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How Do I Create a Discussion Board withHow Do I Create a Discussion Board with
Groups?Groups?

How Do I Create One Topic with Group Restrictions?
(Recommended)

DiscussionsDiscussions

Select the DiscussionsDiscussions tab in the upper navigation bar.

New TopicNew Topic

1. Click NewNew at the top of the page.

2. Select New TopicNew Topic.
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New Topic DetailsNew Topic Details

1. Either select the forum that you would like the discussion to be in, or select New ForumNew Forum to put it in
its own forum.

2. Under Topic Type, select Group or section topic, everyone can access this topic but students only
see threads from their own group or section.

3. Select a group category.

4. Title the discussion.

5. Click Save and CloseSave and Close.
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How Do I Create Multiple Topics with Group
Restrictions?

DiscussionsDiscussions

Select the DiscussionsDiscussions tab located in the upper navigation bar of your course.

New TopicNew Topic

1. Click NewNew.

2. Select New TopicNew Topic.
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New Topic DetailsNew Topic Details

1. Either select the forum that you would like the discussion to be in, or select New ForumNew Forum to put it in
its own forum.

2. In Topic Type, select Open topicOpen topic.

3. Give your discussion a title (Hint: it helps to have the group number in the title).

RestrictionsRestrictions

Select the RestrictionsRestrictions tab at the top of the page.
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Group and Section RestrictionsGroup and Section Restrictions

1. Check the box next to Restrict this topic to the following groups and sections.

2. Click Add Groups and SectionsAdd Groups and Sections.
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Groups or Sections to AddGroups or Sections to Add

1. Select one group for the discussion board to be for.

2. Click AddAdd.
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Save and CloseSave and Close

Click Save and CloseSave and Close.

 Repeat the steps above for every group in your course until each group has its own topic.

 Note: A grade item with group restrictions will need to be created for each discussion
board topic created above.

 Related Articles:

• How Do I Grade a Group Discussion Board?
• How Do I Grade a Group Discussion Board Using a Rubric?
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How Do I Create a New DiscussionHow Do I Create a New Discussion
Forum?Forum?

A DiscussionDiscussion ForumForum is simply a container for Discussion Topics. Discussion Topics contain
Discussion Threads, and Discussion Threads contain Discussion Posts.

A Discussion Forum is Required to create Discussion Topics.

DiscussionsDiscussions

Click on the DiscussionsDiscussions tab.
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NewNew

1. Click on the NewNew button.

2. Click on New Forum.New Forum.

Enter TitleEnter Title
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Enter the data for your new forum. Generally a TitleTitle is all that is required.

Save and CloseSave and Close

Click on the Save and CloseSave and Close button.
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How Do I Create a New Discussion BoardHow Do I Create a New Discussion Board
Topic?Topic?

DiscussionsDiscussions

ClickClick on the Discussions tab.Discussions tab.

NewNew

1. ClickClick on the NewNew button in the top right.
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2. Select New Topic.New Topic.

Choose ForumChoose Forum

1. ClickClick on the drop down menudrop down menu titled Forum.Forum.

2. ChooseChoose which forum you want to add the discussion topic to.
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TitleTitle

1. NameName the discussion topic in the TitleTitle box.

2. Fill inFill in other desired information in the DescriptionDescription box.
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OptionsOptions

CheckCheck to make sure the OptionsOptions are correctly configured to your desired preferences.
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VisibilityVisibility

CheckCheck to make sure the VisibilityVisibility settings are correctly configured to your desired preferences.
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Locking OptionsLocking Options

CheckCheck to make sure the Locking OptionsLocking Options settings are correctly configured to your desired
preferences.

 The LockingLocking options control when a student can post to a discussion board, whereas the
the VisibilityVisibility options control when a student can look at a discussion board.
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Save and CloseSave and Close

ClickClick on the Save and CloseSave and Close button.
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How Do I Edit a Discussion Board Topic/How Do I Edit a Discussion Board Topic/
Forum?Forum?

