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Overview

OIS Forum allows you to create and manage an asynchronous bulletin board on
the Web. The discussions on the bulletin board can take any number of forms, but
one thing will remain constant: asynchronous discussion allows students more
time for reflection, resulting in high levels of critical thinking and, if managed
correctly, productive class discussions. In this manual, you will learn the basics of
using OIS Forum: the organization of the bulletin board, setting up a Forum for a
class, and creating and replying to discussions, topics, and messages.



Understanding Forum

Asynchronous Online Conferencing

Asynchronous online conferencing takes the place, most commonly, of in-class
discussion, although it can also be used for small group work, journals, or any
number of other assignments. Because the discussion is asynchronous, the
students do not need to be online at any particular time nor do they need to
respond immediately. One advantage to asynchronous communication is that
students have more time to reflect upon and compose their messages, which
provides an opportunity for greater depth of critical thinking.

Forum Organization

OIS Forum is organized in a hierarchical system that allows different discussions
to remain clearly separate and focused. The hierarchical system has four levels:
Class Forum, Discussions, Topics and Threads.

Class Forum (Top Level)

The Class Forum is the “parent” of all other levels. It contains the Discussions,
which, in turn, contain Topics, which contain Threads.

Discussions

The second highest level of organization in the forum is the Discussion. A
Discussion contains Topics and threads. It is usually appropriate to create a
discussion to subdivide large groups of students, such as sections or class groups.
Grading criteria can only be set at the Discussion level, so it is also appropriate to
create a new Discussion when students’ posts must be graded in different ways.
For example, in a class you may want to use Forum to allow students to post
homework assignments and also post general messages about the class.
Obviously, the grading criteria for the homework assignments are going to be
different from the more informal discussion between students about the class.
Therefore, it would be a good idea to create two separate Forum Discussions in
this case, one for homework assignments and one for student discussions. Then,
grading criteria for the two Forum Discussions can be set separately.

Topics

Inside each Discussion are Topics. Topics allow for a more fine-grained control of
threads, which Topics contain. Topics are meant to be thread “starters” and
normally ask a question to students. Students then may reply to the Topic to post
their answers or comments about it. It is important to note that students, by default,
can add new Topics to a Discussion, but this can be easily disallowed by the
instructor if preferred.



Threads

When students reply to a Topic they
are starting a thread. Threads do not
just contain replies to Topics,
however. They can also contain
replies to replies to Topics. This
allows students to not only comment
on a Topic in general but also
comment specifically on what another
student said in reply to a Topic.
Threads are the lowest level of
Forum organization and contain
messages, which instructors can
grade according to the grading
criteria of a Discussion.

Design Time

FIRST SECOND THIRD
MEE\S/QE’E THREAD THREAD THREAD
LEVEL LEVEL LEVEL
MESSAGE 2
MESSAGE 4
REPLY TO 2
MESSAGE 3
MESSAGE 6
REPLY TO 3
REPLY TO 6
MESSAGE 5

Think about how you are going to use Forum’s divisions to serve your class
discussions. For example, if you have different sections of a same course under
one OIS class, you can make one or more Discussions for each section. Or you
could use a Discussion for each part of the book, and a Topic for each chapter.
Whatever you do, it's important to plan ahead how you are going to use Forum.




Starting Up

Running Forum

a. Minimize all windows by clicking on  b. Double-click on the “Forum” icon
the “Minimize” button as shown in the  to start it (see below).
following picture: r 5

INEIFS (9)

Minimize o
Forurm

Enabling Forum for a Class

In order to enable OIS Forum for a particular class, an OIS class with students and
an instructor must be created in OIS Manager.

@ Forum v2r1s |
File Edit Yiew Tools Help

) Mew  Chrlin b B X[ 2|

@
& Frint C[rEP

s cilts

With Forum open, e
choose File | Open. I
seiectacass x|
Clazs Mame | Falder Location |
i Callege &lgebra Anztructor/mal34/
All of the classes in your current Web & aom Anstuetor/ma0/
will be displayed.
Click on a class name to select it, and
then click “OK”.
File: Mane: ICDIIege Algebral
Files of Type: I j Cancel |

You will see this message box. Click “OK”.



