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ACCESSING AN MC2 COMMUNITY YOU’VE JOINED

After becoming an mc2 member and joining one or more communities (see our Users’ Guide:
Part 1), you can then access a community and the various features it provides.

To access an mc2 community you have joined

(i) open INTERNET EXPLORER (and connect to your ISP if you're accessing the Internet
from home)
(i) access our HOME PAGE (mc2.vicnet.net.au)

Address I mc2. vichet net au |

Tip
. add this page to your FAVORITES for quick future access

Favortes Tools  Help

Add to Favorites...

Organize Favontes...

(iii) type your LOGIN NAME and your PASSWORD in the text boxes

(iv) click on .LGGIh or press the ENTER key on your keyboard

Memhers Login |

Login IIhunder

flame
Passwors I |LDGTN|
P Login Help

P Forgotten your Passward?

(v) click on the name of the community whose features you want to use
(eg. INTERNET TRAINERS SUPPORT GROUP)

You are a member of the following communities:

Subscribed to: Forum Alets Mailing List Digest

B Freelance Witers v ™ v ™
B Internet Trainers Support Group W fe | email
notification
P Mystery & Crime Fiction Readers [ v message
settings
B wormen in trades and services v ¥
Tip
. see Appendix B (p. 40) for information on your communities’ email notification

message settings and how to change them

... continued over the page ...
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The various features (FORUM, GUESTBOOK, NOTICE BOARD, etc.) available to the members of
a community are listed down the left side of their home page.

Internet Trainers Support Group Join a Community | Features | Log Out

SRRl e{GIV: L Internet Trainers Support Group Owner:  Owen Polanski

A group for people who are offering training in Infarmation Trois Mermbers Onl
I Technalogies such as Skillsnet or the My Connected i ek

A - 7 Listing | &1l Groups  Community program that can offer ongoing support and ideas  Members: 169
to improve and enhance training delivery. Founded: 12 Apr 2001

Group Features € Category: education

}Gloup Info Adult & Community Education

Forum
Guesthook
Mailing List

Notice Board Features provided by

Chat :
an mc2 communit
Shared Files Y

Events

Polls

Links

Invite a friend
Members

Unsubscribe

Tips
. for more information on each of the features provided by an mc2 community, click on

Group Features 0 ; this will open a new INTERNET EXPLORER window which, in

turn, links to more detailed explanations of all the features of an mc2 community

. you can click on My COMMUNITIES (found on the orange bar across the top of all mc2
pages when you are logged in) at any time to return to the list of communities of
which you are a member

My Communities My Profile My Webpage My Office

v

You are a member of the following communities:

subschbed oo Forum Alerts Mailing List Digest

P Freelance Writers v v ¥ ™2
P Internet Trainers Support Group W ¥ - -
P Mystery & Crime Fiction Readers | 2 ™ ™
P wormen in trades and senices rd M -

© VICNET, July 2003 8



USING MCc2 FORUMS

FORUMS provide you with a means of posting (writing) messages to a community about an
issue, replying to messages already posted, or simply reading messages and replies that
other members have posted, all from the mc2 Web site.

Tips

° you will automatically be sent an email notification message when a new message or
reply has been posted to the forum of any communities of which you are a member;
see Appendix B (p. 40) for details on how to change this setting

° while you can read a message posted to the forum via the email notification
message, do not reply to the message via email, as it will only be sent to the owner of
the community and other members will not be able to read your comments; make
sure you click on the link provided in the email message and login to mc2 to reply to a
message |

please llow this link and login to me2:

Ta respénd to this message from M Shedden,
httpfmc 2 vicnet.net aufcmtforumipost html?aid=158131 &id- i1

. if your community’s owner has enabled the MAILING LIST (see pp. 16 - 17) you can
use that feature to post, reply to and read messages about an issue using email
(rather than via the mc2 Web site)

. use the NOTICE BOARD (see pp. 18 - 19) rather than the FORUM if the issues you want
to discuss are of a personal nature rather than of interest to the community as a
whole

Remember to login to mc2 and access the community first

© VICNET, July 2003 9



Read a message posted to a forum
To read a message posted to a forum

(i) click on (found down the left side of the community’s home page)
(i) scroll down the page and click on a message or reply that interests you
(eg. training room set up)

b training room set up - Lottie Hunder - 26/03/2003

P Upcoming mc2 Advanced Training sessions - Meil Shedden - 22/03/2003
RE:Upcoming mc2 Advanced Training sessions - Jo Summers - 26/03,2003

v
training room set up

From: Lottie Hunder
Date: 26/03/72003

We currently have our training room set up in rows facing the front of the room. I'm
considering a horse shoe formation instead - does anyone have experience of this,
or any other ideas?

Thanks, Laottie

(iii) click on (found at the top of the message) to return to the forum page

Tips
° if a message is a reply, it is prefixed by RE: and indented from the other messages;
when a new message has one or more replies posted to it a thread is created; by

reading the message and replies in a thread you can see how a discussion has
evolved

P Upcoming me2 Advanced Training sessions - Neil Shedden - 22/03/2003

RE:Upcoming mc2 Advanced Training sessions - Jo Summers - 260322003

. if there are a large number of messages in the forum, you can
> SEARCH for particular word(s) you think may have been in the message
ice breakers search forum
Fields to Search: ¥ Subject W Message [T Mame
> change the display to (eg.) only show messages from a certain MONTH &YEAR
[March =] |2003 =]
Display

© VICNET, July 2003 10



Post a new message to a forum
To post a new message to a forum

(i) click on (found down the left side of the community’s home page)
Start New Thread

(ii) click on
(i) type a short subject in the SUBJECT text box

(iv) type your message in the MESSAGE OR COMMENTS text box

(v) optional - type the relevant details in the LINK NAME & LINK URL text boxes
(vi) optional - type the relevant details in the IMAGE URL text box