DiscussionsDiscussions

Click on the DiscussionsDiscussions tab.
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Edit Discussion BoardEdit Discussion Board

1. Click the Drop Down MenuDrop Down Menu next to the discussion board you'd like to edit

2. Click on Edit Topic.Edit Topic.
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Make ChangesMake Changes

Make your changeschanges to any of the available options

1. Edit various posting options

2. Edit post rating options

3. Edit Availability options

4. Edit Locking options
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SaveSave

Click on the Save and CloseSave and Close button.
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How Do I Add or Create a Lock Date to aHow Do I Add or Create a Lock Date to a
Discussion Board?Discussion Board?

Lock dates can be used to restrict a students ability to contribute to the discussion thread. A
student will have view access, but will be unable to contribute to a discussion thread that is
locked.

Open DiscussionsOpen Discussions

Inside of your course, click on the DiscussionsDiscussions tab at the top of your page.
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Edit TopicEdit Topic

1.Click the drop-down next to the topic.

2. Click Edit TopicEdit Topic.
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Edit Locking OptionsEdit Locking Options

1.Locate Locking Options.Locking Options.

2. Select Unlock topic for a specific date rangeUnlock topic for a specific date range

3. CheckCheck the first two boxes. Customize the dates in the boxes for the start date and end date.

4.When finished, Save and Close.Save and Close.
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How Do I Add or Change Visibility to aHow Do I Add or Change Visibility to a
Discussion Board?Discussion Board?

VisibilityVisibility on a discussion board allows you to hide the discussion board from your students in
both the Content Area as well as the Discussion tab.

Discussions TabDiscussions Tab

ClickClick on the DiscussionsDiscussions tab on the top of your screen.
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Edit Discussion BoardEdit Discussion Board

1. ClickClick the drop down menudrop down menu next to the Discussion Board you want to edit.
2. ClickClick on Edit TopicEdit Topic.
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Availability OptionsAvailability Options

Under VisibilityVisibility, select the option you would like to use. To hide the topic for a specific date range
put the dates in the appropriate fields.

NOTE: You can choose whether or not you want these dates to display in the Calendar for your
students by selecting the box next to #3

SaveSave

ClickClick Save and Close.Save and Close.
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CheckCheck

Confirm your changes were saved successfully by looking at the information listed under the
discussion topic in the discussion area of your course.
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How Do I Reorder a Discussion Forum/How Do I Reorder a Discussion Forum/
Topic?Topic?

Follow these instructions to learn how to reorder discussion board topics.

Discussions TabDiscussions Tab

ClickClick on DiscussionsDiscussions in the upper menu.
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More ActionsMore Actions

ClickClick on More ActionsMore Actions and then ReorderReorder.
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Reorder TopicsReorder Topics

Under Sort Order, use the farther-right drop-down boxesdrop-down boxes to reorder topics within a forum.

NOTE: From this page, you can only reorder topics within the same forum. You cannot move a topic
to another forum.
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SaveSave

When you have finished reordering the topics, click SaveSave.
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How Do I Connect a Grade Item With aHow Do I Connect a Grade Item With a
Discussion Board?Discussion Board?

DiscussionsDiscussions

ClickClick on the DiscussionsDiscussions tab.

Find the Discussion BoardFind the Discussion Board

Find the discussion board you wish to connect a grade item with.

1. Click1. Click on the down arrowdown arrow by the discussion board name.

2. SelectSelect Edit Topic.Edit Topic.
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AssessmentAssessment

ClickClick on the AssessmentAssessment tab.

Add an Existing Grade ItemAdd an Existing Grade Item

NOTE: If you have not created the Grade Item yet, skip to the next step.NOTE: If you have not created the Grade Item yet, skip to the next step.

1. ClickClick on the drop down menu.drop down menu.
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2. Click2. Click on the grade itemgrade item you wish to attach to the discussion board.

