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Create a discussion forum For Content Administrator

Last Updated August 2016 (Version 1.2)
A discussion forum can be added to an existing Catalogue Item as an additional learning component or added to a Menu Manage Learning — Manage Learning Assets
new Catalogue Item as a stand alone Discussion forum. Department DCCSDS, DATSIP, DPC, NPSR, EHP
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B Manage Learning A  +ome
Manage Catalogue Manage Learning Assets |@  wvanage Leaming |
Manage Sessions B  iLeam Support
Enrolments
Assign Leaming Search for Learning Assets d vy Account
Add Learning Wizard B Wy Calendar Select ‘Manage Learning Assets’ from
«<]  Logout the left menu.
Active (2213) Inactive (654)

Approve Learning

Reports
Customisable Reports

Manage Learning Assets ~ Add Learning Asset

Click ‘Add Learning Asset’.

Search for Learning Assets
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Create a New Learning Asset

New Assessment Event
an’
Allows you to create a new Assessment Event.

New Course
Allows you to create a new Course.

—=  New Discussion Forum

‘== Include Discussions as a component of the Leaming experience.

el

dmml New Learning Event
E Allows you to create and schedule a new Leaming Event.

‘ MNew Other Learning
Allows you to create a new Other Learning.

New SCORM Course
© Allows you to create a new Scorm Course.

 MNew Survey

— )
== Allows you to create a new online survey.

9 New Test
Allows you to create a new online test.

mq MNew Trackable Document
= Allows you to create a new Trackable Document.

Cancel

Click the ‘New Discussion Forum’ link.
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New Discussion Forum

Name* Test - Clouds Discussion Forum

Identifier* test-clouds-discussion-forum

Description and Instructions
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Type in the description and instructions on how to use the forum here.

Words: 13

Type the name of the Forum in the ‘Name’
box .

Note the Identifier will automatically fill as
you type the name.

v Linked Documents

NameActions

v Notifications

Enable Motifications @
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Type the description and instruction of
the forum in the text box.

NOTE: Check spelling as what you type
here will appear on the Discussion
Forum.

* Denotes a required field.
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v Completion Settings

Flease specify what leamers have to do in order to complete their participation in the discussion forum (if anything).

Learners must post to complete

Minimum number of Mumber of posts
posts required

v Discussion Forum Administrators

User Role Actions

Select User Select Role

or Cancel Click ‘Save Discussion’.

Discussion Forum: Test - Clouds Discussion Forum

Warning: This Discussion Forum has not been put in the Catalogue - you must do this in order fo enrol learmers.

If the Discussion Forum is to be a stand-
Name Test - Clouds Discussion Forum alone forum click ‘Add it now’.
Identifier  test-clouds-discussion-forum2 If you would like to add to an existing
Description Catalogue Item follow steps 9-18 in the
Type in the description and instructions on how to use the forum here. next section.
¥ Active

¥ Notifications TIPS

The Discussion Forum has been created
but is not available to Learners until it
has been added to the Catalogue.

NOTE: Only use ‘Add it now’ if the Forum

Enable Notifications

v Completion Settings

Please specify what leamers have fo do in order to complete their participation in the discussion forum (if anything). is NOT to be added to an eXiSting
Learners must post to complete Catalog ue Item.
Minimum number of Number of posts

posts required

> Recent activities
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Publishing a Discussion Forum

P
1 Government ILearn . Content Administrator

B Manage Learning

From the menu button ‘=’ select
‘Manage Learning"‘.

L] = 2

Catalogue Manager

Manage Sessions iLearn Support

Enrolments

Manage Catalogue Manage Learning I

Assign Leaming Search for Catalogue ltems 4wy Account Select ‘Manage Catalogue’ from
Add Learning Wizard B My Calendar the left menu. This should be the
<] Logout default selection.

