
Creating and Formatting a Topic 
 

You must be logged in to the forum with your username and password. If you don't have a login, please 
review the topics in this forum: Registration and User Control Panel Configuration Steps. 
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Creating a Topic 
Step 1 
Go to the forum most appropriate for your topic. Note that most forums are locked. You won't be able 
to create a new topic or post a reply in these. 

Locked forums are indicated by a lock icon to the left of them: 

 

Unlocked forums are indicated by a text icon to the left of them: 

 

 

  



Step 2 
Go to the unlocked forum of your choice. At the top of the existing topics you should see a button 
labeled New Topic. Click on that button to create a new topic. 

  

 

Step 3 
Enter a Subject for your topic and then enter your text in the Message body. 

 

 

If you are posting a lengthy message, periodically click the Submit button to save your work. You’ll then 
need to edit your topic to continue. 

When you have finished creating a post, avoid clicking the Submit button more than once. If you have a 
slow internet connection, you might think that the forum has ignored your request and be tempted to 
click the Submit button again. Each time you click the Submit button will cause a duplicate of your post 
to be created. Please avoid making these duplicate postings. 

Enter your text here. 



Formatting Your Topic 
 

To make your post more interesting, you can enhance the formatting of the text using the built-in 
controls above the Message body: 

 

 

Boldface Font 

If you want to convert existing text to boldface, highlight the text and then click the  icon.  

 

 

 



 

When you preview or submit your post, the displayed text will be in boldface. 

 

 

Italicized Font 

If you want to convert existing text to italics, highlight the text and then click the  icon. 

 



Underlined Font 

If you want to underline existing text, highlight the text and then click the  icon. 

 

Quoted Font 
If you want to make existing text stand out from the body of the text, highlight the text and then click 

the  icon. 

 

  



Note that if you just use normal quotation marks, you get a different effect: 

 

  



Multiple Formatting Commands 
You can combine formatting commands. 

 

 

  



Bulleted List 

Click the  icon. This will insert the beginning and ending of a list in your post: 

 

Enter your bullet items between the beginning and ending: 

 



Indicate the start of each bullet line with an asterisk using the  icon: 

 

 

  



Numbered List 

Click the  icon. This will insert the beginning and ending of a list in your post. 

  

 

  



Indicate the type of numbering for your list by entering either a number or a letter after the "=", e.g. 
"A", "I" or "1". Note that you still use an asterisk to denote the beginning of each bullet: 

 

 

 

You can nest one list inside another. 

 

  



Font Size 
Highlight your text and choose the font size from the dropdown list: 

 

 



Font Color 

You can change the color of your text by clicking on the  icon. This opens the color palette above 
the editing window:  

 

 

Highlight your text and choose your color. 

 

Again, you may nest one formatting command inside another. 
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