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I. Adding a Discussion Forum page 
1) Select a page on your website where you want to place the discussion forum.  

2) Hover the mouse over Page Properties and scroll down to Add New Page. Now click on 

Discussion Forum.  

   
Figure 2: Discussion Forum - Adding a Discussion Forum 
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3) The following page will prompt you to name the discussion forum page. After naming the 

page click on Create Page.  

 
Figure 3: Discussion Forum - Name Discussion Forum Page 

 

II. Editing your Discussion Forum 
To change the name or status of your discussion forum: 

 

1) Click on the Manage Forum button. 

 

Figure 4: Discussion Forum - Editing your Discussion Forum 
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2) If you wish to hide your discussion forum from others, click No for the Enabled field.  You 

can change this status at any time.  

 

3) Make changes to the name and description of your discussion forum.  When you have 

finished, click Update.   

 

III. Managing Topics 

1) Creating Discussion Topics 
To create a topic for yourself and others to discuss: 

a)  Click on the Add New Topic button. 
 

Figure 5: Discussion Forum - Making Changes to Discussion Forum 

Figure 6: Discussion Forum - Creating Topics 
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b) Fill out the title and details of your topic.  When you have finished, click Post Topic. 

Figure 7: Discussion Forum - Posting your Topic 

Tip:  You can choose to receive notices to your email whenever someone responds to your 

topic.  Simply check the Email Notification box when you create your topic. 
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2) Replying to Discussion Topics 
To respond to a topic posted on the discussion forum: 

a) Click on the name of the topic. 

b) Click on New Post to respond to the original post (there will be a button at both the 
top and bottom of the discussion topic). 

 

Figure 8: Discussion Forum - Posting a Response 

c) After you have written your response, click Post Comment to publish it. 
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Figure 9: Discussion Forum - Replying to the Original Poster 

d) Alternatively, you may wish to respond to a message from someone other than the 

original poster.  To do so, click on the Reply button, and follow the step for posting a 

topic. 
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Figure 10: Discussion Forum - Replying to a Poster 

e) It is often helpful to have the post of the person you are responding to included within 

your own post.  To quote someone when replying to them, click Quote, and follow the 

steps for posting a topic. 

  Figure 11: Discussion Forum - Quoting a Poster 



Intrafinity User Manual  Chapter 5: Discussion Forum 

 

12 | P a g e  
 

 

f) You can include a file from your computer to be posted along with your message.  To do 

so, go to the New Topic screen by any of the methods already described.  On this 

screen, click on the Browse button in the Attachment field. 

  

 
The Choose File window will pop up.  Locate the file you wish to upload and click 

Open, followed by Post Comment to publish your post.   

   

Figure 13: Discussion Forum - Quoted Message 

Figure 12: Discussion Forum - Adding an Attachment to your Post 
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To archive a thread, click on the Archive button.  If you wish to make it visible to the browsers of 

your Discussion Board, simply click the Un-Archive button. 

 

 
Figure 18: Discussion Forum - Archiving a Thread 

 

6) Locking threads 
If you wish to lock a thread to prevent other users from posting further messages, but still desire the 

existing content to be viewable, click on the Lock button beside next to the thread. 

Figure 19: Discussion Forum - Un-Archiving a Thread 

Figure 20: Discussion Forum - Locking a Thread  
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