
Forum Tutorial 
 

 

1. Go to the U3A web page and navigate to the forum page: 

 

 
 

2. To register for the first time click on the “register” button at the top right, just 

under the “forum search” box. You will now see a screen asking you to agree 

to the rules of the forum, click on “agree” to accept the terms.  

 

 
 

 

3. This will open a new screen; here you must fill in the top 5 boxes with a Login 

name (anything you choose) and a password (again anything you choose). 



Type in your password again and then your regular email address and finally 

your name. Do not fill in any other boxes. Now scroll right to the bottom of 

this page and click on the “register” button.

 

 
 

4. You will then be presented with a page to inform you that your request to 

register has been sent to the moderators and that you will soon receive an 

email confirming your registration. 

 

 
 

 

Press the “done” button to leave this page. 

 

 



5. Within a couple of days you will get an email from the moderators confirming 

your registration and it is essential that you click on the link in the email to 

access the forum for the first time. 

 

 

6. Now you are registered you can access the forum by going to the forum 

homepage and this time click on “Login” button at the top right, just under the 

“forum search” box.  

 

 

7. You will now be offered the login screen, just fill in your Login and password 

you used in the registration process.      

  

 

 

 
 

 

 

8. Press the “login” button at the bottom right hand corner and you will now be 

able to access all parts of the forum. You can click on any of the headings to 

see messages and if you want you can either post a reply, reply via a private 

message or start a new thread (topic). 

 

 

 

9. Let’s suppose you want to se messages in the “Trading Post” section. Click on 

the “Trading Post” heading and you will be able to see any posting there. In 

our example there is just one message posted by 

Peter.



 

 

 

Let us suppose you want to respond to Peter. You can either do it publicly or 

privately. If you want to respond privately just click on the “PM” button just 

below the body of the posting. This will open a window where you can 

compose and send a reply but it will only be seen by the original poster (in this 

case Peter). 

 

 

 

You can check the spelling of your reply to Peter by clicking on the “Spell-

check” button at the bottom right of the page and then send it to Peter by 

clicking on the “send” button. 



10. Let us suppose that Wally wants to ask a question about the item for sale but is 

happy to do it publically. Instead of clicking on the “PM”(private message) 

button he clicks on the “post reply” button instead. Again a window opens 

where Wally can write his question and then click on “submit reply” button to 

send it to the forum. 

 

11. As this was a public reply it will be seen by anyone who visits the topic. Once 

again anyone can respond to the original posting or indeed to any other 

posting too. 

 

 

 
 

 

12. Let us suppose you want to start a topic of you own, find the appropriate 

heading e.g. I need a good plumber. Go to the “Help I need a ……” section, 

click on it and just click on the “New Topic” button, write your posting and 

then click on the “submit” button to post on the forum, now just sit back and 

wait for any responses. 

 

13. At any time you can navigate back to the main page by clicking on the “home” 

button at the top right, just under the “forum search” box. 

 

14. Enjoy! 

 
Peter Wells 

November 2009 


