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Creating, Using and Linking to Discussion Forums

in Blackboard Enhanced

Discussion forums are often the heart of an online course in Blackboard, capable of fulfilling multiple
pedagogical and organizational uses:

e At the beginning of a course, you can create a discussion board for students to introduce
themselves, while also providing a place where students can ask questions at any point during the

semester.

e You may choose to create different forums in alignment with each of the main topics of your
course, where students can share ideas about readings, lectures, and assignments.
e Students may be prompted to respond to well-thought-out, open-ended questions posed by you

that stimulate discussion.

e Group discussion boards can also provide a means for groups of students to share their projects
with each other or collaborate on one larger project.

The asynchronous nature of discussion boards allows for reflection and extended interaction, giving you the
opportunity to provide feedback, facilitate conversations, and interact with students on a regular basis.

This guide is divided into three parts:

Creating a Discussion Forum Steps 1-12
Using a Discussion Forum Steps 13-20
Linking to a Discussion Forum Steps 21-25

CREATING a Discussion Forum

Stepl

Most courses are already set up
with a link to the discussion board
in the course menu located on
the left side of your course site.

* If your course menu does not
have a link to the discussion
board, proceed to Step 2.

* If your course already has a link
to the discussion board, click the
link and proceed to Step 5.

Announcements

Click here to access

Discussion Board

Announcements
Instructor Info
Course Information

Course Materials

Course Assignments

Discussion Board Announcements

Group Work

Podcasts WELCOME!

Office of Faculty Development & Instructional Technology: ofdit@sps.cuny.edu 8/20/2014



mailto:ofdit@sps.cuny.edu

Creating and Using Discussion Forums (v.2)

20f9

Step 2

To create a course menu link to
the discussion board, hover over
the “Add Menu Item” icon (the +
button) at the top of the course
menu and select “Tool Link” from
the menu.

Content Area ﬂ‘
Module Page

Blank Page

Tool Link

Course Link

Subheader

Hover over the "+"
sign and select "Tool

Link" from the
dropdown menu

Announcements

New Announcements appear directly beloul

Step 3

Provide a name for the link (we
suggest either “Discussions” or
“Discussion Board”) and select
“Discussion Board” from the
dropdown menu. Be sure to tick
the “Available to Users” option
and click “Submit”.

Add Tool Link

== Mame:

Type:

iscussion Board

Discussion Board

v I

IDl
«| Available to Users

Cancel Submit

cemen

T
[ New Announcements app|
sasnsidac . The or

"Type" menu.

Name the link and select
"Discussion Board" from the

Posted on: Wednesday, Janu

Step 4

Your new link will appear at the
bottom of the course menu. To
move it, hover over the link and
click and hold on the arrows that
appear to the left. Drag the link to
the desired location and drop it.

To enter the Discussion Board,
simply click on the new
Discussion Board link in your
course menu.

ASSESSEDITEMS

Collaborate Sessions

WELC(
Posted o

Welcom

Discussion Board

This site
own cou

Group Work

Tests

Before yi

New an|

Click and drag
link to desired
position
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Step 5
The discussion board consists of
forums, in which you or your Discussion Board Click here to
students can create posts (called Forums are made up of individugig®y Create a new

discussion forum.

o

‘threads”).

Create Forum

To create a new discussion
forum, click “Create Forum” on
the upper left.

M Create Forum

Forums are made up of individual discussion threads thar can be organized around a particular subject. Create Forums to organize discussion

Give the forum a title and add a
description. Include a title

. . . Forum Information and descri tiOﬂ
N.B. Its a good idea to includea | |~ ™" ~/ E

detailed writing prompt or o o

Descnption
1 1 1 1 Prese Tab to enter the content editor. For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).

dlreCt!Orl]s for pOStIng In ylour . T T T F Paragraph ~+ Aral b GITQDKJ A e >

description of the forum, including XDoawe EESSE=- T

due dates and/or required length BOBE L e W 14010 B =
Introduce yourself to your fellow classmates!

