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Login Tricks
Bypassing the Login Page

To have WebBoard remember you on future visits, check the "Remember my password" box on the login page. (If you don’t see the checkbox, this feature is unavailable.) As long as you enter the board from the same browser, WebBoard recognizes you, skips the login page, and immediately displays the board’s conference list. 

Logging in as a Different User

You can set up more than one WebBoard account (by registering under more than one username). You may have more than one account to post different types of messages in different conferences. Or you may have multiple accounts to receive mailing lists in different formats. Once you have logged in to one account, the Login Again option lets you move from account to account. You can also use the Login Again option as a quick way to open a new account. 

To log in as a different user after you’ve already logged in, follow these steps: 

1. From the WebBoard menubar, click More. The More Options menu opens. 

2. From the More Options menu, click Login Again. The WebBoard login page appears. 

3. To log into another existing account, enter your login name and password and click Enter. WebBoard logs you into the board as this user. 

4. To create a new account, click New Users. The New User Information form opens. Complete the information on this page, as discussed earlier in this chapter. When you save the information, you are logged into the board as a different user. 

Editing Your User Profile
On a board with registered users, each user has a profile, which contains information WebBoard uses in various ways. The most important way is that it stores your login name and password, which WebBoard uses to give you access to boards requiring authentication. Your profile also includes information WebBoard uses (such as your email address), as well as information other users can view (such as your professional information, hobbies, and other interests). You do not have to include personal information if you don’t want to. 

Your user profile is also a place for setting up your work environment, for example, turning off paging or selecting full topic view. When you first log in as a new user, WebBoard asks you to fill out a New User Information form. This information is part of what makes up your user profile. 

You can edit your user profile at any time, by following these steps: 

1. Click More on the WebBoard menubar. The More Options menu appears. 

2. Click Edit Your Profile from the More Options menu. The User Profile page appears. 

3. Make any changes necessary (see the list below). Do not leave any required field blank. 

4. Click Save to update your profile. WebBoard responds with an Edits Saved message. 

5. Continue with your WebBoard session. 

Most user profiles contain the following information. If the administrator has customized the user profile, you may find other fields or similar, but differently named, fields. The standard fields include: 

Login Name (required) 

This name is your unique key for entering WebBoard. You were either assigned this name or created it when you registered on WebBoard the first time you logged in as a new user. In general, this name is not displayed to other users unless the WebBoard administrator has opted to display login names instead of real names for message postings and chat. 

First Name (required) 

This name is normally your real first name. Of course, you can choose to use a pseudonym or even have more than one account under the same or different names on the same board (you’ll have to log in as a new user to create the second account). 

Last Name (required) 

This name is normally your real last name. As with your first name, you can use a pseudonym or have a second account under a different name. 

Password (required) 

This entry is masked (shown as *s) for security. You can change your password to protect your postings and user information. If you do, you must enter it twice on the form to ensure you typed it correctly. The password is never shown to other users. 

Email Address (required) 

This address is used for WebBoard’s email notification and mailing list features. It is also included with each message you post to make it easy for other board members to respond to you directly and in the Search User list. If the email field is too small to hold your email address, contact your WebBoard administrator. 

Hide Email 

Check No to hide your email address from other users. The board manager and site administrator will still be able to see your email address. Mailing lists and email notification will still work. 

City/Town 

Your city or town can be of interest to other members of this board. It is often fun to see how widely scattered—or how close by—WebBoard participants are. In a corporate setting, the city field can be used to identify your building location or department. 

State/Province 

Your state may be either the two-letter abbreviation or the full name. If you are an international user, put your province or locality in this field. 

Country 

Again, the country where you live can be an opportunity for more discussion on WebBoard. You can use either the two-letter country code or spell out the country name in full. 

Home Page 

The URL you put in this field is displayed when someone looks at your user information. If you do not have a personal home page, you can enter one that you find interesting or useful. 

Hobbies 

This field can hold up to 2,000 characters (about 400 words) describing interesting things about yourself. You can include information about your profession, family, hobbies, or other interests and activities. If this WebBoard focuses on a specific topic area (say, for instance, model trains), you might want to write about that topic and your involvement in it (for example, listing some of the most special trains you own). In a business setting, you may want to use this area to help your colleagues understand your goals, vision, and qualifications. You can include HTML in the description. 

Signature 

This field holds information that is attached to every message you post. Similar to an email signature, you may want to include your name, contact information, a quotation or vision statement, and so forth. Your signature can be up to 2,000 characters and can contain HTML. Remember, however, that other users probably appreciate short signatures that don’t take long to download. 

Accept Pages 

This option lets you determine whether you will receive pages. A yes means that if another user pages you, a message will appear in your browser. You need to dismiss the message to continue with your work or respond to the page. A No prevents pages from interrupting you. You receive broadcast messages sent by the WebBoard administrator or board manager regardless of your Accept Pages setting. 

Use Frames 

This option allows you to turn off frames when viewing WebBoard. The default is Yes, use frames, which means WebBoard displays both the Conferences list and the message window at the same time. If your browser doesn’t support frames or you find frames too slow for your connection, choose No for this option. 

Full Topic View 

This option allows you to switch between viewing messages in full topic view or one-at-a-time view. The default is Yes, full topic view, which means that the message you select and all subsequent messages posted to a topic are displayed in the message window. If you select No, only one message is shown at a time, and you must click a link to show the next message in the topic. We recommend using full topic view. 

Reverse Topic Order 

WebBoard lists topics in chronological order. This option lets you decide whether to start with the most recent or the oldest. A Yes means topics are listed from newest to oldest. Select No to view topics with the oldest first. 

Automatically mark new messages read 

Select Yes to have WebBoard automatically mark messages as read every time you log off or after 30 minutes of inactivity. When messages are marked automatically, the next time you log into WebBoard, all the messages posted since your last visit are marked as new. Select No if you want to mark messages as read yourself. In that case, you must mark messages as read by clicking Mark Read on the menubar and then using the Mark Messages Read page to specify in which conferences you want to mark messages read. If you select No, messages remain marked as New no matter how many times you log off until you use Mark Read to mark them as read manually. The Automatically mark new messages read option is set to No by default. 

Mailing List Format 

This option allows you to choose which format WebBoard uses to send you mailing lists. The three formats are non-digest, messages sent individually when they are posted; digest, messages sent once a day in a single email message that is indexed by message; digest/ZIPped, messages put into digest format and then zipped up to compress the size of the email. Depending on the traffic and your need to respond to the conferences you participate in by email, you can select the best delivery method. For example, if you want to respond to many messages that are posted, you should select the nondigest form. If you simply need a record of messages posted on a board, select the digest/ZIPped format. Selecting a mailing list format does not subscribe you to any WebBoard mailing lists; you complete that task from the More Options menu. Mailing lists are described in more detail in Chapter 14. We recommend you read that chapter before changing the mailing list format. 

Optional fields 

You may see other fields that were added by the WebBoard administrator. If you have questions about these fields, email the board manager. 

Understanding Conferences and Messages
Types of Conferences and Messages

Any board on a WebBoard site can have four different types of conferences: 

· Public conferences let anyone read and post messages. 

