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Adding Tags to Discussions 
 

To add a tag to a discussion, click the ‘+ Add a Tag’ icon under the discussion title and a dropdown menu 
of options will appear. The tags in the list are the tags that you created to organize discussions, files or 
videos in your community. If you would like to add additional tags at a later date, you can always go 
back to the discussion and click the ‘+ Add a Tag’ icon. 

 
 

 
 

 

Facilitator Tip: 
Add a tag to a discussion as soon as it is created so that community members can find it 
easily. 
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If you need to create a new tag for this discussion, you can select ‘Create a new tag’ from the dropdown 
menu.  

 
 
 
Then click ‘+ Create a new tag’ and type the name of the tag in the box provided. Then click ‘Create 
Tag’. 
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Then go back to the discussion and click ‘+ Add a Tag’ under the discussion title and the dropdown menu 
with your new tag will appear. Click on that tag to associate it with this discussion. 
 

 
 


