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Setting Up a Discussion Board 

 
1. Open your course’s Discussion Board through the sidebar in your course and click the Create 

Forum button to add a new forum. 
 

 
 

2. Enter a name a brief description of your forum, select your forum’s availability and settings, and 
click Submit.  
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Using the Features of a Discussion Board 

 

The Basics 
 
A Discussion Board can be view either of two ways.  The List View shows a list of the threads in the 
Discussion Board.  The Tree View can be used to display a more detailed summery of the Discussion 
Board.  The toggles in the Tree View alternate between showing and hiding subtopics in the threads, 
such as responses. 
 

Tree View 

 
 
You can switch your view by clicking the desired view in the top-right corner. 
 

 
 

To add a new thread in your forum, click the forum link you just created, then click the + Thread button. 
 

 
 

Enter a subject a brief message of your forum, add any attachments, and click Submit.  
 

To add a Reply to a Thread, open the Thread and click Reply. 
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Enter your reply, add any attachments, and click Submit. 
 

More Features 
 
From either the Forum page or the Thread Detail page, you can use the Collect feature. 
 
Simply check the Posts you wish to view… 
 

 
 
…and click Collect to view all your selected Posts at one time. 
 

 
 
In the same manner, you can use the Flag feature to mark Posts that you wish to come back to or 
remember.  Click the drop down arrow of Message Actions and then click Flag or clear flag. 
 

 
 
You can also search Discussion Boards for material by using the Search feature located in the top-right of 
the page. 
 

 