· Moderated conferences have one or more persons exercising editorial control. Anyone can post, but the messages may be reviewed before being posted. A moderated conference helps keep discussions focused. 

· Private conferences are limited to specific users who are authorized to read and post messages. Private conferences allow you to discuss confidential or nondisclosure topics, such as new products being developed. Private conferences appear in the Conferences list only for authorized users. 

· Read-only conferences distribute official information to WebBoard users, such as company policies or product announcements and updates. You can read, but you can’t post messages to a read-only conference. 

These conference types can also be mixed. For example, an administrator might create a private, read-only conference for a company’s accounting group to post financial data for executive managers. Or, a private conference might also have a moderator to move the discussion along. 

WebBoard conferences can have two different types of messages: 

· Topic messages start a new thread of a discussion within the overall subject of the conference. You can start a new topic at any time, and you should start a new topic if your message is not a direct response to a previously posted message. 

· Reply messages respond to an existing topic or reply and keep the current discussion thread going. Replies are always indented under the message being replied to in the Conferences list.

Listing Conference Messages

Conferences are the organizing principle for the board. Topic and response messages provide the content for conferences. A conference is created by a WebBoard administrator or manager, but the real discussion begins when someone posts a topic to it. Other users can respond to the topic by posting response messages at any time. All messages in a topic may have the same name as the original topic or a different name; however, response messages are indented under the topic message—-a visual clue to show the relationships. 

WebBoard’s ability to let you browse by conference or topic means you can either follow a subject exhaustively or pick and choose just the messages you want. The conferences list shows all the conferences on this board. The list also includes information about the messages in a conference, for example, who posted them or whether they’re new since you last logged in. An expansion box (+ icon) to the left of a conference name indicates that the conference has topics and messages. 

To view a list of the messages in a conference, follow these steps: 

1. Click the Conferences link at the top of the conferences list to make sure you are viewing the complete list of conferences. The numbers in parentheses to the right of the conference name tell the total number of messages, how many new messages, and how many messages to your attention are in it. Conferences with new messages have a NEW icon to the right of the conference name. Conferences with messages to your attention have an exclamation point (!) to the right of the conference name. 

2. To see the topics in a conference, click the conference name or the expansion box. You can expand one conference at a time. When you expand another conference, the previous topic list collapses. Or, you can close the conference list by clicking the expansion box again. Note that: 

Topic messages with replies have a plus symbol to the left. They also show a date to the right of the message subject, which is the date the topic message was posted. The numbers in parentheses to the right indicate the total number of messages (topic message plus responses), the number of new response messages, and the number of messages to your attention. Topics with new response messages have a NEW icon to their right. An exclamation point (!) to the right indicates that among the topic and response messages is at least one message posted to your attention. 

Topic messages that do not have replies have the name of the author in parentheses to the right of the message subject, followed by the date the message was posted. Italics indicate it is a new topic message; an exclamation point indicates the message was posted to your attention. 

Use the arrows and hyperlinks in the list to quickly navigate through large conferences with many topics. Clicking the down arrow to the left of the conference name lets you see groups of topics incrementally. At the end of the group of topics, you can click Next or Bottom to bring you to the next set of messages or to the end. Previous and Top links appear at the end of the list so you can return up through the topics or back to the top of the conference. 

3. To see the responses to a topic message, click the expansion box to the left of the topic subject. Note that: 

To the right of each message you now see the name of the user who posted the message in parentheses followed by the date the message was posted. 

Messages in italics are new. 

An exclamation point to the right of the message indicates that it was posted to your attention. 

A small paperclip icon next to the message indicates that it has a file attachment. (You choose whether to download an attached file when reading the message.) 

4. To open a message, click the message. It appears in the message window. 

Changing the Order of Topics

When you log in to WebBoard and view topics within a conference, you’ll notice that the topics are ordered from newest to oldest. You change the order of topics by editing your user profile: 

1. Select More from the WebBoard menubar. The More Options menu appears. 

2. Click Edit Your Profile from the More Options menu. The User Profile form appears. 

3. Scroll down the page until you see the Reverse Topic Order selection. To change the topic order and display oldest topics first, select No. 

4. Click Save to update your profile. WebBoard responds with an Edits Saved message.

The next time you expand a conference or refresh the conference list, the messages are in the new order. The same order applies to the New Messages list and Attention messages list as well. Note that guest users cannot change the topic order.

Viewing the Conference Profiles

Each conference has a profile, which includes a brief description, who created it, when it was created, the number of messages, and so on. To view a conference profile, follow these steps: 

1. Click the Conference Profiles link from the More Options menu. A page appears listing each of the conferences on this board with the conference mailing list email address (if one), the conference newsgroup name (if one), and a brief description of the conference. 

2. To see the full profile, click the conference’s name.

The profile gives the following information: 

Conference name and description 

The profile starts with the name of the conference and the description written by the WebBoard administrator or board manager. The description may include HTML (even other links!) and images to give you a better idea of this conference’s purpose. 

Creation date 

The day and date when the conference was started let you know how long this discussion has been underway. 

Creator 

The person who set up this conference is shown with a link to that person’s user profile. 

Number of messages 

The total number of messages posted since the conference started gives you an idea of how busy it is. 

Number of new messages 

This number tells you how many unread messages you have in this conference. The number is based on messages posted since you last visited the board or you last marked messages read manually. 

Private 

A private conference has a restricted group of members. If you are not on the list of users allowed to participate in that conference, you will be denied access when you click the conference link. 

Read only 

A read-only conference doesn’t allow anyone to post messages except authorized moderators (including the WebBoard administrator and board manager). A read-only conference is an excellent vehicle for moderators to disseminate information to other users on the board. 

Moderated 

A moderated conference means that one or more users has been given moderator privileges for this conference. A moderator may be fairly invisible and act as one of the regular posters, or a moderator may be quite visible, even verifying messages before allowing them to be posted. A moderator has some control over the content and users participating in the conference. If you have questions about a moderated conference, post a query to the conference, and the moderator will let you know the extent of his or her work on the board. 

Refreshing the Conferences List

In general, WebBoard refreshes the conference list when new messages are posted, but you may want to manually refresh the list on occasion. To refresh, click Refresh on the menubar. 

Reading Messages
Reading a Specific Message

When you click a message on the Conferences list, the message appears in the message window (the right frame unless you are using no-frames mode). By default, all subsequent messages in the topic are also displayed so you can read the responses to the message you opened. This is called full topic view. You can change to viewing one message at a time by editing your user profile. 

Follow these steps to read specific messages: 

1. From the Conferences list, select the conference you want to view and click its name or the expansion box (+ icon). 

2. Locate the topic you want to read and do one of the following: 

Click the topic subject to display the topic message and responses in the message window. (If you have turned off Full topic view in your user profile, only the first message appears in the window.) 

Click the topic expansion box to view a list of messages. Find the response message you want and click it to display that message and subsequent responses in the message window. 

3. Read the message, scrolling if necessary. After reading the message, you may do any of the following: 

To read the next message in a topic, scroll down or click the Next link at the top of the message window. If Next does not appear as a link, you are reading the last message in the topic. 