Post a new message
Marne: Lottie Hunder
Email: lottiehunden@@yahoo. com.au
Subject training room set u
(text) Y 5
We currently have our training room Set up in rows E
facing the front of the roomw. I'wm considering a
Message or . ,
horze shoe formation instead - does anyone have
Comments: i . :
experience of this, or any other ideas?
Thanks, Lottie E
Link Mame |Luttie's Home
(text] e.g. my connected community.
Link URL: |mc2.vicnet.net.aufhumeflhunderﬁweh YWwhat is an LURL 4
(Web Address) ¢ o mc2 vicnet.net.au
Uptional |mc2.vicnet.net.aufhumeflhunderﬁﬁles 4
Image URL if given, URL must referto a .gif or jpg image file already on the Web
?ll 8.4, W migraupaite. com. alimages myimage. oif
g Help posting an image with my farum message
(vii)  click on |04 Message
Tips
° for help on posting an image with your message, visit our URL OF FORUM IMAGE help
page (mc2.vicnet.net.au/help/URL_Forum_Image.htm)
J Address 2. vicnet et auhelpURL_Forum_Image. htm
. if you want an avatar (a small image) to automatically appear below your name on

any messages you post in a FORUM

Frorm: ‘Q Lottie Hunder

Date: 07/08/2003

click on My PROFILE & make the required changes under the section headed
PERSONALIZED PICTURE (AVATAR)

|My Communities My Profile My Webpage

© VICNET, July 2003

1"



Reply to a message posted to a forum
To reply to all members about a message posted to a forum

(i) click on (found down the left side of the community’s home page)
(i) click on the message you want to reply to

(iii) scroll down to the end of the message

(iv) type your reply in the MESSAGE OR COMMENTS text box

(v) optional - type the relevant details in the LINK NAME & LINK URL text boxes
(vi) optional - type the relevant details in the IMAGE URL text box

Reply to this message

Name James Davies
Email JamesdiE@mc2.vicnet net. au
Subject |RE:puI:|Ii|: PCs & security
Hi James, |Z|

Only product I'we heard of iz WINZelect (see link
helow), I'd also be interested what other members
can recomnend.

Message or
Comments Cheers, Lottie
[+]
Link N
i Name |W|N59|El3t e.g. my connected community
(text)
Link URL . , %
(Web Address) |http:ﬂmw.farnn|cs.cumfmam.aap?p o e.g. mc2.vicnet.net.au
Optional I 4
"“f‘.ﬂe URL if given, URL must refer to a .gif ar .jpg image file already on the YWeh
?ll £.0. WML ligroupaite. corm. sl images myimage. oif
! Help posting an image with my forum message
(vii)  click on |__dd Message
Tip
. for help on posting an image with your message, visit our URL OF FORUM IMAGE page

(mc2.vicnet.net.au/help/URL_Forum_Image.htm)

J Addrezs mic2. vicnet net.aushelp/URL_Forurm_mage. him

© VICNET, July 2003 12



To reply to only the sender about a message they posted to a forum, do not reply to the

email notification message as it will actually be sent to the owner of the community; instead
(i) click on i (found down the left side of the community’s home page)

(i) click on the message you want to reply to

If you use a free Web-based email service such as Mmc2 WEBMAIL

(i position your mouse pointer on the relevant person’s name (eg.James Davies)
public PCs & security
From: James Davies
. . i Start
(i) look in the bottom left corner of your screen (above the ==—— button) and make a
written note of their email address (eg. jamesd@mc2.vicnet.net.au - not the mailto:
part)

|mailtn:n:iamesd@mclvicnet.net.au |

(iii) make a written note of the subject of their message (eg. public PCs & security)
(iv) access your email account

(v) create a new message

(vi) type the person’s email address in the To box

(vii)  type the person’s original subject in the SUBJECT box

(viii)  write your reply and then send it

If you use an email program such as OUTLOOK EXPRESS

(i make a written note of the subject of the person’s message (eg. public PCs &
security)

(i) click on the person’s name (eg.James Davies)

public PCs & security
From: James Davies

(iii) an email message window will appear, with the person’s email address automatically
inserted in the To box

(iv) type the person’s original subject in the SUBJECT box

(v) write your reply and then send it

° if you reply only to the sender about a message they posted to a forum, your reply will
not appear on the community’s forum page for other members to read

© VICNET, July 2003 13



USING mc2 GUESTBOOKS

GUESTBOOKS provide you with a way to read about other members of a community, and to
introduce and tell them something about yourself.

Remember to login to mc2 and access the community first

Read an entry written in a guestbook

To read an entry written in a guestbook
(i click on _ (found down the left side of the community’s home page)
(i) scroll down the page and read about other members of your community

Pippi Williams I'm alsa looking forward to sharing ideas & meeting like-minded people ... what a
great resource!

Fippi

Link included with post: http:Adewen. pippiwilliamsonthewehb.info
08/08/2003

James Davies | waork part time at my local library in Widgee running training classes & daing
n general camputer maintenance - hope to get to know you all thraugh this graup.

J
08/08,2003
Tip
. comments written in a guestbook may include a link to a Webpage address; click on

the address to view the Webpage in a new INTERNET EXPLORER window

Link included with post: http: e pippiwilliamsonthewehb.info

*

Webpage address

© VICNET, July 2003 14



Add a new entry to a guestbook
To add a new entry to a guestbook

(i) click on (found down the left side of the community’s home page)
aickrerste Ny SIgN the Guestbook

(i) click on

(iii) type some information about yourself in the COMMENTS text box
(iv) optional - type the address of your Webpage in the HOMEPAGE URL text box

% Sign the Guestbhook
deig
Your Name Lottie Hunder
Your Email lhunden@mcZ vicnet.net.au
Hope to share lotz of great ideas for runhing E
successiul & fun tralining classes with others in
Comments this group!
=
054 characters left
H'}"EEPHQE URL Ihttp:ﬂmc?.vicnet.net.aufhnmeflhunds What is an URL ?
{optional)
W) click on Add Guesthook Entry
Tip
° if you want an avatar (a small image) to automatically appear below your name on

any entry you add to a GUESTBOOK

{2 Lottie Hunder

click on My PROFILE & make the required changes under the section headed
PERSONALIZED PICTURE (AVATAR)

|My Communities My Profile My Webpage

© VICNET, July 2003
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USING MC2 MAILING LISTS

MAILING LISTS provide you with a means of posting (writing) messages to a community about
an issue, replying to messages already posted, or simply reading messages and replies that
other members have posted, all via email.

