HOW TO USE FORUMS

Please use this as a ready reference for how to use your Community Connection Forums.

[image: image1.jpg]& Community Connections Forums > Forum Home >

South East U S > Alabama > Fort Rucker

Mark this forum as read - Subscribe to this forum

Fort Rucker
Topic Title Replies Topic Starter  Views Last Action
0 our way to fight schooll ath July 2005 - 02:05 P10
B e rnrh ¥ Lastpost bui paigevda
ertor Reywords e Closs Topics 9] [Witseinama]

)

1 Members: caroline

1 User(s) are browsing this forum (0 Guests and 0 Anonymous Users)




[image: image17.wmf] 

SEE YOUR RECENT ATTACHMENTS 

AND THE NUMBER OF DOWNLOADS

 


[image: image10.wmf] 

 

 

 

 

 

 

 

 

 

ENTER YOUR POST IN THIS SPACE

 

 

 

 

If you want to add an attachment, browse your 

 

 

 

 

Computer for the file, click “add this attachment”

 

 

 

 

 

 

 

 

Remember when adding attachments inside 

 

 

 

 

A post, please place your curser where you the

 

 

 

 

Attachment

 will be added. 

 

 

 

 

Then under the file attachments menu select

 

 

 

 

“add to post” option.

 

[image: image11.wmf] 

SEE YOUR RECENT ATTACHMENTS 

AND THE NUMBER OF DOWNLOADS

 


[image: image12.wmf] 

USE YOUR CONTROL PANEL TO SET YOUR SIGNATURE, ADD 

YOUR PICTURE, ETC.  THIS IS YOUR PERSONAL PAGE TO 

INTERACT WITH YOUR FORUMS AND TO LET THE MILITARY 

FAMILY NETWORK COMMUNITY KNOW MORE ABOUT YOU.

 

 

CAUTION: PLEASE DO NOT POST ANY IDENTIFYING INFORMATION 

HERE THAT MAY JEPORDIZE YOUR SECURITY OR THE SECURITY 

OF YOUR LOVED ONE WHO MAY BE DEPLOYED.  ENSURE THAT 

YOU SET THE MOST APPROPRIATE SETTINGS FOR PRIVACY.

 

 

REMEMBER

---

WITH OUR NETWORK YOU DO NOT NEED TO 

RELEASE YOUR PERSONAL EMAIL.  USE THE MEMBER 

MESSAG

ING FUNCTION TO COMMUNICATE.  YOUR EMAIL IS 

NEVER…REPEAT NEVER RELEASED TO ANYONE BY MFN!
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1. NEW TOPIC: The new topic button, visible in forums and in topics allows you to add a new topic to that particular forum.  This is how you will post information about your organization, new programs, news, etc.  

NOTE: If you have a large organization and/or volunteers working multiple programs, please inquire about the availability of sub-forums for your group.  Sub-forums act as individual forums under your main Forum.  This would be a good option for distinct programs or if you desire to have private (password protected forums) for administrative purposes or simply want to separate your “information only” from the “interactive” portion of your forum.

2. NEW/ADD POLL: (if enabled) The new poll button will also be viewable in topics and forums allowing you to create a new poll in the forum. Use this to survey your forum members or the members who may peruse your forum.  If you are using this function for research purposes or to design a program, please advise the Community Connections Team so we can announce your purpose in our E-Zine to drive interested participants to your poll.

3. REPLY: When viewing a topic, there will be an add reply button, allowing you to add a new reply onto that particular topic.  

4. MODERATION OPTIONS:  There are several moderation options available to help manage topics in your forum.  Use the drop down box after you have entered your post (before posting) or to change posting options (pin/unpin topic, etc).

5. SUBSCRIBING TO FORUMS: Subscribing to forums is a very valuable feature.  Encourage your members and volunteers to subscribe to your forum.  Once subscribed, members will receive updates in their email whenever something new is added to the forum.