To read the previous message, click the Previous link at the top of the message window. If Previous does not appear as a link, you are reading the first message in the topic. 

To open the topic message and all responses so that you can scroll through them in order, click Entire Topic. To read another message from the expanded topic list, click the message in the conferences list. 

Displaying New Messages

New messages are messages posted to a board since you last visited or since you manually marked all messages as read. 

WebBoard has two ways you can get to new messages instantly. You can also view a list of messages posted today. 

New Messages Link: Conferences List 

At the top of the Conferences list are three links: All Messages, New, and Attn. Clicking these links switches between the full conference list, a list of conferences with new messages, and a list of conferences with messages posted to your attention. When you click New, the list of conferences with new messages appears over a changed background that indicates these are new messages. To see the new messages, expand any conference listed. An exclamation point to the right of the message indicates that it was posted to your attention. To read a message, click its name and it appears in the message window. 

New Messages Link: Welcome Page 

When you log in to WebBoard, the Welcome page in the right frame may include a link indicating how many new messages you have. Click the link, and a list of conferences with new messages appears in the Conferences list frame (to the left). The background of the list changes to indicate these are new messages. Expanding any conference listed displays only the new messages in that conference. An exclamation point to the right of the message indicates that it was posted to your attention. To read a message, click its name, and it appears in the message window. 

Displaying Today's Messages

Clicking the Today’s Messages link on the More Options menu gives you a quick listing of all messages posted that day. When you click this link, the Today’s Messages list shows messages by the conference, subject, and time posted, with the oldest listed first in each conference. Each subject is a link to the actual message, which appears in the message window when you click it. 

Displaying Messages Addressed to Your Attention

When posting a message, users often have the option of asking WebBoard to alert certain users to the message. To help you identify these messages, conferences that have messages to your attention are marked with an exclamation point icon to the right of the conference name. 

But you don’t need to search through the conferences list. At the top of the Conferences list are three links: All Messages, New, and Attn. Clicking these links switches between the full conference list, a list of conferences with new messages, and a list of conferences with messages posted to your attention. 

When you click Attn, the list of conferences with messages posted to your attention appears and the frame background changes to indicate that you are viewing only messages posted to your attention. Expanding any conference listed displays only those messages. To read a message, click its name and it appears in the message window. To see only new messages posted to your attention, use the New link, as explained in the previous section. 

You can always identify messages posted to your attention by the exclamation point to the right of the message in the conference tree. Even after you read a message, the symbol remains. 

Marking Messages as Read

You have a choice of letting WebBoard automatically mark messages as read or marking them yourself. 

To mark messages as read manually, follow these steps: 

1. Click Mark Read on the menubar to open the Mark Messages Read page. 

2. To mark all messages read in a single conference, click a conference. To mark all messages read in all conferences, click "Mark All Conferences Read." WebBoard immediately marks the messages as read and refreshes the conferences list.

To have WebBoard mark messages automatically, follow these steps: 

1. Click More on the menubar and then click Edit Your Profile on the More Options menu. 

2. On your User Profile, scroll down to the Automatically mark messages as read checkbox and check it. Click Save to save changes. 

All messages will be marked as read the next time you click Logoff on the menubar or are inactive on the board for 30 minutes.

Searching Messages
Finding Messages Containing a Word or Phrase

WebBoard lets you search messages for words and phrases or by author’s name or email address. You can choose which conferences to search. You can also limit the search to a specific date range. WebBoard also gives you several options for how to sort messages that match your search request, including by author or by listing messages judged to most strongly match your request first. Messages are identified by conference, topic title, and date. If you choose, the author’s real name and the first 40 characters of the message body appear as well. Each entry in the list is a hyperlink, so you can click on any found message and view it. 

To search for words within topics and/or message bodies, follow these steps: 

1. Click Search on the WebBoard menubar. 

2. In the Key Word Search area, enter the words you want to search for in the Search for textbox as follows: 

word searches for the whole word. You can enter a phrase by enclosing it in parentheses. For example, work matches work; it will not find workbook. 

word* searches for words that contain word. For example, work* matches work and workbook. 

3. Choose a Match option: 

Select All if you want to see messages that contain all the words you entered in the Search for field. 

Select Any if you want to see messages that contain one or more of the words you entered in the Search for field. 

4. To limit the search to specific conferences, select the conferences to search in the Conferences list: 

To search more than one conference, press the CTRL key as you click additional conference names. 

To search all conferences, make no selection. 

5. In the Date fields, enter the beginning date in the From: field and the ending date in the To: field. The date must be entered in the following format: 

Day  Month  Year 

where the Month is the three-letter abbreviation; for example: 

21 Jun 1999   or   1 Feb 2000 

6. Specify how to organize results by making a selection on the Sort order drop-down list. Choose one of the following: 

Date lists messages with newest first. 

Confidence lists messages that WebBoard judges to most closely match your request. 

Topic lists messages alphabetically by topic title. 

Author groups messages by the user who posted them. Users are identified by real name or login name. 

Conference groups messages from the same conference together. The conferences are listed in the order in which they appear on the board. Messages are ordered by date within their conference. 

7. In the Results Format field, select how much detail to show in the list of matches: 

Standard results show the conference the message is in, the topic title, and the date the message was posted. 

Detailed shows the following additional information: the author’s name and the first 40 characters of the message. 

8. Click Search. The Message search results page appears. Results are shown 25 at a time. Click the Next button to see the next page of messages. 

9. To view a listed message, click the topic title link. 

10. Click Search Messages or your browser’s Back button to return to the Message Search form.

Finding Messages Posted by a Specific User or Email Address

WebBoard stores the name and email address of the message’s author along with the message, so you can look for messages by either one. To search for messages by author’s name or email address, follow these steps. 

1. Click Search on the WebBoard menubar. 

2. In the Key Word Search area, enter the name or email address you want to search for in the textbox as follows: 

word searches for the whole word. Enter the name or email address of the message author whose messages you want to find. 

word* searches for words that contain word. For example, *.edu finds all messages posted by someone from an educational institution. 

3. Complete the search form as described in the previous section, “Finding Messages Containing a Word or Phrase.” 

4. Select Author for the sort order. 

5. Click Search. The Message search results page appears. Results are shown 25 at a time. Click the Next button to see the next page of messages. 

6. To view a listed message, click the topic title link. 

7. Click Search Messages or your browser’s Back button to return to the Message Search form.

Finding Messages Within a Given Date Range

WebBoard lets you search for all messages posted on a single date or a range of dates. To search for messages by date, follow these steps: 

1. Click Search on the WebBoard menubar. 

2. Click the Date Range Search link at the top of the page. WebBoard jumps to the Date Range Search area 

3. In the Date fields, enter the beginning date in the From: field and the ending date in the To: field. The date must be entered in the following format: 

Day  Month  Year 

where the Month is the three-letter abbreviation; for example: 

21 Jun 1999   or   1 Feb 2000 

4. To limit the search to specific conferences, select the conferences to search in the Conferences list: 

To search more than one conference, press the CTRL key as you click additional conference names. 

To search all conferences, make no selection. 

5. Specify how to organize results by making a selection on the Sort order drop-down list. Choose one of the following: 

Date lists messages with newest first. 

