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USING THE DISCUSSION BOARD  

Discussion boards are a great way for the students to discuss course materials.  

To use the Discussion tool participants do not need to be online at the same time. 
They can compose and post their messages at any hour and from any place with an 
internet connection.  

 
 
 
 
 
Add a Discussion Topic or Category  

To create a discussion topic or category:  

• From the Build or Teach tab, click the Discussions link in the Course Tools 
menu  

Create a Category  

A category is an area where topics are grouped and organized.  

1. Select Create Category  
2. Give your category a title and description  
3. Select Save to create the category  
 
Create a Topic  

A topic is an area for discussions to be posted.  

1. Select Create Topic  
 
2. Give your topic a title 
 
3. Add a discussion description. This could lead into the discussion or be a 

question 

4. Make the discussion visible or hidden to your students (can be changed later) 

5. To add this topic to a category, select the category from the list 
 
6. Select how you would like to grade the topic (numeric or alphanumeric)  
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7. Select the gradebook column title and choose to release the grade to the 

students 
 
8. Under the Topic Behavior Options, choose how students can post  
 
9. From Posting Rules, choose how students can reply to messages and whether 

students can edit their messages after posting them  
 
10. Choose whether postings are anonymous or identified by the student’s name  
 
11. Select Save to add the discussion topic  
 
 
 
 
Make Changes to the Discussion Topic  

To edit or change settings for your discussion topic:  

1. Select the action menu next to the discussion topic  
 
2. Choose from the available options  
 

• View the discussion board  
 

• Edit topic properties (i.e. title, description, etc.)  
 

• Hide or Show to students  
 

• See where topic has been linked  
 

• Release topic to particular students or during particular dates  
 

• Grade discussion topic  
 

• Delete topic  
 
 
 
 
 
 
 
Post a Discussion Message  

To post a message in a topic on the discussion board:  

1. Click on the name of the topic  
 
2. Select Create Message  
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3.Type a message subject  

4.Type your discussion posting in the message box  

5.Add an attachment to your post  

6. Select Post to place on discussion board  

 

 

 
Reply to a Discussion Post  

To reply to a student’s post:  

1. Select the message to which you would like to respond  

2.You have the option to Reply or to Forward the message (use the Mail tool) 

3.As an instructor, you can lock the message to editing  
 

• Below the message screen you can see all responses to this message as a 
threaded discussion  

 
 
 
 
 
 
 
 
Discussion Topic Window Options  

Grade Discussions  

To grade a topic:  

1. Click on the drop-down menu for the topic  
 

2. Click on Grade Topic  
 

• On the left side of the screen you can enter student’s individual grades in 
the grade column  
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1. Click on Save Grades when you have entered all student grades 
 
The right side of the page shows each student’s discussion activity, including the 
number of messages posted, read, and replied to.  

You can view all of a student’s postings by clicking on their name. 

Change a Discussion Grade  

To change a student’s discussion grade after it has been posted:  
 
1. Click on the score in the grade column in the gradebook for the particular 

student.  
 

 
 
2. Fill in the Edit Values window to change the grade  
 
3. Select Save when you are finished  
 

• This will also change the grade in the student’s gradebook  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


