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Introduction

It can sometimes be difficult to get started with contributing to and becoming interactively involved with a new forum. This guide is intended to give you a kick-start description of ways to ensure not only that you can add your own thoughts to a discussion (or indeed start a new one), but that you can remain involved by receiving notification emails when others respond to topics that you have an interest in.
Posting and attaching documents

The procedure for posting, although straightforward when mastered, can be a little confusing for less experienced members. There are two basic alternatives you may want to choose between – either to post a new topic of your own (ie begin a new discussion), or to reply to a topic begun by someone else (ie contribute to their discussion).
Posting a new topic

You make new topic posts after getting to the particular forum area where you feel your topic will be relevant. From the forum index page (this is the page which contains a complete listing of categories and forums, from ‘Dedicated reception and year 1 discussions’ through to ‘Miscellaneous’) you should select a forum appropriate to your question or issue – for example ‘Foundation Stage Profiles’. If in any doubt, you can find the forum index page using the following link:
http://www.foundation-stage.info/forums/index.php
[image: image11.png]Once you’re in the forum area where you would like to begin a new topic, click the ‘New Topic’ button.

You’ll be taken to a new screen with dialogue boxes for the title and content of the topic you would like to post. For example, if you wanted to post a topic with the name of ‘Autumn Training Schedule’ and some details, your post would look something like this:
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Enter your title in the ‘Topic Title’ box and the text of your message in the larger text area as above. At the bare minimum, this is all you will need to do. However, there are various other options available to you as part of the ‘rich text editor’ above the dialogue box. These range from adding smileys or emoticons to your post, to adding website and email links. It is best to experiment yourselves with these options rather than for this guide to go through them exhaustively. You can always click ‘Preview Post’ to see what impact selecting a particular option has had – and the FSF is a very friendly place, so if you do make a post that doesn’t do what you expected, no-one will complain; just ask a moderator to fix it for you!

It’s probably worth describing how to attach a document to your post, however. This is something that people do frequently, and although also straightforward it may be handy to have this as an aide for the first couple of times.

To attach a document of any sort (MS Word, spreadsheet, image etc.) to your post, scroll down past the content dialogue box until you see the following:
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Click the ‘Browse’ button and you will be presented with a standard file upload box showing folders and files on your own computer. Navigate to the location of the file you would like to upload and click ‘open’. You will be returned to the FSF screen, with the file you want to upload listed in the text box next to the ‘Browse’ button.

It’s very important to then click the ‘Upload’ button or the file will not actually upload to the website. Once you’ve done this you should be able to see the attachment listed by clicking the dropdown icon on the right hand side of the ‘Manage Current Attachments’ text box.

And that is all you need to do. Scroll to the bottom of the page and click the ‘Post New Topic’ button and your post is complete and available for all authorised members to view. They can then download this document for their own records.

If you should ever need to change your document it is a very simple procedure to edit this post and upload a revised version of this document.

Replying to a topic/post

This is very similar in almost every way to the procedure above. However, you need to be in a slightly different place to start it, and also to look for different buttons. There are also two different sorts of reply to give which will be described later. 

In order to reply to a topic you obviously need to have an existing topic to reply to. So, first find your way to the topic of interest to you. For example, when describing how to start a new topic above, we began at the forum index page, then selected ‘Foundation Stage Profiles’ in ‘Dedicated reception and year 1 discussions’. 
Once you’re in the ‘Foundation Stage Profiles forum area, you’ll see a long list of topics begun by various people. Select one (just click on the title), and you’ll be taken to the discussion itself. You should see the first post made by the topic starter as a minimum, and possibly replies to that topic.

As mentioned above, you can reply in two different ways. Firstly, you can put a general response to the topic and have your reply become the most recent contribution to the conversation, or secondly you can make a direct reply to one of the posts in the topic:

General response
The more usual kind of reply is to just follow on with your own contribution to the general conversation. This involves clicking a large ‘Add Reply’ button (actually there are two, one at the top right of the screen), and one at the bottom right of the screen:
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The reason for being so specific about the location of these ‘Add Reply’ buttons is that it’s a good idea to avoid the little ‘Reply’ button that is directly underneath each post in the topic. The purpose of this button is described in the next section ‘Direct reply’.

Both of the main reply buttons at top and bottom of screen read ‘Add Reply’. Clicking either of these will bring you to a standard dialogue screen for entering the content of your message (no title required as the title has already been given by the topic starter), attachments and so on, as previously described in ‘Posting a new topic’. Enter the text of your message
As before, click ‘Add Reply’ again after adding your text, and your message will immediately become the latest addition to the conversation. 
Direct reply

This method of answering should only be used if you want to reply directly to one of the other posts in the conversation, and to include a reference to that other post. The way we make a direct reply to another member’s post is to include their post in a little quote box inside your response. Don’t worry, this is done automatically, and just requires you to click the correct ‘Reply’ button.