Topic lists messages alphabetically by topic title. 

Author groups messages by the user who posted them. Users are identified by real name or login name. 

Conference groups messages from the same conference together. The conferences are listed in the order in which they appear on the board. Messages are ordered by date within their conference. 

6. In the Results Format field, select how much detail to show in the list of matches: 

Standard results show the conference the message is in, the topic title, and the date the message was posted. 

Detailed shows the following additional information: the author’s name and the first 40 characters of the message. 

7. Click Search. The Message search results form appears. Results are shown 25 at a time. Click the Next button to see the next page of messages. 

8. To view a listed message, click the topic title link. 

9. Click Search Messages or your browser’s Back button to return to the Search Messages form

Participating Through a Browser
Posting a Topic Message

When you post to a conference, you are starting a new topic. If you have something to contribute to the general theme of a conference, but it doesn’t relate to an existing topic, you can start a new topic. 

To post a new topic, follow these steps: 

1. Select a conference by clicking the conference name or expansion box (+ to the left of the conference name). 

2. Choose from one of these two ways to display the Post form: 

· From the WebBoard menubar, click Post. 

· From an open message, click Post on the message menu. 

3. Enter the new topic name in the Topic field. Keep the topic name short. 

4. Choose any of the following options by checking the appropriate boxes in the menu at the top of the message posting form. 

Convert line breaks to HTML breaks to automatically turn line breaks into carriage returns or blank lines. If you deselect this option, all lines in your message are run together. 

Preformatted text (No HTML) to turn off HTML features. This setting is helpful when you are inserting text from another source. 

Anonymous to post anonymously. Your name is not attached to the posting. 

Preview message to review your message before you post it. For details, see “Previewing your message” below. 

Preview/Spell check to review and spell check your message: this is a default setting. For details, see “Spell checking your message” below. 

Attach File to attach a file to your message. For details, see “Attaching files to your message,” below. 

5. In some cases, you see an Attn: field that you can use to alert specific users to your post. Click to select a name; hold down CTRL while clicking to select more than one. For details on how this feature works, see “Alerting a user with Attention Messaging” below. 

6. Type in your message. Note that: 

You can include HTML tags for formatting. (Because browsers interpret HTML tags, you must use the normal escape characters for angle brackets if you want HTML tags to appear as text—or substitute square brackets for angle brackets as a shortcut.) 

On most boards, you can include links to other web pages and images. Note that any links you include must have the full URL, such as http://www.myserver.com/linked.html. Some boards may not allow active links in messages. If you have a question about this feature, contact the WebBoard administrator. 

7. When you complete your message, click Post. Depending on which options you have selected, WebBoard either posts your message immediately or allows you to preview it (with or without spell checking). Previewing and spell checking are discussed in the following sections.

Previewing Your Message

You can preview messages before you post them to ensure that they say what you really intended. Message preview comes in two flavors: without spell checking and with spell checking. Previewing without spell checking allows you to read your message once more before posting it, while previewing with spell checking allows you to catch and correct misspelled words as well. 

To preview your message without spell checking, follow these steps: 

1. Check Preview on the Post message form. 

2. Enter the topic name and your message, and click Post. WebBoard displays your message exactly as it will appear to other users on WebBoard. 

3. If you are dissatisfied with your message and want to change it, click Back on your browser. You can also right-click your mouse, and click Back to get to the previous frame. Note that your browser must have a sufficient value set for memory cache for this feature to work. 

4. Once you are satisfied with the appearance of your message, click Post. Your message is immediately posted to the conference, and WebBoard displays it in the Message window. 

Spell Checking Your Message

You can spell check any message you post on WebBoard by using WebBoard’s built-in dictionary. To spell check your message, follow these steps: 

1. Check Preview/Spell check on the Post message form. 

2. Enter your message and click Post. The Message Preview window opens. Your message is spell checked, with occurrences of misspelled words flagged as hypertext links. 

3. Click each flagged misspelled word to see WebBoard’s suggestions for corrections. You can either select a word from the list or enter a new one in the textbox. 

4. Click Done to return to the message preview. The corrected word is shown in the message. Repeat Steps 4 and 5 if necessary. 

5. If you are dissatisfied with your message after correcting the spelling errors and want to change it, click Back on your browser to redisplay the original Message form. 

6. Once you are satisfied with your message, click Post. Your message is posted to the conference.

Attaching Files to Your Message

Attaching files to your WebBoard messages is a handy way to give users ready access to information that doesn’t fit well in a text message. Your browser must support file attachments (Netscape Navigator 2.0 or higher; Microsoft Internet Explorer 3.0 with plug-in, or Internet Explorer 4.0 or higher) for uploading files. Almost any browser can download file attachments. Additionally, those who want to open the files must have the same or similar applications to open them. 

To attach a file to your message, follow these steps: 

1. Check Attach file on the Post message form. 

2. Type in your message and click Post. If you selected Preview/Spell check or Preview, complete the preview and click Post. The Attach a File form opens. 

3. Click the appropriate Category radio button for the file you want to attach. The category you select causes WebBoard to display the corresponding icon next to the file-attachment link in your posting, which gives other users a quick idea of the file type. The categories are as follows: 

Application if this is an application. 

Audio if this is a sound file. 

Document if this is a text file. 

Image if this is a graphics file. 

Multimedia if this is a multimedia file. 

Unknown if you do not know what type of file you are uploading. 

4. Enter the name and path to the file in the File to upload field; 

– OR – 

Click Browse to select the attachment you want to upload from your computer. A File Upload dialog opens. Navigate through your folders to select the attachment. Click Open to continue or click Cancel to return to the file attachment form. If there is no Browse button, your browser doesn’t support file attachments. 

5. Enter the description of the file attachment in the File description field. 

6. If you want to attach more files, click Yes for Upload another. 

7. Click Upload Now to attach the file to your message. Depending on the size of the file and speed of your connection, this process may take a few minutes. Your message is immediately posted to the conference. The attachment appears as a hyperlink at the end of the message. An icon indicating the file type and the size of the file in kilobytes follows the filename. 

8. If you clicked “Upload another,” the Attach a File form appears again. Repeat Steps 3-7 for each file attachment you want to upload.

Alerting a User to Your Message

The Attn: field tells WebBoard to notify specific users of your message. When those users next log in, the message is flagged as being posted to their attention. Before you can use this feature, you must add names to your address book, as described in Keeping an Address Book. 

To post a message to a user’s attention, follow these steps: 

1. On the Post message form, select the names you want from the Attn: list box as follows: 

Click a name to select it. 

Hold down CTRL and click to select multiple names. To deselect one of multiple names, hold down CTRL and click the name again. 

To select all names in the list box, click the first name on the list and hold down Shift as you click the last name. 

2. Complete your message in the normal way and click Post. The message is posted publicly to the conference with the Attn: field showing the names you selected from the list box. Users whose names you selected see the Attn: icon (!) next to the message.

Posting a Reply

You can post a reply to any message within a topic. For example, if a topic has 10 messages, you can reply to the first message or to the tenth message. Whenever you reply to a message, your new message is indented under that message in the Conferences list to show other readers the thread of the conversation. Replies are displayed chronologically within each topic. 

