
How to create a FORUM for your teachers to APPROVE 

your extended project 
 
 

1. Sign into Moodle and open your portfolio page 

2. Turn Editing On 

3. Go to the section of your page where you want the forum to be added and 

select Add an Activity and select Forum 

4. Give the forum a name (you can call it “Teacher Approvals of Extended 

Project) 

5. Give the forum an introduction (you could type your proposal here or if you 

already did this in a Word document, you can write a summary for your 

teachers here) 

6. Scroll to the bottom of the page and click Save and return to course 

The forum name will now be a link in the course section where you added it. If 

you want to go back to change any of the options, you can click on the hand 

icon to return to the editing forum page. 

 

 

Notes:   

The forum will add to the end of the section that you selected.  If you want to 

move it up in the section, click on the up/down arrow.  This will remove the 

forum from its current location and allow you to select where you want it 

inserted.  Just click on the little box and the forum will be inserted there! 

Using Forums: If you click on the forum name on the course page, you’ll see the 

main forum page. There are some interesting features on this page. At the 

top right of the page is the text “This forum allows everyone to choose 

whether to subscribe or not” or “This forum forces everyone to be 

subscribed,” depending on whether you are forcing everyone to subscribe 

or not. Subscribing to a forum will send the user an email when there are 

new postings in the forum. The users can choose how they receive their 

emails in their profile. If you click on the “Force everyone to be subscribed” 

link, you can flip back and forth between forcing subscription or not. If you 

aren’t forcing users to subscribe, the next link will read “Show/edit current 

subscribers,” which will give you an interface for seeing who’s subscribed 

and changing who is and isn’t receiving email. The last link will read 

“Subscribe to this forum,” which will subscribe you when you click it. 


