
06/18/09 How to use the TOPCC Forums Page 1 

C:\Data\DataFiles\TOPCC\WebSiteDocs\HowToUseForums.doc 

Accessing the Forums 
Go to http://topcc.org and click on the “Forums” button on the menu bar.  Before you can view 
the forums, there are a few things that need to happen. 

1. You need to be registered on the web site. 

2. You need to be approved as a TOPCC member. 

If you have registered and logged in, and you still don’ t see the forums, please email the address 
listed on the Forums page.  We will check your membership and give you permission. 

Forums Home 
This is what the Forums home looks like.  Forums are used for online discussions. 

 

Glossary 

·  Forum – One of the main categories of messages such as “General”  or “Hardware 
Discussion” .  Forums are also known as message boards or bulletin boards. 

·  Post – A post is a single message that someone has entered on a forum.  The post will 
have a “ topic”  or “subject” . 

·  Thread – A thread is a collection of posts under the same topic. 
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New Posts 
If you see any red icons, it means there are posts you haven’ t read yet. 

      
 Forums with new messages Threads with new messages. 

To view new posts in a forum, first click on the forum name (like “Hardware Discussion”), then 
click on the thread name (like “Computer Network Help”). 

Reading and Replying to Posts 
When you click on a thread name, you’ ll see something like this: 

 
To reply to a post, click [Reply].  If you want to reply, but also quote the original message, click 
[Quote] instead.  If you were the one that posted the message, then you can also [Edit] it. 

Other Things You Can Do: 

 

·  Rate This Post – Did you find this post helpful?  If so, rate it! 

·  “You are here”  – Just above the thread, it will show you where you are in the forum 
structure.  You can click on any one of those links to go up one or more levels. 

·  Search – Type something in the Search box and click the icon.  This will search the 
current forum.  (Note: To search all the forums, use the search icon on the main toolbar.) 

·  Previous & Next – Click these buttons to display the previous or next thread. 
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Creating a New Thread 
Pick a forum to post a message in.  Click the [New Thread] button.  (Note:  If you don’ t see the 
button, you need to pick a forum first.) 

 
Enter a descriptive subject.  Don’ t simply type “ I need help.”   Otherwise, no one will know what 
your post is about! 

Type the body of your post in the large box.  It’s just like typing in a word processor.  You can 
make text bold, underlined, different sizes, different colors, etc. by using the buttons on the tool 
bar.  You can even insert smileys!  Hover over a button and a tool tip will tell you what it’s for. 

If your post is a question, please include as much detail as possible. 

 
At the bottom is a “Thread Status”  list.  This is optional.  You can flag your post to be 
Informative, Unresolved, or Resolved.  For example, if you first flag it as Unresolved and 
someone answers your question, you can go back in later and change it to Resolved. 

When you are finished composing your post, click the “Submit”  link at the bottom.  Or, click 
“Cancel”  if you change your mind and don’ t want to post after all. 
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Main Toolbar 
At the top of the Forums module is a toolbar.  If you hover your mouse over a button, it will tell 
you what it’s for. 

 

 

·  Inbox – People can send you a private message by clicking on your name in a post, or 
clicking on your name in the members list.  If there are new messages waiting in your 
Inbox, this icon will flash red.  Click on the icon to view your private messages. 
Note: Your Inbox contains both messages you received AND sent.  To delete a message 
from your Inbox, put a check-mark in the box and click “Delete” . 

·  Member List – This is a list of people that have accessed the Forums.  They may not have 
posted anything, but they have visited at least once.  You can send someone a private 
message by clicking on their name. 

·  My Settings – This is where you can set up things like you Avatar, your signature, and 
your forum subscriptions.  See details below. 

·  My Posts – Click this icon to get a list of everything you posted. 

·  Search – This allows you to search one or more forums. 

·  Forum Home – This button takes you back to the main Forums view. 

My Settings 
Clicking the My Settings icon on 
the toolbar will display the User 
Settings screen. 

Click the plus signs, “+”  to expand 
the User Settings and Tracking / 
Subscription areas. 
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This is what you see when you 
expand all the sections. 

Click the question mark “?”  to get 
help on a setting. 

If you have an MSN, Yahoo, AIM, or 
ICQ account, you can fill in that 
information if you want someone to 
be able to contact you via those 
services. 

 

 

 

The Signature line will get added on 
to every post you make. 

 

If you don’ t want to be listed in the 
Members List, uncheck the “Enable 
Directory Listing”  box. 

 

Avatar:  See the next page on how to 
set your avatar. 

 

Tracking Forum:  If you wish to 
receive emails whenever someone 
makes a post to a forum, put a check-
mark in the box for that forum. 

Click the plus icon to expand a forum 
group.  

Note:  Check-marking a forum group 
box will automatically include all 
forums in that group.  For example, if 
you check-mark “Photo Group” , 
everything under that (General 
Discussion, Contests, and Field Trips) 
will automatically be included. 

 

When you are finished, click “Update”  at the very bottom. 
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Setting Your Avatar 
What is an avatar?  It’s a little picture that is 
displayed below your name in every post you 
make.  The Wikipedia “computing”  
definition is: 

… a computer user’s representation of 
himself / herself or alter ego… 

The first thing you need to do is see what 
avatars are available.  Hover over “Forums” 
on the menu and click on “Forum Avatars” . 

 
We provided you with several hundred avatars to choose from.  They’ve been grouped into 
categories such as “Abstract” , “Animals” , “Animated” , “Cars” , etc.  Scroll through the pictures 
until you find one you like.  Then, make a note of the file name.  For example, the animated 
spider is “Animated-17.gif” . 

Go back to the “Forums”  page and click on the “My Settings”  icon. 

Click the “+”  next to User Settings. 

 
Select your file name in the drop-down list box.  Then, click the “ Add”  link! 

You should see the picture you chose. 

Click the “Update”  link at the bottom to save your 
User Settings. 

If you want to replace the picture, click the red “x”  
to remove it first.  Then, choose another picture from 
the list and click “Add” . 