You can alert specific users to your message by addressing it to their attention. You can also reply to a posting privately, by sending an email message to the original message poster. 

Replying Publicly

To reply publicly to the message you are currently reading, use one of the following options: 

· Select Reply from the menu at the top of the message you want to respond to. 

· Select Reply/Quote from the menu to include text from the original message.

WebBoard displays a message-creation form for you to complete. The form is the same as the one for posting a new topic except the topic from the current message is displayed. You can use this topic or change it. Otherwise the form works the same as described in “Posting a Topic Message” above. Please refer to that section for details. 

Replying with an Attention Message

Sometimes you may want to give a public reply to a post but need to be sure a certain user reads it. Before you can use this feature, you must have names in your address book. See Keeping an Address Book. 

To post to another user’s attention: 

1. Select Reply or Reply/Quote from the menu at the top of the message you want to respond to. WebBoard displays a message-creation form for you to complete. The form is the same as the one for posting a new topic except the topic from the current message is displayed. You can use this topic or change it. 

2. In the Attn: field, select the users you want to alert to the message from the list box as follows: 

Click a name to select it. 

Hold down CTRL and click to select multiple names. To deselect a name, hold down CTRL and click the name again. 

To select all names in the list box, click the first name on the list and hold down Shift as you click the last name. 

3. Complete the message as described in “Posting a Topic Message” above. The message is posted publicly to the conference with the Attn: field showing the names you selected from the list box. Users whose names you selected see the Attn: icon (!) next to the message.

Replying Privately

Rather than post a reply to the whole conference, you may prefer to send a reply only to the individual who posted the message. WebBoard lets you reply privately to the message author by email. If a message was posted anonymously or the author has checked Hide my email address on his or her user profile, you can’t send a private response. 

To reply privately to the author of the message you are currently reading, use one of the following options: 

· Select Email Reply from the menu at the top of the message you want to reply to. 

· Click the poster’s email address link in the From field of the message. 

WebBoard starts the email program associated with your browser with the recipient’s email address included (but not the topic or any text from the message posting). You must enter a subject and your response. You may also want to cut and paste the WebBoard posting to provide context for the recipient. 

Editing Your Message

You can edit messages you have posted. For example, if you want to add or remove information from a message, do so by editing it. Or, if you want to change the topic for a message, editing it is the way to do it. Note that if you posted a message to a board that does not require authentication (that is, you did not have to give a username and password to log in), the editing feature is unavailable. 

To edit your message, follow these steps: 

1. From the Conferences list, locate the message you want to edit. Click its name to display it in the Message menu. Click Edit from the message menu. An Edit Message form opens. 

2. Make the desired changes to the topic, Attn: field, or text. 

3. Choose any of the following options by checking the appropriate box(es) in the menu at the top of the message-posting form. 

4. When you complete your edits, click Post. Depending on which options you have selected, WebBoard either posts your message immediately or allows you to preview it (with or without spell checking) and/or attach a file. Previewing and spell checking are discussed earlier in this chapter. If this conference is moderated, the message is not posted until the moderator verifies it.

Deleting Your Message

Once you have posted a message, you can delete it from the conference. If you posted a message to a board that does not require authentication (that is, you did not have to give a username and password to log in), the delete feature is unavailable. If you want to delete a message you posted, contact the WebBoard administrator. 

To delete a message, follow these steps: 

1. From the Conferences list, locate the message you want to delete and click its name. 

2. Click Delete from the message menu. WebBoard displays a message asking if you are sure you want to delete the message. Once deleted, a message cannot be retrieved. 

3. Click Yes if you want to delete this message. Your message is immediately deleted from the conference. 

4. Click No if you want to keep this message in the conference.

Setting Up Email Notification

If you like, WebBoard will notify you by email when new messages are posted in specific conferences. The message is sent once a day when new messages are present. The time the email is sent is determined by the WebBoard administrator. You set up email notification on a per-conference basis (by default it is off). 

To receive email notification, follow these steps: 

1. Click More on the WebBoard menubar. The More Options menu opens. 

2. Click Email Notify. The Email Notification Status form opens. The list displays all the conferences on the current board. 

3. To receive email notification when new messages are posted to one of these conferences, check the box next to the name of that conference. 

4. Click Save when you complete your selection(s). 

5. To return to the More Options menu, click More Options.

Participating Through Email
Why Participate by Email?

The benefits of email participation are numerous. Here are just a few: 

· You don’t have to remember to visit the WebBoard site. Busy people often find it hard to check WebBoard for new messages. By receiving all messages in email, you don’t have to worry. You automatically know what is happening. 

· You can save on connect time. If you are working remotely from a home office or while traveling, you can pick up WebBoard messages when you pick up your other email. You can craft your replies offline and have them posted when you send your email. 

· You can immediately know when messages are posted to important conferences. Since mailing lists are on a per-conference basis, you can subscribe to the conferences that most affect you. Then you receive messages as they are posted and don’t have to constantly check the board for new ones. You may still decide to go to the board to read and reply, but you know there is something waiting for you. 

· Unlike with regular email, you don’t have to keep all messages on your local system (although you can). Instead, to refer back to a previous email, use your browser to go to the board with the conference and review the messages there (neatly organized and easily searched).

Selecting a Mailing List Format

You can receive WebBoard messages by email in one of three formats: 

Non-digest 

This format sends individual messages as they are posted. This format is best if you want to participate in conferences on a real-time basis by reading and responding to messages as they are posted. 

Digest 

This format saves all the messages from a conference for a day and sends them in a single email message. The digest email starts with an index list of all messages in the email so you can get a quick overview of what happened. This format is best if you want to primarily read the discussion and only respond occasionally. 

Digest/ZIPped 

This format creates a digest and then compresses it into a standard ZIP file, which is sent once a day as a file attachment. You must be using a mail program that handles attachments and have an unZIP program (such as WinZip) to open the file. This format is useful if the conferences have high volume and you want to get the messages as compactly as possible. This format is also useful if you simply want to archive conference postings. 

The format you select for the mailing list is set in your user profile and is applied across all conferences. If you want or need a different format for different conferences, you should set up multiple user accounts (see “What if you want more than one mailing list format?” below). After selecting a format, you must subscribe to mailing lists before you will receive any postings by email. 

To verify or change your mailing list format, you edit your user profile. To do so, follow these steps: 

1. Click More on the WebBoard menubar. The More Options menu appears. 

2. Click Edit Your Profile from the menu. The User Profile page appears. 

3. Scroll to the end of this page and select your preferred mailing list format by clicking the radio button next to it. 

4. Click Save to update your profile. WebBoard responds with an Edits Saved message.

Subscribing to Conference Mailing Lists

24 Hour Summary

Note that some conferences may not have mailing lists; setting up mailing lists is the choice of the WebBoard administrator, board manager, or conference moderator. If a conference does not have a mailing list, and you would like to receive email for that conference, contact the WebBoard administrator. 

To subscribe to one or more conference mailing lists, follow these steps: 

1. Click More on the WebBoard menubar. The More Options menu appears. 

2. Click Mailing Lists from the menu. The Mailing Lists page appears. 

3. Check the box following the conference name to subscribe to its mailing list. Repeat for each conference you want to subscribe to. The name of the mailing list is in parentheses following the Conference name. 