[T

\:!‘) This is the: First time the OIS Forum is being used on the selected class, Please enter the initial configuration For this Forum.

x|

This will bring up the “Forum
Properties” screen. Here
you will be able to select a
new title for your Forum.

For “Title”, enter the name of
your Forum (e.g., the class
name).

In “Description”, type a brief
description of the Forum.

This information will appear
under the Forum'’s title when
it is displayed on the Web.

x|
|dentification | Options | Advanced |
Title [Callege &lgsbra's Discussion Area
Description
B|7|u| =|=|==E| Alglx]<[a] ¥
Use this area to interact with your peers and with the instructor. !
]
i Ef—::::: Default Username;
o B_ead-DnI_l,l IInstructor,Jane j

Cancel |

The Forum window will open. This interface is very similar to the Manager and
DropBox windows: the left-hand pane is a navigation pane which lists all posts in

your Forum, and the right-hand pane displays details about a selected area.

Li) Forum ¥2r18 [MAD90 in finstructor /ma090;] | — |E||£|
File Edit View Tools Help
FHS o 3 & X[ 820
Content I Browserl Statislicsl
""" ) L Q Edit Forum | < Mew Discussion
ﬂﬂ Forum Title:  College Algebra's Discussion Area
Discuszions: 0 Topice: 0 Mege O Mew Mgz O
Last Post: MAA Statuz: Online
Dizcussion Namel Status I Upensl Elosesl T opic Eountl Msg Eountl Last Post
4] | 2l
Forum loaded successfully. .. A




Creating Discussions

@ Forum v2r18 [MAO90 in finstructor /ma090/]
File Edit View Tools Help

FEHE2olEe iR X |49 f

TO Create a hew LContent Iﬁrowsell §tatistics|
Discussion, click on the s % || < e Foum < on Discusion)
FO I’LIm name tO SE|eCt |t ﬂﬂ F?rum T.|t|e: Eollegt.a Algebra’s Dls'Create a‘new Discussion
Discuszzions: 0 Topics: 0 Msgs: [r—rr:vv‘wr:ga—v—‘
Last Post: N/A Status: Online
Then CIle “NeW Discussion Mame | Status | Opens [ Closes | Topic Count | Mg Count |
k)
Discussion”.
x|
Identification Igptionsl é\railabilit}ll Adiancedl ﬁradingl
Title: |Ask Your Questions
Description
B|7|u| =[=|=#=E| Algl=<|<|a ¥
In the “Properties” window, =]
. T This area is for guestions related to the class anly. Feel free to create your
enter a t|t|e and deSCrlptlon topics and ask guestions. The instructor will be constantly reading posts and
for the DiSCUSSion. replying when appropriate.
Click “OK”.
[~
' Dnline . .
 Offfre ™ Make this discussion a journal area
¢ Read-Only ¥ Students can add new topics to this discussion

Cancel |

Note that the “Students can add new topics...” box is checked by default. This
means that the newly created Discussion is now ready to be used by students. If
this box was not checked, you would need to create new Topics before students
could start using Forum. This would allow you more control over what your
students write about.

Creating Topics

Creating a Topic is much like creating a discussion.

L_q'J Forum ¥2r18 [MAD90 in finstructor/ma09o;]

In the navigation pane, Fie Edit ‘iew Tools Help

select the Discussion Z HS o] bR X8 B
where you wish to Q;";?ﬁ'ﬁ'”“;"f‘f“s;.“' ]| T
X ollege Algebra's Discussion Area it D i ew Taopic
create the Topic. RS < O csions QedDucusn JDNen Tope X Dot
@ Dizcuszion Title: College Algebr~" Meanswnninn Aoy
Topics: 0 Msgs: D Createa.newToplc

CI|Ck "NeW T0p|c" Lagt Post: MAA Statug; Dnline

Topic Namel Status I Dpensl Elosesl Createdl Autholl tsg Countl L




Topic Properties {DiscussionID=1; TopicID=1)

Enter a title and description.

Click “OK”.

|dentification |thi0ns| Availability Ad!ancedl

Title |I ntroductions

D escription

Blflgl gglggg

z
x

2| Al

&l ¥

hobbies, your expectations for this class, etc.

Introduce yourself to your peers and instructor. Tell us where you are fram, your

' Online
 Offline
" Read-Only

Cancel

Below, you see the Forum window displaying one forum, two discussions, and a
topic. When messages are posted, they will be listed under a topic.

