
CREATING A DISACUSSION BOARD 
 
Add the Discussion Board Tool 
 
Within Blackboards discussion board features, you can share thoughts and ideas and demonstrate your 
understanding or application of course materials.  
 
By default, a majority of courses already have a discussion board link in the top menu area. 
 

 
 
1. To add one yourself, click the plus button and choose tool link. 
 

                                                           
 
 
 
 
 
 
 
 
 



2. Name your item, and under type, choose Discussion Board. 
 

 
 
3. Start our first discussion board by clicking on the Discussion Board link. 
 

 
 
Add Forums to Your Discussion Board 
 
A course discussion board can contain multiple forums. Each forum may contain multiple threads and 
each thread may contain multiple postings.  
 
1. Click on Create Forum  
 

 



2. Name the forum, for this example we going to be referring students to chapter 12 that we just read 
from the class text. Under the description area, post the instructions for the students in terms of what 
you expect for this forum. 
 

 
 
 
3. By default, Forum Availability is always set to Yes. 
 

 
 
If you don't want the students to see the discussion board right away you would say No, otherwise you 
would leave this set to Yes.  You also have the option of date restricting it as well.  
 
 
 
 
4. Under Forum Settings, by default, it is set to Standard View.  What this means is when a student goes 
into a forum, they will be able to see all of the threads that have been posted and read any of them and 
reply to any of them. 



 

 
 
If you want to ensure that participants are creating a thread before they can see anything else in 
the forum, you would choose the second option. 
  
 
5. By default, forums are not graded, however you can choose to grade the discussion forum by clicking 
this link and assigning a “points possible”. 
 

 
 
As soon as you do this, Blackboard creates a corresponding column within my Grade Center for this 
forum. 
 

 



6. The next option says: “show participants in needs grading status after every so many posts” 
 

 
 
If your directions to your students were “you must create one thread and reply to two other students 
threads”, you would change this number to three, that way you wouldn't see anything to grade in your 
Grade Center until the student has done all three tasks that you have given to them. 
 
 
 7. You can also include the due date and can add a rubric. 
  

 
 
 
8. By default, you can allow your members to subscribe to a forum. 
 

 
 
This is not encouraged as when you subscribe to a forum, every time someone posts something, you 
are going to receive an email either with a link to the post or with the actual post in the body of the 
email. This can quickly get a little bit overwhelming, so we’re not going to allow the students to 
subscribe. 
 



 
 
9. Under Create and Edit, because we have indicated that this will be a grade discussion forum, we are 
not allowed to choose to allow anonymous posts. If we wanted to allow anonymous posts, you would 
have to do an ungraded discussion forum.  
 
Options for Create and Edit allow:  
- Authors to delete and edit their own posts 
- Members to create new threads or simply just allow them to respond to the threads that you've 
created. 
- File Attachments 
- Student to respond with a Quote 
- Forced Mediation Posts. 
 
Just a word of caution, if you select Forced Mediation, what that means is every single time a student 
writes a thread or reply, it will come through to you, the instructor, for review before it's allowed to be 
posted.  
 
Additional Options are to allow post tagging and allow members to rate posts on a starbased system. 
 

 
 
 



10. When done, click Submit  
 

 
 
11. You have now created your first forum for the chapter 12 discussion. 
 

 
 
It was in this chapter 12 that we now want to create a couple of threads to specifically direct students to 
certain portions of the text that you want them to comment on. 
 
 
12. Click into the Chapter 12 forum and click on Create Thread. 
 

 
13. Within Chapter 12 we had three different case studies, so for the first subject it's going to be Case 
Study 1. In the message area, we are going to put in the information, or the question that we want the 
students to consider and answer. 

 



14. If you had a document that you'd like to attach, you could do so here 
 

 
 
15. Click submit  

 
 
16. There is now one case study inside of this forum. 
 
 

 
 
17. We’re going to create one more, and again click submit  
 

 
 



18. When the students get to this area, they can click on Case Study 1 or Case Study 2 to see the 
question and to respond 
 

 
 
19. So for Case Study 1, here's the first thread  
 

 
 
 
20. The student simply clicks on reply and writes their answer here in the message area. 
 
 

 
 
21. When the student is done they simply click Submit  



 
22. This first thread now has one reply  
 

 
 
23. So if we go back to Discussion Board… 
 

  
 
…you will now see that inside the discussion board we have the first forum chapter 12 Class Text…  
 
 

 
 
…and inside that first forum, there are the two threads that we've created: Case Study 1 and Case Study 
2. 
 



 
 
You can see on Case Study 1 that there are a total of two posts. 
 
 
24. Click on Case Study 1…  
 

 
 
…and you can then see and view each post 
 
  



What Your Students Will See 
 
1.They navigate to discussion board 
 

 
 
2. Under Discussion Board, they will see the one forum that we have created, Chapter 12 Class Text 
 

 
 
You'll notice that they do not have a button to create new forums, because that's not an option that we 
allowed. 
 
3. Click on “Chapter 12 Class Text” forum… 

 



…and because we did allow them to create threads, they do have the option for creating threads. 
 
4. Click into Case Study 1… 
 

 
 
…and they either reply directly to the case study posted, or if the instructions given were to respond to 
other students posted messages they can reply to that as well  
 

 
 
5. Click Submit  
 
 
6. When finished, click OK 
 



 
 
 
 
 
Add Grading to Your Discussion Board 
 
As a teacher, because we've decided to grade this discussion board, once the students have 
done what has been requested of them: 
 
1. Go into the Grade Center, then Full Grade Center 
 

 
 
2. At the very end of your Grade Center, you will see Chapter 12 Class Text discussion forum 
 

 



 
3. For Test Student it indicates with a blue circle saying that you have completed at least one out of your 
three required posts  
 

 
 
Once you have completed all three posts, this blue circle with then turn into a yellow circle with an 
exclamation mark indicating that it needed grading  
 

 
 
There is another tool that you can use for managing your discussion boards  
 
4. Go back to Discussion Board 
  

 
 
5. Go into that first forum on Case Study 1  
 

 



6. If you had a number of students in your class who did a number of posts, this is going to be fairly large 
number. In order to quickly and easily see what's been posted, you can click the down arrow beside the 
title of the thread… 
 
 

 
…and select Collect 
  

 
 
What you’ve now done is collect every single post and every single reply to everything inside that case 
study thread.  



 
 
This allows you to quickly read through to see whose posted it, read about it,and be able to go on to the 
next case study.  
 