Create a New Grade ItemCreate a New Grade Item

If you have not created the Grade ItemGrade Item yet, clickclick on the New Grade ItemNew Grade Item link.
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Name & Short NameName & Short Name

1. Give the Grade ItemGrade Item a name.

2. Give the Grade ItemGrade Item a Short NameShort Name. NOTE: The short name is used to title the gradebook column
in the gradebook so make it something that you will remember understand.

3. Put the Grade ItemGrade Item in a CategoryCategory. NOTE: Categories are used to group grade items and to apply
weighted grades.
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SettingsSettings

Complete the rest of the settings as desired.

 NOTE: You can select the grey question mark next to any of the options to learn more
about them.
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Rubrics and VisibilityRubrics and Visibility

1. A rubric can be added to the grade item.

NOTE: It is considered best practice and highly recommended to add RubricsRubrics to the activity (i.e.
Discussion Topic) rather than the Grade Item.

2. Set visibility restrictions

 NOTE: Except under rare circumstances, GradeGrade ItemsItems should always be visible to students.
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SaveSave

ClickClick the SaveSave button.

You can now find this Grade ItemGrade Item of the Discussion TopicDiscussion Topic.

Save and CloseSave and Close

ClickClick the Save and CloseSave and Close button in the Discussion Topic.
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How Do I Change My Discussions View toHow Do I Change My Discussions View to
Grid/Reading View?Grid/Reading View?

Putting your discussion board in Grid ViewGrid View is an alternate viewing option that offers a more
compressed view of all the posts in each topic. This tutorial shows all three ways to enable this
setting.

NOTE: Grid ViewGrid View is only visible if you access your discussion board from the DiscussionsDiscussions tab. If
you acces your discussion board from the ContentContent area it will always show Reading ViewReading View.

Discussions TabDiscussions Tab

ClickClick on the DiscussionsDiscussions tab.
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Method 1: From the Discussion TopicMethod 1: From the Discussion Topic

FindFind the Discussion Board you wish to edit.

1. ClickClick on the drop down arrowdrop down arrow to the right of the Discussion Topic.

2. ClickClick on View Topic in Grid View.View Topic in Grid View.
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ExampleExample

Click on any of the post to view its contents in the lower window.

Method 2: From the Discussion SettingsMethod 2: From the Discussion Settings

ClickClick on the DiscussionsDiscussions tab.
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SettingsSettings

ClickClick on the SettingsSettings link in the top right.

Select Grid ViewSelect Grid View

ClickClick on the radius buttonradius button to select Grid View.Grid View.
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SaveSave

ClickClick on the Save buttonSave button in the bottom left.

NOTE: Using Method 2 will permanently change all of your discussions to Grid View. Method 1 will
only change the Discussion
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How Do I Assign a Group of Students to aHow Do I Assign a Group of Students to a
Specific Topic in a Discussion Board?Specific Topic in a Discussion Board?

DiscussionsDiscussions

ClickClick on the DiscussionsDiscussions tab.
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Locate DiscussionLocate Discussion

Notice that there are no Group/section restrictions under L02 Questions and ConversationsL02 Questions and Conversations. This
means there are no groups assigned to this discussion topic.
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Edit DiscussionEdit Discussion

1. ClickClick the Drop downDrop down menu next to the discussion you want to add a group to.

2. ClickClick Edit Topic.Edit Topic.
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RestrictionsRestrictions

ClickClick on the RestrictionsRestrictions tab.

Group and Section RestrictionsGroup and Section Restrictions

1. CheckCheck the box next to Restrict this topic to the following groups and sectionsRestrict this topic to the following groups and sections

2. ClickClick Add Group and Sections.Add Group and Sections.
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Add Groups and SectionsAdd Groups and Sections

Select the appropriate Group or Section CategoryGroup or Section Category that contains the group you would like to
associate with the Discussion topic.