Find your way to the member’s post. Just underneath the text of their post on the right hand side you’ll see three buttons – ‘edit’, ‘quote’ and ‘reply’ as shown below:
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Select the ‘reply’ button and a new dialogue screen will open up, looking very similar to the screen described  in ‘General Response’ above. The difference will be that all the text of the post to which you are replying will be included inside some ‘quote’ tags.

If you place your cursor underneath this text and add your reply to it you’ll find that when you click the ‘Add Reply’ button at the bottom of the screen, your reply will be posted underneath the original post you’re replying to, and that a link back to the original post will also be included. Clever isn’t it?

Editing a post

Should you ever need to change any of your posts either to add something in, or to alter an error, you can do so easily by finding your way to the post and clicking the ‘edit’ button which appears below it:
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You are offered the choice, with a little pop-up box, of the full edit facilities of the initial dialogue box you created the post with, or a more stripped down edit facility which opens up in the same screen. Most times, you only need to select the ‘quick edit’ option:
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Receiving notification of new posts

Now that you’ve gone to all the trouble of posting your own message, wouldn’t it be useful to know when someone has followed up with another post? Or, if you have found forum areas of particular interest to you, wouldn’t it be useful to know when someone has posted a new topic or ‘conversation starter’?
The system allows this to happen through the features ‘subscribe to this forum’ and ‘track this topic’. This section will describe how to set these features up so that you receive emails notifying you of such new posts.

Tracking topics

Default notification of replies to your posts

The simplest way to set up an email notification is get the system to notify you by default for any topics you begin or reply to. Obviously in this case you will have a special interest in seeing any replies, which might directly be referring to your post. 

To set the default to automatically notify you of replies to any conversation you begin or contribute to, do the following:

· Go to ‘My Controls’ and scroll down the menu on the left hand side until you see ‘Options’. Find and click ‘Email Settings’.

· The final option in a number of settings looks like this:
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· Ensure the box is checked. You can then decide among a number of options for your email notification which should be self-explanatory. The standard is ‘Immediate email notification’, but you may decide to select a daily or weekly ‘digest’ of notifications. Whichever you choose, don’t forget, finally, to click ‘Amend my email settings’.
Finding a topic of interest

You will regularly stumble across interesting topics, but have nothing immediate to contribute yourself. However, you may want to keep abreast of new contributions. In this case you can arrange for email notification of replies to this topic by going to the top right of the page of the topic in question and finding the button ‘Options’:
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Click this and you will find a number of options, of which you want the first, ‘Track this topic’.

Click this and again, you will be offered a choice of immediate, delayed or digest email notification types. Check the radio button against your preferred option and in the future emails will be sent notifying you of any further developments in this particular conversation.

Subscribing to a Forum

It may be that you have a general interest in one or more forums. For example, if you use the e-profile, you might want to be notified of all new topics being posted in the e-profile forum. To accomplish this, find the button ‘Forum Options’ at the top right of the relevant forum page (this is the page that has a listing of all topics created in that particular forum). The button looks like this:
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Click the forum options button and then select the ‘Subscribe to this forum’ option which should be at the bottom of the list of options. Again, you will be offered a number of different email notification types.

It’s worth noting here that subscribing to a forum only informs you once of a new topic being created. You will not receive further emails notifying you of replies to that new topic unless you then choose to ‘track this topic’, as described earlier.

However, you can short-cut this process, as the email notifying you of the initial post has two links – one which just takes you to the topic, and the second of which will automatically add the topic to your list of tracked topics.

Managing your subscriptions

Your list of tracked topics and forum subscriptions will grow over time, and you may find that you are getting more emails than you want. Fortunately, cancelling these is very straightforward. This is managed, again, via your ‘My Controls’ panel.
Find your way to ‘My Controls’ from the forum index page (it’s on the light blue band stretching across the top of all the forum pages). Look down the list of menu headings on the left hand side and you’ll see one marked ‘Subscriptions’:
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Clicking either ‘View Topics’ or ‘View Forums’ will take you to a screen listing all your current subscriptions. From here, you can either delete all or some of the forums and/or topics you have in the past subscribed to. You can also change each one from ‘immediate notification’ to ‘delayed’ or ‘digest’ subscriptions.
And Finally…

The system should be robust and trouble free, but if you do have any problems or queries with either posting, being notified of new topics and posts, or this document, please feel free to contact us at infofsf@foundation-stage.info.

NB - in all notification settings, it is an important prerequisite to ensure your email address is set correctly – otherwise of course you will not receive any email from the system for whatever purpose. Checking your current email address can be done by clicking the following link:


� HYPERLINK "http://www.foundation-stage.info/forums/index.php?act=UserCP&CODE=08" ��http://www.foundation-stage.info/forums/index.php?act=UserCP&CODE=08�


Or alternatively, click ‘My Controls’ after logging into the FSF, then scroll down the menu on the left hand side, find ‘Options’ and then ‘Change email address’. From here you can check and, if necessary, change your email address.
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