@] Forum ¥2r18 [MAD90 in finstructor/ma090;]

File Edit %iew Tools Help

B H &0 B iR X200

Content I Broweser | Statistics I

E---ﬂ[] College Algebra's Discussion Ar Il Q Edit Tapic I

=4 Ask Your Questions

[ Reply ta Tapic | 7 Delete Selected

Topic Title:  Introductions
Created 571672004 7-37:27 PM
Lazt Post: 5/16/2004 7:37:27 PM

Introductions:

by Instructor, Jane

Statuz: Online # begs: O
. , -
Introduce yourselfto your peers and instructor. Tell us where you are from, your hobbies, your
expectations for this class, etc.
R
|-
2ol ]ux ]| SlS[al] ARl¥lelal m JF 3

Mot showing
feedback
Mot showing scores
d | o =l

-

[~ Show feedback
I~ Show scores

[ ptions |

4

When a topic is selected in the left pane, its initial message—the Topic
description—appears in the right pane along with the feedback text box. We will

cover the feedback box later.



The Student View
Adding a Link to Your Class Web Page

If you used a template to create your OIS class, you probably have a link to Forum
In your pages already and you can skip this section. If you do not already have a
link, follow these steps:

1) Open your main course Web page in your favorite HTML editor.

2) Make alinkto Zois-bin/forumsrv/forumsrv.dll. Make sure you
type the first slash, too.

3) Save the page.

Reading Messages in the Browser

Begin by opening your favorite Web browser and pointing it to your class home
page.

2 MAD90 - Developmentl Algebra - Microsoft Internet Explorer provided by CSTL — ol x|

File Edit WYew Favorites Tools Help |

QO . © . & @B W p\i«d‘@‘

Back Forward Stop Refresh Horne Search Favorites Wedia Histary

dress instructor/ma0so] B> R

MAO90 :

Developmental Algebra

Southeast Missouhi State Universit

Instructor: Jdnstructar (Email
Department: CSTL

Office Address: Kent 305
Office Hours: 24-7

Phone: (573) 651-2298

From your class page,
click on the link to
Forum.

Course Meeting Time(s): Online
Course Meeting Room: Online

Weloome to MADSD - Developmental Algebra

() 2004 Botheast Missour State Tniversity

=
|@ http:/fest], semo.edu/ois-bingforumsr Forumsry.dil ,_,_,_ & Internet 4




Enter a student or
instructor username and
password from
Manager.

NOTE: If you have
limited access to
discussions and/or
topics (see Forum
Advanced), logging on
as an instructor will let
you see topics, posts,
etc. that students may
not be able to see.

The Forum page
displays the class forum
level's title and
description in the upper
left corner.

Topics are listed in the
display area in the
middle of the page. The
orange page icon
indicates a new
message.

Click on the Topic title to
list the messages in the
topic. Then, click on a
message title to read the
message.

; http://cstl.semo.edu/ois-bin/loginsr ¥ /loginsry.dli?key =BEBEBEBDCECACSCAC]1B4C2C1C41B6E: C =10 LI
File Edit Wiew Favorites Tools  Help |
Q . © . ¥ g 0 e @ @
Barck Forward Stop Refresh Home Search Favorites Media History
Address |e_‘] http fcstl. semo.edujois-binjloginsryloginsr. diPkey=BEBEBAEOCACACECAC 1B4C2C1 C4BEB1CACHCECAC 1 B4C2C1 C4BEBLCOBE 7 | Go ‘ Links
Bl

]
Online Instructor Suite

Class Login Page

Flease type your student user D and password below

User ID I]qpublld s

Password (esess I fargot my passmord

|&] pene [ |4 meernet 4
a http:/ /cstl.semo.edu/ ois-bin/forumsry/forumsry.dll - Microsolt Internet Explorer pruvided:' =10 ﬂ

File Edit View Favorites Tooks Help ﬁ
N A o n N B
Q . © . A E @ &

2]
Back. Foriard Stop Refresh Horne: ‘ Search Favotites Media Histary ‘

Address I@ http:jfcstl. semo edufois-binfforumsrforumsry, dil j G ‘ Links >

rael...... ]
Online Instructor Suite

[#* Forum | (& Options) [, Search | [ 7 Help |

Welcome, Public, Joka G, You l2sf logged on 5/16/2004 7:56:26 FIM

College Algebra's
Discussion Area

Use this area to interact with your peers
and with the instructar.