NOTE: A Group or Section Category is a set of groups similar to a Groups set in other LMS platforms.

BYU-Idaho Online Knowledgebase

Page 53Page 53BYU-Idaho Online | Discussion Boards



Select GroupSelect Group

SelectSelect the GroupGroup you would like to associate with the discussion topic. In this example Group 2Group 2 will
be associated with the discussion topic.

AddAdd

ClickClick the AddAdd button.

BYU-Idaho Online Knowledgebase

Page 54Page 54BYU-Idaho Online | Discussion Boards



Save and CloseSave and Close

1. NoticeNotice how L02 & L03 DB Groups: Group 2L02 & L03 DB Groups: Group 2 restriction has been added to the discussion topic..

2. ClickClick Save and Close.Save and Close.
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CheckCheck

Notice that L02 Questions and ConversationsL02 Questions and Conversations now has Group/section restrictions. Your changes
have been successfully saved.

BYU-Idaho Online Knowledgebase

Page 56Page 56BYU-Idaho Online | Discussion Boards



Remove RestrictionRemove Restriction

If you need to remove a restriction clickclick on the "X"

 NOTE: If a restriction associated with a discussion topic is removed after a student has
already posted to it, then any student in that group will loose access to their discussion
posts.
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How Do I Delete a Discussion Forum/How Do I Delete a Discussion Forum/
Topic?Topic?

Option 1Option 1

ClickClick on the discussionsdiscussions tab.

BYU-Idaho Online Knowledgebase

Page 58Page 58BYU-Idaho Online | Discussion Boards



More ActionsMore Actions

1.ClickClick on More Actions.More Actions.

2. ClickClick Delete.Delete.
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SelectSelect

SelectSelect which Discussion Forum/TopicDiscussion Forum/Topic you want to delete. You can select topics individually, or delete
the entire forum with the box indicated by the arrow.
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DeleteDelete

ClickClick the DeleteDelete button.

Option 2Option 2
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Edit TopicEdit Topic

1. ClickClick the drop down arrow next to the TopicTopic or ForumForum you wish to delete.

2. ClickClick DeleteDelete
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CheckCheck

CheckCheck to see if your Discussion Forum/Topic is is removed from your Discussions List.Discussions List.
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How Do I Copy a Discussion Forum/How Do I Copy a Discussion Forum/
Topic?Topic?

Copying a Forum or topic can help streamline the process of creating multiple discussion
boards. When copying a Forum all of the topics within the forum will be copied as well, along
with any setting or group restrictions associated with the forum topics.

DiscussionsDiscussions

ClickClick on the DiscussionsDiscussions tab.
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More ActionsMore Actions

1. ClickClick on More Actions.More Actions.

2. Then clickclick Copy.Copy.
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Copy Forum or TopicCopy Forum or Topic

You may copy a ForumForum or a Topic.Topic. For this example, we will select Copy a Forum.Copy a Forum.

Choose a ForumChoose a Forum
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1. ClickClick on Choose a Forum.Choose a Forum.

2. Then select the forum you want to copy.

Select OptionsSelect Options

Select your options. You can copy over Topics,Topics, and/or Pinned Threads.Pinned Threads. You may also edit the NewNew
Forum Title.Forum Title.
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CopyCopy

ClickClick on Copy.Copy.
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CheckCheck

Check to see your copied forum listed among your discussion boards.

 NOTE: the new ForumForum will always be created at the bottom of the list of discussion
boards. To move it's location, follow the steps covered in How do I Reorder a DiscussionHow do I Reorder a Discussion
Forum/Topic.Forum/Topic.
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How Do I Require Students to Post BeforeHow Do I Require Students to Post Before
Seeing the Discussion Thread?Seeing the Discussion Thread?

This setting allows the Instructor to require a student to post their own response to a
discussion thread before seeing the responses of others. This helps when the Instructor wants
to encourage students to contribute an original thought rather than depending on the
comments of others to inform their post.