4. To unsubscribe from a mailing list, uncheck the box. 

5. Click Save to complete the subscription process. WebBoard responds with a changes have been saved message. You will now start receiving email from the conferences you selected.

What If You Want More Than One Mailing List Format?

Let’s say you want to participate by email in multiple conferences on one or more boards, but receiving the email for all these conferences in the same format is just not practical. 

You can receive WebBoard mailing lists in multiple formats by creating multiple accounts on the same site and selecting different mailing list formats in each account’s user profile. Each account can have the same real name, but they must have different login names. Each account can also have the same email address, so you receive all messages at the same place, just in different formats. The trick is to subscribe to conference mailing lists as the user with the desired mailing list format. 

Here’s a quick scenario: Sheila Reynolds wants to receive email from three conferences in non-digest format, while for two others she wants it in digest format. She has one account using the real name Sheila Reynolds and the login name buffy. The mailing list format for this account is non-digest, as set in her user profile. When logged in using the buffy login name, she subscribes to the three conferences that require non-digest-mode mailing lists. 

Next, she creates a new account by using the Login Again feature (from the More Options menu) and logging in as a new user. The new account also has the real name Sheila Reynolds, but the login name is synchron. In the user profile for this account, she selects Digest for the mailing list format. Finally, she subscribes to the two conferences she wants to receive in digest format. Now she will receive email from all five conferences, but in different formats. She can also post to conferences logged in as either user; since her real name is the same, the distinction is transparent (except on a board that uses login names instead of real names). 

WebBoard does not limit how many accounts you can have or how many accounts can have the same real name. Each account must have a unique login name, but you can change any of the other settings. If the board is closed or the conference private, you need to contact the WebBoard administrator to set up the second account. 

Reading Messages

Once you subscribe to a mailing list, you will start receiving messages posted to the conference for that list by email. In non-digest format, the messages start arriving within seconds after being posted to the board. With digest or digest/ZIPped format, you will receive an email once a day containing all messages posted in the last 24 hours. The WebBoard administrator sets the time at which digests are sent out. You read these messages just as you would any other email. 

Non-digest and digest messages appear in your inbox generally from the conference listmanager for the mailing list at the WebBoard site, which includes the domain name of the WebBoard server. For example, that name may be something like “Agendas Listmanager” <listmanager@www.conferences.com> or “Updates Listmanager” <listmanager@webboard.oreilly.com>. The list name, Agendas and Updates in the previous examples, is not always the same as the conference name. The list name appears in the conference profile. 

A non-digest message includes the address information and the message body, as shown in Figure 14-10. On the other hand, a digest message begins with a list of the messages by topic and poster, followed by the individual messages or an attached ZIP file containing the messages. 

Messages posted to the attention of specific users by the message author have an Attn: line as the first line of the message. Login names identify the users who are being alerted to the message. 

Posting a Reply Message

Replying to a WebBoard message is the same as replying to any other email you receive. Depending on the format in which you receive WebBoard email, the procedures differ slightly, as described below. 

Non-digest format 

Reply to the message using your email program’s normal methods. For example, if you use Eudora, click Reply or select Reply from the Message menu. 

Digest format 

Reply to individual messages in the digest by clicking the Reply To link at the end of the message. This link is a mailto link that lets you send a reply to WebBoard for that message. Do not reply to the digest itself since that email can’t be posted to the conference. 

Digest/ZIPped format 

The ZIPped file contains a text version of all messages posted to the conference. The only way to respond to these messages is to cut and paste the correct Reply-To address into your mail program and craft a reply. If you want the archiving convenience of ZIPped files and the ability to respond to messages easily, we recommend you set up two accounts with two different formats. 

WebBoard knows which message you are responding to by the conference name and message number assigned to it. For example, the Reply-To field of the message says: 

Reply-To: "homework" <bio100hmwrk.2979@bot.srcc.com> 

The Homework conference uses bio100hmwrk as its mailing list name, and WebBoard assigned 2979 to the current message. The domain name completes the routing back to the correct WebBoard site. 

Once you send the reply, the message is posted to the appropriate conference as a response (that is, it is indented under the message to which you were responding). Each message posted to WebBoard from a mailing list is identified by a postage icon in the top-right corner. 

Posting a Topic Message

You can also post new topic messages to a WebBoard conference through email. You may be reading a message and decide that you want to provide more information to the conference, but that information doesn’t directly respond to the current message. There are several ways to post a new topic, but the concept is the same. 

The preceding section noted that the Reply-To field of a WebBoard message contained a number. The number identifies a specific message. By replying to a message without including the number, you post a new topic. For example, to start a new topic in the Bio100 Homework conference, the address in your email would be: 

bio100hmwrk@bot.srcc.com 

The subject of your email message becomes the new topic in the conference list. 

If you are using non-digest format, and your email program supports hyperlinks, starting a new topic is easy. Simply click the link in the email’s footer for starting a new topic. You can also start a new topic by sending a message to the conference mailing list address (see “Finding the Email Address for a Conference” below). 

Alerting a User to Your Message

Even though you don’t have access to your WebBoard address book when you participate by email, you can still ask WebBoard to alert users to your message. To alert users to your message, follow these steps: 

1. Create a reply message or a topic message as described in the two previous sections. 

2. On the first line of your message, type Attn: followed by a comma-separated list of login names. For example, type Attn: Romeo, mustang, booknerd, star. 

3. Start a new line and type in your message.

If you accidentally misspell a login name or enter the name of a user who is no longer on the board, WebBoard sends you a message indicating which login names were invalid. To find out a user’s login name on a board that does not show login names, ask the user or the board manager. 

Finding the Email Address for a Conference

You can find the email address for a conference both on mail you receive after signing up for the mailing list and on the board itself. The email address is on the bottom of the email message. There are links to reply to the message, which posts a response message, and to start a new topic, which uses the Subject line of your email to post a new topic message. 

To find the email address for a conference for which you have no email, follow these steps: 

1. Log on to the board the conference is on. 

2. Click More on the menubar and then Conference Profiles on the More Options menu. 

3. The conference mailing list address appears in the email column.

What am I Missing?

The following WebBoard features are not available through email: 

· Editing messages or viewing changes to posted messages 

· Deleting messages 

· Seeing that a new conference has been created 

· Sending or receiving file attachments 

· Subscribing or unsubscribing to conference mailing lists 

· Searching user databases 

· Searching message databases 

· Creating a new user account 

· Editing your user profile 

· Editing or viewing your address book 

· Paging 

Searching for Users
Tailoring Your Search for One or More Users

With this method of searching, you type in all or part of the word you want to match and then indicate if it is a user’s first or last name or email address, a city or town, state or province, country, or the URL for a home page. 

To tailor your search for one or more users: 

1. Click Search on the WebBoard menubar. The Message Search page opens. 

2. Click Search Users at the top of the page. The Search Users form opens. You can also click Search Users on the More Options menu to open the Search Users form. 

3. Click the appropriate radio button to indicate whether to search by first or last name or email address, a city or town, state or province, country, or the URL for a home page. 