Of the pOSt' Pleaze mclude a bref beo and at least one thing you'd bke to l2am this samester)|

Step 7

In Availability” h 2. Forum Availability

n “Forum Availability”, you have _

the option to keep the forum s

I Enter Date and Time Restrictions I| Display After =)

Enter dates as mm/dd/yyyy. Time may be entered in any increment.

hidden, or make it available only
for a limited amount of time.

Display Until .\,;.

Enter dates as mm/dd/yyyy. Time may be entered in any increment.

Step 8

There are a number of options 3. Forum Seftings

available in “Forum Settmgs" If a Due Date is set, submissions are accepted after this date, but are marked late.

Viewing
Threads/Replies

l) NeW in B|ackb0ard Enhanced: | @ Participants must create a thread in order to view other threads in this forum I
You can require students to post /

their response as a new thread
before they are able to view other
students’ threads (you may choose
this option when students should
submit an original response to a

discussion question without having

been influenced by others’ N.B. If you select this option, you will not be able to select some other options, including

submissions). “Allow Anonymous Posts,” “Allow Author to Delete Own Posts” and “Allow Author to
Edit Own Published Posts.”

Tum, they
cannot delete or edit their own posts, and cannot post anonymously. Those options will be set

Check here to require students
to create a new thread before

they can view other threads.
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Step 9

2) If this forum is to be graded,
make sure to enter a value for
the maximum points possible.
You also have options for
designating the number of posts
a participant must add before
showing up as “needs grading” in
the Grade Center, adding a due
date and associating a rubric with
the forum.

Grade S llo Gradingin Foim

i@ Grade Discussion Forum: Points possible: 50

ETaae e a0

owparticipantsin"needsgrading"statusﬂaﬂer Y 1 < Posts

Enter dates as mm,/dd/yyyy. Time may be entered in anyYcrement.
-

Associated Rubrics | Add Rubric Enter maximum

points possible

Subscribe ) Do not allow subscriptions

@ Allow members to subscribe to threads

N.B. We recommend you add due dates to all assessed items in your course, including
Discussion Board assignments. Due dates will appear automatically in the Blackboard
calendar and will be visible to everyone enrolled in your course.

Step 10

3) We recommend you allow
subscriptions to discussion
forums. When subscribed (see
Step 14), you and/or your
students will receive an email
whenever the forum is updated
with a new post. You may choose
to include the body of the post in
the subscription email or just a
link to the post for quick access.

Subscribe Do not allow subscriptions

Allow members to subscribe to threads

» Allow members to subscribe to forum

Include body of postin the email

» Include link to post

Step 11

4) You can allow students to edit
or remove their own posts, but if
you do so, select “only posts
with no replies” so other
students’ posts are not deleted.

You have the option of allowing
authors to tag and rate
discussion board posts. Allowing
students to rate posts can
enhance student interaction and
their critical thinking skills.

Click “Submit” when done.

Create and Edit [T] Allow Anonymous Posts

Allow Author to Delete Own Posts

YOU may All posts
@ Only posts with no replies .

choose to \I If allowing
enable [T Allow Author to Edit Own Published Posts authors to

i Allow Members to Create New Threads .
tagging u delete their

i Allow File Attachments
a?d ratmg Allow Users to Reply with Quote pOStS' SQIECt
oT posts : n
[] Force Moderation of Posts Only pOStS

. . with no
Additional Options [7] Allow Past Tagging replies"

[T] Allow Members to Rate Posts
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Step 12

The new forum will now appear in
the Discussion Board content
area. You can access the forum
options menu by hovering over
the forum and clicking the down
arrow that appears to the right of
the forum title. From there, you
can edit the forum’s description
and settings, manage users, copy
the forum, or delete it altogether.

Discussion Board

Forums are made up of individual discussion {

Hover over forum to
access forum options
menu

Create Forum

Delete

¥l Forum Description

Introductions £ Introduce vourself to your fellow classmates!