DiscussionsDiscussions

ClickClick on the DiscussionsDiscussions tab.
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Edit ForumEdit Forum

1. ClickClick on the Drop Down MenuDrop Down Menu next to the forum you want to edit.

2. ClickClick Edit Forum.Edit Forum.

Locate "Options"Locate "Options"
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ClickClick the box next to Users must start a thread before they can read and reply to other threads inUsers must start a thread before they can read and reply to other threads in
each topic.each topic.

SaveSave

ClickClick on Save and Close.Save and Close.
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How Do I Convert a Questions andHow Do I Convert a Questions and
Conversations Discussion into SeparateConversations Discussion into Separate
Weekly Discussions?Weekly Discussions?

Each Online Instructor has a discussion board titled Questions and Conversations in their
course. This discussion board is is a single topic that appears in each lesson throughout the
entire semester. Some Instructors prefer to have a separate discussion board topic for each
week rather than just adding new threads to the same discussion topic. This article shows how
to do this.

Discussions TabDiscussions Tab

ClickClick the DiscussionDiscussion tab

BYU-Idaho Online Knowledgebase

Page 73Page 73BYU-Idaho Online | Discussion Boards



EditEdit Discussion TopicDiscussion Topic

1. ScrollScroll down to the Questions and ConversationsQuestions and Conversations discussion topic and click the pull down menu.

2. SelectSelect Edit TopicEdit Topic
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Rename TopicRename Topic

Rename the topic from a general title to one that reflects the specific week this one will now be
used. In this example we are changing it to be used in Lesson 01

Save and CloseSave and Close

ClickClick Save and CloseSave and Close
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Create New TopicsCreate New Topics

NavigateNavigate to the ContentContent Area. The renamed Questions and Conversations discussion board will now
exist in each lesson. It will be necessary to replace it with a new topics for each week after lesson 01.
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NewNew

1. NavigateNavigate to the module where you want to create the new Discussion Topic and clickclick the Upload/Upload/
CreateCreate button.

2. SelectSelect New DiscussionsNew Discussions from the drop down menu
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Name New TopicName New Topic

1. Title your New TopicNew Topic. In this example we are putting this New TopicNew Topic in L02

2. SelectSelect the Discussion Forum the Topic will be added to. In this case it is the Questions andQuestions and
ConversationsConversations Forum

3. ClickClick PublishPublish

Content TabContent Tab

NavigateNavigate back to the Content AreaContent Area
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Move New TopicMove New Topic

The new topic will be in the module at the bottom of the list of activities. ClickClick the three small bars to
the left of the Discussion topic and drag it to the top of the list of activities.

RepeatRepeat
Repeat the above 6 steps for each lesson.
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How Do I Subscribe to a Discussion BoardHow Do I Subscribe to a Discussion Board
Topic?Topic?

This tutorial will cover how to subscribe to a discussion board topic.

DiscussionsDiscussions

ClickClick on DiscussionsDiscussions.

SubscribeSubscribe

1. ClickClick on the drop-down arrow next to the discussion you wish to subscribe to.

2. SelectSelect SubscribeSubscribe.
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Customize NotificationsCustomize Notifications

1. SelectSelect the Notification MethodNotification Method by which you wish to receive subscription alerts.

2. ClickClick SubscribeSubscribe.
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How to Use Discussion Boards (Video)How to Use Discussion Boards (Video)
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Questions and Conversations (Video)Questions and Conversations (Video)
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How Do I Post a Thread in MultipleHow Do I Post a Thread in Multiple
Discussion Groups/Topics at One Time?Discussion Groups/Topics at One Time?

How to post a thread in multiple discussion topics at one time.

Discussions TabDiscussions Tab

ClickClick on the DiscussionsDiscussions tab in the upper navigation bar.

