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1. Clicking on “discussion” in the left navigation will take you to the discussion tool.  Its default view is “row 
layout”.  You can change the views by choosing a layout from the drop down menu. 

 
 

In the [default] row layout the top frame shows the hierarchy of categories, topics, and replies; the content 
appears in the bottom frame. 

 
 

Here is the view in “column layout” 

 
 

In the column view, the left frame shows the hierarchy of categories, topics, and replies. Clicking a topic or 
reply shows the content of the message in the right frame. 
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2. In column view, you can read through all your messages in the discussion by using the top navigation. 

 
 

3. You can tell which message you are currently reading by looking for the green arrow in the hierarchy. 

 
 

 
4. You can delete whole threads or individual responses by clicking on the trash icon at the end of each line in 

the hierarchy. 
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5. For a topic that has a thread, you can click on the paper icon at the end of each line in the hierarchy for a 

printer-friendly view. 

 
 
 
 

Here is the printer friendly view of the thread  
You can also navigate through all the discussion threads in this view by using the top navigation buttons. 

 

 
 
 

6. Back in the regular view, you can click “expand all” to show all threads and all responses to 
threads/responses.   
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Here is the expand all view: 

 
 

notice that all arrows are pointing down (they are opened/expanded) and “expand all” in the top navigation 
changed to “collapse all”.   You are also able to see the number of responses to each thread. 

 
7. In the Laulima discussion tool a category holds a topic.   

To add a new category, click on the “add category” link in the top navigation. 
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8. You will see a list of preexisting categories (if any) and a “create a new category” input box. 

 
 



 

KCC-CELTT 
12/12/2008  7 

9. Categories in the discussion tool are organized alphabetically. 

 
 

 
10. To add a new topic, click on “add topic” in the top navigation. 
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11. You will be taken to the New Discussion Topic window.   
You can choose a preexisting category for your topic to appear in or create a new one. 
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12. You must then create a topic title. 

 
 
 

13. You can then choose a topic format.  You can allow replies to any message created in the topic or only 
allow replies to this topic. 

 
 

14. You can create your message using rich text. 
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15. You can add attachments. 
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Select your attachment from your “resources” or upload a new file from a computer or a URL. 

  
 

 
16. Your newly added attachment will be seen here. 

 
 

17. After submitting, you will be redirected to the discussion view.   

 
 

your new topic shows up in the hierarchy under the category you placed it in.  The message itself can be 
expanded and viewed, along with any attachments.  You will be able to reply to the topic through a button 

in the message. 
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18. New (unviewed) messages are listed in bold. 

 
 

 
19. Clicking on the “reply to topic” in the message will allow you to create a reply. 

 
 

 
20. You will be redirected to a new message window. 

You must create a reply title.  An example of an appropriate title is “Re: [topic title]”. 
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21. You can use rich text to formulate your message as well as add attachments before submitting. 
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22. It is good to save a draft of your message if you think you will be typing for a long time.  Laulima times out 
after ONE HOUR.  Any text that you typed will not be saved if Laulima times out.  To avoid losing data, 

you can periodically save your work by clicking “save draft”. 

 
 
 

This is the view of the hierarchy when you have saved a message as a draft. 
Your message is not viewable to the site as a draft; you must submit the message for it to be viewable. 
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23. Similarly, you can reply to message in a topic (if allowed by the original topic) or to the original topic. 
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24. You can use the search functions to search words or partial words in all categories, topics and messages.  
You should “expand all” to see all messages (they will be highlighted) that match the search. 

 


