
Journals  
 
Enable the Journal tool 
 
1. In the Build tab, click on Manage Course and then select Settings. 
 
2. In Settings, click on Discussions.  Select Enable Blog and Journal type topic creation and enable any 

other settings that you wish your discussions and journals to have.   
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To Create a Journal Topic 
 
1. In the Build tab, click on the Discussions tool in the Course Tools menu.  Click the Create Topic 

button.  
 
2. Select Journal Topic and click Next at the bottom of the screen.  
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3. Type the Title and Description. Choose if it will be graded or not.  
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4. Scroll down to Topic Behavior Options to choose whether students can see other students’ posts 
and/or reply to them, as well as whether the posting will be anonymous or not.  

 
5. Remember to click Save. 
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To View Journal Entries 
 
1. In the Teach tab, click on the Discussions tool in the Course Tools menu. 
 
2. Click on the title of the discussion to read the postings. The icon next to the title will distinguish 

journals from regular discussions. 
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3. The page will display the journal assignment and any entries you have made on the right. On the left 
will be a list of students in the course. To read a journal entry, click on a student’s name.  

 
4. That student’s most recent entry will now be displayed on the right where your entries were 

previously displayed. Under the body of the entry, there are buttons to make Comments, Forward the 
entry as a message, or Lock Message.  

 
5. At the bottom of the screen are buttons to Save to Portfolio, Create Printable View, or Delete the 

message.  
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To Grade a Journal Entry 
 
1. In the Teach tab, click on the Discussions tool in the Course Tools menu. 
 
2. Next to the title of the journal, click on the small triangle and select Grade Topic from the drop-down 

menu.  
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3. On the right side of the screen there will be a list of students and their entry statistics. Click on a 
student’s name, and then View Student Posts, to read the journal entry.  

 
4. On the left side of the screen there will be a list of student names with a small text box. Enter the 

grade in that box and click Save Grades at the top of the list.  
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5. To change the grade later, click on the original grade. In the pop-up window, enter the new grade 

and any comments that may explain the grade change. Click Save.  
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