Tips

you must subscribe to a community’s mailing list before you can start using it; see
Appendix B (p. 40) for details

if your community’s owner has not enabled the mailing list you can use the FORUM
(see pp. 9 - 13) to post, reply to and read messages about an issue by using the mc2
Web site (rather than email)

use the NOTICE BOARD (see pp. 18 - 19) rather than the MAILING LIST if the issues you
want to raise are of a personal nature rather than of interest to the community as a
whole

Read a message posted to a mailing list
To read a message posted to a mailing list

(i)
(ii)

Tips

access your email account (eg. MC2 WEBMAIL or OUTLOOK EXPRESS)
open the email message from your community and read it

N | 5ubject | Feceived -

£ Meil Shedden YWieb-bazed email A2 32 A

W

Chwer the years we'e suggested to people wanting Web-based email that
they use Hotmail & we're now recommending Yahoo

Mail imailyahoo.com.ad). Do any of yvou usefrecommend arything
different?

Thanks, Meil

if you've deleted messages sent to the mailing list from your email account, you can
re-read them in the archive kept on the mc2 Web site

a) login in to mc2 and access the relevant community
b) click on Mailing List
c) click on a message or reply that interests you (eg. training ice-breakers)

B tips for training seniors, Pingd Williams, 26/03,/2003
B training ice-breakers, Jo Summers, 23/03/2003
B Re: training ice-breakers, Kewin 5 Davies, 23/03/2003

if a message is a reply, it is prefixed by RE: and indented from the other messages

when a new message has one or more replies posted to it a thread is created; by
reading the message and replies in a thread you can see how a discussion has
evolved

... continued over the page ...
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° if there are a large number of messages in the mailing list archive, you can search for
messages with particular characteristics

This search will allow you to search the contents of all the publicly available posts in this archive.

Match:lfﬂﬂ” 'I meat:l'—ﬂng 'I Sort mr;lTitIe =l

Search: ISEﬂiDrS Search

Reply to a message posted to a mailing list
To reply to all members about a message posted to a mailing list
(i access your email account (eg. MC2 WEBMAIL or OUTLOOK EXPRESS)
(i) open the email message from your community

L£:2

(i) click on your email program’s REPLY ALL button (eg. LAEEEAI| og e )
(iv) type your reply and then send it

To reply to only the sender about a message they posted to a mailing list
(i access your email account (eg. MC2 WEBMAIL or OUTLOOK EXPRESS)
(i) open the email message from your community

24

(i) click on your email program’s REPLY button (eg. LAt |  eg. | IEI|)
(iv) type your reply and then send it

Post a new message to a mailing list

To post a new message to a mailing list

(i) access your email account (eg. MC2 WEBMAIL or OUTLOOK EXPRESS)
(i) create a new message

(iii) type the community’s LIST ADDRESS in the TO box (see below)

(iv) write your message and then send it

Tips
. the LIST ADDRESS of all mc2 communities follows a similar format
|training@mc2.vicnet.net.au |
> they all begin with the community’s listname (eg. training)
> the rest of the address is always @mc2.vicnet.net.au
. to find out a community’s listname
a) login in to mc2 and access the relevant community
b)  click on
c) look in the ADDRESS BAR ... the listname is the part between home/ and
/index.html (eg. training)
JﬂddrESS £ http: //mic2 vichet net auhometainingndss, bl
° for more information about mailing lists, visit our MAILING LISTS HELP page

(mc2.vicnet.net.au/help/mailing_lists.html)

Addresz mc2. vichet net. audhelp/mailing_lizts. ktml

© VICNET, July 2003 17



USING mc2 NOTICE BOARDS

NOTICE BOARDS are a cross between FORUMS, MAILING LISTS and EVENTS. You can post
personal messages here (eg. items for sale), or promote events that are of interest to you
personally rather than those which represent the interests of the community as a whole.

Tip

. use the FORUM (see pp. 9 - 13) or the MAILING LIST (see pp. 16 - 17) rather than the
NOTICE BOARD if the issues you want to raise are of interest to the community as a
whole

. use the EVENTS (see pp. 28 - 29) rather than the NOTICE BOARD if it is an official event

for the whole community

Remember to login to mc2 and access the community first

Read an entry written on a notice board
To read an entry written on a notice board

(i) click on | Notice Board | (found down the left side of the community’s home page)
(i) scroll down the page and click on the topic of a notice that interests you (eg. venue
for 50th birthday)

Bwealking & dogs :-) - James Davies - 09/08/2003
B venue for S0th birthday - Pippi Williams - 09/08/2003

v
venue for 50th birthday

Fror: Pippi Williams (pippiwilliams@@hotmail com)
Date: 09/03/2003

| want to book a restaurant in the inner Melb. area for my partner's upcoming S0th.
Must have a private room, allow us to BYO & of course not be too expensivel Any
one have a suggestion? I've already checked Melb City Search - see link below.

Ta, P

Link Posted with this message
Melb City Search

(iii) click on (found at the end of the notice) to return to the notice board page

Tip
. comments written on a notice board may include a link to a Webpage; click on the
name of the Webpage to view it

Link Posted with this message
Melb City Search

name of Webpage

© VICNET, July 2003 18



Add a new entry to a notice board
To add a new entry to a notice board

(i) click on | Notice Board | (found down the left side of the community’s home page)

(i) click on

click here to \ Add [ | NDtiGE

(iii) type your message in the COMMENTS text box
(iv) optional - type the relevant details in the LINK NAME, LINK URL and IMAGE URL text

boxes
: Add a notice
®

Your Name Laottie Hunder

Your Email lhunder@mc vicnet.net.au

Subject |h|:n_|se sitter wanted
We're going away for 3 months from 1 Septenber & would E
like to employ a house =itter to look after our house
[in Caulfield), garden & dog. FPlease contact me if yvou'd
like more details.
Thanks, L i

Comments RS ortie
I"J'rBB characters left

Link Name

{text) g.g. my connectad cammunity.

