BUILDING A MANAGED LEARNING ENVIRONMENT

How to create a topic

1. Once a Forum has been created you can create a topic for discussion. For example you
might have a ‘History Forum’ that contains discussions on many History topics.
2. To create a Topic within a Forum, first navigate to the Forum itself, wherever it has

been created and click on the name to open the Forum.
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3. To create a new Topic in the Forum, simply select the ‘New Topic’ button on the Forum

toolbar:
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4. You will now be presented with the maintenance screen for the new Topic. You can
create the topic with the following details:
a. Aname. It is probably best to keep this brief.
b. Explpnatory text, which should contain more detail regarding the Topic.
c. Should the Tgpic always display at the top of the list? If so select the ‘sticky’

optidn.

d. If you are creating the Topic for immediate use, leave the status as ‘Ljve’.
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NB. If you are setting it up in advance you can select a status of ‘Hidden from non-
admins’. This will prevent students from being able to see it until you are ready. At
that point you should edit the Topic to have a status of ‘Live’.

5. If you wish to include reference documents to support the Topic, you can do so using
the ‘Attach Files’ button. This will allow you to browse your PC or network and upload

a document unto the Topic. When students read the Topic they will be able to view the

attached documents
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6. Once you are happy that you have created your Topic, click the *Post Topic’ button.
Your new Topic will now display in the as others will see it. If you wish to edit any

details select the ‘Edit Topic’ button on the Topic toolbar
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7. To return to the parent Forum, select the ‘Close button on the Topic toolbar.
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8. If you marked the new Topic as ‘sticky’ it will display at the top of the Topic list within

the Forum.
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