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How	
  to	
  use	
  Forums	
  

	
  
The	
  Forum	
   is	
   an	
   activity	
  where	
   students	
   and	
   teachers	
   can	
   exchange	
   ideas	
   by	
  
posting	
   comments.	
   A	
   forum	
   can	
   contribute	
   significantly	
   to	
   successful	
  
communication	
   and	
   community	
  building	
   in	
   an	
  online	
   environment.	
  Open	
  your	
  
course	
   and	
   choose	
   the	
   Forum	
   that	
   you	
  want	
   to	
   use	
   and	
   click	
   on	
   it.	
   To	
   add	
   a	
  
discussion	
  topic,	
  click	
  	
  
	
  
Type	
   in	
  the	
  Subject	
  and	
  content	
  
of	
  the	
  Message.	
  Try	
  to	
  keep	
  both	
  
brief	
   and	
   worded	
   in	
   a	
   way	
   that	
  
allows	
   students	
   to	
   understand	
  
what	
  the	
  topic	
  is	
  about.	
  Scroll	
  to	
  
the	
  bottom	
  of	
  the	
  page	
  and	
  click	
  	
  

	
  
	
  
	
  
	
  
	
  
	
  
	
  
You	
   will	
   now	
   see	
   a	
   message	
  
advising	
  you	
  have	
  30	
  minutes	
  to	
  
edit	
  or	
  delete	
  your	
  post.	
  After	
  30	
  
minutes,	
   your	
   post	
   will	
   be	
  
emailed	
   to	
   everyone	
   who	
   is	
  
subscribed	
  to	
  this	
  forum1.	
  

	
  
	
  
If	
  you	
  want	
  to	
  reply	
  to	
  a	
  message	
  
in	
  a	
  Forum,	
  click	
  the	
  Discussion	
  
topic	
  to	
  view	
  the	
  original	
  posting	
  
and	
  all	
  its	
  replies.	
  Scroll	
  down	
  to	
  
the	
  item	
  you	
  want	
  to	
  reply	
  to	
  and	
  
click	
  on	
  the	
  Reply	
  link.	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  



	
  
	
  

	
   	
   	
  
This	
  work	
  by	
  Bloomsbury	
  Colleges	
  is	
  licenced	
  under:	
  CC	
  BY-­‐NC-­‐SA	
  2.0	
   	
   	
   	
  	
  	
  	
  	
  	
  	
  	
  January	
  2012	
  

	
  

How	
  to	
  use	
  Forums	
  

	
  
	
  
Type	
  your	
   reply	
   in	
   the	
  Message	
  
area.	
   Only	
   change	
   the	
   subject	
   if	
  
you	
   intend	
   to	
  discuss	
  something	
  
different.	
   When	
   you	
   have	
  
finished	
   typing	
   your	
   message,	
  
click	
  	
  
	
  
	
  
	
  
	
  
	
  
	
  
Again,	
  you	
  will	
  see	
  a	
  message	
  giving	
  you	
  30	
  minutes	
  to	
  edit	
  the	
  content	
  of	
  your	
  
post	
  or	
  delete	
  your	
  post.	
  After	
  30	
  minutes,	
  your	
  post	
  will	
  be	
  emailed	
  to	
  everyone	
  
who	
  is	
  subscribed1	
  to	
  this	
  forum.	
  
	
  
	
  
Note	
  1: Subscriptions  
If	
   you	
   are	
   subscribed	
   to	
   a	
   Forum,	
   it	
   means	
   you	
   will	
   receive	
   email	
   copies	
   of	
  
Forum	
  posts.	
  Depending	
  on	
  how	
  the	
  Forum	
  has	
  been	
  set	
  up,	
  either	
  participants	
  
will	
  be	
  able	
  to	
  choose	
  whether	
  to	
  be	
  subscribed	
  or	
  the	
  subscription	
  is	
  forced	
  so	
  
that	
  everyone	
  receives	
  email	
   copies	
  of	
   forum	
  posts.	
  See	
   the	
  mini-­‐guide	
  Setting	
  
up	
  a	
  Forum	
  for	
  further	
  information.	
  
	
  
	
  
	
  

	
  
	
  


