
Moodle - Creating and Using a Forum 
 

1. Once you click “Turn Editing On,” go to the course or week where you want to create the 

forum.  

2. Click “Add an activity or resource”, choose forum, and click add. 

1. The settings page titled “Adding a new forum” will come up. Name your forum, the 

description is optional.    

3. Choose a forum type. There are several types of forums you can choose from.  

 A single simple discussion - A single discussion topic which everyone can reply 

to (cannot be used with separate groups) 

 Each person posts one discussion - Each student can post exactly one new 

discussion topic, which everyone can then reply to 

 Q and A forum - Students must first post their perspectives before viewing other 

students' posts 

 Standard forum displayed in a blog-like format - An open forum where anyone 

can start a new discussion at any time, and in which discussion topics are 

displayed on one page with "Discuss this topic" links 

 Standard forum for general use - An open forum where anyone can start a new 

discussion at any time 
4. Choose one and click Save & return to course if you are done or scroll down to edit the 

option settings such as due dates and subscriptions.    

2. To edit settings after your forum has been created click on the forum to open it and on the left 

hand side a new menu will appear under Administration for Forum Administration. Click on 

Edit Settings to bring the options back up.  

3. Once you have chosen your type you can edit the subscription to the forum. Subscriptions are 

whether or not students receive an email with forum posts. For example: Forced Subscription 

would be ideal for news and changes to the syllabus.  

 

There are four options for this setting: 

a. Optional subscription - Participants can choose whether to be subscribed 

b. Forced subscription - Everyone is subscribed and cannot unsubscribe 

c. Auto subscription - Everyone is subscribed initially but can choose to unsubscribe 

at any time 

d. Subscription disabled - Subscriptions are not allowed. 

4. You can set whether or not your students can attach documents to their posts or if the 

forum should be hidden after the assignment period is up.  

5. Click Save & Display to go to the forum directly to add a new topic, such as a welcome 

message. 

6. When you start a new topic you have the option at the bottom to check the Mail Now box 

to send the topic to your students.  
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7. You will get a message that your post was successfully added and will automatically be 

redirected to the forum.  

 


