SharePoint Discussion Boards

This is a step-by-step procedure for setting up discussion boards in SharePoint.

1. Go to your website where you will be putting the discussion board and sign in (upper right corner).

2. To change the title of an existing discussion board, click on the name (probably Team Discussion)
and go to Settings and then General Settings, Title, description and navigation.
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3. Change the title to whatever you want and click Save.

Name:

|Artic:|e on Discussion Boards |

Description:

. Display this discussion board on the Quick Launch?

®es Omo

[ Save J [ Cancel ]

4. To create a new one, go to View All Site Content, and Create. Then select Discussion Board under
Communications.
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5. The next step is to name the Discussion Board. You will want to keep the default setting of Display
this list on the Quick Launch? Then click Create.
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MName:

Description:

. Display this list on the Quick Launch?

@ Yes
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[ Create ] [ Cancel

6. Now is time to set up the board for your class discussions. There is a bar across the top of the

discussi

on board like this:

- | - | -

7. Go to Settings, Discussion Board Settings.

S

Create Column
Add a column to store additional
information about each item.

Create View
Create a view to select columns,
filters, and other display settings.

Discussion Board Settings

Manage settings such as permissions,

columns, views, and policy.
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8. Scroll to the bottom of the page to the Views section. Click on Threaded and then click at the top of
the next screen, Make this the default view.

1
i Views

A view of a list allows you to see a particular selection of items or to see the items sorted in a particular order, Views currently configured for this list:

Subject

Wiew {dick toWNjit) Show In Default View
Thregded Discussion v
Flat ﬁ Discussion

Top-evel -'




View Mame:
|Th readed |

Web address of this view:
http: /v, isd300.k12.mn.us/tech_inte /blended_learn/module_4/Lists Discussion Board 5,

|Threau:|eu:| |,aspx

e this the default view
fpplies to public views only)

The Threaded View will make it much easier for students to see who is responding to whom and

also condense it to a smaller area.

Now it is time to set Permissions for the discussion board. Go back into Discussion Board Settings
under Settings and go to Permissions for this discussion board under Permissions and

Management.

Permissions and Management
@ Delete this discussion board
B Save discussion board as template

o Permissions for this discussion board

o Workflow sett
8 Information management palicy settings
This will open up the window for you to allow access to those students you want to participate in

the discussion board.

'Users/Groups Type User Name Permissions
Facilitating Blended Learning  SharePaint Fadilitating Blended Learning Contribute
Members Group Members

Facilitating Blended Learning ~ SharePoint Fadlitating Blended Learning Full Control
Owners Group Cwners

Facilitating Blended Learning  SharePaint Fadlitating Blended Learning Read
Visitors Group Visitors

Under Actions, go to Edit Permissions. Click OK on the message box that comes up.

-

Manage Permissions of Parent
This list inherits permissions from its
parent.

Edit Permissions

Copy permissions from parent, and
then stop inheriting permissions.




Windows Internet Explorer

? | ou are about ko create unique permissions For this list, Changes made to the parent site permissions will no langer
“'-,r‘ affect this list.

[ (04 ][ Cancel J

10. Your may want to keep your visitors to your site (could be authenticated users or those who can log
into our network). As visitors with View permissions, they would be able to see the discussion board
but not be able to Reply to any of the questions or threads there.

If you do not want anyone to View it, click on the box beside Visitors and then go to Actions,
Remove User Permissions.

- -
|
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Remowve User Permissions

Remove selected user permissions, l-\[tn; Access Requests
Enable or disable access requests for
Edit User Permissions thiz list,
Edit selected user permissions.
Anonymous Access
Inherit Permissions Manage anonymous access to this list,

Inherit permissions fraom parent.

11. Now to add those you want to participate by replying to your questions. Go to New, Add Users.

* - L
| |

Add Users
Add users or groups to this list.

=
| earminn Membere Grau

In the box that comes up, you will need to select the members of your class using the Address Book
under the window on the right corner.

Users/Groups;

P
)
If you want to add an entire grade, you can search by the word students. Then you can select the
group by finding their graduation year.



Select People and Groups -- Webpage Dialog

m g::?;;,?.;ﬁ?;l-.edﬂ?gﬁps from the directory service, Type & name to find, select the name or names in
F|nd|st|.|der|ts }Jl
Display Mame Ll
ACCOUNTING STUDENTS H
High Schoal Students Members High School Students Members
High School Students Owners High School Students Owners ]
High School Students Visitors High School Students Yisitors i
1SD300\students_2 15D300\students_2
150300 \students_2008 150300 \students_2008 .
150300 \students_2008 150300 \students_2009 I
150300 \students_2010 150300 students_2010
1SD300\students_2011 1SD300\students_2011
150300 \students_2012 150300 \students_2012
ISD300\students_2013 150300 students_2013
15D300\students_2014 1SD300\students_2014
15D300\students_2015 150300 \students_2015
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[ add -» ] |1SD300\students 2013 |

oK ] [ Cancel ]

Give them permissions underneath. You have two choices:
a. Contribute will allow the students to reply, add questions, and delete the responses of
others.
b. Participate in discussion board and/or survey will allow them to just reply but not add
questions or delete responses by others.