4. Enter the letters to search for. For example, you haven’t noticed any postings recently by Sarah Chien, but don’t know if the correct spelling is Chen or Chien. Select the Last Name option and enter Ch in the Search textbox. Alternatively, you could select First Name and enter Sarah. 

5. Click Search. A list displays all the users who match the search string. 

Listing All Users

You can view a list of all users on the board and choose how to sort it. Sorting choices are the same as searching choices—user’s first or last name or email address, a city or town, state or province, country, or the URL for a home page. 

To list all users: 

1. Click More on the WebBoard menubar. The More Options menu opens. 

2. Click Search Users. The Search Users form opens. 

3. Click a radio button to indicate how to sort the list. Don’t put any letters in the search textbox. For example, select City/Town to have users grouped by the city/town entry on their user profiles. 

4. Click Search. WebBoard lists all the users on the board, sorted by user’s first or last name or email address, a city or town, state or province, country, or the URL for a home page. Each group is arranged alphabetically.

Searching by the First Letter of the Last Name

A hyperlink alphabet provides a shortcut for searching for users by last name. To use the shortcut search, follow these steps: 

1. Click More on the WebBoard menubar. The More Options menu opens. 

2. Click Search Users. The Search Users form opens. 

3. Click the appropriate letter from the alphabet below the search textbox. WebBoard displays a list of all users whose last names begin with that letter.

Finding Current Users and Today's Users

The Current Users link on the More Options menu displays a window showing who is using WebBoard right now. The list is updated every 60 seconds. At the top of the list is a QuickStats update showing the total number of users today (and how many are new users) and the total number of current users. Each name in the list is a link to that person’s user profile. The Current Users list also includes a link to the Today’s Users list. 

The Today’s Users link from the More Options menu displays a list of all users who have logged into the current board today. The list is quite similar to the Current Users list. The list gives you an update on who has been to the board today and also includes a QuickStats report of total users and current users. Each user’s name is a link to his or her profile. The page also has a link to the Current Users list. 

Finding the Top 10 Users and Posters

WebBoard keeps track of its users and can tell you who the 10 most active users are based on the number of times they log in to WebBoard. The Top 10 Users link from the More Options menu displays a list of the most active users with the number of times they have logged in since the board was started. Each user’s name is a link to his or her user profile information. 

WebBoard also keeps track of who the most active participants are on the board by number of postings. The Top 10 Posters link from the More Options menu displays a list of the most active message posters with the number of messages they have each posted. Each user’s name is a link to his or her user profile information. The resulting list is similar to the Top 10 Users list

Keeping an Address Book
WebBoard provides the tools for alerting specific users to messages you post. Your personalized address book is available to you when you post a message on a board that allows Attention messages (not all boards have this feature). If you haven’t added any names to your address book, you won’t be able to use the Attention Messages feature. 

You can use your address book on all boards you visit on the same WebBoard site. If you add a user to your address book on one board and go to another board, if that user is a member of the other board, the user appears in your book. Users only appear in your address book on boards they are members of, that is, boards they have logged into. 

To enter names in your address book: 

1. Click More on the WebBoard menubar. The More Options menu opens. Click Address Book. The Address Book form opens with an area for searching for users to add to your book and a list of the users currently in your book. 

2. Search for the users you want to add to your book as described earlier in “Searching for Users.” If there aren’t too many users, you may want to list all users. 

3. In the list of users returned by the search, check Addr. Book next to each user you want to add. 

4. Click Update in the Address Book area. The names you checked are added to your address book. If the list of users you displayed goes to a second page (that is, it has a Next 25 link at the bottom of the list), you must click Update on each page to enter the checked users in your address book. 

To remove names from your address book: 

1. Click More on the WebBoard menubar. The More Options menu opens. 

2. Click Address Book. The Address Book form opens with an area for searching for users to add to your book and a list of the users currently in your book. 

3. Remove the check in the Addr. Book field next to the names you want to remove. 

4. Click Update in the Address Book area. The names you unchecked are removed from your address book.

Paging Other WebBoard Users
Sending and Replying to Pages

You can send a page to any currently logged-in user who is accepting pages. The page appears in a small JavaScript alert dialog on top of the paged user’s browser the next time that user sends a request to the WebBoard server (for example, by clicking a link or posting a message). Up to five messages from multiple users can be displayed in the same box. 

To send and reply to pages, follow these steps: 

1. Click Page on the menubar or Current Users from the More Options menu. The list of current users for the board appears. Users who are accepting pages have a bell icon to the left of their names. 

2. Click the bell icon of the user you want to page. The Page User form appears, in which you type your message. Users who do not have a bell icon have disabled paging. 

3. Type in your message. A page can be up to 150 characters long (about 10 to 15 words). 

4. Click Send when you are finished entering the message. WebBoard sends the page to the user. 

5. To reply to a received page, repeat Steps 1–4. 

Receiving Pages

To receive a page sent by another user, you must be logged on and active on the board, as described in these steps: 

1. Send a request to the WebBoard server by clicking a link or refreshing a frame. The page message appears in a JavaScript alert box with the name of the sender and the time of the page. The alert box can contain up to five messages. 

2. To close the page dialog, click OK. (Note that at a later time, clicking the Back button in the browser may redisplay the same alert box.) 

Disabling Paging

Sometimes you don’t want your WebBoard session to be interrupted with pages. You can disable paging by turning off the Accept Pages option in your user profile. Even if you have done so, broadcast messages from the WebBoard administrator or board manager will still reach you. 

To disable paging, follow these steps: 

1. Click More on the WebBoard menubar. The More Options menu appears. 

2. Click Edit Your Profile from the More Options menu. The User Profile form appears. 

3. Scroll down until you see the Accept Pages option. To disable paging, select No. 

4. Click Save to update your profile. WebBoard responds with an Edits Saved message.

Your name will no longer have a bell icon next to it in the Current Users list, preventing other users from paging you.

Entering a Chat Room
A board can have one of two types of chat or no chat at all. One chat type is built into WebBoard and is called WebBoard JavaScript chat. The other type is called ConferenceRoom, which is Internet Relay Chat (IRC). Regardless of which type chat a board offers, you enter a chat room in the same way. 

To enter a chat room (rooms are also called channels in IRC chat), follow these steps: 

1. Click Chat on the WebBoard menubar. You see the Available Chat Rooms page, which lists all available chat rooms. The page also gives the IRC room (or channel names) and the number of active users. The information in this list updates every 60 seconds. 

2. To enter a room, click its name. 

If ConferenceRoom is being used, WebBoard loads a new web page that includes the Java chat client. This may take a few seconds, so be patient. 

If WebBoard's JavaScript chat is being used, the chat room appears in a separate browser window.

For more help with WebBoard's JavaScript chat, click the Help button on the chat window menubar. 

For more help with ConferenceRoom, see Using ConferenceRoom Chat. 

Using ConferenceRoom Chat
What is ConferenceRoom Chat?

The standard for real-time chat on the Internet is Internet Relay Chat (IRC). WebBoard includes a fully functional IRC server and client, ConferenceRoom Professional from WebMaster, Inc. In general, IRC supports a variety of chat client programs with a wide range of features. 

