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Tips for using Forums
Using Forum
How to Post a topic
1. Go to Forums from the course site.
2. Choose NewTopic
3. [bookmark: _GoBack]Enter Subject line and description.
HINT: When adding a subject line, if you want topics to appear in date order start each with date formatted as mm/dd/yyyy.
4. Choose Submit
Topic Options
1. Disable BBCode  BBCode is a special implementation of HTML. BBCode itself is similar in style to HTML, tags are enclosed in square brackets [ and ] rather than < and > and it offers greater control over what and how something is displayed.
2. Disable smilies  hide ability to add smile symbols to post.  Smilies, or Emoticons, are small images which can be used to express a feeling using a short code, e.g. denotes happy, while denotes sad.
3. Do not automatically parse URLs
4. Attach a signature (signatures can be altered via the UCP) adds signature to all posts and replies.
5. Notify me when a reply is posted emails you when a reply is posted.
6. Announcements often contain important information for the forum you are currently reading and you should read them whenever possible. Announcements appear at the top of every page in the forum to which they are posted. As with global announcements, announcement permissions are granted by the board administrator.
7. Global announcements contain important information and you should read them whenever possible. They will appear at the top of every forum and within your User Control Panel. Global announcement permissions are granted by the board administrator.
8. Stick topic within the forum appear below announcements and only on the first page. They are often quite important so you should read them whenever possible. As with announcements and global announcements, sticky topic permissions are granted by the board administrator.
How to Attachment Documents
1. From the Post New Topic window enter a Subject.
2. Choose the tab Upload Attachments 
3. Click the Browse button
4. Find the file and open it. 
NOTE: Most common file formats including jpgs, doc, ppt and others are allowed.
5. Choose Add File.
How to post a poll
1. From the Post New Topic window enter a Subject.
2. Choose the tab Poll Creation.
3. Type the question is the Poll Question field.
4. Enter potential answers one line for each answer in the Poll Options field.
5. Set the number of answers a respondent can choose in Options per user:
6. Set number of days poll will be available in Run poll for:.
NOTE: if you do  not want to expire the poll leave this blank.
7. Set Allow re-voting if that option is necessary.
8. Choose Submit to post poll.
Forum Articles
The following are a list of articles that may help you plan how to use forums with your class.  These are not specific to using forums in stellar, but may give you some ideas about how to utilize this tool with your students.
Discussion Board Online Discussion for Blended Learning
Good practice Guidelines for Online Discussion
Best Practices For Forums
Discussions Strategies
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