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Introduction 
As the Site Owner you will need to create a discussion area for your team members.   
Once an area is established the team members will be able to create topics and post replies.   

Create a Discussion Area 
Create an area for your team members.  

1. Click on View All Site Content from the Quick Launch menu. 

2. Click Create. 

3. Select Discussion Board from the communications category. 

4. Type a Name for you discussion area (Fig 1, 1). 

5. Type in a Description for the area (Fig 1, 2). 

6. Select Yes (Fig 1, 3) to have your discussion area displayed in the Quick Launch menu. 

7. Leave No (Fig 1, 4) selected for Incoming E-mail.   

This feature is currently not enabled nor supported by OTS, but may be an offering  
in the future.   

8. Click Create (Fig 1, 5). 

9. The link will now appear in the Quick Launch menu. 
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