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Discussion are used in online instruction to encourage participation and communication between 
students, with the instructor monitoring the discussion and “jumping in” when needed. The 
discussion can include the entire class or specified groups of students (called "groups" in Blackboard).  
As with other activities and assignments, discussions can be linked to the grade center. 

OVERVIEW OF DISCUSSIONS IN BLACKBOARD 
Before creating discussions in Blackboard, it is important to understand the terminology.  Below are 
the main components of discussions in Blackboard. 

Discussion Board: The Discussion Board is the area of Blackboard that houses all of the Discussion 
Forums created by the instructor.  It is accessed from the Course Menu of the course through the 
“Discussions” link.  The instructor has the option to hide this link from students in order to prevent 
them from participating in a discussion that has either occurred in the past or has not yet begun.  If 
the full Discussion Board is hidden from students, instructors must be sure to create links to 
individual Discussion Forums within the content area. 

Discussion Forum: A Discussion Forum is an area in the Discussion Board where participants can 
discuss a topic.  Instructors create forums to pose questions to their students and initiate 
communication.  You can create forums to organize discussions into units or topics relevant to your 
course. Within each forum, students will create threads to participate.  A typical Blackboard course 
has many Discussion Forums on the Discussion Board.  The availability of the Discussion Forum can be 
controlled by date and the forum can be linked to the Grade Center. 

Discussion Thread: A Discussion Thread consists of posts to the discussion and their associated 
replies.  Discussion Threads can be displayed in either “List View” or “Tree View.”  Many instructors 
prefer the tree view as it gives a visual depiction of the flow of the conversation. 

CREATING A DISCUSSION FORUM 
The first step in creating discussion in a course is to create a Discussion Forum on the Discussion 
Board.  To do this: 

1. Making sure Edit Mode is turned ON (1), click on the “Discussions” link (2) on the Course 
Menu.  This will bring you to the main Discussion Board area of Blackboard.  Click the Create 
Forum button on the action bar (3).  
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2. Give the forum a Name (1) and type a Description (2).  The description is typically the 
question or topic that your class will be discussing. 

3. Scroll down to the Forum Availability area and set the Available option to “Yes”. 
 
Note: If also using Date and Time restrictions, be sure to put a checkmark in the box in addition 
to the date and time you enter. 

4. In the Forum Settings area, complete the following (where appropriate for your discussion): 

Viewing Threads/Replies:  You must decide whether you would like the discussion displayed 
in Standard View (1) (all members see all posts, with no viewing restrictions) or if you will 
require participants to post an initial thread in order to view other threads in the forum 
(known as a “Post First” discussion) (2). 
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Note:  The Post First discussion option is a good way to ensure a student understands the 
material before reading through other student’s posts and forming an answer from their 
work.  When using the Post First option, it is always a good idea to notify students so that 
they know in advance that they won't see any postings from their classmates before they 
post themselves. 

Grade: Next, you need to indicate whether or not the Discussion Forum will be graded.  If it is, 
be sure to select that option and give the forum a total number of points possible (2).  Doing 
so will automatically create a column in the Grade Center.  

Show participants in “needs grading” status (3):  This option allows you to control how often 
you are notified of new posts through the Needs Grading area of the Grade Center.  This is a 
personal preference. 

Due Date (4): Use this area to set a due date, if desired, being sure to enter both a date and 
time and checking the checkbox next to the option. 
Note:  Students will still be able to contribute to the discussion after the due date, but will be 
marked late. 

5. Scroll through the remaining options and choose the ones that apply to your discussion.  Each 
option is described below: 

Add Rubric (1): Blackboard has a built-in rubric tool that can be used for discussions and 
assignments.  Additional information regarding Blackboard Rubrics can be found through 
the Teaching Resource Center. 

Subscribe (2):  The Discussion Board tool within Blackboard allows course members to 
subscribe to a forum or thread.  By enabling this feature, faculty and students can choose to 
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be notified via SUNY Broome email when there is activity in a particular discussion.  The 
email is for notification purposes only.  The user must login to Blackboard to access the 
Discussion Board to post a response. 

Create and Edit (3): This area allows instructors to control whether students can edit or delete 
posts, create threads, and attach files.  The “Force Moderation of Posts” option means that 
the instructor must view every post made by students and “OK” them for posting to the 
class.  This is typically only used in rare cases, where the topic of the discussion may be 
sensitive or otherwise require close monitoring. 

Additional Options (4): Post Tagging will allow student to add text labels (like bookmarks) to 
group similar posts together.  Postings can then be read, filtered and searched using the 
tags.  Rate Posts will allow course members to give a post a rating of one to five stars. 

6. When finished, click the Submit button (5).  You will then see your forum on the Discussion Board. 
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LINKING TO THE DISCUSSION BOARD 
Once your Discussion Forum(s) are created, you choose how students will access them.  As 
mentioned earlier, some instructors choose to give students access to the entire Discussion Board 
from the Discussions link on the course menu.  In this scenario, the student would need to know the 
name of the current forum and click on its link in order to participate.  Linking to the main Discussion 
Board in Blackboard would look something like this:  

LINKING TO A DISCUSSION FORUM FROM THE CONTENT AREA 
A second option for providing access to a discussion would be to link directly to a specific Discussion 
Forum within the content area.  This not only helps organize content by topic, but it helps guide the 
student to the correct Discussion Forum for that point in the course.  To add a link to a Discussion 
Forum:  

1. Navigate to the Content Area in 
which you would like to create a 
link to the Discussion Forum. 

2. Click on the Tools button on the 
Action Bar and select “Discussion 
Board”.  
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The first option in the screenshot below will create a link to the entire Discussion Board Page.  We 
discussed the pros and cons of this earlier in this document.  For our purposes here, we will choose 
the second option for linking directly to a specific forum.  To do this: 

3. Click the option to “Select a Discussion Board Forum” (1), click on the forum name (2) and 
click the “Next” (3) button.  

This will bring you to the Settings screen for the link to the Discussion Forum.  This should not be 
confused with the settings for the Discussion Forum itself. 

4. The name of the link defaults to the forum name.  Best practice is to keep it at the default.  
You should also provide text describing the link.  You should repeat the discussion question 
that was posed in the forum.  That way, students will see the question prior to accessing your 
forum and clicking to create a Discussion Thread.  
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5. Availability must be set to “Yes” for students to be able to see the link and access the 
Discussion Forum.  Date Restrictions are typically controlled at the folder level and within the 
Discussion Forum itself, so these values are typically left blank.  When finished, click the 
Submit button.  

The link to the Discussion Forum will now appear in the Content Area and when a student clicks this 
link, they will be taken directly to the Discussion Forum, not to the entire Discussion Board page. 

ONLINE@SUNYBROOME 
Please visit the Online@SUNYBroome website (www.sunybroome.edu/online) for additional 
information pertaining to distance education.  The site contains information for Students, Faculty and 
Chairs.  A repository of informational/instructional documentation is included on the site as well as a 
listing of training opportunities and frequently asked questions.  
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