Link URL What is an URL £

(Web Address) ., 1,00 yicret. net.au

Optional I 4

Image URL L , -

. if given, LIRL must refer to a .qif or .jpg image file already on the Wyeb

e.q. W mygrodpsite. cam. awimages myimage. gif
Help posting an image with my Motice Board entry

v) click on Add Motice
Tip
° for help on posting an image with your message, visit our URL OF NOTICE BOARD

IMAGE page (mc2.vicnet.net.au/help/URL_Notice_Board_Image.htm)

" Addrezs I miz2. vicnet net. aushelp/URL_Motice_Board_|mage.htm |

© VICNET, July 2003
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USING mc2 CHAT

CHAT offers you the ability to talk to with other members in real time through use of your
keyboard and computer screen - the virtual equivalent of CB radio or a telephone party line.

Tips

. unless your community is particularly large and active online, the chat room will often
be empty if you drop in by chance; keep an eye on your community’s FORUM
(see pp. 9 - 13), MAILING LIST (see pp. 16 - 17) and EVENTS (see pp. 28 - 29) to check
for any pre-arranged chat times

. if you can’t access CHAT from the mc2 Web site, you can use MIRC; see Appendix C

(pp. 41 - 42) for further information

Remember to login to mc2 and access the community first

Join a chat session
To join a chat session

(i) click on (found down the left side of the community’s home page)
(i) type a nickname in the text box
(iii) optional - change the APPLET SIZE, FONT SIZE, etc.

Choose a nickname: |I|:|ttie

Applet Size; IMedium vI
Font Size: |12 'I

Applet Text Colour: IIIIIIIIIIEIEIEI celect a Colour
Applet Background Colour; I Select a Colour

oave Settings I
ENTER CHAT |

(iv) click on ||

(v) click on

... continued over the page ...
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ez

(vi) if a SECURITY WARNING window appears, click on

Security Warning E I

Do wou want to install and mwn "IBC_applet™ zigned on
26/01/01 4:45 P and distributed by:

JPilat Software Company

Publizher authenticity vernfied by Thawte Server Ca

Cautior: JPilot Software Company asserts that this content
iz zafe. You should only install/view thiz content if you
truzt JFilot Software Company to make that azsertion.

SIGHED "WITH PERMISSIONS
Full Permizssions

[T Alwaps tust content from JPilot Software Comparny

Yes Mo HMore Infa

Tip

. if you don’t click on YES in step (vi) above, you will not be able to join a chat session;
clicking on YES simply allows a java applet (a small software program) to be
downloaded and run on INTERNET EXPLORER and won'’t affect your computer’s
security

(vii)  a new INTERNET EXPLORER window will eventually open, showing the chat session

O
|F'Iayasnundj |Se|ect an actian j 202 @ « @@ ?

#internet_Trainers_Support_Group: 3 people, TOPIC:

Connected, Please Wait = @reil
--maindrainyicnet.net.au-- Highest connection count, 8 (2 clients) Jane
—-maindrainyicnetnetau-- on 1 ca 162 1060100 lottie
= |oftie {|ottiefran@nas02-065. dialupyvicnetnet sl has joined the channel )
#Internet_Trainers_Support_Group Nicknames
=lottie= hi all Comments made in of other
* |oftie SOUND woohoo the current chat _members
=Jane= hallow session appear here in the chat
=Meil= Hi Lottie session
=Jane= My Connected Community is great!!] appear
<Meil= Hi Lottie, whats up? here
=Jane= S0what are going to chat about

=lottie= just home frorm wark - u?
*Jane slaps you with a trout
* Meil falls down laughing ..
=lottie= Sy -] ~| ™ Play Audio

|| _Bln Abnutl Discunnectl

Close Window

|This is where you type any comments you want to make

... continued over the page ...
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Tips

. an @ symbol in front of a nickname (eg. @Neil) simply indicates that the member
was the first one to join the chat session

. after joining a chat session, you can then just lurk (read what others are saying

without responding)

Participate in a chat session
To participate in a chat session

(i type your comment in the MESSAGE text box

i must be early

(i) press the ENTER key on your keyboard

Tips

. don’t worry too much about correct spelling, grammar and use of capital letters

. to “jazz up” your comments, you can
> click on a different colour, type your comment in the MESSAGE text box, and
then press the ENTER key on your keyboard

> click on the drop-down arrow (¥ ) next to PLAY A SOUND or next to SELECT AN
ACTION, and then click on one of the options provided

Flay a sound j

=elect an action j

Select an action =)
Hi

Goodbye

Joy

Hugy

Agree o
Forum

Help

Fall an Floar

| Laughs QOut Loud =

v

|* |ottie ginoles happily |

> click on an EMOTICON (face) to show your feelings

222 @

@ &

v
=lottie= ()

. see Appendix D (p. 43) for a suggested list of acronyms (abbreviations) you can use
when participating in a chat session

© VICNET, July 2003

22



Chat privately with another member

To chat privately with another member

(i) double-click on their nickname (found down the right side of the chat window)

(i) type your comment in the text box at the bottom of the window that appears
(eg. aah)

i Chat with: Neil _ (O] x|
=

=10 husy?

=Meil= yep! @

= how doyou insertthe faces in a private chat?

=Meil= by typing the key commands: colan, then bhracket
= oh - thanks

=5

=Meil= same in the main chatroom

=Meil= don't put the "nose” in

= no zemi-colan?

=Meil= just colon hracket@

ahh Cloze

(iii) press the ENTER key

Cloze

(iv) click on to finish chatting privately

End a chat session
To end a chat session

Close Wyindow

(i) click on

I _Bln Ahuutl Disconnect

Close WWindow |
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USING mc2 SHARED FILES

SHARED FILES allow you to access any files uploaded by members of a community, and to
upload (transfer from your computer’s hard drive to the mc2 Web server at VICNET) any of
your personal computer files for sharing with other members.

