
Creating Forums in an Existing Portlet 
 
One forum portlet is available in the blank course set up.  To access the existing forum portlet in MyMAC click on one of your course 
links.  Once you are in the course you want to work with, click on the collaboration link on the left side of the page. 
 

 
 
You can then click on either Forums in the left pane or the link at the top of the portlet to customize the portlet.  
 

 
 
You now have a variety of options for proceeding.  For a well organized forum, you should probably create categories that will 
provide students with a structure that they can get used to.  These categories will work as section dividers for the topics that your 
students will respond to over the course of the semester.  To create categories, place your cursor over the word Manage, and a drop 
down list of options will appear.  Choose Add Category. 
 



 
 
Clicking on Add Category will take you to a page that asks for specific information that you would like to include.  You only have to 
fill out the box next to Label.  After providing the information, click Save, and your category will be created.  It can be edited by 
clicking the small pencil to the right of the category label.  You can delete the topic by clicking the trash can. 
 
You must now create topics for your students to respond to within your categories.  Again, place your cursor over the word Manage.  
This time, choose Add a Topic. 
 

 
 
Or if you would like you can click the green plus sign next to your category label.  Either method will give you the same result. 
 



 
 
 
You will now be taken to a page with a lot of different options.  Choose according to your needs and click Save.  Your new topic will 
now appear underneath the corresponding category.  It can be edited by clicking the small pencil to the right of the topic.  You can 
delete the topic by clicking the trash can.  The topic is now ready for students to discuss based on the specific requirements you have 
provided for them. 
 
Adding a Forums Portlet to a Page 
 
Navigate to the page that you would like to add a Forums portlet.  Click Edit Page. 
 

 
 
Now click on the Content tab, and choose Add a Portlet. 



 
 
Check the box by Forums in the list of portlets.  Clicking on the word Forums after checking the box will provide you with a cursor 
and the opportunity to rename the protlet (it will still function like any other forums portlet would, but you probably want to avoid 
having multiple portlets in the course with the same name. 
 

 
 
Now click the button at the bottom of the page, Add portlets to page.  The portlet is now present on the page and can be modified to fit 
your needs. 
 
Adjusting Permission Rights for a Forum Portlet 
 
Certain circumstances could arise that would make it necessary to only allow access to a forum to specific users in a class.To limit 
access you must adjust the permissions.  This can be done on a page by page basis, but it can also be done with specific portlets.  The 
following procedure applies to multiple types of portlets, but the process is especially pertinent to limiting discussion group size in 
forum portlets.  To edit permissions, Begin by clicking on the wrench button in the top, left corner of the portlet. 
 



 
 
Next, click on the Permissions tab and then choose Add a Role.   
 

 
 
Click in the box to the right of Role Name and type in an easily identifiable name. 
 



 
 
Click Save at the bottom of the page.  Then click the pencil to the right of Group 1 to edit the members of that group. 
 

 
 
Click Add Individual Users.  A pop-up window will appear that will guide you through the process of adding individual students to 
the group.  You may want to have a roster handy though because the window will provide you with a searchable list of all MAC 
students, not just students enrolled in your course.  However, by selecting the button at the top of the page you can choose to search 
only those students who are members of your specific course. 
 



 
 
Highlight the name of a student you would like to add and then click the Add button.  When you have selected all members for your 
group, click Ok.  In your original window click Save.  This ends the process of creating one individual group, and you can then repeat 
the steps for each additional group.  After you have created all of the groups, you must then give them permissions on your portlet.  
Again click on the Permissions tab.  For those roles that you want to have access to the portal, click on the boxes in the columns 
labeled Can Add Messages and Can Edit and Delete Own Messages.  Make sure that none of the boxes to the right of the role 
Students are checked (otherwise all students will have access).  Click Save and then Exit. 
 

 