1@

ie a brief bio and at least one thing you'd like to lean
Open

Delete Edit

Manage

Copy

Delete

USING the Discussion Board

Step 13

To create a new thread in a
discussion forum, click on the
title of the forum in which
you'd like to add the new
thread.

Discussion Board
Forums are made up of individual discussion threads that can be organized around a particular subject. Cr|

Click on the title of
the forum in which
you would like to
add a new thread

Create Forum

Delete

[F] Forum

=) Introductions

Introduce yourself to your fellow classmates!

Please include a brief bio and at least one thing you'd like to learn this semester.

Step 14

On the next page, click
“Create Thread” on the upper
left.

N.B. You can subscribe to
individual discussion forums
by clicking the “Subscribe”
button on this page.

Forum: Introductions

Organize Forum Threads on this page and apply settings to several or all threads. Thre{
clicking the column title or the caret at the top of each column. More Help

Create Thread Grade Discussion Forum Subscribe

\

Click to create a new
discussion thread

Office of Faculty Development & Instructional Technology: ofdit@sps.cuny.edu

8/20/2014


mailto:ofdit@sps.cuny.edu

Creating and Using Discussion Forums (v.2)

60f9

Step 15

Give your new thread a title
in the “Subject” line and enter
the text of your thread in the
text editor.

When done, click “Save
Draft” if you'd like to save
your work without posting, or
click “Submit” to post your
thread.

1. Forum Description

Welcome!

Tell the rest of the class a little § | d . I f o do in your

o Include a title for
is intraduction should be no my

Include a picture of yourself. or 3 you r t h rea d

2. Message

3 Subject Iy Introduction| ]

Message

T T T T Paragraph ¥ Arial v 3(12pt) viE-i=E- T - &, &
D 0OaQ EE=EE = T T | === ||%

Q@@ TS owmrws - T &« © @4

s | ._and enter your

text here.

Cancel Save Draft

Step 16

Once submitted, your post
will appear at the top of the
thread list on the forum's
main page. You should also
see a green confirmation

Success: Thread My Introduction created.

Forum: Introductions all around! Confl rmation

Organize Forum Threads on this page and apply settings io several Of S u b m i S S i O n

Create Thread Grade Discussion Forum Subscribe

Thread Actions Collect = Delete
message at the top of the
I 4 Date .~ Thread Author
screen.
519114 10:51 AW My Introduction n Andrew Statum
110/14 313 PM hello . Sylvie Richards
11/28/12 432 PM Hello to alfmmy ‘ Susan Ko
Step 17 _
Thread: Introduction
Select Al Nohe | Messape Adions Expand Al | Caliapsa All

To view a thread’s contents,
click on the title of the thread
within a discussion forum.
The initial post will be at the
top of the screen, with all
replies listed below in the
order they were posted.

— / Original post

Hi,
My name is Mia

Anamymaus

RE: Introduction

ber 4. 2012 3:23.23 PM EOT “ 1
pesicc s Replies to

original post

Date:
Subject: Introd
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Step 18

To reply to a post, click
“Reply.” “Quote” will include
the text of the post to which
you're responding in the body
of your response.

teymae Click "Reply" to
respond to a post
o within a thread.

Format of
quoted

reply

Step 19
Enter your reply in the text

editor. You (or your students)
may choose to attach a file to
the response if you have
enabled this option in the
forum settings. Click “Browse
Computer” to attach a file
saved on your computer, or
click “Browse Course” to add
a file saved in the content
collection of your course on
Blackboard. Click “Save
Draft” if you'd like to save
without posting, or click
“Submit” to post your
response.

The reply will appear at the
bottom of the discussion
thread.

¢ Sublect RE: Introduction

Message

T T T F paragraph - Arial
%0 0OaQ EEE=EE T T,
D@ @ oMeshes - T « @ © 5 B

- 3zpy S

~

attach files if needed

Enter your reply and |

Path’ p

/

HTHL [55

"Save Draft"
or "Submit"
when done

Aftach File

Browse My Computer Browse Course

!

