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Beenleigh Region (BR) Forum Management 
 
The Beenleigh Region Forum is a place for discussion by chamber members and the public 
and can be used to hold votes for various community and business initiatives.  (Note that the 
vote is not 100% accurate as one person could register many screen names.) 
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Here’s the hierarchy of information on this forum / discussion board 
 
Board Index 

Forums (there can be multiple levels of forum  - parents, children, grandchildren etc) 
Topics 

Postings, Replies / Quotes 
 
The Board Index is like the Homepage of the forums.  You can get back to the index at any 
time by clicking the “Board Index” links which are found at the top and bottom of the main 
content window.  They look like this: 
 

 
 
Likewise, you can click any level of the forum that appears on the “Breadcrumb” display (In 
the above example, the breadcrumbs are “Board Index” and “Beenleigh Community 
Forum”). 
 
You can also find a link back to the board index in the green navigation menu at the top of 
the page. 
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You must register as a user before you can participate in the forums.  If you are not registered 
and logged in you are treated as a guest, able to view all topics but reply to none and you 
can’t create any of your own. 
 
Registration is easy.  Click the link in the Green Navigation Menu or click the “Register as a 
New Member” link which sits just underneath the green menu. 
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When you are registered and logged in, you will be able to create a new topic. 
 
Click on the forum in which you want to create your topic. 
 

You will then see this button:  above and below the main content. 
 
Click it, and you will see this screen: 
 

 

1 

2 
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At the top of the screen (1) you will see the name of the forum where your new topic will be 
placed. 
 
Give it a subject title (2).  Make it interesting to attract lots of comments. 
 
Then write the text of your topic (3).  The best format to use to attract comment and debate is 
to state your position, then ask for feedback or comment from the readers. 
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If you are the author of a posting, you can delete it.  Simply ensure you are logged in and then 
look for [X] button in the lower right hand corner of your post 
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In the picture above you can see these links in the lower right hand corner: 
[!]  [X] 
Edit Quote 
 
Click the “Edit” button to return to the editing screen.  You can only edit posts that you have 
made while logged in. 
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If you believe a certain posting is in poor taste, selling products or services that are unrelated 
to the forum or is off topic, you may report it to the moderator of the forum.  Simply click the 
exclamation mark [!] icon at the bottom of the post and fill in the form that loads on the next 
page.  The next time the moderator logs in he or she will be able to see your report and act on 
it. 
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In the image below you can see 4 buttons below the user’s post.  They are: 
 
Profile – View the profile of the user 
PM (Private Message) – This is the button to click to send a private message through the 
forum system or through regular email 
Edit  – If this is your own post, you will see the edit button and be able to change its content 
Quote – If you would like to use this post in your own reply so that you can address specific 
parts of it, this is the button to click. 
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Simply click the “Private Messages link in the green navigation menu 
 
You will then see this screen 
 

 
 
Hit Compose Message (1) and you’ll see this screen (on next page). 
 
 
 
 

1 
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Add the usernames of your recipients in the box at (1) and choose whether they are the 
primary recipient “Add [To]” or BCC recipients “Add [BCC]” at (2). 
 
Add a subject at (3) 
 
Enter your message at (4) 
 
At the bottom of the page, choose whether you want to attach a file, preview save a draft or 
send your private message by clicking the “Submit” button. 
 
Your message may be delivered in one or both of these ways, depending on the preferences 
of the recipient: either as an email into their usual email inbox, or as a private message they 
can pick up the next time they use the board. 

1 

2 
3 
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If you would like to follow a particular discussion thread, or a whole forum, you can use the 
“Subscription” option. 
 
You’ll find it at (1) in the image below. 
 

 
 
If you are in the depths of a particular topic, you’ll see a “Subscribe topic” option.  If you are 
a level up and looking at a range of topics within a forum, you’ll see a “Subscribe Forum” 
option. 
 
Click either, and when new posts are added to your topic or your forum of interest, you’ll 
receive an email letting you know. 
 
You can Manage your subscriptions by clicking on the “Profile” option in the green menu at 
the top of the page. 
 
You must be a registered user and be logged in to use the subscribe function.

1 
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If your post is the only content inside a topic, and you delete it, the topic will be deleted too 
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Forums can only be created and deleted by administrators.   
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Registered Users 
Moderators 
Administrator 
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When you see a comment or a question on a forum that you want to reply to, you must first 
make sure you are registered and logged in. 
 

Then you will see this option .  Click it and follow the same set of instructions as 
for creating a new topic, except that the name of the topic is already fixed. 
 
 
 