Manage Leamning Assets
Approve Learning
Reports
Customisable Reports Click ‘Search for Catalogue
Reset Search s
Items’, enter keyword or phrase

. . H ,
@ Recently Viewed in the search box. Click ‘Search’.
Available in Catalogue (2) Mot in Catalogue (1) Draft (1) Archived (D) Al (4)
Type Catalogue Name Number Of Enrolments Created
E TEST-CIoud_Learnlng System Documents 5 15 Oct Click on the link to the Catalogue
test-cloud-learning-system-documents-20141015 Item you would like to add the
‘ H H t
b TEST-Clouds Discussion Forum’ to.
1 21 Oct
E test-clouds-20141031
4 - o e 20 v items per page 1-20f2itemz O

Archive Jlaies Privais
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Catalogue Item: TEST-Cloud Learning System Docum Actio

. Click on the ‘Actions’ drop down list and
2 Edit Catalogue ltem | select ‘Edit Catalogue Item’.
Copy Program
+ Tasks B notes & Attachments » Tags (1) Edit in Wizard

Assign Learning

& Enrolled Users (0): Not Attempted (0), Incomplete (0), Completed (0). Preview

Name TEST-Cloud Learning System Documents
Identifier test-cloud-leaming-system-documents-20141015
Approx Duration (minutes) 60

Status @ Awailable in Catalogue
Overview

Components

m + 14.a In the Edit Catalogue Item screen,

(@oud> Q scroll down to ‘Components’.
Prerequisite Weight Share Actions
20141015] TEST-Cloud Learning Solutien workshop - progress Click on ‘Select Learning Asset’,
manual 1 - Trackable Document type keyword/s in the search box,
t full st 50 v
[test-cloud-learning-system-workshop-manual-2- set U =ton + ° scroll to the Asset to be added.
20141015] TEST-Cloud Learning System workshop 14.p Click on the ‘Plus Key’ to add the
manual 2 - Trackable Document ' Asset
set full stop (1) 50 .
clouds] Clouds - Learning Event p (1) @ + O
[test-cloud-janison-learning20140307] Test - Cloud
Janison Learning - Learning Event P
forum20141117] Test - Cloud: Use the scroll bar to scroll through Asset
ssion forum - Discussion Forum options.

v Extended Information
Additional information about this Catalogue ltem.
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Components

Select Leamning Asset

N

You can use the crosses to change the
order of the components.

Click on the cross then drag and drop the
item to where you want to move it to.

Component Prerequisite Weight Share Actions
progress
w4 Trackable Document TEST-Cloud Learning l/
t full st 50 ]

®%  Solution workshop manual 1 serul=iop + O

: -.u Trackable Document TEST-Cloud Learning setfull stop (1) 50 B + e
System workshop manual 2

== Discussion Forum Test - Clouds Discussion

H— t full stop (0
forum set full stop ( (] + @

» Thumbnails

» Competencies

> Extended Information

Additional information about this Catalogue ltem.

> Self Enrolment Settings

» Additional Enrolment Settings

Save Catalogue ltem  LIge=lile=]
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Change the following fields if required.

Set full stop: If a prerequisite is
required before joining the
discussion.

Enter the weight: This denotes whether it is
part of the overall grade of
the program.

Share progress:  Allows progress of the
component to be added to
the program.

Click ‘Save Catalogue Item’.

The discussion forum has now been
added to the program and Learners are
now able to enrol and join the discussion.
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.
Message from webpage 00 u

d-% Thetotal weight of all the components should add up te 100%. If you
Y click OK, the system would autornatically calculate and distribute the

weighting for the components

Program Components (Learning Assets)

If the ‘Weight’ fields have been left blank

the pop-up box will appear. Click ‘OK’ or
‘Cancel’ to continue.

Component Prerequisite Weight Share
progress
: : Trackable Document TEST-Cloud Learning Solution 50
workshop manual 1
w4 Trackable Document TEST-Cloud Learning System The Discussion Forum has successfu'lly
]=] rksh |2 (n 50 been added to the Catalogue Iltem. Click
worxshop manua on the ‘Blue’ Discussion Forum Hyperlink
to make edits.
i= Discussion Forum Test - Clouds Discussion forum (0) 0
= NOTE: This will open up in a new
window.
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