Discussions Topics  Posts  Mew Last Post

Ask Your Questi%\?s

This area is for questions related to the class only. Feel free to create your
topics and ask questions. The instructor will be constantly reading posts and
replying when appropriate

1 1 1 5/18/2004 7:37:256 FM

1 1 1 1

Hay: = New Posts in Discussion (i) = Discussion Closed

@ Class Homepage ;l
[ | [ nternet A

|:Ej http:/fest]. semo.edu/ois-bingFarumsty Farumsry. dllfdisplaytopics?Discussion] D=1

10




Replying to Messages and Topics

Once a student is at the Topic or Message level, he or she can reply to the Topic
or message. (In this example, we are at the Topic level.)

Click “Reply to Topic”.

In the message
composition form, enter
a title for the message
and the message itself.

Click “Submit”.

Fle Edt Yew Favortes Took Help |

Q . © . ¥ & W P ‘i"if!'l‘@‘ ”

Back. Foriard Stop Refresh Horne: Search Favotites Media Histary

Address I@j http:jfcstl.semo edufois-binforumsriforumsry, dlifdisplaythread?Discussion]D=1&TopiclD=1&MsgID=1 j G ‘ Links >

- ]
Online Instructor Suite

i College Algebra's Discussion Area [+ Forum | (& Options) [} Search | [? Help |
< Ask Your Cluestions ser Public, Jon @ logged on.
B Intraductions

BiresvioTopic &) Expand Al

[

Introduce yourself to your peers and instructor. Tell us where you are from, your hobbies, your expectations for this class, etc.

Pogted SHELO04 T3T:2T PM by Jane Instrwedor in discussion Ash Your Qe st

E Topic: Introductions

No Repliss

Fey: =MNewPost @ = Threzd Closed % = Gelected Post 1 = Has Feedback

{aa Class Homepage  flll Back to Forum & Back 1o Discussion

|@ http:/festl. semo.edu/ois-binFarumsty Farumsry. dllimsgaddformDiscussionID=18TopicID=18InReplyTo= 18l astiMsg. ,7 & Internst 4

=loix]

File Edit Vew Favorites Taools Help ﬁ
Q .0 . ¥ & @ | L 9% & & ‘ "

Back. Forward Stop Refresh Home Search Favorites Media History

Address I@j http:/fcstl. semo. edufais-binfforumsrwiforumsry  dlifmsgaddform?DiscussionID=1&TopiclD=1&InReply To=1&L astMsglD=1 j Go ‘ Links **
-

Discussion Ask Your Questions
Topic Introductions

In Reply To  Introductions
Prsted GHE2004 7:37:27 P iy Jane Instractor

Introduce yourself to your peers and instructor. Tell us where you are from, your hobbies, your
expectations for this class, etc.

Message Titie IHeIID

WMessage Text [my nawe is John Q. Public (yeah, funny name) and ;I
I'm very interested in taking this course. My
Qlick kere forinstuctionson |hobhbies are encryption and creating algorithws to
fomatting the messeye fo iralide |pipy Jarge prime nuwbers.
links, inages, et

E

Spell Checker e — ;I

@ T —
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After a few seconds, the
student is returned to
the Topic page, which
now lists the new
message (note the
golden icon indicating it
is an unread message to
the currently logged on
student).

File Edit VYew Favorites Tools Help

/3 http://cstlsemo.edu/ois-bin/forumsry,/forumsrv.dil/displaythread?Discussio

o A Y S
QS ) BB e W B
Back. Forward Stop Refresh Horne Search Favorites Wedia Histary

Address [&] https cstl semo.edufois-binfforumsrvfforumsry dijdisplaythread?DiscussionID=18TopiclD=1&MsqlD=1

j Go ‘L\nks 2
-

]
= ; Online Instructor Suite

[# Forum | (& Options] [

<, Search | (7 Help |

< Ask Your Cuestions

(/M College Algebra's Discussion Area
B Intraductions

=, Topic: Introductions
"E Fosted SIGIZ004 T:37:2T PM by Jane Instruedar in disoussion Ask Your Quesh
Introduce yourself to your peers and instructor. Tell us where you are from, your hobbies, your expectat

s Hello
Posted SG2004 T:58:09 PM by Joke @ Fuslic
My narne is John Q. Public (yeah, funny name) and ..