Tips

° you will automatically be sent an email notification message when a new file has
been uploaded to any communities of which you are a member; see Appendix B
(p. 40) for details on how to change this setting

° you can upload any file (eg. word processed documents, spreadsheets, images) you
think may be of interest to others

. to avoid potentially spreading viruses, mc2 does not allow you to upload

executable (exe) files

. while you can upload individual files of up to 2 Mb (~ 2000 Kb) in size, you should

—

=l

Fl =2

compress any file over 1 Mb in size using a Zip program such as Wi | to minimise
the time needed by members using a modem connection to mc2 to access it

° mc2 strongly advises that you install, run and frequently update a virus checking
program on your computer, as we can not protect you from viruses that may be
contained in files provided by other members; to find out more about this important
issue, access our VIRUSES page (mc2.vicnet.net.au/help/viruses.html)

I Addrezs miz2. vichet net, aushelpdvinases. bl

° use MY FILES rather than the SHARED FILES if you want to upload personal files to
your WEBSPACE

Remember to login to mc2 and access the community first

Access a shared file
To access a shared file

(i) click on LShared Files | found down the left side of the community’s home page)

(i) click on the name of the file you want to access
(eg. somegoodgenealogywebsites.doc)

filename filesize date time
B emailhotmailconfiguringforpopd. doc 28672 Mar11l 0745
B internetexplorerkevboardshortcuts doc 40448 Mar11 0745
P zomegoodgenealogywebsites doc 28160 Mar11 0745
B webrmoreskillschecklistsemester22002 doc 32768 Mar11  07:45

(iii) optional - print and/or save the file
(iv) close the file and the software program that opened the file

Tip
. if you don’t have the software program (eg. MICROSOFT WORD) used by the person
who created the file installed on your computer, you will not be able to access it
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Upload a new shared file
To upload a new shared file

(0 click on [Shared Files (found down the left side of the community’s home page)
(i) click on

Select a file to Upload

Upload Filel Browse... |

(iii) navigate to the location your file is stored in (usually the My DOCUMENTS folder), click

on the name of the file (eg. GoogleQuiz.doc), and then click on

Laook in: Ifj\- My Documents j gl

] ChatémlRiC. dac
{Googletuiz.doc
B HT ML&H omesite 4.doc

@Webtupy&F‘asteWnrd.duc

Filz name: |I3|:u:uglelluiz.d|:u: Open I
Files of type: I.-'.‘-.II Files [*.%] =l Cancel |

Llipload Mo

(iv) click on

Select a file to Upload

Upload File |C:‘nhr13,r DocumentshGoogle  Browse.. |

Upload Mol

(v) click on to return to the shared files page
File uploaded!

fhomedtraining/shared_files/GoogleCuiz. doc

Fefresh
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USING mc2 GROUP FILES

GROUP FILES allow you to access any files uploaded by the owner, or moderator(s), of a
community, as well as all SHARED FILES uploaded by other members of the community.

Tips

. members of a community can only access the files found in GROUP FILES; use
SHARED FILES if you want to upload (transfer from your computer’s hard drive to the
mc2 Web server at VICNET) any of your personal computer files for sharing with
other members

° mc2 strongly advises that you install, run and frequently update a virus checking

program on your computer, as we can’t protect you from viruses that may be
contained in the files provided by individual communities; to find out more about this
important issue, access our VIRUSES page (mc2.vicnet.net.au/help/viruses.html)

I Addrezs miz2 vicnet net. aushelpfauzes. himl

Remember to login to mc2 and access the community first

Access a group file
To access a group file

(i) click on L&reup Files| t5und down the left side of the community’s home page)
[©G var]

(i) click on the folder containing all your community’s files (eg.

HOME

‘A tratning's foider
E{ training

('f:I files )

(iii) click on the sub-folder containing your community’s GROUP FILES

HOME

A training's folder

B3 training
'{:I files

... continued over the page ...
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Tips

. a L&l symbol next to a folder or sub-folder indicates that it contains (further) sub-
folders, or individual files; when you click on a L2l symbol or on the name of a folder or
sub-folder, the symbol changes to =11 and the contents of the folder/sub-folder are
displayed on the right side of the screen

. the folder containing your community’s files (eg. ) also contains a sub-

folder with your community’s SHARED FILES (| 00 shared fies| ; see pp. 24 - 25)

HOME
A training's folder
B3 training

'f:I files

'CI trash

=3 shared files

(iv) if necessary - click on the sub-folder of the sub-folder
B trainingnotes |)

(eg.

HOME
‘A tratning's foider
B4 training

E“a files

B trainingnotes

(v) click on the name of the file you want to access (eg. TrainingEvaluationForm.doc)

filename filesize date time
P SomeGoodGenealogyWWebsites doc 27136 Mar 18 0223
B TrainingBEvaluationForm. doc 43008  Mar 18 0223

(vi) optional - print and/or save the file
(vii)  close the file and the software program that opened the file

Cluit Group Files

(viii)  click on to return to the community’s home page

Tip
. if you don’t have the software program (eg. MICROSOFT WORD) used by the person
who created the file installed on your computer, you will not be able to access it
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USING mc2 EVENTS

EVENTS allow you to publicise events that a community is hosting, or that are of general
interest to a community (eg. upcoming meeting dates, fundraising nights).

