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Adding a Forum Activity 
 
Introduction 
 
Course Discussion Forum is a very useful activity which allows for discussion to extend 
beyond the classroom walls. Online discussion is becoming a part of the educational 
culture with its own unique characteristics, which need to be considered in order to be 
successful. To conduct a successful online discussion the following web link provides 
you with some useful instructional tips: 
 http://www.wagner.edu/infotech/filestore2/download/499/onlineguide.pdf   

How to create a Forum?  

To create a forum activity you should first turn the editing on, then, in the week where 
you want the forum to show up click on the Add an Activity pull down menu and select 
"Forum". 
 

 
 
 
This will take you to the first Forum editing screen as shown below. Follow the 
instructions in the yellow tags: 
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Type a name for your Forum 

Type the discussion topic and 
any additional instructions 
here. 

Select a forum type  

Allow students to post their 
replies 

If “Yes” is selected an email 
will be sent to you each time a 
response is posted 

Users may track read and 
unread messages. 

Instructors can keep ratings 
only to themselves or give 
students rights to rate each 
others postings. Enforce time limits for 

rated and graded postings.  

You can give it a grade

Save the forum setting to browse the 
posting. Select a display form for the postings. 

Nested form is the most used form.  

You may edit or delete your own posting. 
Participants (including you) can reply to the post 
by clicking on the reply button. 

This is to control the maximum 
number of postings a student can post 
in a thread 
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The following window will come up when you click on the reply button: 

 
 
 
 
 
 
 
 
 
 
 

You may choose to receive emails 
about new postings 

Browse to add an attachment.

Double click the file that you 
want to attach to your post. 

Click the Save changes 
button to post your reply.  
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Postings in a nested form will be display as shown below: 

 
 
Grading a student’s response  

 
 
The grade will be displayed in the student’s view as shown below. 

 

This is a Word 
document attachment 

Grading a student’s 
posting 

Send grade to student 

Student updated grade. 