CREATING AND ADDING POSTS

[image: image14.wmf] 

 

 

 

 

 

 

 

 

 

ENTER YOUR POST IN THIS SPACE

 

 

 

 

If you want to add an attachment, browse your 

 

 

 

 

Computer for the file, click “add this attachment”

 

 

 

 

 

 

 

 

Remember when adding attachments inside 

 

 

 

 

A post, please place your curser where you the

 

 

 

 

Attachment

 will be added. 

 

 

 

 

Then under the file attachments menu select

 

 

 

 

“add to post” option.

 


[image: image15.png]Options

after posting.

( Do Nathing ) o

Past New Tapic.

Preview Past




Topic Title: This is what will appear in bold when people open your forum.  Make sure it is catching and (if referencing a time sensitive event) includes the date of any activities referenced in the post.
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Code Buttons: Allows you to bold, underline etc text in your post or to add links and images.   The best way to edit your posts is to first type in your text, then go back and highlight what you would like to bold, etc and select that code button.  This will automatically place the open and closing tags around your content.

To add a link or picture: Click the link- you will be prompted for the web address and title.  The same is true for pictures you want to “link”.  If you want to upload a picture, please use the add attachment options and directions seen in the text box to the left.

CODE HELP: For more information on this, click the 'BB Code Help' link under the emoticon box to launch the help window.  

Smilies: On the left of the text entry box, there is the clickable emoticons box (these are sometimes known as 'smilies').  
  
Post Options: There are three options available when making a post or a reply. 

'Enable emoticons?' if this is unchecked, then any text that would normally be converted into an emoticon will not be. '

Enable signature?' allows you to choose whether or not you would like your signature (set your signature in your control panel) to appear on that individual post.

 'Enable email notification of replies?' ticking this box will mean that you will receive e-mail updates to the topic, see the 'Email Notification of new messages' help topic for more information on this.  
  
Post Icon: You also have the option to choose a post icon for the topic/post when creating one. This icon will appear next to the topic name on the topic listing in that forum, or will appear next to the date/time of the message if making a reply to a topic.  
  
File Attachments: (see instructions above) Click the browse button to select a file from your computer to be uploaded.

  
Poll Options  If you have chosen to post a new poll, there will be an extra two option boxes at the top of the help screen. The first input box will allow you to enter the question that you are asking in the poll. The text field underneath is where you will input the choices for the poll. Simply enter a different option on each line. The maximum number of choices is set by the board admin, and this figure is displayed on the left.  
  
After Posting: Gives you options to pin or close topics.  Pinned topics remain on top (good for introduction to your organization or important messages).  Closed topics are read only, members cannot reply.  Should be used for information purposes (like news letters, press releases etc.)

  MODERATION OPTIONS

As a moderator (Ambassador) for your organization, you have the option of setting your forum to an automatically approved or moderator approved setting.  Under a moderator approved setting, you will receive an email indicating that you have replies or topics that require approval for posting.  After reviewing the topics, you may approve them to be posted and viewed by your members/general users.  If you select moderator approved, you must review and approve topics/replies within 24 hours of user submission.  Remember, regardless of the setting, you are responsible for ensuring that the forum remain family friendly.
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Editing Posts  
  
Above any posts that you have made, you may see an 'Edit' button. Pressing this will allow you to edit the post that you had previously made or if you need to edit the content of a user/member post of your forum.  Please remember that it is your responsibility to keep your forum family friendly.  
  
When editing you may see an option to 'Add the 'Edit by' line in this post?'. If you tick this then it will show up in the posts that it has been edited and the time at which it was edited. If this option does not appear, then the edit by line will always be added to the post.  
  
If you are unable to see the edit button displayed on each post that you have made, then the administrator may have prevented you from editing posts, or the time limit for editing may have expired.  
  
Set Invisible: Unapprove topics.  Only moderators and board administrators may view topic.


Move this Topic: Will allow you to move topic to another forum.  Gives you the option to consolidate or reassign information.


Close this Topic: Allows you to close topic to replies.  Useful if topic is outdated, “too hot” where users are getting out of control with their responses, or the topic is for information purposes only.


