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CONCERTOUR Forum Instructions
The CONCERTOUR Forum is a bulletin board system that allows people to post questions, ideas, opinions, and information in an organized way.  Posts are organized in a way that makes it easy for people to find the information they are interested in, but without having to wade through unrelated information.

Postings in the Forums are organized into three subdivisions:

Post - A post is a piece of information submitted by a single user.  It may be a new post, which starts a new topic, or a reply to an existing post. Posts can be a sentence, paragraph, or a few paragraphs.

Topic - A topic is a collection of posts.  The posts are organized hierarchically and in a chronological order. The idea of a topic is that there is a single post that contains the topic of discussion.  The rest of the posts in the topic are replies to this first post and to other replies. Topics are sort of like conversations, allowing many people to state their opinions about an idea, or debate an issue.

Forum - A forum is a container for topics.  Forums often have a general subject that the topics within are about.  

Navigating through posts in the Forums is based on the idea of posts, topics and forums. Generally, a user will start by clicking the button in the main menu, and accessing the Forum index. This index shows a list of forums.  If you click on one of the forums, you will be shown the View Forum page, which is a listing of the topics in the forum.  By default they are sorted in chronological order by the most recent post in each topic.  If you click on a topic, you will be shown the View Topic page, which is a listing of the posts in that topic.  The posts in a topic are organized hierarchically and chronologically, with the oldest post first.

User Accounts

When a user is logged in, his/her username will be shown with each post he/she makes. Users who are not logged in will not be able to create new posts.

Registration

In order to log into the board as a user, you must register on the website.  To do this, click the small “Create new account” link at the top of the right-hand column of any page.

You will be taken to the registration information form.  Fill out each of the required fields, and any of the optional fields you like. Required fields are Username, E-mail Address, Title, First and Last Names, City, Country and Field of interest.
The settings on the registration form are similar to those in the My Account – Edit forms.

When you register, you must specify an email address. All email from the board to you will be sent to that address.  Important: After registering, you must check your email and click the activation link there before you may log in.  If you do not receive the email for whatever reason, please contact info@concertourproject.eu, and we can activate the account for you.

Logging In

In order to post, you must log in. To log in, you must use the box at top, right on every page.

Enter your user name and password, and click Log in.
If you are not logged in and attempt to do anything that requires a login, you will be taken to the login screen.  After you log in, you will be taken to the page you were attempting to go to before logging in.  Things that require login include changing your profile, and posting to forums.

If you forget your password, click the “Request new password” link from the same box.
You will be taken to a form to enter your email address.  A new password will be created, and sent in an email to you.  When you receive the email, you need to click the new password activation link.  The new password activation link exists so that if someone else enters your information into the Request New Password form, your current password will remain intact.  After you have activated your new password, you may log in with it.  You may change your password to what you like in your profile.  For more information, see My Account below.

Posting

There are two primary ways to create a post.  In the Forum Index and View Forum pages, you may click “Post New Forum Topic”. This will take you to the posting form, and, when you have posted, will create a new topic with your post as the first one in the topic.  In the View Topic page, you may click “Add new comment”. This will take you to the posting form, and, when you have posted, it will add your post to the topic you replied to. To reply to a specific post, you may also click the “reply” button in the bottom-side of that post. 
Posting Form

When you post a new topic or post a reply, you are taken to the posting form, where to enter your post.
Subject - The subject of your post.  If this is a new post, the subject is required, and it will be the name of the topic.  If the post is replying to another post, the subject is not required, but may be added, and will be shown at the top of the post.

Message Body - The Message body is a large text area where the body of your post is input.  Plain text is the only thing allowed in this text area, but special formatting, links, images, etc. may be added through the use of HTML Code (see below).

HTML Code – HTML allows you to add special formatting to your posts. For more information, see HTML Code below.

Signature – Your signature will be added to your post. You may change your signature by editing your profile.  For more information, see My Account below.

Sticky/Announcement - To make a post into a Sticky Topic, look to the bottom of the posting form.  There are radio buttons at the bottom that will allow you to set the post as Normal, Sticky.  These options will only be visible to a user for the top post in a topic, and only if they have permission to make Sticky topics. 

Sticky Topics

Sticky topics are a special type of topic.  In the View Forum page, Sticky topics appear above all other topics. Sticky topics only appear on the first View Forum page. Only forum moderators have permission to make Sticky topics. 

HTML Code
HTML Code is a system that will allow you to format your posts in special ways.  The HTML system uses tags surrounded by angle brackets: < and >. 

Here is a list of sample HTML Code and its output:

<strong>Bolded Text</strong>

Bolded Text

<em>Emphasized Text</em>

Emphasized Text
<ul>
<li>List Item 1</li>

<li>List Item 2</li>

</ul>

· List Item 1
· List Item 2
<ol>
<li>List Item 1</li>

<li>List Item 2</li>

</ol>

1. List Item 1

2. List Item 2
<a href=”http://www.domain.com”>Visit domain.com!</a>

Visit domain.com!
Editing Posts

Editing posts allows you to go back and fix errors, remove incorrect information, or add new information to your posts.  To edit a post, look at the bottom side of your post and click “edit”. You will be taken to the posting form to edit your post, and then click Post comment to enter it into the database. 
To delete a post, click “delete”.

Searching

The Forums are included in the website search system that will allow you to find topics you are interested in.  To use the search function, input your keywords in the small form at the right of the top bar of any page. 
My Account
To edit your account, click the small “My Account” link in the top-right box of any page.

You must be logged in to edit your profile. To make changes to your profile, change the values on the forms in the various tabs and click Submit at the bottom of the page.

Username - Your username on the board, the name you use to log in.  You may change this name if you need to.

Email - The email address your account is registered to.  All emails to you will go to this email address.  You may change the email address if you like.  If you change your email address and the board is using User activation, then you will need to activate your changed email address.  You will be sent an email (to the new address) with an activation link if this is the case.  If you do not receive the email, please contact info@concertourproject.eu
Password - The password you use to log in. If you are changing your password you will need to enter the new password twice to verify it.

Fields in the Contact Information are self-explanatory.

Time Zones

To have the board time show correctly, please select your time zone. 

Questions?

If you have any questions, please send an email to info@concertourproject.eu, and we'll be happy to answer them for you.
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