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Discussions for Participating Learners
Welcome
Welcome to Discussions where online Discussions can be used for both training-related and organization-related activities so you can discuss/ exchange ideas related to training and/or organizational needs. 
Overview

Discussions facilitate collaborative learning objectives as well as organization-wide collaboration for a variety of things such as policy review. Discussions can also be assigned across the organization to develop/review policies, encourage staff engagement and allow collaboration on a variety of topics.  

As a participating Learner you can be assigned Discussions. From your Personal Page you can see how many Discussions you have scheduled in the next thirty (30) days, how many new postings you need to read, as well as a Discussion menu. 
Discussions can either be graded or ungraded. This means if a Discussion is ‘Graded’, your responses (postings) will be graded similar to being in a classroom setting where participation is part of your grade for the class. Once your participation is graded, your grade displays on your transcript and lesson plan. 
Roles and Responsibilities

Moderators

Moderators are Administrators with access to Discussions who have been assigned to the Discussion. The Moderator monitors your Discussions and the other participating Learners in the Discussion, adds topics for all the participating Learners, responds to your postings and if needed, may edit or delete any of your postings.  

Tip: More than one Moderator can monitor a Discussion. 

Participants for Graded Discussions
As a participating Learner, you may be assigned ‘graded’ Discussions. Once you are assigned a Discussion, open the Discussion and read the ‘Instructions’ to see if it will be graded. If the Discussion is to be graded, it also includes grading information you about how you will be graded (e.g., number of times you post to a topic). As a participating Learner you should read the topics and postings and respond by adding your own postings.  

Once your complete a graded discussion, it is graded by a Preceptor (grader). Your grade then displays on your Transcript and Lesson plan. 
Example of a Discussion on the Lesson Plan – Discussions tab

From a Learner’s lesson plan ‘My Assignment’ Discussions tab, the example shows that three Discussions have been assigned, but only one has been completed and graded. The Lesson plan contains other views for Discussions (e.g., ‘E-learning Not Competed’ tab).
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Example of a Discussion on the Transcript – Discussion tab

The example shows that three Discussions have been assigned, but only one has been completed and graded. All three Discussions were assigned. This Discussion Transcript can be printed and exported into Excel. 
The Transcript contains other views for Discussions (e.g., ‘Show All’ tab).
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Participants for Ungraded Discussions
As a participating Learner, you may be assigned ‘ungraded’ Discussions. As a participating Learner you should read the topics and postings and respond by adding your own postings.  

Agreeing to Terms and Conditions 
The first time you open a Discussion, you will be asked to agree to the ‘Terms and Conditions’ so you can participate in the Discussions. Read and then accept the terms - if you agree - at the bottom of the page. If you do not agree, you cannot participate in Discussions. 
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Opening an Active Discussion
You can open your assigned Discussions from the ‘View ‘button to the right of ‘My Discussions’ on the ‘Personal Page’ or from the ‘Discussion’ menu. Once open you can change the view of how you want the your information to display. 
The example below from the ‘Personal Page’ shows three Discussions are scheduled in the next thirty days and one new posting. 
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Steps to Open an Active Discussion
From your ‘Personal Page’ you can read how many Discussions you have due in the next 30 days and how many new Postings you have to read and possibly respond to. For details, click the View button to the right of ‘Discussions’.
1. From your ‘Personal Page’, click the View button to the right of ‘Discussions’. 
Note: You can also click the Discussions menu and then select ‘My Discussions’. 
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And your list of Discussions opens. 
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2. From the top center of the page, click the View Active Discussions link. 
And all your current/active Discussions list by title of the Discussion. 
The example below shows that the two active Discussions are sorted by ‘Last Post’ date in ‘Ascending’ order – the newest Post lists last. 
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Note: If you want to change the Sort order by title, you can change the ‘Sort by’ in the lower right to ‘Discussion Title’. You can also change the ‘Ascending’ (alphabetical) order to ‘Descending (reverse alphabetical) order. Then click the ‘Go’ button when you are ready to change the view. 
3. From the ‘Discussions’ column, click the title of the Discussion you would like to open.
Your active Discussion opens. Its title displays in the upper left. Just below the title is the module’s title. Today’s date displays in the upper right along with links for the ‘Terms’ for using Discussion and the ‘View Instructions’ to read how you will be graded, if this is a graded Discussion. 
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4. Click the View Instructions link in the upper right to open and read the instructions for a graded Discussion. 
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5. Click the Close button in the upper right to close the ‘Discussion Instructions’. And you are returned to your open active Discussion. 
6. You can now change how you would like to view your active Discussion. By default, the Discussion displays from the ‘All Post’ (all postings) by Sorted by Topic then their postings in ‘Descending’ (reverse order) – current first. 
You have the option to display posting from the following times if you want to limit how many postings you want to read. 
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And, you can sort by ‘Posting Time’ or ‘Posting By’ in ‘Descending’ (reverse date) or ‘Ascending’ (numerical date) order. 