Select TopicSelect Topic

SelectSelect one of the topics that you wish to post in.
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Start a New ThreadStart a New Thread

ClickClick Start a New ThreadStart a New Thread.
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Enter ContentEnter Content

1. EnterEnter a title for the post.

2. TypeType the text of the discussion post.
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Post to Other TopicsPost to Other Topics

Below the text box, clickclick Post to other topicsPost to other topics.
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Add TopicsAdd Topics

ClickClick Add TopicsAdd Topics.
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Post to Multiple TopicsPost to Multiple Topics

1. SelectSelect all threads that you wish to post the discussion to.

2. ClickClick Add TopicsAdd Topics.
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PostPost

ClickClick PostPost to post the thread to multiple topics.
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How Do I Share a Discussion Thread withHow Do I Share a Discussion Thread with
Multiple Groups?Multiple Groups?

Copy ThreadCopy Thread

1. ClickClick on the drop-down arrow next to the thread you wish to share.

2. SelectSelect Copy ThreadCopy Thread.
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CopyCopy

1. Choose a destination forum and a destination topic.

2. If applicable, checkcheck the box next to 'Copy replies.'

3. ClickClick CopyCopy.

 Repeat the above steps for all groups you wish to share the thread with.
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Discussion GradingDiscussion Grading

BYU-Idaho Online Knowledgebase

Page 93Page 93BYU-Idaho Online | Discussion Boards



How Do I Grade a Whole Class DiscussionHow Do I Grade a Whole Class Discussion
Board Using a Rubric?Board Using a Rubric?

Discussions TabDiscussions Tab

Select the DiscussionsDiscussions tab in the upper navigation bar.

Discussions ListDiscussions List
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1. ClickClick the drop-down arrow next to the discussion that you wish to grade.

2. Select Assess TopicAssess Topic.

Assess TopicAssess Topic

Find the topic you wish to grade and click Topic ScoreTopic Score under the student's name.
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Read PostsRead Posts

Scroll to the bottom of the window to read the student's posts.

NOTE: To read the student's posts in context of the thread, you will need to open a separate window
and navigate to the discussion thread.
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Grade with RubricGrade with Rubric

Click on the desired rubric score for each grading criteria.
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View Overall ScoreView Overall Score

1. View the Overall Score.

2. See the Overall Score automatically populates to the Topic Score.

NOTENOTE: Ensure the Publish score on savePublish score on save box is checked if you want the score to automatically
publish to the gradebook when you save.

Save and CloseSave and Close
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Finish by clicking Save and CloseSave and Close at the bottom of the window. Repeat the steps above for each
student's submission..

RepeatRepeat

Repeat these steps for each student in the group.
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How Do I Grade a Group DiscussionHow Do I Grade a Group Discussion
Board Using a Rubric?Board Using a Rubric?

Discussions TabDiscussions Tab

NavigateNavigate to the DiscussionsDiscussions tab in the upper navigation bar.

Discussions ListDiscussions List

1. ClickClick the drop-down arrowdrop-down arrow next to the discussion's title.

BYU-Idaho Online Knowledgebase

Page 100Page 100BYU-Idaho Online | Discussion Boards



2. SelectSelect Assess TopicAssess Topic.

View by GroupsView by Groups

1. In the View By drop down menu, selectselect GroupsGroups.

2. Then, clickclick ApplyApply.
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Select GroupSelect Group

1. LookLook at the group numbergroup number that you are grading.

2. ChangeChange the group numbergroup number in GroupsGroups to the group that you are grading.

3. ClickClick ApplyApply.

 NOTE: If the topic you are grading [step 1] does not match the discussion group you are
viewing [step 2], then I-Learn will display students from the wrong group. This could result
in giving the students multiple grades for the same assignment and would impact their
grade accordingly.
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Topic ScoreTopic Score

ScrollScroll down to the submissionssubmissions and clickclick the Topic ScoreTopic Score under the student's name that you wish to
grade.

