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Blackboard Tips:  

Advanced Discussion Forum Options 
 
In Blackboard (http://blackboard.uscupstate.edu), course members can have the thoughtful 
discussions that take place in the traditional classroom, but with the advantages of asynchronous 
communication. Participants don't need to be in the same location or time zone and can take the time 
to consider their responses carefully. Additionally, the use of discussion forums can create an 
opportunity for more equitable participation among course members. 
 
Purpose and Applications 
You can use discussion forums, also referred to as discussion boards, to: 

 Encourage collaboration and social interaction. 

 Pose questions about homework assignments, readings, and course content. 

 Share thoughts and ideas about class materials and/or demonstrate understanding or 
application of course material. 

How-to Create a Discussion Forum 

 Navigate to the Content Area (Learning Module, Assignments, etc.) where you would like the 
discussion board to be located. Be sure Edit Mode is ON in the upper-right corner. 

 From the course menu, select Tools  Discussion Board.  
 

 
 

Figure 1: Course Menu Bar 

 The Create Link: Discussion Board will open. Click on Create New Forum 

 
Figure 2: Create Link Page 

http://blackboard.uscupstate.edu/
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Discussion Forum Settings 
The Create Forum page has 3 sections: forum information, availability, and settings. Items noted 
with a red star are required in order to create a forum. 

 In the Forum Information section, you will name your forum and give a description of its 
purpose. Both will be visible to the student. 

 
Figure 3: Forum Information Area 

 A common naming convention is Week/Module/Chapter Forum: Content Description, such 
as Week 1 Forum: Introductions, but forum names are created at the instructor’s discretion. 

 The description should inform students on the purpose of the forum and provide necessary 
guiding questions or directions. An example of a forum is given below: 
 

 
Figure 4: Forum Information Example 

 In Forum Availability, select ‘Yes’ to allow students to access the forum. You can return to 
this page later to select ‘No’, ‘turning off’ the forum, making it no longer visible to students, if 
you wish.  

 

Figure 5: Forum Availability 
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 You can further limit access to the forum by setting restrictions on when students can access 
the form using dates and times. This will leave the forum visible, but inaccessible to student 
outside of those restrictions. Please note that restrictions need to be updated each semester. 
Use of restrictions is not recommended. 

 In Forum Settings you will make several important decisions based upon the purpose the 
forum will serve. 

 In Viewing Thread/Replies, it is recommended that you use Standard view. In standard view, 
students can access all post, whether they have created their own post or not. The 
“Participants must create a thread in order to view other threads in this forum” option will force 
students to post their own response before reading other postings. The second option is 
common, but can sometimes be usefully for graded forums.  

 Under Subscribe, it’s a best practice to Allow members to subscribe to forum. It is the 
instructor’s preference to include the body of the post or a link to the post in the subscription. 
However, including the body of the post will allow participants to read the post without logging 
into Blackboard and is recommended. 

 In Create and Edit and Additional Options for all grading options, instructors can set the 
amount of flexibility they wish to grant students in editing their posts and if they can include 
attachments, create tags, or rate posts. 

 

Grading Settings 
 Use No Grading in Forum if you do not want to use the forum as a formal assessment. 

Common ungraded forums are Coffeehouses, Help forums, and forums for students to 
collaborate prior to submitting a graded assignment. 

o Under Alignments, Forum Alignment is recommended. This organize responses under 
the forum topic. It will allow students to create new threads. See Figure 6. 

o Use of Allow Anonymous Posts is not recommended. 

 If you would like to grade the forum activity, select Grade Discussion Forum and enter a 
point value. For example, you may use this forum to require student to answer a pre-
determined question and then reply to another student. See Figure 6 for an illustration.  

o It is not recommended that you increase the number of posts required before a grading 
alert is trigged. 

o Set a due date to automatically add your 
discussion forum to the Blackboard Calendar 
and Activity Stream reminders. Check the 
box after Due Date and enter a time and 
date. This will need to be updated each 
semester.  

o If you wish to use a Rubric, select Add 
Rubric and add or create a rubric (see 
Blackboard Tips: Rubrics for help). Then 
select YES under Show Rubric to Students 
to ensure that students can see your rubric-
based feedback.  

 
 

  

Figure 6 Grading Discussion Forum Hierarchy 
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 If you would like to assign multiply specific responses within a forum, select Grade Threads. 
Use of this feature is uncommon and not recommended. Students will not be able to create 
new threads when using this option; they will only be able to reply to preset threads. See 
example in Figure 7. 

 
Figure 7: Grade Threads Hierarchy 

 Click Submit on the bottom right of the page to assign your Discussion Board. 

 
Figure 8: Submit to Assign Forum 

 
How-to Grade a Discussion Forum 

 Navigate to Discussions on the left side menu. 

 Click on the arrow next to the forum and select Grade. 

 
Figure 9: Entering Grading Area for Forums 

 On the Grade Discussion Forum Users page, click on the Grade button next to a student.  

 
Figure 10: Grade Discussion Forum Users 
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 On Grade Discussion Forum: Student Name, enter the grade or complete rubric and enter 
feedback in the Feedback to Learner box.  

 Click Submit to save the grade. 

 Click Ok 

 Repeat until all students are graded. 
 
Quick Tips for Use 

 Setting up a rubric in advance can help decrease the time spent grading and result in a more 
consistent assessment of postings. 

 Compose prompts that create a need for discussion and leaves room for varying opinions. 

 When requiring replies, require students reference or remark on particular pieces of the 
original post. 

 Consider offering multiple related prompts within a single forum to allow for variety. 

 Establish “netiquette” rules before assigning a forum. 
 
Additional Resources 

 Using Discussions in Blackboard 

 Guide to Effective Use of Discussion Forums 

 Ten Tips for Fostering Effective Online Discussions 

 Grading Discussions in Blackboard 
 

 

https://youtu.be/vNMO-4I7uBI
https://www.uc.edu/cetl/ourwork/online/DiscussionForums.html
https://ep.jhu.edu/files/discussion-tips.pdf
https://help.blackboard.com/Learn/Instructor/Interact/Discussions/Grade_Discussions

