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NAMSS SEPN Chat Forum
This is a brief guide on how to use the SEPN Chat Forum on a PC/Laptop. The forum is new to NAMSS and we
acknowledge that it may need tweaking as we all start to use it.   As forum users, your feedback would be much
appreciated so please do let us have your suggestions for new Categories & Boards and anything else you feel
needs improving. Email all your comments to info@namss.ac.uk

1) Registering on the Forum
The SEPN Fourm is for paying SEPN members only and everyone needs to request membership. We aim to process
requests within 48 hours. Please use your work email when registering. 

You should have received a ‘Welcome to the SEPN’ email from Nicola Hood which includes a button to register
for the Forum.  
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You’ll see this
message on
screen and get
this email.

Watch for
this email and
then click the
link to login

WAIT!

If you try to login
now you’ll see one of
these screens and
won’t get very far.

If prompted, login with
the details you set up. 

NAMSS do not  have your
password. 

Before you start looking around, take a quick look at your Messages

Click ‘Home’ on the top menu to get back to the starting page at any time

Note:  This guidance is for a PC/Laptop.  You can access the Chat Forum on a phone but options are limited



To start a conversation/thread:  Click on a Board and then click on ‘Create Thread’ in the top right of that Board

Insert a url link by highlighting the appropriate text and then clicking on the ‘tiny world with a sheet of paper
infront of it’ icon

2) Getting Started

Give your thread a subject and add in some text

You can add an attachment by clicking ‘Add Attachment’

Turn an email address clickable by highlighting it and the click on the ‘tiny envelope’ icon:

Click ‘Home’ on the top menu to get back to the starting page at any time



To view the conversation/Thread click on the Board. If you want to send a reply, type in the ‘Quick Reply’ box and 
click ‘Post Quick Reply’

Once you’re happy with your thread, click ‘Create Thread’ 

Seeing new Threads/Comments:  You’ll know if there are new threads on any boards when you see the ‘new’ folder 
on the left hand side.

You can ‘like’ a post by clicking the tiny thumbs up

IMPORTANT: If you click on any attachments (or links to documents) you will be
prompted to download the file. It will only let you download the file once. 



To see what contributions you’ve made to the forurm: click on ‘Participated’ in the orange
header

REMEMBER:   To go back to the list of Boards at any time click ‘NAMSS Student
Engagement Practitioners Network’ on the bread crumb bar

To search for things: Click on 'Search’ from the orange header. The screen that appears looks quite complicated but 
it isn’t really. Just enter as much or little information as you have and hit ‘Search’ – right at the bottom of the
screen/form.

Note:  This guidance is for a PC/Laptop.  You can access the Chat Forum on a phone but options are limited



IMPORTANT:  Work along the tabs – Avatar, Personal, Social, Settings etc – to make sure that
you are comfortable with your settings. In particular, we would ask you to look closely at

these tabs and their setting options: 

3) Editing your personal profile – please read this section and take any necessary action

Click on ‘Profile’ in the orange header then click ‘Edit Profile’

Personal – Scroll down to the bottom and complete the fields we’ve added in. Remember to click ‘Save Personal
Settings’

Privacy:  Carefully check that you are happy with each of these settings. If you make any changes remember to click
‘Save Privacy Settings’

Email Visibility - ‘Share with staff only’ = just our Administrator can see the email you’ve used to register on the forum 



Notifications:  This tab is where you set how often you are told about activity in the forum. Here’s what the 
email options mean:

Changes here
are auto saved
so no ‘Save’
button to click



Reading your private messages:  Click on ‘Messages’ in the orange header. You’ll see a number on this if you have any
new messages

Unread messages have a closed envelope in the far left column.   Just click on the subject to read the message 

As you would expect, you can reply to the message – just use the ‘Reply’ option in the top right.

There are also a number of other ‘Actions’ available using the dropdown. 

Forward:  To forward the messages to other members (within the forum), pick ‘Forward’ from the ‘Actions’ drop 
down and then start typing the members name in the box and a list will appear for you to pick from


