Some directions on how to use the new discussion forum on the European Forum’s website (http://www.euforumrj.org/discussion.forum.htm)
The discussion forum (DF) allows people to post ideas, opinions and information in an organised way. 

Please note that this is only a quick overview of the way the DF works. If you would like more detailed explanations, we invite you to go to the FAQ on the upper left-hand side of the DF index and to look up the information you need. 

1. Logging in

Only people who have received access to the system from the administrator can see the contents of the DF.

To login, you go to http://www.euforumrj.org/discussion.forum.htm. The last sentence on this page, says “Registered users can logon to the forum here”. Click on the word “forum”. You will be taken to the index page of the DF. Here you have to click on “Log in” in the upper right-hand corner of the discussion forum screen. You will receive a screen where you are asked to enter your user name and password. Your user name is your name, for example, Ivo Aertsen will have to enter Ivo Aertsen in the user name box. Your password has remained the same as the one you used for the old DF. If you are new to the DF you will receive an e-mail with your password. 
If you cannot remember your password, please click on “I forgot my password”. You will be asked to enter both your User Name (so your name), and your e-mail address. The password will then be sent to you by e-mail. When you receive the e-mail, you need to click the new password activation link. This exists so that if someone else enters your information in the Forgotten Password form, your current password will remain intact. 
You may change your password to anything you like in your profile (which you can access via the button “Profile” on the upper left-hand side of the DF index screen).

If you are certain about your password, you can click on “Log me on automatically each visit”. Next time you will not be asked to enter all these details. However, please only do this if you are the only person using the computer, or if the other people using the computer would have no interest in accessing the DF.

2. Accessing the information in the DF

Now that you are logged in, you can start viewing the information in the DF.

The DF is subdivided in different levels. 

There currently are 7 different discussion rooms: European Forum committees, AGIS 2, constitution and internal regulations, ‘Hot’ topics, COST Action A21, COST documents, Board.  Some of these discussion rooms have a restricted access. For example the two discussion rooms for COST are only accessible for members of the COST Action. 
In case you do not have access to a discussion room to which you think you should have access, please contact the administrator (Jolien@euforumrj.org). 

You cannot create new discussion rooms. If you feel a new discussion room should be created, please contact the administrator (Jolien@euforumrj.org).

Each discussion room is subdivided in topics. For example, the ‘Hot’ topics discussion room is subdivided in five topics: RJ and prisons, RJ in schools, RJ and family violence, etc. 

You cannot create new topics. If you feel a new topic should be created, please contact the administrator (Jolien@euforumrj.org).

If you click on a topic, you get access to the posts under this topic. The posts are the individual messages. You can see the title of each post, the number of replies to it, the author, the number of times the post has been viewed, and the last post by the author. 

The most important messages from the old DF can be found back. For these the author is always the administrator. The name of the author of the old posts can be found back in the title of the post. 

You can read the contents of a post, and all the replies to it, by clicking on its title. If you are interested in a post and would like to be notified when someone reacts to it, you can click on the link “Watch this topic for replies” on the bottom of your screen. 

3. Replying to an existing post

If you would like to reply to an existing post, open the post first by clicking on its title. Just above or just under the post you can find the button “Post reply”. Click on it and you will be taken to the “post a reply” screen. Here you can enter a title for your reply (subject) and your message. If you would like to be notified whenever someone replies to your message, please click the box next to the sentence “Notify me when a reply is posted”. If you want to add an attachment to your message, please see below for instructions. 
After you have finished creating your message, click on “preview” to preview your message, or click on “submit” if you are happy with it. Your message will be posted. 

4. Making a new post

If you would like to post a message which is not a reply to a message from someone else, you can start a new ‘post’. You do this by clicking on the button “New topic”. Entering the message works in the same way as described above. 

5. Attaching documents to your messages

You can attach documents to your message. We only would like to ask you not to attach any documents that are too big. 

To attach a document when you are composing a message, click on the button “browse” next to the field “filename”. Locate the file you want to attach to your message on your computer and select it. Then you have to click on the button “add attachment”. Your screen will reload and you will see that the file has been attached. You can also delete a file again if you would like to. 

You can attach multiple files to a single message, but again we ask you to not overdo it since large documents or a big number of documents will slow down the whole system. 

6. Private messages

The DF supports the sending of private messages. This allows you to send a message to another user out of the public eye (just like an e-mail). 

To use private messaging you must be logged in. Look at the top of any page, and click “You have X new message(s)” and you will be taken to your private messaging centre. From here you can send new private messages by clicking on “new post”. On the next screen you will have to enter the user name of the person you want to send the message to, plus the message. You can of course also reply to a personal message you have received. Finally you can also send a personal message by clicking on the private message link in someone’s profile (you access someone’s profile by clicking on their name which can be found next to a message that they have posted. Names can also be found via the Member list on the top of your screen).

7. Changing your profile

The first time you log in, we propose that you look at your profile. You access your profile by clicking on “Profile” (top of your screen) after having logged in. 

In your profile, you can change your password if you would like, but also provide other users with some more information about you, as for example your website, your interests. You can also create a personal signature which will then be attached to any message you create. 

Finally you can also set your preferences. Here we suggest that you make sure that the box “Always notify me of replies” is activated. That way you will always be notified when someone replies to one of your messages.

8. Search function

By clicking on “search” on the top of your screen you access a search system that will allow you to find topics you are interested in. You can search on keywords, but for example also on messages posted by a certain author. 
9. Watching the DF – auto-notification

If you would like to be automatically notified by e-mail each time a new message on a certain topic (for example, COST WG1) is posted, you can decide to ‘watch’ a forum. You can do this by clicking on the following

 


picture, which can be found on the bottom of a topic’s page. 
If you would like to watch several topics, you will need to repeat the procedure for each topic. 

We hope that this information suffices to get you started. For more advanced questions, please first turn to the FAQ (frequently asked questions) feature in the DF. If you cannot find the answer to your question there, please do not hesitate to contact the Secretariat of the European Forum at info@euforumrj.org.  