Posting (replying) to a Topic
Posting is done by ‘Topic’. There can be one or more topics per discussion. Topics are made by the Moderator. Topics display a ‘minus’ sign to the left of the topic title as shown below. 
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Steps to Post to a Topic
1. From an open active Discussion, click the Post or Reply button to the right of the name of the topic you want to Reply/Post (respond) to. 
Topics display a minus sign in a box to the left of the name of the topic when they are open displaying postings below. The example below shows two topics both have a minus sign to the left of the name of the topic. 
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The ‘Discussion Reply’ opens the posting you want to respond to in a word processor. The name of the Moderator displays in the upper left. The name of the topic you are responding to displays under the name of the name of the Moderator. 
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2. Enter your response into the word processor. 

3. Select either Public (everyone in the Discussion) or Moderator (only Moderator(s). 

4. Click the Create button. 

The ‘Posting’ displays beneath the Topic.  
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The ‘Topic List’ page opens showing the topic name with each Posting listed below it, and the name of the Learner that made each posting along with the date and time of the posting.

Note: The Reset button clears any text that you typed to reply to the Posting. It does not clear the posting text from the Word Processor that has already been posted. 

5. You can add another Post or close the open Discussion.

6. If you are ready to close the discussion, click the Close button in the upper right. 

Note: If you click the minus sign, all the Postings inside the Topic are hidden. Re-click to open and show the postings. 
Viewing a Discussion Grade 
You can view your Discussion Grades on both your Lesson plan and your Transcript. After you open either the Lesson plan or the Transcript you have a number of views – tabs – to select from. Both the Lesson plan and the Transcript have a view specific to just Discussions – the Discussions tab. 
Viewing a Discussion Grade from your Lesson Plan

You can view your Discussion grades and other information about Discussion (Due Date) from your Lesson Plan using several different views; for example, the E-learning All My Lessons tab. If you want to view just Discussions, use the Discussion tab. 

Steps to View your Grade from your Lesson Plan

· From your Personal Page, click the View button to the right of ‘My E-learning Lessons’. What tab on your E-learning page opens is determined by your administrator (e.g., ‘Assignments Not Completed’).
Note: You can also use the menu bar and select E-learning – My E-learning Lessons to open your E-learning lessons. 
eLearning Not Completed View

You can view ungraded Discussions and not completed Discussions from the ‘E-learning Not Completed’ tab. The two Discussions listed below are not Completed.
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eLearning All My Lessons View
You can view all Discussions including completed and uncompleted Discussions from the ‘Discussion’ tab and other learning types (e.g., eLearning lessons) from this view. 
eLearning By Module View
You can view all Discussions by Module name including completed and uncompleted Discussions and all other learning types (e.g., eLearning lessons) from this view. 
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Discussions View
You can view all Discussions including completed and uncompleted Discussions from the ‘Discussion’ tab view. The example below shows one of the Discussions is complete and has a score. 
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Viewing a Discussion Grade from your Transcript
You can view and print your transcript as well as export your transcript, from your Personal page link ‘My Transcript – All Training’. 
Steps to Open and View Your Transcripts

· From your Personal Page, click the View button to the right of ‘My Transcript – All Training’. 

You can view ungraded Discussions and not completed Discussions along with other types of Learning (e.g., eLearning, Ontrack) including acknowledged announcements from the ‘Show All’ tab. 

[image: image18.png]status: [All Current v
Assigned/Self-Enrolled

Show Module? [~
Total: 7 Completed: 1 Due: 6
Show all | E-learning |[ Classes & Events || ontrack || checkiist | Acknowledgements || Discussion

= print

© Export

Clear Settings

Type Self

Item Name Item Type Due Date  Status Completed Score || & Enroll/
unit Assigned

assigned to araon sara- Acknawledgement 12-22-2009 5, R

12152008

Advanced CPR classes -January  Acknawledgement 12-07-2009 X a

labal announcement to all Acknowledgement 12-19-2009 5, s

learners as sysadmin

Kathy Cobb Walk Through Discussion 02-28-2010¥'  11-30-200980.00 a

Leadership Skills Discussion 01-02-2010 X A





· To view just Discussions, click the Discussion tab. You can also print and export this page to Excel. If you would like to show the module name with each Discussion, select the ‘Show Module’ and click the Go button on the right.
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· To view only ‘Completed’ Discussions, click the Completed link. You can add a date range if you want to narrow your search results. You can also print and export this page to Excel. 
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· To view only ‘Due’ Discussions, click the Due link. You can add a date range if you want to narrow your search results. You can also print and export this page to Excel.
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