
User’s Guide for the cthha.org Bulletin Board

Step one is to REGISTER on the BB.  Click on the item that says Register on the first page you get to.

This brings you to a Registration Page that tells you the terms of the board and asks you to verify that
you are over 13 years of age.

Click to Register

Click here to
agree to the
terms.

The next page is where you create your Username and Password for this board.  Enter
the email address that you use for CHHA correspondence so the Administrator can
verify that you are a CHHA member.



Choose and confirm the password you
will use to access this board.  Note, this
is encrypted in a database and cannot
be retrieved.  If you forget your
password a new one can be generated
for you and sent to the email address
that you use to register.

Enter the email address you use for
CHHA Correspondence.  This will be
used to verify that you are a CHHA
member.

Choose a Username for
this Board.

If you run your business from your
home, you may want to put only

your city and not your street
address.

These four items are only applicable
if you use an instant messaging
program and want to share your
instant message ID with the CHHA

This is text of your choosing that will show
up at the end of every message that you
post on the board.These are bulletin

board default codes
you can safely ignore
them.

This page shows two of the three sections on the Registration page.  Registration Information and
Profile Information.  Much of the Profile Information can be ignored.  See below for details.

You can put in your website, location, occupation and Interests.  People will see this information
when they click on your Username on the board or when they look at a memberlist that shows all
the registered users of the bulletin board.

The following section is where you can set your Preferences.  This includes things like: whether you
want your email address to be posted on the board; if you want to be notified when replies to your
messages are posted; whether you want your ‘signature’ text to show up on every message, etc.  It also
has a large section that can be ignored because they are defaults set by the board administrator.



To reduce the chances of getting unsolicited
email (spam) leave this at No.  People on the
CHHA board can still send you email and/or
private messages.

I am not sure why you would want to, but you can hide
the fact that you are on the board by choosing Yes.

You can be notified via email every time someone
replies to a message you have posted by choosing Yes.

This entire section (Always allow BB
Code through Date Format) can and

should be ignored by the users.  These
are codes that are set by the

Administrator.

You can also be notified via email when someone
sends you a private message by choosing Yes.

Ignore this, it is set by the
Administrator.

You can choose to always have your signature (see
profile) attached to your messages or not.

Once you have registered on the board, an email is sent to the Administrator.  You will also be sent a
Welcome email.  Once the administrator has verified that you are a CHHA member, your account will be
activated and you will get another email stating your account is active.  You can now log in to the
Members Only sections of the board.

Go to the www.cthha.org/bb_intro.htm page and click on the link for Bulletin Board - or if you have
previously bookmarked the BB (or added it to Favorites), click on that link to get you back to the board.

Click on Log In to
log into the board
after your account
is activated



Enter your Username and
Password as you did during the
registration proces.

Click here if you would like to be
automatically logged in every
time you come to the board.

As you log in, it’s a good idea to click the box that says “Log me on automatically each visit” because it
saves you a step.

Once you are logged in, you will see the whole members-only board.

An example of the structure of the bulletin board goes like this:

Category > Special Interest Groups
Forum > Spirituality and Health

Topic > Teachers and Wellness
Messages > Original Message and all replies.

At every level of the board, you can simply click on the words (ie. Special Interest Groups) to move
down to the next level of detail.

As people add topics and begin conversations and discussions, each Forum and Category will fill up with
Topics and Messages.

The following page has description of the main sections of the board that you see when you first log in.

After that, we’ll cover how to Add topics and Reply to messages.



A.  This section are clickable buttons that allow you do do a number of things on the board.
FAQ - is a page full of frequently asked questions about the BB program and how it workd.
Search - allows you to search all the messages - more on this later
Memberlist - will bring up a list of all registered users of the board, including buttons
that you can click to send emails or private messages.  It also includes locations and
links to member’s websites.
Usergroups - this has not yet been implemented.  More later.
Profile - this brings up your profile information - allowing you to change it.
Log in to check your private messages - this allows you to log directly into your
bulletin board inbox, where any private messages between users will be stored.
Log in - this was covered earlier in the user guide.

B. This section is a “quick reference” area allowing you to:
1. Immediately view any posts since the last time you logged into the board
2. View all posts you have made to the board
3. View any posts on the board that do not yet have replies

C. This section gives you information about the board and when you last logged in.  It also has a kind of
navigation line.  Where it says cthha.org Forum Index, will change as you navigate the board
and you can click on the words Forum Index to get you back to the starting page from where ever
you are in the board.

D. These are called Categories.  They are the major headings under which any number of forum topics
can be created.

E. These are called Forums.  They are the group/forum areas where topics can be added and messages
posted.

F. These icons indicate the status of the forum.
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CHHA Members-Only Board
How to Post Messages

1. How to Post a New Message:
a. Click on a category or forum (ie. Welcome and Introductions or Read Here First)
b. Click on the button on the left of the screen that says:
c. The following screen will appear.

Type your subject here

Type the text of your message here.

The buttons above (b, i, u, quote, code, etc.) allow
you to add special formatting.  (B=bold, i=italic,
u=underlined) For now you can ignore all others.

You can add “emoticons” to your message by
clicking on any of the smilies while typing your
message.

This section allows you
to add special colors and
font sizes, for now,
ignore it.

If you do not want your signature
attached, un-check this box.

The rest of this section and the section labeled “Poll” below can safely be ignored.

d. Once you have typed your message, you can click the button that says Preview to preview
your message, or you can just click Submit to post the message.

2. How to Reply to a Message
a. Click on a category or forum (ie. Welcome and Introductions or Read Here First)
b. Click on the topic that you want to reply to (ie. Welcome to CHHA Members)
c. Click on the button that says:
d. You will see the same screen

that appears above.  Use this screen to post your reply.