1 Reply

Fey = New Post @ = Thread Closed % = Gelected Post l': = Has Feedhack

B Reply to Topic

User Public, Jehi @ logged .

&) Expand Al

ions for this class, stc.

5

=l
&1 pone L e

Note: It is very important that students understand the difference between replying
to a Topic and replying to a message or thread. When replying to a thread, their

response will be placed one level below the message they replied to, while replies
to the Topic will be placed in the first level under the Topic message.

Creating New Topics

Students can also create new Topics in much the same way as they create a reply,
but this feature will only be available if the “Allow students to add topics” box is
checked in the Discussion’s properties.

From a Discussion
page, click on “New
Topic”.

/2 http:/ /cstl.sema.edu/ois-bin/forumsrv/forumsrv.dll/DisplayTopics?DiscussionID=

File Edit WYew Favorites Tools Help |
= - ~
y \ ) )
€] 9 DR 0| w @ 8
Back. Forward Stop Refresh Horne Search Favorites Wedia Histary

Address [&] https/cstl.semo.edufois-binfForumsryfforumsry  dIjDisplay Topics?Discussion D=1

j Go ‘L\nks >
=

Online Instructor Suite

[.#* Forum | (@ Options| [ <, Search | (7 Help |
User Public, Johe @ logged oa.

Ténlle e Algebra’s Discussion Area
Ask Your Questions

Ask Your Questions

This area is for questions related to the class only. Feel free to create your topics and ask guestions. The instructor will be
constantly reading posts and replying when appropriate.

D New r\\%

Topios Posts | Hewr Last Post
Introductions
Started SHEI2004 T:37.27 PM by Jane Insirveior
P {font-family: Arial; font-size: 10pt} Introduce yourself to your peers and 2 1 S/1B/2004 75808 P
instructor. Tell us where you are from, your hobbies, your expectations for
this class, etc
1 2 1
= =

T e

|@'] http:/fest], semo.edu/ois-bingforumsr Forumsry, dilftopicaddform? DiscussionID=1

12




In the composition
screen, enter a title, and
the text for the initial
message.

Click “Submit”.

The new topic is now
displayed in the
Discussion screen along
with the previously
created ones.

=loix]

A http:/ fcstlsemo.edu/ois-bin/forumsty forumsry.dll ftopicaddform?DiscussionID=1 " Micr

File Edit WYew Favorites Tools Help ﬁ
»

Q . 0. v @B @ | L % & @

Back. Forward Stop Refresh Horne Search Favorites Wedia Histary
Address [&] https/cstl.semo.edufois-binfForumsryfforumsry dijtopicaddform?DiscussionIo=1 e ‘L\nks »
Discussion Ask Your Questions Bl

This area is for questions related to the class only. Feel free to create your topics and ask
guestions. The instructor will be constantly reading posts and replying when appropriate

Topic Title [First Exam

Initial Message Texd 5o, when is the first exam? =

Send an emall to

JgpublicT si@semo.edu eveny
time a message s posted in
this topic

CYes ¥ No

Spell Checker

=l
& T e

=loix]

/2 http:/ /cstl.semo.edu/ois-binforumsry/forumsrv.dil /displaytopics?DiscussionID=1 - Mice

File Edit Vew Favorites Taools Help E
E y - — I =
¢ - O -4 & @ | L v & O |

Back. Forward Stop Refresh Home Search Favorites Media Histﬁry

Address I@ﬁ hittp:gfestl.sema . edufois-binfforumsrvForumsry  difdisplaytopics ?DiscussionD=1 j Go ‘ Links >*
SFTIIT IS T I90 AGLDT S Aalewd

-

[#* Forum | (@ Options) [, Search | (7 Help |

User Public, Join & logged o

Téﬂlle e Algebra’s Discussion Area
Ask Your Guestions

Ask Your Questions

This area is for questions related to the class only. Feel free to create your topics and ask guestions. The instructor will be
constantly reading posts and replying when appropriate

[ vew Topic

Topios Posts | New Last Post
Introductions
Started S/1GIZ004 T:37:27 PM by Jane Insirvedor
P {fort-farnily: Arial; font-size: 10pt} Introduce yourself to your peers and z 1
instructor. Tell us where you are from, your hobbies, your expectations for
this class, etc...
Eirst Exam
Started 5162004 £:05:03 M by Joha G Public
So, when is the first exam?

