Tree View:

Discussion Views
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Students and faculty can “subscribe” to any given forum or thread, and “rate” them as 
well, if the faculty has enabled these tools.
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Discussion Board Grading

Discussion board participation can be graded at the forum level or at the thread level. 

1. Click the Modify button next to the discussion forum to grade.

2. Under “Forum Settings,” check the Grade option, and click Submit.

Grade by Forum

Users are graded by their participation in the entire forum. An item will be automatically 
added in the Gradebook when this option is selected.

1. To grade a discussion forum, click on the icon under the Grade column

2. Click the Grade button next to the student you want to grade.

A collection of the student’s posts in that discussion forum will appear on screen.

3. After reviewing the posts, 
assign a grade, and click Submit.

A grade for the discussion forum will be added to the gradebook. Grades for discussion 
forums can be modified by clicking the forum’s item link in the Gradebook.
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Grade by Thread

Users are graded by their participation in specific discussion threads. Participants will loose 
the ability to create new threads if this option is selected.

1. Enter the discussion forum you want to grade threads in.

2. Click the Add New Thread button.

3. Enter in a descriptive subject and message for the new thread.

4. To enable grading, select the Grade Thread 
option, and enter the points possible. 

5. Click Submit.

The new thread will display in the forum with the grade icon appearing under the Grade 
column. Click the grade icon to view the user’s posts and assign a grade to the discussion 
thread.
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Collect, Filter and Sort

Discussion forums and threads can be collected for easy viewing onto a single screen. 
Users  can view all posts in each forum of the discussion board, or view threads in specific 
discussion forums.

1. Click on a discussion forum

2. Inside the forum, select all threads, or select the 
specific threads you want to view.

3. Click the Collect button.

A collection of all threads selected will appear on screen.

Threads can be filtered to show posts by individual students, status, read status, or specific 
tags. Threads can be sorted by Author First or Last Name, Date, Subject, Thread Order or 
Overall Rating in Descending or Ascending order.

Instructors can also add and modify tags in the collections area. Tags are descriptors or 
keywords that inscructors can assign to a post, allowing for message grouping regardless 
of the thread it resides in.
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To view all posts in each forum In the Discussion Board on a single page, click the Search 
icon, and click the Go button in the search field at the top of the screen.

The search results page displays all posts in each forum of the course discussion board.

Search results can be sorted by Author First or Last Name, Date, 
Subject or Thread Order in Descending or Ascending order.

Search results can be filtered to show posts by 
individual students, status, or specific tags.