(%) Give users permission directly
[ Full Contral - Has full contral,
al Design - Can view, add, update, delete, approve, and
customize.

al Manage Hierarchy - Can create sites and edit pages, list
items, and documents.

Il Approve - Can edit and approve pages, list items, and
documents,

[] Contribute - Can view, add, update, and delete.

[] Read - Can view only.

| Restricted Read - Can view pages and documents, but
cannot view historical versions or review user rights
information.
View Only - Members of this group can view pages, list items,
and documents. If the document has a server-side file
handler available, they can only view the document using the
server-side file handler.
SLK Instructor - Can use SharePoint Learning Kit features to
assign e-learning content to learners.

SLK Learner - Appears as a potential learner when new
assignments are created using SharePaint Learning Kit.

SLK Observer - Appears as 5 potential observer when new

gssignments are created using SharePoint Learning Kit.
h'cipate in discussion board and or survey -



Note: you don’t want to add these students to the existing Members group that has contribute. If
you do, they will have contribute rights on the whole site.

12. You may have occasion to have a discussion board for parents to participate in for your class. If you
want to give Anonymous Access (anyone who cannot log into our network), go to Settings,
Anonymous Access. Check the Add Items to the View.

ANONYMOUS USErs can:
| Add Items - Add items to lists, add documents to document
libraries, add Web discussion comments,

] EditItems - Edititems in lists,

*

Delete Items - Delete items in lists.
Access Requests O
Enable or disable access requests for

this list.

View Items - View items in lists, documents in document libraries,
view Web discussion comments, and set up e-mail alerts for lists,

Anonymous Access
Manage anonymous access to this list. [ oK | [ cancel

13. Finally, add your first question by going to the discussion board and click on New, Discussion.

MNew

o Discussion
i+ Create a new discussion topic. ~ﬂ'l'r\
' W

Your window to add a question will look like this. You will note you can add an attachment to give

supporting documentation for the question you have asked.

[ OK ] [ Cancel ]
‘\l Lm Attach File WSpelhng... * indicates a required field |
Subject * | |
Body | | |
| |
[ OK ] [ Cancel ]

14. Something helpful would be to add the expectations right above the discussion board through a
Content Editor web part. To do this, go to Site Actions, Edit Page, and Add a Web Part.



Create

Add a new library, list, ar web page to
this website.

Edit Page
Add, remave, or update Web Parts on

this page.
Site Settings l{b

Manage site settings on this site,

%l W | 5t

CL Add a web Part ‘{b

Scroll down about half way to the Miscellaneous section and select the Content Editor Web Part.
Click Add at the bottom right of the screen.

Miscellaneous

FI ;J AnonymousBlog.webpart

[] | %] Contact Details

IUse to display details about a contact for this page or site

|El| content Editor Web Part
IIse for formatted text, tables, and images. Add

15. Click on the edit drop-down and select Modify Shared Web Part. Then open the Rich Text Editor in
the Task Pane on the right side.

4 Content Editor Web Part ®
Content Editor R

Content Editor

To e raphics,
7% Rich Text Editor.
‘. Rich Text Editor...
= lj It - X To type =, click

Source Editor.

Minimize
Content Link
ClDSE To link to a text file, type a URL.
_ — |
X DE|EtE Test Link
: o ®
2 Modify Shared Web Part Sppeaiaues
R\ﬂ:? - Layout
Advanced

In the Rich Text Editor, add your guidelines such as this example:



/A HTML Editor -- Webpage Dialog
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Select ™ [ Styles ™ T~ | A- Al- B
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Please use these guidelines when responding to this Discussion Board.
+ Use complete sentences, proper grammer, and spelled correctly.

« Please respect the answers of others--everyone is different--no put downs.
« No chat room language including no acronyms.

Back in the Task Pane, Select Appearance and change the Title to Guidelines for Discussion Boards
or something of your choice. Then go into Appearance and change the title to something of your
choice.

= Appearance
Title

|GLIiI:|E|iI'IE5 for Discussion Bu:ua|| .

Height

Should the Web Part have a fixed
height?

Enjoy using the discussion boards in SharePoint!