Tips
. you will automatically be sent an email notification message when a new event
has been added to any communities of which you are a member; see Appendix B
(p. 40) for details on how to change this setting
° use the NOTICE BOARD (see pp. 18 - 19) rather than the EVENTS if it is an event that is

of a personal nature rather than of interest to the community as a whole

Remember to login to mc2 and access the community first

View an event
To view an event

(i click on (found down the left side of the community’s home page)

(ii) click on [More Details | 4 fing out further information about an event that interests you

(eg. Chat - Web Page Design)

upcoming Yveb page design sessions
More Details

2 events
Project Partners Meeting FROM 15 April 2003
A get together for all mc2 Project Partners, followed by lunch. TO 15 April 2003
More Details
Chat - Web page Design FROM 24 March 2003
A chance to talk online with other members about what you'd like covered in TO 24 March 2003

4

Chat - Web page Design Date 24 March 2003
A chance to talk online with other members about what -
il B-10
you'd like covered in upcoming Web page design Ir.ne e
essions Frice free
otate VIC
Contact Name Pippi
Email pippiwilliams@hotmail.com
(iii) click on (found at the top of the page) to return to the events page
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Add a new event
To add a new event

(i) click on (found down the left side of the community’s home page)
(i) click on

(iii) type the relevant details in the text boxes

* Event Name ;mcz Cpen Day - Glen Mat

Description If you're interested in cresting your owh mc?2 community, IZ'
already responsible for one, or just want to see what we're
doing, please comwe along to our Open Day. There will bhe 30
minute training sessions run every hour [(on the hour) from

Add an event

10=m Lo 3pl, & Sausage sSizzle & lots more! |E|
Price 1free
Time imam -dpm
* Starting Date ilil?j iSeptemherj iEEIEB;I

Ending Date

Leave blank ifitis [ =] | =l =

a one-day event

Address 111 Station Street
Suburh/City iGIen Mott
State WIC hd

Contact Name iLl:uttie Hunder

Phone ;
Email 1luttiehunden@yahnn.cnm_: e.q. john@hotmail com
Website URL _
Wihat iz 9 LURL? 1 2.g. wwa vichet het. aul
Image URL
[ 7
?Ll ] i e.q. mc2 vichet net. awimages’balioons. gif

Help adding image
Public Event? WV if checked non-rermbars will also

View all Bvents be able to view this event ]

Tip

° click in the box next to PuBLIC EVENT? if you would like the event to also appear in the
mc2 general community EVENTS calendar *

TEXT OHLY ABOUT WHAT'S HEW JOIN CONTACT US LINKS SITE MAP TIPS EVENTS
HOME SEARCH PARTHERS TRAINING PHOTOS GLOSSARY DOCS FEATURES CODE FAD

(v)  click on | AddEvent |

(v) click on to go back to the events page

. your event will not be listed until it is approved by the owner/moderator of the
community
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USING MCc2 POLLS

PoLLs allow you to view the results of a poll created by the owner/moderator of a community
(eg. preferred days and times for a chat session), and to vote in a poll.

Tip

. you will automatically be sent an email notification message when a new poll has
been created for any communities of which you are a member; see Appendix B
(p. 40) for details on how to change this setting

Remember to login to mc2 and access the community first

View the results of a poll
To view the results of a poll

(i) click on (found down the left side of the community’s home page) next to a
question that interests you

(i) click on and scroll down the page that appears to view the results

Polls Open for Woting

should we have our photo taken? ey Vote
W
Results 44 votes in total Yotes %
Mewver 16 36 G —
Alweays 8 18 %
Only at Might 10 23 % —
Black & White Only 10 23 9% —

(iii) click on to return to the polls page

Vote in a poll
To vote in a poll

(i) click on (found down the left side of the community’s home page)
(i) click on next to a question that interests you

Polls Open for Woting
should we have our photo taken? ey Vote

... continued over the page ...
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(i) click in the button next to one of the alternatives provided

should we have our photo taken?

" Never

" Always

" Only at Might

& Black & White Only

|
(iv)  click on L2t

Tips

° voting in a poll is anonymous

. you can change your vote as often as you like until the poll closes, but your vote will

only count once in each poll

Suggest a new poll
To suggest a new poll

(i click on (found down the left side of the community’s home page)

Tip

° as only the owner/moderator of a community can create a new poll, you'll need to
send the owner an email message if you want to suggest one

If you use a free Web-based email service such as Mmc2 WEBMAIL
=uggest a palll

(i position your mouse pointer on

(i) look in the bottom left corner of your screen (above the ﬂ button) and make a
written note of the owner’s email address (eg. lottiehunder@yahoo.com.au - not the
mailto: part)

I mailto: lottiehunder @y athoo. conm. au |

(iii) access your email account

(iv) create a new message

(v) type the owner’s email address in the TO box

(vi) type (eg.) new poll for mc2 community in the SUBJECT box

(vii)  write a short message detailing your suggestion for a new poll and then send it

If you use an email program such as OUTLOOK EXPRESS
=uggest a palll

(i) click on

(i) an email message window will appear, with the owner’s email address automatically
inserted in the TO box

(iii) type (eg.) new poll for mc2 community in the SUBJECT box

(iv) write a short message detailing your suggestion for a new poll and then send it
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USING MC2 LINKS

LINKS provide you with easy access to other Web sites relevant to a community’s interests,
and should save you a lot of time searching the estimated 3+ billion pages available on the
Web for useful information.

Tips

° you will automatically be sent an email notification message when a new link has
been added to any communities of which you are a member; see Appendix B
(p. 40) for details on how to change this setting

. you can also access our LINKS page (mc2.vicnet.net.au/help/links.html) for the option

of searching the entire Web using a search engine such as GOOGLE AND some links
to some general online community resources

Address I mc2 vichet net aushelpdinks. html |

Remember to login to mc2 and access the community first

Access a link
To access a link

(i) click on (found down the left side of the community’s home page)
(i) click on a category that interests you (eg. Government Online Resources)

. . . Sugogest a
Categories {links) Description Category
Customising your A list of websites that provide info on customising your Add link
training (8} training for different interest areas.

Government Online LI : Add link
A listing of state government online resources.
Resources (8}
-_ , . . : . Add link
Training Resources (16} Ideas, tips, tricks and resources for trainers in the ICT area.

(iii) scroll down the next page that appears and click a Web site that interests you
(eg. Land Channel)

Better Health Your introduction to quality-assured, regularly reviewed, health and wellbeing
Channel information and services.

Business Channel is an electranic infarmation service designed by the Yictorian

Business i ; : sk

Government to bring government agencies and serices within easy reach of the
Channel : :

business community 24 hours a day, seven days a week.
Information Information %ictaria is your ane stap shaop for information on State Government
Victoria programs and services.

Land Channel  Government information and serices about land and property anywhere in Yictoria.

