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To conduct discussion outside of class time, use the Blackboard Discussion Board Tool.  It can serve as an 

academic (assessment) tool, it can be social or utilitarian. 

 

1. Open the course where the Discussion Board will be added, then click control panel 

2. Click Discussion Board, from the Course Tools module 
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3. Click the name of the course 

 
 

4. Click +Forum (Add Forum) 
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5. Complete Add Forum screen 

 
a. Add discussion title/topic 

b. Add discussion question/topic (also consider adding—especially for a first board in a class—if the 

board will be graded or not, etiquette rules for posts, depth and breadth of responses tie to rubric 

with examples, any time and date restrictions, rules of posting–edit or not, how to begin. 

c. Select availability options. Yes, make the board available.  If the display after and display until are 

left in their default settings they have no effect on the discussion board.  It will remain available the 

length of the course. 
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d. Choose Forum Settings  

 
e. If selected, allows students to post anonymously  

f. If selected, allows students to remove their posts completely after they’ve added them to the 

board, or only the option to remove posts that have no replies  

g. If selected, allows students to submit a post and then re-open it to edit (if graded, not typically 

recommended) 

h. If selected, text references can be added to posts of particular interest. (yes, typically 

recommended) 

i. Yes, allow users to reply with quote 

j. Yes, allow file attachments 

k. Yes, allow members to create new threads 

l. Subscribing to a thread or forum generates an email to the subscriber each time a new post is 

added to the board.  How much information is in the email can augmented for forum 

subscriptions. 

m. Rating posts creates a star system 1 – 5 that students can add to another student’s post indicating 

– whatever criteria is set by faculty member, i.e., relevance, new thought, well written, well 

supported, etc. 

n. Force moderation delivers each post for review by the board manager—which is usually the 

instructor—before being added to the discussion. 

o. Grading – grade forum automatically creates a grade center column.   

p. Click Submit to add Discussion to course. 
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6. Discussion Forum instructor view from Control Panel 

 
a. Total posts, Unread Posts, Total Participants—easily identify usage 

b. Grading Icon, grading discussion can be initiated by clicking this icon 

c. Modify – change discussion settings, description, availability 

d. Manage – assign students different levels of authority to manage a discussion or to be blocked 

from a discussion  

e. Remove – removes discussion from course 

f. Copy – copy discussion to another course area 
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7. Student view of discussion forum. 

 
 

 

 

 

 

FYI:  Students will click the discussion forum title to open the board, and on the next screen click 

+Thread to add their comments. 

 

 

 

 

 

 

 

 

 

 

 

Note:  If the discussion board is not a link from the course menu 

(a), direct to students to the discussion board by first clicking 

Communication (b) from the Tools box and then Discussion Board 

on the next screen. 
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