Cancel

Step 20
In addition to replying to the

original post, you can
respond to other replies
within the thread. To do so,
simply hover your mouse
over the reply to which you'd
like to respond, and click
“Reply” or “Quote” as in Step
18.

N.B. Replies to other
responses in a thread appear
indented underneath the
response to which you are
replying, instead of at the
bottom of the entire thread.

Anenymous
RE: Intreduction

Hi Mia,
My name is Erwin. Nice to meet you here!

Initial thread post

—
/

Replies to initial
thread post

Andrew Statum &
G RE: Introdustion

Hi. My name ix Andrew and

Antonia Levy &
RE: Introduction

Hi Andrew. Nice to meet you. Weleoem to the class!

I make Quick Guides

for a living. What do you da?

Reply to a
response
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LINKING to the Discussion Board:
Step 21
. o Assignments
You can link to an individual
forum 0|’ tO the maln d|SCUSS|0n Build Content + Assessments v Tools Partner Content »
board page from any content [ LeveandEriendship
area within your course. In Edit f i
Mode, navigate to the content e
area of your choice, hover over Hover over
Tpols and then select "Tools" and
“Discussion Board.”
Select Eslrgﬂnges PackPodcast
n M M Blackboard Collaborate
DISCUSSIOn ITunes U Link
Board" from | ST
th e me n u . rSi More Tools
Step 22 . .
Create Link] Choose either "Link
Choose whether to link to the ddingalink o e D to Discussion Board
. . . orum can be create:
main Discussion Board Page or Page" or "Discussion
Eo an ,!ndlwdugl Forum. Click Board Forum" and
Next” to continue. o .
click "Next
N.B. We recommend ||nk|ng to 1. Create Link: Discussion Bo?
the D|SCUSS|On Board Page Link to the Discussion Board pag®®ink to a specific Discyion Board
rather than to a particular forum § Lkt Disaission Boardpage
because, When access'ng the Selecta Discussion Board Forum
forum V|a a Content area ||nk, Select a Discussion Board Forum ;ﬁ:lmwmmbamw_
students are unable to see the Mansicpat
forum’s instructions unless you Porsuason
. . y Persuasion discussion board
retype them into the link's Pre na rone.
description (see Step 21). Sense and Sensiy
Create New Forum Create New Farum
Step 23
. Link Information
If necessary, edit the links title e
and description. - e \
Edit the link
; E ID i Paragrap; 'EA;a\E E' 3;30::: v g name and
QeuHs swme- 1«00t 8= s description
/ (If needed)
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Step 24
2. Options
You can also modify the link’s svalavle ® Yes 0 No
availability settings and date Trackhumoer of iews ves @ Mo
restrictions from this same e Resticions Soemmnl @18
page. Click “Submit” when . -
done Enter dates as mm/dd/yyyy. Time may be entered in any increment.
Change link
availability and
date restrictions (if i | - |
needed) and click
"Submit”
Step 25
. . . 1 eportiol Link populates
The new discussion board link " - P E: I
will appear automatically at the automatically
bottom of the content area. _ | at the bottom
Euj Assignnll
g Of the content
Please d area. h 5S4
L s\ ———
2. What are personal traits of the ch
3. what ig character's outlook on life
4. Wha ral qualities does the charact
5. 1Is character static or dynamic (or
6. would Austen have us judge the
it
% Discussion Board
Step 26
To move the link, hover your ! @ Serer e
mouse over the link, click and
hold on the up-and-down
arrows to the left of the link,
drag the link to the desired D ra I | N k
location, and release the mouse g
button to drop it into place. = rake s iz o] £ d e Si re d
E._gj Assignment 4: Ser I Ocati on
Enabled: Statistics T
Please choose one of the characters from Sense and Sensi
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