© VICNET, July 2003 32




Add a new link
To add a new link

(i) click on (found down the left side of the community’s home page)
(i) scroll down the page and click on a category that interests you (eg. Training
Resources) to view the current links

. . . Sugogesta
Categories {links) Description Category
Customising your A list of websites that provide info an customising your Add link
training (8} training for different interest areas.

Government Online i : Add link
A listing of state government online resources.
Resources (8)
- _ . . . . Add link
Training Resources (16) Ideas, tips, tricks and resources far trainers in the ICT area.
(iii) click on Add link
(iv) type the relevant details in the LINK NAME, DESCRIPTION AND URL text boxes
Category Name: Training Resources
Link Name: InfoPeople "How To" Guides
Descriptiﬂ'": developed by a federally-funded grant E
project administered by the California 3tate
Librarvy. B
URL: fwieh Address) |mw_infnpenple. orgfhowtof What is an URL ?
v) click onl submit Link |
(vi) click on to go back to the links page
Thank you
This link has been referred to a moderator of your community, for their approval.
If approved, it will become visible within this group.
44 Return
Tip
. your link will not be listed until it is approved by the owner/moderator of the
community
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Suggest a new category for links
To suggest a new category for links

(i) click on (found down the left side of the community’s home page)

Tip

. as only the owner/moderator of a community can create new categories for links,
you’ll need to send them an email message if you want to suggest a new category

If you use a free Web-based email service such as Mmc2 WEBMAIL

Suggesta

(i) position your mouse pointer on L_“3te401
. . . Sugogest a
Categories {links) Description Category
(i) look in the bottom left corner of your screen (above the ﬂ button) and make a

written note of the owner’s email address (eg. lottiehunder@yahoo.com.au - not the
mailto: part)

I mailto: lottiehunder @y athoo. conm. au |

(iii) access your email account

(iv) create a new message

(v) type the owner’s email address in the TO box

(vi) type (eg.) new category for mc2 community links in the SUBJECT box

(vii)  write a short message detailing your suggestion for a new category and then send it

If you use an email program such as OUTLOOK EXPRESS
Suggesta
Category

(i) click on

Sugoest a

Categories (links) Description Category

(i) an email message window will appear, with the owner’s email address automatically
inserted in the TO box

(iii) type (eg.) new category for mc2 community links in the SUBJECT box

(iv) write a short message detailing your suggestion for a new category and then send it
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USING OTHER MC2 COMMUNITY FEATURES

In addition to those mentioned on pp. 9 - 34, there are a few other features provided by all
mc2 communities of which you are a member that you may find useful.

Remember to login to mc2 and access the community first

Invite a friend to join a community
INVITE A FRIEND provides you with an easy way to send an email message to a friend you
think may be interested in joining a community.

To invite a friend to join a community

(i) click on [Invite a friend | (found down the left side of the community’s home page)
(i) type the relevant details in the text boxes

Enter your friend's name, as you would like it to appear;
iSam Tucker e.q. Jokn, Me Srath, Mohamed stc.

Enter your friend’s full email address below:
Isamueltuckerjnﬂ@hntmail.cum e frendsnamei@hotmail com

Fersonal message: (optional)

Jam - I think yvou'd find this group E
really useful for your training classes.
Cheers, L [=]

(i) click on Invite Friend

. . . Invite another friend? .

(iv) optional - click on to repeat this process
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View the members’ list
MEMBERS provides you with a list of the names (organised alphabetically by first name) and
the email addresses of a community’s members.

To view the members list

(i) click on (found down the left side of the community’s home page)

(i) scroll down the page and position your mouse pointer on a member’s name to see
their email address in a pop-up window

Members List

Ermail Matification

= R e j Forum  Alerts
||Emai| Lottie Hunder: lhunder@mez, vicnet.net, au

=1 Pippi ¥Williams moaerator Hemove? Remove Mod W i E_D_
James Davies Remove? Make Mod rd i E.D_
™1 Joannes Leider Femove? hake Mod v ¥ E.D_
1 Kevin S Davies Femove? hake hMod v Vv E-D_
Tips
° click on {'} next to a member’'s name to view their Webpage in a new INTERNET

EXPLORER window

Unsubscribe from a community
UNSUBSCRIBE allows you to unsubscribe from a community if it no longer interests you.

To unsubscribe from a community
(i) click on (found down the left side of the community’s home page)
(i)  clickonl_"E®

Do you want to unsubscribe from VICNET Community Technology Group?

YES | HO |

(iii) click on to return to your my communities page
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APPENDIX A
mc2 CODE OF CONDUCT

The CoDE OF CONDUCT is designed to provide a safe and secure environment in which
members can participate in mc2 communities.

While the following notes provide a brief overview of what is generally considered acceptable
behaviour when interacting with others on the Internet (known as netiquette), it is the
responsibility of every mc2 member to be aware of and adhere to the complete and most
recent CODE OF CONDUCT, available online at: mc2.vicnet.net.au/help/code.html

Address I M2 vichet et aufhelpdcode. kil |

After joining an mc2 community

. lurk for a while (read what is being discussed without participating) to become
acquainted with the general tone of conversation, current topics of interest, and to
avoid raising an issue that’s been recently covered

If you decide to participate in an mc2 community
° do not harass other members or use offensive language

° do not engage in illegal activities such as cracking (attempting to break into secure
systems), or breaching copyright

. stay on topic; keep your comments brief and to the point

. avoid typing in all capitals (considered as SCREAMING!)

. be wary of giving out your home address, telephone number, etc., to another member
unless you know them personally

° do not send spam (eg. unsolicited ads), chain letters or virus hoax messages

. don’t upload a file over 2 Mb ( ~ 2000 Kb) in size; to preserve bandwidth mc2 staff

reserve the right to remove files exceeding this limit and to remove, without notice,
any file that is deemed inappropriate

° if you have a complaint, report it to the owner/moderator of a community rather than
sending it to all members or to an individual member

The mc2 project staff, community owners and moderators reserve the right to remove any
content deemed inappropriate, and to suspend or ban any user or community in breach of
the CODE OF CONDUCT.