The ConferenceRoom client that comes with WebBoard is a Java applet that starts in your browser. It enters you automatically in the chat room you select from the Chat Rooms list. Using the Java client, you can send public and private messages to the other members in the room (also called a channel). You can also change your nickname, find out more about others in the room, and change the current topic (if allowed by the channel operator). 

In addition, you can join a ConferenceRoom chat using any other IRC-compliant client such as PIRCH or mIRC. These clients offer more features including sound, file transfers, logging, connections to multiple IRC servers or chat rooms at the same time, and much more. 

Floating the Chat Client

You can have the Java chat client run in a separate window, which leaves your browser free for other use. You can now participate in chat while using your browser for other tasks such as posting to WebBoard or joining another chat room. 

To chat in a separate window, follow these steps: 

1. To float the window, simply click the Float link on the page that contains the chat client. 

2. To return the chat window to its original position in your browser, click its close button. Running separately, the chat window stays open until you close your browser. 

Changing Your Nickname

When you enter a chat room, WebBoard automatically uses your real name or login name as your ConferenceRoom nickname. 

To change your nickname during a chat session, do the following: 

1. Enter the following command in the input field at the bottom of the chat client: 

/nick new_nickname 

where new_nickname is what you want to be known by. Note that the nickname can’t have spaces. Use underscores instead of spaces, if you like. 

2. Press Return. 

If someone else is using that nickname, a message appears in the left column telling you it is in use. Enter another name, as described in step 1. 

Nicknames must be unique across all chat rooms, so even though the name doesn’t show up in your current room’s list, it means someone else chatting on this WebBoard site is using that name. 

If no one else is using the name, a message is sent to the room that your name has changed, and your new nickname appears in the users list. Your new nickname is good until you change it or leave the chat room.

Sending a Message

Whenever you have something to add to the chat conversation, you can send a message. Simply type your message in the input field and press Return. The input field scrolls so you can enter a longer message. Your message appears to everyone else in the chat room, in the scrolling message frame. 

Using Commands

With commands, you can change your nickname, send messages about what you are feeling or doing, set a topic for discussion, and find out about other users. All commands begin with a /, such as /nick. Some commands have only one argument (such as new_nickname), while others require more arguments, such as another user’s nickname or a chat room name. To issue a command, you type it in the input box and press Return. 

Whispering to Other Users in the Room

Sometimes when you are in a group conversation, you want to say something just to one other person. You can do this in a chat room by whispering to a specific person. You send a message to that person, and no one else in the room sees it. That person can also whisper back, if he wants to. Your whispers are shown in blue to distinguish them from other parts of the conversation. To whisper to someone, follow these steps: 

1. Click the user’s nickname in the User list. A red box around the user’s name indicates you are whispering. As long as that user is selected, all your messages are sent only to that user and not to the whole room. If that person wants to whisper back, he or she must select your nickname from the user list on his or her client. 

2. To stop whispering, click the user’s name again to remove the red box. Now any messages you type are shown to the whole room.

Sending Messages to Other Users or Rooms

ConferenceRoom has two commands for sending messages to specific users or rooms. The users can be in the same chat room you are in or in another room at your WebBoard site (even across different boards). The room can be the current one or another one at this site. Being able to send messages to other users and rooms is handy. 

The two commands produce slightly different results, which differ depending on the recipient’s client software. The two commands have similar syntax, as follows: 

/msg nickname message 

This command requires the nickname of another user and a message, for example: 

/msg Fred are you around? 

If Fred is in any chat room, he receives the message. In the Java client, the message appears as a whisper. In a PIRCH client, this command opens a separate, private chat window through which he can communicate with you. 

/notice nickname|room message 

This command is generally used for sending messages to a user in a different room or to an entire chat room. The command requires a nickname or a room (channel) name and a message, for example: 

/notice #eatingout Come join our discussion of restaurants in #cooking! 

Everyone in the other chat room sees the message. In the Java client, the message appears in a different color from the normal conversation text. 

Including Nonverbal Comments

ConferenceRoom chat supports two commands to let you insert nonverbal comments to the conversation. These are also called action comments, since you normally use them to express an action rather than a verbal response. These commands both work the same and produce the same results, as follows: 

/action action message 

for example: 

/action is falling off the chair laughing 

which produces the following message (action is replaced by the user’s nickname): 

Skippy is falling off the chair laughing 

The second command works the same way, but might be a bit easier to remember: 

/me action message 

for example: 

/me shrugs her shoulders 

which produces the following message (me is replaced by the user’s nickname): 

Lia shrugs her shoulders 

In the Java client, an action message is displayed in a different color and starts with an asterisk (*). 

Changing the Topic

In many chat rooms, anyone can set or change the topic. The topic appears in the client’s titlebar right after the chat room’s name and makes it easy for newcomers to see the current topic of discussion. Not all rooms have topics, and not all rooms are enabled to allow topic changing. The channel operator determines who can change the topic for any room. 

To change the topic, use the following command, which requires a chat room and topic text: 

/topic room new topic 

For example: 

/topic #studentquestions Fluid Mosaic Model 

produces the following text in the titlebar: 

studentquestions: Fluid Mosaic Model 

In addition to the titlebar changing, a message is displayed in the message frame noting that the topic has changed. 

Finding Information About Other Users

You can quickly get information about other users who are currently in chat. This information can be helpful for tracking where someone comes from, what their real (or login) name is, and what ConferenceRoom privileges they have. There are two commands for finding this information, as follows: 

/who 

This command shows you information about a specific user or all current chat users: 

/who [nickname] 

For example: 

/who 

gives information about all users, including their real login names and their domain names. 

/who Becky 

gives information about the user Becky, including her real login name and domain name. 

/whois 

This command gives you more detailed information about a specific user and requires a nickname: 

/whois nickname 

For example: 

/whois Becky 

gives the same information as the /who command as well as what rooms she is in and how long it has been since she communicated with the server. 

Leaving a Chat Room

You can leave a chat room at any time and keep your chat client open. To do so, enter this command: 

/part 

You will be removed from the chat room, but the client stays open so you can easily rejoin the same or another chat room. 

Joining Another Chat Room

You can move from chat room to chat room if you know their names. You can do so directly or by first leaving a chat room using the /part command. To join a new room, enter this command: 

/join room 

For example: 

/join #botany 

takes you to the botany chat room. If you have been kicked out of a chat room or disconnected somehow, you can use this command to quickly reenter the same room. Remember that you must include the chat room’s name, which always starts with a #. 

Leaving Chat

To completely leave ConferenceRoom chat, simply click the Close button on the chat client or enter the following command: 

/quit 

This ends your chat session and returns the Java client to its login status. You can reenter the same chat room at any time by clicking Connect. 

Logging Off WebBoard
When you are finished with your WebBoard session, you can simply point your browser at another site on the Web, or you can officially log off WebBoard. The Logoff button in the menubar takes you to another page designated by the WebBoard administrator. Often this page provides more useful information about the site or other related sites. Note that if you click the Back button in your browser, you will be returned to WebBoard without having to log in again. If security is an issue, you should close your browser or clear your browser’s cache. You should also not have WebBoard remember your password. 
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