Read PostRead Post
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ScrollScroll to the bottom of the window and readread the student's postsposts.

Grade with RubricGrade with Rubric

ClickClick on the desired rubric scorerubric score for each grading criteria.

View Overall ScoreView Overall Score

1. ViewView the Overall ScoreOverall Score.

2. See the Overall Score automatically populates to the Topic Score.
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 NOTENOTE: Ensure the Publish score on savePublish score on save box is checked if you want the score to
automatically publish to the gradebook when you save.

Save and CloseSave and Close

ClickClick Save and CloseSave and Close at the bottom left of the window.

RepeatRepeat

RepeatRepeat these steps for each student in the group.
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How Do I Know if a Discussion Board PostHow Do I Know if a Discussion Board Post
Was Submitted on Time?Was Submitted on Time?

How to know if a discussion board post was submitted on time.

Content TabContent Tab

ClickClick on the ContentContent tab in the upper navigation bar.

Check Due DateCheck Due Date

Check the due datedue date for the discussion board in ContentContent.
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Discussions TabDiscussions Tab

ClickClick on the DiscussionsDiscussions tab in the upper navigation bar.

Assess TopicAssess Topic
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1. ClickClick on the drop-down arrow next to the discussion board's title.

2. SelectSelect Assess TopicAssess Topic.

Topic ScoreTopic Score

ClickClick on Topic ScoreTopic Score under the student's name.
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Check DatesCheck Dates

View the dates that the student made their posts in the discussion board. If they were posted after
the due date in ContentContent, the post was late.

BYU-Idaho Online Knowledgebase

Page 109Page 109BYU-Idaho Online | Discussion Boards



How do I Grade a Whole Class DiscussionHow do I Grade a Whole Class Discussion
Board?Board?

Many course have both whole class discussion boards (such as an ice breaker activity) and
group discussions (such as those where a smaller group of students discussion a given topic).
The process of grading each type is very different.

This article describes the process of grading a whole class discussion.

Discussions TabDiscussions Tab

ClickClick the DiscussionsDiscussions tab.
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Discussions ListDiscussions List

1. ClickClick the drop-down arrowdrop-down arrow next to the discussion's title.

2. SelectSelect Assess TopicAssess Topic.
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Assess TopicAssess Topic

ClickClick Topic ScoreTopic Score under the individual's name that you wish to grade.
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Read PostsRead Posts

ScrollScroll to the bottombottom of the window to read the student's posts.

 NOTE: To read the student's posts in context of the thread, you will need to open aopen a
separate windowseparate window and navigate to the discussion thread.

Enter Topic ScoreEnter Topic Score

1. EnterEnter this scorescore in the top left of the window in the Topic ScoreTopic Score box.

2. ClickClick on the Publish score on savePublish score on save box if you want the grade to publish to the gradebook.
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Save and CloseSave and Close

ClickClick Save and CloseSave and Close in the bottom left of the screen.

Repeat ProcessRepeat Process

RepeatRepeat the previous four steps for each individual student.
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How Do I Assign 0's to Students WhoHow Do I Assign 0's to Students Who
Don't Post in a Group Discussion Board?Don't Post in a Group Discussion Board?

Grades TabGrades Tab

1. ClickClick on My GradesMy Grades in the upper navigation bar.

2. ClickClick GradesGrades.
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Grade AllGrade All

1. ClickClick the drop-down arrowdrop-down arrow next to the grade item's title.

2. ClickClick Grade AllGrade All.
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View by GroupsView by Groups

1. ScrollScroll down and changechange the View ByView By settings to GroupsGroups

2. ClickClick ApplyApply
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Match GroupMatch Group

1. LookLook at the group numbergroup number that you are grading.

2. ChangeChange the group numbergroup number in GroupsGroups to match the one you are grading.

3. ClickClick ApplyApply.

 NOTE: If the topic you are grading [step 1] does not match the discussion group you are
viewing [step 2], then I-Learn will display students from the wrong group. This could result
in giving the students multiple grades for the same assignment and would impact their
grade accordingly.
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Assign ZerosAssign Zeros

1. If students do not have a conversation icon under submission, give them a zero in the grade
column.

2. ClickClick Save and CloseSave and Close.
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How Do I Assign 0's to Students WhoHow Do I Assign 0's to Students Who
Don't Post in a Whole Class DiscussionDon't Post in a Whole Class Discussion
Board?Board?