Delete Topic: Useful for information no longer relevant or inaccurate or inappropriate.


Edit this topic title: Allows you to rename the topic.


Pin this topic: Allows you to place the topic first in the forum to highlight content.


Merge Topic: Allows you to prune and move information that may be similar or useful to combine with another topic.


Unsubscribe from all topics: Allows you to remove yourself from the automatic emails.

GENERAL USER FEATURES: My Assistant

[image: image4.png]My Assistant

Here is the topic you chose to view

This feature is sometimes referred to as a Browser Buddy'

At the top it tells you how many posts have been made since you last visited the board.. Also underneath this the number of
posts with replies that have been made in topics that the individual has also posted in.
Click on the "View' link an either of the twa sentences to see the posts.

The next section is five links to useful features:

“The link to the moderating team is basiclly 3 quick link to see all those that either administrate or modsrate certain forums
o the message board.

The link to "Today's Active Topics' shows you all the topics that have been created in the last 24 hours on the board.

Today's Top 10 Posters link shows you exactly as the name suggests. It shows you the amount of pasts by the members and
also their total percentage of the total posts mads that day.

The oversll Top 10 Posters link shows you the top 10 posters for the whole time that the board has been installed.

My last 10 posts links to the latest topics that you have made on the board. These are shartened on the page, to save space,
and are linked to if you require to read more of them.

The two search features allow you to search the whole board for certain words in a whole topic. It isn't as featured as the
normal search option so itis not as comprehensive

The Help Search is just as comprehensive as the normal help section's search function and allows for quick searching of all
the help topics on the board
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GENERAL USER SETTINGS: MY CONTROL PANEL
[image: image6.png]Your control panel is your own private board console. You can change how the board looks and fesls as well as your own
information from here

Subscriptions

This is where you manage your topic and forums subscriptions. Please see the help file 'Email Notification of new messages'
far mare informatian an how ta subscribe o tapies.

Edit Profile Info
This sectian allows you to add or edit your contact infarmation and enter some personal informatian f you chaase.
Edit Signature

& baard 'signature’ is very similar ta an email signature. This signature is attached to the foot of every message you post
unless yau chaose to check the box that allows you to ammit the signature in the message yau are posting. You may use BE
Code if available and in some cases, pure HTML (i the board administrator allows it)

Edit Avatar Settings

An avatar is 3 litle image that appears under your username when you view  topic or post you authored. If the
sdministrator allows, you may either choose from the board gallery, enter & URL to an avatar stored on your server or
Upload an avatar to use. You may also set the width of the avatar to ensure that it's sized in proportion.

Change Personal Photo

“This section will allow you to add a photograph to your profile. This will be displayed when a user clicks to view your profile,
on the mini-profile screen and will also be linked to from the member lst

Email Settings

Hide my email address allows you to deny the ability for other users to send you an smail from the board,

Send me updates sent by the board administrator will allow the administratar to include your email address in any mailings
they send out - this is used mostly for important updates and community information.

Include & copy of the post when emailing me from s subscribed topic, this sllows you to have the new post included in any
reply to topic notifications

Send s confirmation email when I receive s new private message, this will send you an e-mail notification to your registered
e-mail address each time you receive a private message on the board.

Ensble 'Emsil Notfication’ by default, this will automatically subscribe you to any topic that you make & reply to. You may
unsubscribe from the 'Subscriptions’ section of My Controls if you wish.





[image: image7.png]Board Settings
From this section, you can st your time zone, choose to not ses users signatures, svatars and posted images.

You can choose to get a pop up window informing you when you have a new message and choose to show or hide the ‘Fast
Reply’ box where itis enabled.

You are slso able to choose display preferences for the number of topics/posts shown per page on the board.

Skins and Languages

If available, you can chaose a skin style and language choice. This affects how the board is displayed so you may wish to
preview the skin before submitting the form.

Change Email Address
At any time, you can change the email address that is registered to your sccount. In some cases, you will need to revalidate
your account after changing your email address. If this is the case, you will be notified before your email address change is
processed.

