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	  Creating	  a	  Discussion	  Forum	  
The Discussion Board serves to replace or augment classroom discussions in a digital format. Discussions can 
serve as an online meeting place, a medium for collaboration, or a way to demonstrate the understanding or 
application of course material. A Discussion Board forum is an area where participants discuss a topic. Within 
each forum are threads (or discussion topics), which contains each participant's post and replies to the post. 
 
To create a discussion forum in your course:  

1. Log in to your myLesley course and navigate to the Discussion Board.  
 

2. Click Create Forum.  

 
 

3. Enter a Name for your discussion and the discussion prompt and instructions for the Description.  

 
 

4. Click Submit.  
 
 
Optional Settings:  
There are many optional settings for the forums, but most faculty choose to keep the default settings.  
 
Forum Availability 
You may choose to make your 
discussion available at a later date by 
manually checking Yes or No or you 
can enter a date and time to have it be 
automatically released to your students 
at that time.  
 
 
 
Viewing Threads/Replies 
Standard View allows your students to see all the other posts of the discussion forum prior to posting 
themselves.  
Participants must create a thread in order to view other threads in this forum requires students to create a 
thread before being able to view others posts in the discussion.  
 
Grade 
This option will create a grade column in the Grade Center. You can view all of a student’s posts at once and 
apply a grade. You may choose to grade by entire forum discussion or by each thread.  
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Subscribe 
Students and faculty can receive notifications of discussion activity. This feature does not subscribe course 
members to the forum. It provides the option for each discussion participant to subscribe if they wish by 
clicking Subscribe at the top of the discussion forum.  
 

 
 
Create and Edit 
These options allow you to provide more or less 
control over how your students may post. It is 
recommended to allow students to create new 
threads, attach files and respond with a quote from 
another post.  
 
Do you want them to post anonymously or be able 
to edit or delete their posts?  
 
Check Force Moderation of Posts to preview them prior to allowing other students to view and respond to them.  
 
 
Additional Options 
Allow Post Tagging will allow you to assign keywords to posts which you and your students can then use to 
search discussion forums. Note: Students cannot tag posts.  
 
To tag posts:  

1. Check the threads that contain posts you 
wish to tag.  

2. Click Collect. 
3. Check the posts you wish to tag or click 

Select All to tag them all.  
4. Enter keywords for Tag Text and click 

Add.  
 
 
 
 
 
 
 
Allow Members to Rate Posts allows discussion participants to rate posts with one to five stars.  
 

 
 


