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To access our Message Board system, you can either enter bbs.molloy.edu directly into your web browser or click on 
the “Chat and Message Boards” link on the Molloy College Homepage.  See Figure 1-1. 

 
Figure 1-1 

After the Chat and Message Boards have loaded, you will see the following screen.   

 

Figure 1-2 

 At the top of the screen, you will be asked to log in, or register. (Figure 1-2 #1)  Click on the appropriate button.  

If you have not previously registered for the Chat & Message Boards, click register. If you have an existing account, 
click login and skip to Figure 3. 

The registration process is simple. Follow the directions exactly. Any deviation will block you from registering.  
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Figure 2 

First, you must read, understand and agree to the Registration Terms & Rules in order to proceed. To do so, check 
the box at the bottom of the screen Figure 2 #1 

Then, click the register button. See Figure 2 #2 
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Figure 3 

At the next screen, you are prompted to enter your user name and password. See Figure 3 #1 

Your user name is your Molloy College e-mail address, without the @molloy.edu 
EX: psmith06@molloy.edu = e-mail address 
psmith06 = user name 

Password: (Figure 3 #2) 
Pick a password that is 6 - 8 characters and uses only letters and numbers 

You will then be prompted to enter a Security Code Confirmation: (Figure 3 #3) 
Enter the code exactly as it appears. 

Don’t forget to complete the Optional Information section, (Figure 3 #4), if you would like to receive e-mail from 
administrators and others, through this board. 
 
If you agree to the terms of this registration, then click on the "Submit My Registration" button (Figure 3 #5) in the 
bottom right corner to complete your registration. 

At this point an e-mail will be sent to the Molloy e-mail address you provided.  There will be a link in this e-mail that 
you must click to activate your account.  If you do not receive this e-mail in 20 minutes, please re-register.  You may 
have done something incorrect the first time.  

If you do not have a Molloy e-mail address, please contact Jean Eylers in the Academic Computer Lab.  
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If you already have an account, simply log in by entering your username and password at the bottom, left of your 
screen. See Figure 3 #6. 

Once logged in, you will be taken to the Chat and Message Board homepage. Here you can initiate or join a live chat, 
check calendar events, read messages, or post your own. 

Calendar 

Figure 4 

The Molloy College Calendar can be navigated in many different ways. You can search for a specific event by 
category or keyword, (Figure 4 #1), browse the current calendar by day, week, month or year, (Figure 4 #2) or view 
an entire month of events (Figure 4 #3).  There is also a feature that lets you search for a range of dates. (Figure 4 
#4).   

Message Boards 

The Molloy College Message Boards are a great source of information and the perfect place to post your own 
message. Here, you will find postings from your professors, job listings, departmental news and much more. Check 
back often.  

It’s easy to browse messages - which are listed alphabetically - according to department. The Message Board allows 
you to see who posted the message, when it was posted, how many topics have been posted under that department 
heading and how many messages have been posted in reply. It will also tell you who made the last entry to the board 
under that specific topic.  
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Figure 5-1 

To access a topic, or message, click on the department heading. (Figure 5-1 #1)  

 

Figure 5-2 
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You will be brought to a new page which lists all the topics under that department heading. (Figure 5-2 #1) Click on 
the topic you want to read and you will be taken to the page where the message is displayed.  

Figure 5-3  

EX: Click on Ed Department Computer Lab. Four topics are posted under that heading – Making Graphs and 
Charts; Education Websites; How to Make a Brochure and Word Template and Double Sided Printing in the 
Ed Lab. Click on Making Graphs and Charts. A new page appears with just the link for Making Graphs and 
Charts. Click on it to display the message.  

 
Reply 

 
Figure 6-1   

 
At the bottom, right of each message box, there is the option for you to post a reply to that message. (Figure 6-1  #1)   
Simply click on the “reply” box. (Please note, that some boards are “Read Only” and you will not be given the option to 
post a reply.)  
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Figure 6-2   

 
A blank text box will open. Write your message here. (Figure 6-2  #1)  
 
When you are done entering your text use may Insert Special Items, (Figure 6-2  #2) change the font, (Figure  6-2  
#3) adjust the size and style of your text, (Figure 6-2  #4) or check for spelling errors. (Figure 6-2 #5)  
 
There is an option to “Toggle Side Panel in the bottom left of the screen. (Figure 6-2  #5) If you choose this option, 
the bar on the left-hand side with the emoticons will close. When you are finished with your message, click the 
UPLOAD button, located on the bottom, right of the screen to post it.  
 
New Topic 

 
Figure 7-1   
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When you access the topics under any given heading, you will be given the option to post a new topic. Click on the 
New Topic button. Figure 7-1 #1  
 

 
 

Figure 7-2   
 
Choose and enter a Topic Title. (Figure 7-2 #1) On the second line, enter a description of your topic. (Figure 7-2 #2) 
Although this is optional, it is recommended. With that done, you are all set to enter your text. 
 
 
 

 
 

Figure 7-3   
 

Entering a new topic will give you the option to include an attachment. Click on the Browse button. (Figure 7-3 #1) 
Highlight the file you want to attach in the pop-up window and click the Open button. Then, click on the Upload button.  
(Figure 7-3 #2). Your file will be attached and your topic and message posted.  
 
