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How to Add an Image

in the Discussion Forum



First, click on the “Turn editing on” button



Then in the “Add an activity or resource” link, choose “Forum”. Click “Add”.



Give your forum a name, and you can explain the picture sharing idea in the description area. Check the “Display 
description on course page” option if you want the description displayed under the forum link on the main course 
page.



You can leave the settings options at their default settings. I recommend you keep your number of images allowed to 
1 or 2 per reply and keep them small in file size. Click on “Save and display”.



You can kick the discussion off by clicking the “Add a new discussion topic” and adding a welcome message and an 
image if you like. This will begin the forum thread.



You would name your initial thread post in the “Subject” field. You would type in the message box and add your 
image by clicking on the image icon as shown by the red arrow.



This window will appear. Click on “Find or upload an image…”.



This will bring up your files window. Click on the image you want, and click on the “Open” button…



Your image title will appear next to the browse button in this window, name it in the “Save as” field. Click on the 
“Upload this file” button.



Your image will appear in the window. Click on the “Insert” button.



Your image will then appear in your message window. You can add some text. Click on “Post to forum”.



Click on “Continue” here.



Your post will begin the thread for your students. They can add their own images by clicking on “Reply” in the lower 
right hand area of the post and following the same steps that you just did. (they wont see the “Edit” or “Delete” 
options.



When they have followed the same steps as you for posting, you and all of the students in this class will see all the 
pictures. Again, we recommend that you keep the images few and the image size small.



Or if they happen to have the image sitting on their desktop, they can just drag it into the “Attachment” window.



It will appear in that window, and they can add the text in the upper “Message” window. They would then click the 
“Post to forum” button.



It will look like this…...



To see the ongoing images in the forum from all your students, click on the Discussion link (red arrow).


