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Creating a Journal 
 
A Journal is self-reflective tool for students to engage in critical-thinking. Journals are best used as a 
private communications between students and the instructor. 
 
Follow these step-by-step instructions to access and create Journals in your course:  

 
1. Journals can be created from the Tools area, but we recommend creating Journals directly with 

your Lessons area to streamline navigation.   Use the menu to click “Add Interactive Tool.” 

 
 

2. Click the Journal link. 

 
 

3. Select Link to a Journal 

 
 

4. Select Create New Journal 

 
 
 

If Journal doesn’t appear 
in the menu, turn it on 
via the Customization > 
Tools availability area.  
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5. On the Create Journal page, enter a Name for the Journal. 

 
 

6. Next, enter the instructions. 

 
 
7. In the next section, make the Journal available by selecting Yes, and set any date/time 

restrictions. 

 
 

8. Select how Journal Entries will be displayed, either weekly or monthly.   
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9. You can allow students to edit and delete their Entries, or delete their Comments.   For most 
assignments, we recommend keeping the defaults and keeping the journal private. If you 
wanted to create a public journal, we recommend the blog tool instead. 

 
 

10. Finally, select grading options for the Journal. If you wish to grade your Journal, select Grade, 
and enter the Points Possible.   

 
 

11. Click the Submit button when you have finished setting up your Journal.   

 
 
12. Select the Journal you just created to link from the Content area and click Next. 

 
 

13. Type the description of the “link” to the Journal which would be your Journal assignment 
prompt. 
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14. Click Submit. 

 
 

15. You have successfully added a Journal to the Lessons area. Students can also go directly to the 
Journal by clicking on the Tools button. 

 
 
 

 
 
 


