
 

How to use forums 
Asynchronous forums are threaded discussions that occur over a longer  
period of time. Participants do not have to be online at the same time. 

1. Go to http://www.learningplace.eq.edu.au 
Select Communication in the side menu or near the top of the banner. 

2. Select Log on at the bottom of the side menu. 

 
 

Create a forum 
3. Select Create a forum. 

         

To Log on click 
Log on on 

To create a new forum 
click Create a forum 

To list all forums 
click List forums 

Provide a title that reflects 
the planned forum activities. 

Provide some details of the topics, 
activities and intended audience. 

Select the photo icon to upload 
an image to display in your forum 
box in the ‘List forum’ area. 

Leave the field blank to open your forum to everyone. 
Provide a password to lock your forum, only users that 
know your password will have access to this forum. 

Select the calendar icon to 
enter a date you want your 
forum to become active from. 

Select the period your forum will be active for. 

Anyone can access this event. 

Users have to register and be approved 
by you (via email) to access this event. 

Your name and email will appear in your 
forum box in the ‘List forum’ area. 

Select who you want to access your 
forum depending on your audience. 



 
List forums 

 
 

Working in forums 
Once you have logged on, select the name of the forum you wish to join. If you are 
asked for a password, type in the password given to you by the forum owner.  

Forum postings are arranged in threads. Each thread has an initial message. 
Replies are connected to the initial message. Replies can also be replied to, 
creating further sub-levels in the thread.  
• To expand a thread, select the plus ( ) icon.  

• To read a post (the expanded message attached to the title), click on the 
subject title. 

• If you created the forum, you will also see the ‘A’ ( ) icon, which allows you 
to administer the forum. 

 
 
When you post, you can: 

• Start a new thread by posting a message ( ). 

• Reply to a message at any level of the thread ( ). 

The lock indicates 
a password 
protected forum. 

A blue title 
indicates an active 
forum that is open 
for participants. 

No lock indicates 
a forum that is 
open to all 
Learning Place 
users, both EQ 
and Non EQ. 