VICNET reserves the right to alter the CODE OF CONDUCT at any time, without notice. By
continuing to use mc2, you agree to be bound by the latest changes. It is the responsibility of
mc2 users to have read the most up-to-date CODE OF CONDUCT on the mc2 site at:
mc2.vicnet.net.au/code and PRIVACY POLICY at mc2.vicnet.net.au/privacy
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APPENDIX B
CHANGING YOUR EMAIL NOTIFICATION MESSAGE SETTINGS

By default, all members of a community are automatically subscribed to receive notifications
by email every time

° a new message or reply is posted to the FORUM (Forum - see below)

° a new file is uploaded to the SHARED FILES, a new EVENT or LINK is approved, or a
new POLL is created (Alerts - see below)

Some community owners may also have enabled the MAILING LIST which you can also
subscribe to.

Tips

° subscribing to both the FORUM and the ALERTS for a community means you don’t
have to access the mc2 Web site each day to see if there’s any new information in
your community; the email notification messages contain direct links to the new
information, saving you time searching for it on the site

. subscribing to the MAILING LIST, if enabled, means you will receive any new
messages posted to this list via email and don’t have to access the mc2 Web site to
reply to a message

. if your community posts a lot of messages to the MAILING LIST every day, you can

also add a tick (¥ ) to DIGEST so you'll only receive one email message summarising
the day’s messages rather than a separate email message for each posting

To change what email notification messages you receive from an mc2 community

(i) click on My COMMUNITIES (found on the orange bar across the top of all mc2 pages
when you are logged in)

My Communities | My Profile | My Webpage | My Files|

(i) click in one or more of the boxes next to each community you are a member of
(FORUM, ALERTS, MAILING LIST AND DIGEST) to add or remove the tick (v )

You are a member of the following communities:
Subscrbed to: Forum Alets Mailing List Digest

P Freelance Writers v ™ |~ ™
P Internet Trainers Support Group v 7
P Mystery & Crime Fiction Readers W W g ¥
B waormen in trades and serices v v

(i) click on Ipdate Settings |

(iv) when your settings have been updated, click on to go back to the my
communities page

Update My Settings

done!
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APPENDIX C
CHAT UsING MIRC

If you have problems chatting using the CHAT on the mc2 Web site, you can try chatting
using MIRC.

Step 1 (if necessary) - download and install mIRC

(i)

access the MIRC Web site (www.mirc.com) to download and then install MIRC

I Addresz KA TRITE, S0

Step 2 - find out your mc2 community’s chat password

(i)

(i)
(iif)
(iv)
(v)

login to mc2 and access the relevant community

click on (found down the left side of the community’s home page)
Advanced Settings

click on

click on | et the Chat Password Emailed to you

check your email to find out the password

Step 3 - set up mIRC to access mc2 chat

(i)
(i)
(iif)

(iv)

Tips

»

open mlIRC
if necessary - close the MIRC introduction window
2dd

click on

IRC Network: | Al x| Add |

type the details shown below in the text boxes and then click on

Add Server E |

Dezcription: Imu:2 chat

IRC Server: Imc2.vicnet.net.au

Eortfz): {6667

[E; i
Group | Add

to bypass DNS, type 203.10.72.244 as the IRC SERVER

to connect to MIRC via WINGATE, type the IP address of your WINGATE server as the
IRC SERVER (eg. 192.168.0.1)

... continued over the page ...
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(v) type (some version of) your FULL NAME, EMAIL ADDRESS, NICKNAME AND an
. . C ttoIRCS
ALTERNATIVE in the text boxes and then click on =2 =
mIRC Options
Cateqany:
Bl corne- IS
S Options IRC Network: |l ] add |
i Perform Im,:z chat j Edit I
¢ - Local Info
i Delet
' Ll _Delete |
- Firewall Connect ta IRC Server Sort I
H-IRC ,
--Suunds [T Mew server window
:;IEESE Full M ame: IL:::ttie H
B+ Display Email &ddress: Ilhunder@hntmail. o
- General
Micknarme: II:::ttie
Albernative: II:::tt
k. Cancel | Help |
(vi) type #**** %% %% %% %% in the text box, where
> % = the community’s MAILING LIST / WEBSPACE name (eg. mystcrime)
> %% %% %% %% = the community’s password (eg. vaiZivee)
mlRC Channels Folder
Enter name of channel ko join:
I#m_l.lstcrime vaidives Jain
(vii)  click on 221
Step 4 - start chatting!
Tips

if you have problems chatting using MIRC, please phone us on 8664 7001 or
1800 629 835 (toll free), mention that it is an mc2 enquiry and ask to speak with
someone regarding MIRC CHAT

see our CHAT HELP page (mc2.vicnet.net.au/help/chathelp.html) for further tips

.-’-'-.gldressi mc2 vichet. net audhelpdchathelp html |
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APPENDIX D
CHAT ACRONYMS

Type
a/sll
bbl or bbs or brb

If you want to “say”
(what is your) age, sex and location?
be back later or be back soon or be right back

btw by the way
cu see you
b4 before
fof face to face
fwiw for what it's worth
gmta great minds think alike
lol laughing out loud
rofl roll on (the) floor laughing
tia thanks in advance
ttyl talk to you later
u you
ur you are
wb welcome back
wtg way to go
Tip
. access
> our ACRONYMS & SMILEYS page (mc2.vicnet.net.au/help/chat_acronyms.html)

or
>

Address

mic2. vichet net. audhelpdchat_acranyms. ktml

the NETLINGO SMILEYS & EMOTICONS page (www.netlingo.com/emailsh.cfm)

Address I vy netlingo. comdemailzh. cirn |

for a more comprehensive list of chat acronyms & email shorthand
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If you require any assistance using the
my connected community (mc2) Web site, you can

* phone the VICNET Help Desk
8664 7001 or 1800 629 835 (toll free)

or
* email the mc2 staff
mc2@vicnet.net.au

or
* access the Help section of the mc2 Web site
mc2.vicnet.net.au/help

If you contact us by phone or email,
please mention that it is a
my connected community (mc2) enquiry and state the nature
of your enquiry, e.g., Web site related or a training booking.

“m VICNET iva.

State Library
of Wickoa
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