 
Members 

 
Figure 8-1   

 

 
8 of 17 



Molloy College Chat and Message Boards                                                         

On the Molloy Chat and Message Boards, it’s easy for you to interact with other members. To start, click on the 
orange Member drop down on the homepage. (Figure 8-1 #1) 
 

 
Figure 8-2 

 
There are over 2,000 active members on the Molloy Chat and Message Boards. Need to find someone? You can 
search for members a few different ways. You have the option to enter the member’s name, part of their name, or 
even just the letter their name begins with to initiate a search. (Figure 8-2 #1). You can search for members who have 
photos posted, or you can search by gender. You can ask for 20, 40, or 60 results per page, (Figure 8-2 #2) in 
ascending or descending order. (Figure 8-2 #3). You can also search all members, or perhaps you are looking for an 
administrator. You can specify that, too! (Figure 8-2 #4). 
 

 
Figure 8-3 

 
The page will also display a complete list of all active Chat and Message Board members. Clicking on a member’s 
name (Figure 8-3  #1) will allow you to view their profile, add them to your list of friends, send them a message, or 
find posts they have made to the boards. 
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My Controls 

 
Figure 9-1 

 
 
 
Click on My Controls (Figure 9 #1) to configure your account and keep track of your activity on the Molloy Chat and 
Message Boards. The main page of the control panel shows a summary of your accounts and includes a notepad for 
you to make any notes.  
 

 
Figure 9-2 

 
 
The Messenger Center also appears on this page, (Figure 9-2 #1), on the left side, under Menu.  
Here, you will find a record of messages you have received, sent or saved and you can organize information your 
way.  
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Figure 10-1  

 
Compose New Message: Write a message to another member. Fill in the recipient’s name, (Figure 10-1 #1), enter a 
message title (Figure 10-1 #2), and type in your text. (Figure 10-1 #3). You can change the font and size of your text 
to make it your own style (Figure 10-1  #4), and you can also add an emoticon (Figure 10-1  #5). To send an 
attachment, use the button at the bottom of the page (Figure 10-1  #6). Click on Browse, (Figure 10-1  #7), locate the 
file you want to enclose and then click Open. When your message is ready to be sent, click on Upload (Figure 10-1  
#8), to post it.  
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Figure 10-2 

 
Inbox: Stores the messages you have received from other members. Click on it and you can organize your 
messages. See how full your folders are, (Figure 10-2 #1), move messages to other folders, (Figure 10-2 #2) or 
delete selected messages. (Figure 10-2 #3).  
 
 

 
Figure 11  

 
Sent Items: A record of the messages you have sent to others.   
This page will tell you how full your folders are (Figure 11 #1 and displays the messages you sent, the title (Figure 11 
#2 and date sent (Figure 11 #3. It also allows you to read the messages, (Figure 11 #4 move them to other files, 
(Figure 11 #5 or delete them (Figure 11 #6).  
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Figure 12  

Saved (Unsent) PMs: Messages you’ve written, but have not yet sent are saved here. The message title, (Figure 12 
#1) recipient (Figure 12 #2) and the date you saved the message (Figure 12 #3) are displayed. You will have the 
option to either read and send the message, or delete it. (Figure 12 #4) 
 
 
 

 
Figure 13  

 
Empty PM Folders: Shows how many messages are in your Unsent Mail Folder, your Inbox and Your Sent Items 
folder  (Figure 13 #1) and lets you empty them (Figure 13 #2) in one easy step. 
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Figure 14  

 
Edit Storage Folders: You can rename folders that already exist, or create and name additional folders for storing 
messages. 
 

 
Figure 15  

 
 
Buddies & Block List: This is your address book. It allows you to block other members from sending you messages. 
Just enter their member name and give us a reason why you are blocking this particular member.  
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Figure 16  

 
Archive Messages: You can choose to have messages sent to you in a single file, so that you can delete them from 
your folders.  
 
 

 
Figure 17  

 
Message Tracker: Allows you to see whether or not a member has read the e-mail you sent.  
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Figure 18  

 
View New Posts: Clicking here will list all the messages that have been posted since you last signed on to the Molloy 
College Chat & Message Board.        
 
 

 
                                                Figure 19  
 
My Assistant: This option provides forum and posting information. Under Forum Information, clicking on “The 
Moderating Team” will show you who the Chat and Message Board administrators are and who the site moderators 
are. You will also be able to access the forums posted by the moderators.  
There are three options under “Forum Information.” You can opt to see the top 20 posters of the day, top 20 posters to 
date, or your last 10 posts.  
To close the box, you will need to click on the X in the upper right corner.  
 

 
Figure 20  
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My Friends: When you click on this button, a pop-up window will appear displaying all the members you have 
previously designated as friends. (Figure 8-3 #1) It will also list those members who you have selected as friends and 
are pending approval.  A list of mutual friends is also available.  
 

 
Figure 21  

 
New Message: A running count of your new messages is kept here. Clicking on this button will take you back to the 
messenger page. This is where your messages are displayed. You can see who sent the messages to you and when 
they were sent. It also allows you to organize your messages into folders, or delete them. .  