Grades TabGrades Tab

1. ClickClick on My GradesMy Grades in the upper navigation bar.

2. ClickClick GradesGrades.
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Grade AllGrade All

1. ClickClick the drop-down arrow next to the grade item's title.

2. ClickClick Grade AllGrade All.
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Assign ZerosAssign Zeros

1. If students do not have a conversation icon under submission, give them a zero in the grade
column.

2. ClickClick Save and CloseSave and Close.
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Grading Discussion Boards (Video)Grading Discussion Boards (Video)
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How Do I View Discussion BoardHow Do I View Discussion Board
Statistics?Statistics?

How to view your course's discussion board statistics.

Discussions TabDiscussions Tab

Click on the DiscussionsDiscussions tab in the upper navigation menu.

StatisticsStatistics

Click on StatisticsStatistics at the top of the screen.
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View Users' Overall Discussion Board StatisticsView Users' Overall Discussion Board Statistics

See students' overall discussion board participation here.

Forums and TopicsForums and Topics

Click on Forums and TopicsForums and Topics.
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View Overall Participation in Forums and TopicsView Overall Participation in Forums and Topics

See overall participation in forums and topics here.
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How Do I Grade a Group DiscussionHow Do I Grade a Group Discussion
Board?Board?

How Do I Grade a Group Discussion Topic Shared
Between All Groups?

DiscussionsDiscussions

Select the DiscussionsDiscussions tab in the upper navigation bar.
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Assess TopicAssess Topic

1. Click the drop-down arrowdrop-down arrow next to the title of the discussion you wish to grade.

2. Select Assess TopicAssess Topic.
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Topic ScoreTopic Score

Select a student's Topic ScoreTopic Score under his/her name.
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Assess TopicAssess Topic

1. Give a score for the attempt.
2. Check the box Publish score on save.
3. Leave feedback, if applicable.
4. Click Save and CloseSave and Close.
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Repeat for Each StudentRepeat for Each Student

Repeat the previous two steps for each student until you have finished grading.

How Do I Grade a Group Discussion with One Grade
Item for Each Group?

Discussions TabDiscussions Tab

Navigate to the DiscussionsDiscussions tab.
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Discussions ListDiscussions List

1. Click the drop-down arrow next to the first group's discussion title.
2. Select Assess TopicAssess Topic.

 If you don't see "Assess Topic" in the menu, then there isn't a grade item connected to
your group discussions. You will need to assign grades directly in the Gradebook.
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View by GroupsView by Groups

1. Change the View By setting to GroupsGroups.
2. Click ApplyApply.

Match GroupMatch Group

1. Look at the group number that you are grading.
2. Change the group number in GroupsGroups to match the one you are grading.
3. ClickClick ApplyApply.

 If the topic you are grading [step 1] does not match the discussion group you are viewing
[step 2], then I-Learn will display students from the wrong group. This could result in
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giving the students multiple grades for the same assignment and would impact their
grade accordingly.

Select StudentSelect Student

Now only the students in the corresponding group will appear below. Click on the first student's
submission.

Read PostRead Post

Scroll to the bottom of the window and read the student's posts.
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Enter ScoreEnter Score

Enter the student's score in the upper right-hand corner of the window.

2. Check the box Publish score on save.

Save and CloseSave and Close

Click Save and CloseSave and Close.
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RepeatRepeat

Repeat the previous four steps for each student in the group.
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