
 

   

  

  

Organizing Discussion Board Posts  

  

Step 1.  Click Discussions on the course menu.  
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Step 2. Select and Click a forum that you want to organize.  

  

 

  

Step 3.  You can sort Threads to keep the current discussions at the beginning of the list by 

clicking the column title or the karat at the top of each column.  

 

 

  

  

 

 



 

  

Step 4.  Click on Mark as Read.  

 

 

  

Step 5.  Posts that have been marked as read display in normal type.  
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Step 6.  Posts that have not been read are in bold type.  

 

 

   

  

  

 

Step 7.  Click where you see the picture shown below to mark a flag.  

 

 

  

  

 



 

  

Step 8. You can mark Thread with flags to remind yourself that additional action or attention is 

needed then Click Set Flag  

 

  

  

Step 9.  Now you have a flag that will remind yourself for the additional attention needed.  
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Step 10.  You can also Collect Posts. Click where you see the picture shown below.  

  

 

  

  

 

Step 11.  Click Collect.  (Collections are a good way to organize posts for quick reading.) 

 

   

 

 

 

 

 



 

  

Step 12.  Once Posts are collected they can be filtered, sorted and printed. 

  

 

 

  

  

 

Step 13.  You can use Print Preview to view and print the posts.  
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 Step 14.  Click Ok to go back to the Discussion Board. You have now completed how to 

Organize Discussion Board Posts.  

 

  

  