5/16/2004 7:52:08 PM

5/16/2004 2:05:02 PM

2 2 2

Key = HewFostsin Topic g = Tepis Clesed B
EET T

Note: it is very important that students understand the difference between creating
a new Topic and replying to a Topic or thread. To avoid unnecessary confusion, it
may be a good idea to allow students to reply to Topics created by the instructor
only. This way they will not create a new topic every time they need to post a
message. You can do this by clearing the checkbox “Students can create new
topics” in the Identification tab of the Discussion properties.

13



The Forum Client

| f yo u h ad FO rum o pe n Li) Forum ¥2r18 [MAD90 in finstructor/ma090;]

while messages had

been posted to Forum,

the new messages
(posted after the time

File Edit View Tools Help

Dﬂéf_ﬂhéﬁﬁ.?ﬂzl’_!ﬂﬂ

Content I Browser' Stat|st|cs| Refresh (F5)|

B- ﬂ:ﬂ Collzas Algebra’s Discussion Ar Q Edit Topic | [ Reply ta Topic I > Delete Selected
[=-4Zp Ask Your Questions — =
T e Topic Title:  Introductions

you fIrSt opened Forum) Created 51672004 7:37-27 PM by Instructor, Jane

will not be displayed

Last Post: 54162004 7:37:27 PM Status: Online # Maga:

unt” you restart Forum Introduce yourself to your peers and instructor. Tell us where you

or click on “Refresh” to

obtain the newest
information from the
server.

Reading Mes

expectations for this class, etc.

sages

To read messages in Forum, simply click on a message title in the left pane to
select it. The message text will appear in the top window of the right-hand pane.

The message feedbac

k text box will be displayed in the bottom right window

(assigning private feedback to messages will be discussed in the “Forum

Advanced” manual).

@ Forum vZr18 [MAD90 in finstructor/ma0gn/] ;lglil

File Edit “iew Tools Help

EH&Eo B R

X & 20

Content I Bmwsell Statisticsl

B ﬂ:ﬂ ESHEQE Algebra’s Discussion A'Il 3, Edit Message | [ Fieply to Thread | X Delete Selected
SR Ak our Questions
||é Introductlons B Message Title: Hello
...... Posted 571652004 7:58:09 PM by Public, John O
‘UU First E s Inreply to: - Introductions # Replies: 0
My name is John Q. Public {yeah, funny name) and I'm very interested in taking this course. My
hobbies are encryption and creating algorithms to find large prime numbers.
B3 B| 7|0~ | =|=|5[=(E] AlR|¥|e s B FE =
fg;; d I~ Show feedback
I | Show scares
[0 ptions |
Mot showing
feedback.
Mat showing scores
1 — [ |

Forum refreshed successFully

4
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Replying to Messages

To reply to a message
through Forum, click
on the message’s
name to select it.

Then, click the reply
button.

In the New Message
window, enter a
Subject for the
message and the
message text.

Click “OK”.

@ Forum v2r18 [MAO90 in finstructor /ma090/]
File Edit View Tools Help

FHEa By 2 X2

Content I Erawser I Statistics I

E"'ﬂ:ﬂ College Algebra's Di.scussion Ar Q Edit Topic I [ Feplyta Topi(f\ 75 Delete | Selected
El-4p Ask Your Questions — = bagt
=8 Introductions Topic Title: - First Exam Past & reply ko Topic
Hello Created 5/16/2004 8:05:03 P lic, John Q
First Ewam Last Post: 5A16/2004 8:05:02 PM Statuz: Online # Msgs:
So, when is the first exam?
x|
1
Mew meszage in Topic: First Exam by Public. John 3
Subject: IE:-cams
B|7|u| =|=|==E| Al <]< e ¥
We will have three tests and many quizzes this semester. The first test in three weeks
from now.
v Al replies Frarm: IInstructor,Jane j

Cancel |

The new message will be placed under the message you replied to.
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