Change Password

ou may change your password from this section. Please note that you will need to know your current password before you
can change your password.





GENERAL USER SETTINGS:  MY CONTROL PANEL



GENERAL USER SETTINGS:  CONTACTING MODERATORS AND REPORTING POSTS
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Here is the topic you chose to view

Contacting the moderating team

If you need to contact a moderstor or simply wish to view the complete administration team, you can click the link "The modsrating
team’ found st the bottom of the main board page (the first page you see when visiting the board), or from My Assistant’

“This list will show yau administratars (those who have administration cantrol panel access), glabal maderators (those wha can
moderate in all forums) and the moderators of the individual forums.

If you wish to contact someone about your member acoount, then contact an administrator - if you wish to contact someone about
post or topic, contact either a global moderator or the forum moderator.

Reporting a post

If the sdministrator has enabled this function on the board, you'll see a ‘Report’ button in a post, next to the 'Quote’ button. This
function will let you report the post to the forum moderator (or the administrator(s), if there isn't 3 specific moderator available)
You can use this function when you think the maderator(s) should be aware of the existance of that post. Hawever, do not use this
to chat with the moderator(s)L. You can use the email function or the Persanal Messenger function for that,





General User Settings: BLOG
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Here is the topic you chose to view

The Community Blog medule allows you (if the board administrator has given you permissian) to create a personal BLOG (alsa
known as weblog)

Creating a Blog
In your User Control Panel (My Controls), you will see a Community Blog menu group. To create a Blog click on 8log Settings. When
suthorized you can create your Blog by agreeing to the Blog Terms and Rules. You will be asked to provid 3 name for your Blog
and a deseription (aptianal). You are able to choase between a local and external Blog.

Local Blog: A Blog hosted on the board which includes all features to create entriss, comments, content blocks, etc,

Link to external Blog: & link ta a Blog which is hosted elseuhers.

When you click Finish’ your Blog will be created.

Blog settinas
When you have an active Blog, there will be mare settings available in the User Contral Panel.

Your Blog Settings: Hers you can setup your Blog, Customize the look of your Blog and create entry categories.

Content Block Settings: From this screen you can manage your content blocks (the little blocks of information that are displayed
o the l=ft or right side of your Blog pags).

About Me Settings: From this screen you can enter information which will be displayed on your Blag's Abaut Me screen.

Community Blog List
When dlicking on the 'Blogs' link on the links bar you will be taken to the Community Blog list page. This page displays all available
Blogs with some information about them. Both external and internal Blogs are shown. The screen also includes some search and
filter options. Clicking on & Blog's name will take you to that Blog.

Adding entries to your Blog (local Bloas only)
When yau ga to your Blag you have a spesial content black called "Your Blag Options'. This cantains links to manage your Blog. Click
on Add Entry ta add an entry to your Blag. You will be pravided with a post farm, including allthe options you are used ta when
posting a topic in Invision Power Board. You can post the entry as Draft (not yet viewable by other members/guests) or Published
(viewable by all wha are allawed to view your Blog)

Adding comments to Entries
When dlicking on a Blog entry name or the comments link of an entry, you will be taken to the entry view pags. This pags contains 3
quick reply farm, or you can click on the Add Camment buttan to be able to add a comment to the Blag entry.
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Topic Description: a short teaser of the topic
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“Making the World a Home for Military Families”
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USE YOUR CONTROL PANEL TO SET YOUR SIGNATURE, ADD YOUR PICTURE, ETC.  THIS IS YOUR PERSONAL PAGE TO INTERACT WITH YOUR FORUMS AND TO LET THE MILITARY FAMILY NETWORK COMMUNITY KNOW MORE ABOUT YOU.







CAUTION: PLEASE DO NOT POST ANY IDENTIFYING INFORMATION HERE THAT MAY JEPORDIZE YOUR SECURITY OR THE SECURITY OF YOUR LOVED ONE WHO MAY BE DEPLOYED.  ENSURE THAT YOU SET THE MOST APPROPRIATE SETTINGS FOR PRIVACY.
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