How to use the ALEX Forums

ALEX forums allow users to post messages and reply to messages posted by other educators across the state related to various educational topics of interest.  The tone of the discussions is helpful and informal.  Share ideas, opinions, tips, challenges, and successes with other educators with similar interests and, in turn, benefit from their ideas and expertise.

JOINING THE ALEX FORUMS

In order to participate in any of the ALEX forums you must first create an online identity.  This is a simple process and will only need to be done once.

1. Go to the Teacher-to-Teacher area on ALEX (use the button on the ALEX home page) and click on the link to Forums.  

2. Click on the “Register” button. On the next page click the date link, then read the Forum rules and click the “Agree” button if applicable. 

3. Enter the screen name (does not have to be your full or real name) you wish to use when posting to a discussion board 

4. Enter the password you wish to use for the forums.  (It is usually best to use the same password you normally use for email or your school network rather than to invent a password specifically for this purpose.)  

5. Enter your SCHOOL email address (we use this email address to screen membership requests so that forums are limited to educators only.  Your email address will not be displayed.  You will be able to use ALEX forums from any Internet-enabled computer.  The email address used to register has no effect on what computer you can use to post and read messages.)  

6. Enter your school, school system, school phone number, and optional information such as the area or grade level you teach and interests. 

7. Answer a few additional questions regarding your preferences for the Forum (or you can skip these questions if you wish to use the default settings.)  

8. Click the Submit button.

9. ALEX will now verify the email address you entered by sending a confirmation email.  When you receive this email, you will need to click on the link included within the email in order to confirm your request to join a forum.  

10. Once this is done the ALEX forum administrator will receive your request and approve it automatically based on your school email address.  You will receive a Welcome email once the forum administrator has approved your request.  

11. At this point the one-time membership process is complete and you are ready to log in and post or read messages. 

You will need to log in the first time you use the ALEX forums.  After the first login, you will remain logged in to ALEX forums ON THAT COMPUTER unless you specifically log out after every use.

TO LOG IN TO FORUMS

Use the screen name and password you created during the registration process. (Click in the box in the upper, right-hand area of the main forum and enter your screen name and password.) Then click the “Login” button. Once you have logged in you will automatically be taken to your forum home page.  You will need to return here (use the “home” button) if you wish to log out.

TO READ POSTINGS BY OTHERS (you must be logged in)

The system will indicate new and unread postings so you can find them easily.  A yellow [image: image1.png]


 button next to a listed forum title indicates unread postings within the last 30 days.  Click on any forum title.  Postings will be listed.  Click on the subject lines to read each “thread” (posting and all related replies). If there have been no postings within the last 30 days, use the drop down menu at “Show threads from:” to request earlier postings.  Then click the “Go” button.

TO POST TO A FORUM (you must be logged in) 

To post a new topic of discussion, or “thread,” under one of the General Discussion forums, click the title of the forum.  Then click the “New thread” button at the top or bottom of the page.  Type a subject line and a message in the fields provided.  Then click the “Submit new thread” button.  Be sure to check the forum at a later time to read any replies!

To join in an ongoing discussion, click on the forum title.  Read the latest postings to find one to which you wish to reply.  At the top or bottom of the thread click a “post reply” button.  Type a subject line and a message in the fields provided. Then click the “Submit reply” button at the end of the entry fields.  

TO SUBSCRIBE TO A FORUM (ALEX automatically notifies you by email when someone posts to the forums you to which you subscribe) 

Click the title of a specific forum of interest.  Click the link to “Subscribe to this forum,” on the upper, right portion of the page.  You will receive a confirmation message telling you that you are now subscribed.  Thereafter, you will receive an email whenever someone posts to your chosen topic of interest.

USING THE ALEX FORUMS CALENDAR

There is a lesson planning calendar located on your forum home page. (Click on the “Calendar” button at the top of your home page.) Once you are logged in to the ALEX forums, you can add events to your personal calendar.  For a guide to using your personal calendar as a lesson planning tool, see further instructions at www.alex.state.al.us/help.php
More information detailing all the features of the ALEX forums is available on your forums home page. Click the button called f.a.q. (frequently asked questions).

