How to Use the CMA Discussion Forums

How do | access the discussion forum?

All discussion forums are listed on the Discussion Forum page of the CMA website. Simply click on the
forum you’d like to access. To get access to a specific discussion forum, please send an email to
communication@cmadocs.org.

How do | know which discussion forums I’'m part of?

While you're logged into the CMA website, go to My CMA > My Account > My Groups
You will see a list of discussion forums you currently have access to.

Who can post new content and where?

Official Business — Forum administrators only. All other forum members can respond.
Open Discussions — All forum members and administrators can post content here.
How to post a new topic

Go to your discussion forum landing page and click on “Open Discussions”. You may post a new topic or
respond to an existing topic.
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To post a new topic, simply click on Open Discussions and “Add New topic”
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Open Discussion

Click to subscribe to this forum.

Add New Topic



Enter a brief subject (i.e. title of the topic) and a summary, if you wish. The main text of your post should

go into the text box. You can also add attachments to your post. Once you’ve previewed it, simply click
“submit” to publish your post.
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All discussion forum participants should review the forum guidelines prior to posting. Violating the
forum guidelines may result in removal of content or access restriction.

How do | respond to an existing topic?

To respond to an existing topic, simply click on that topic and select “Add Reply”.
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L) Check this box to subscribe to this topic.
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Alternately, you can also scroll to the bottom of the page and use the quick reply box:
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Subscribe: L) Check the box to receive email notifications for this topic.

How do | respond to another person’s comments?

To respond to another participants’ comments, simply click on the “reply” icon above their post.
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Forum Administrator Functions
Forum administrators have access to additional functions that participants do not:
Delete post

To delete a topic or reply that violates the forum guidelines, simply click on the delete icon next to the

post:
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Edit Content

To edit a topic of reply, simply click on the edit icon.
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Lock topic

To disable comments on a topic after it has been posted, go to the topics list and click on the lock icon:
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Pin

To ensure that a particularly important discussion forum topic doesn’t get buried, administrators can pin
it to the top of the forum. Pinned content will always appear at the very top, regardless of publication
date:
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