
 

1 
Version 3 13/01/17 

 

A Guide to using the LASER online web forum 

 

http://laserawards.freeforums.net/ 

Introduction 

This is a brief guide to using our web forum for Access to HE. It really is simple to join and to 

use and we would urge you to get involved and use this forum to engage in discussions and 

the sharing of ideas and information across the LASER Access network. 

LASER will post conversations about key Access issues such as:  

o Access Practitioner Meetings  

o Emerging and topical issues 

o New resources and information about our administrative processes 

You can:  

o Start conversations to ask for help and advice from other Forum members 

o Share ideas and best practice by uploading attachments for others to download 

o Respond to posts by other Forum members and from LASER 
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1. Joining the forum 

Who can join? 

Membership of the LASER online web forum is open to any individual who works in a 

LASER approved Access to HE centre and has a role associated with Access to HE 

provision. Membership is also open to individuals who work with LASER in a role related 

to Access (e.g. external moderator) or work in an organisation which work in partnership 

with LASER (e.g. admissions staff in a university)  

How to join 

Either by invitation: where we have email addresses for colleagues in LASER 

approved centres or where we work with staff in other capacities, e.g. as external 

moderators or as admissions staff in universities, we will send invitations out by email. 

 

Or by application: if you are not on our mailing list (and work in a LASER approved 

Access centre) and you would like to join the Forum you can either contact the LASER 

Access office and request an invitation or go straight to the forum login/registration 

page (see web address below). If you are joining without an invitation from LASER 

please make sure that you include the name of your organisation. 

 

Joining up step by step 

 

1.1 Navigate to our web address is http://laserawards.freeforums.net/   

You will then see a login or register screen and the first 

time you visit you will need to register by clicking on the 

‘Register’ button 

 Then there are a few simple steps to follow to get set 

up on the Forum. You won’t be able to access the 

Forum until a member of the LASER Access Team has 

approved your request. This ensures that your 

conversations are private and not visible to third parties 

who might include students, other colleagues not 

involved in Access and of course complete strangers! 

 

 

 

ProBoards provide a short video description or help wizard of the login and registration 

process which can be accessed from the login/registration screen by clicking on the 

links at the bottom right hand of the page. 

http://laserawards.freeforums.net/
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1.2 You will then be asked to Register some details, 

starting with your email address. We recommend you 

use a work address where you would normally receive 

and regularly view work related emails but you can use 

a personal address. 

 

Next you will be asked to create a password (keep a note of this!!) and provide some 

more details. Please note that your age details are not publically displayed but are 

required to show you are older than 13yrs! 

 

 

 

 

Finally (see above), you set up a 

‘Username’ and agree to the Pro-Board 

‘Terms of Service’ 

 

 

 

1.3 Identifying your organisation or role. As one last step: we ask that you just add the 

name of the organisation (e.g. college name) you work for and/or your role in 

relationship to LASER Access (e.g. ‘Access tutor’ or ‘external moderator’). Enter this 

in the ‘Pending Registration’ screen and click 

‘Continue’ 

Once you have submitted your details we will 

then check your eligibility to join and approve 

your application via email. The acceptance 

email will contain a link back to the Forum or 

you can just navigate to 

http://laserawards.freeforums.net/  and enter 

you email address and password. 

 

 

 

http://laserawards.freeforums.net/
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2. Adjusting your profile and personal settings 

 

2.1 The Profile page 

It is possible to edit your profile in the Forum and the key options are outlined in this section. 

First navigate to the Profile section from the Forum main page (below left) 

 

From here (see above) you can view your Activity, 

follow other Forum members (you then get notified if 

they make a post). See who is Following you and see 

who you are Friends with. You can also see what 

Groups you are in. Probably best to avoid sending 

‘Gifts’ to people as you have to pay for these!!! You 

can also change your profile by clicking on the ‘Edit 

Profile’ button in the top right corner (see further 

guidance below). Some key settings that you might 

want to adjust are: 

Notifications (see image on the right) 

This allows you to turn on and off email & Forum 

notifications (the latter just appear on your Forum view 

and don’t get sent by email) for events on the Forum. 

Most people will probably want to keep these switched 

to ‘never’ for emails to avoid irritating emails saying 

that ‘User X’ has just posted a comment to the LASER 

Forum. But it’s probably best to keep the Forum 

notification boxes ticked so you can see what’s been 

going on on the Forum when you next log in. 

However, you can selectively enable notifications if 

you would like to be kept up to date with things.  
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Note you can turn on some of these options for a single Board but not others (see the ‘+ 

Board’ button at the bottom of the page). 

 

2.2 Editing your personal profile and details 

Click on Edit Profile button in the 

top right of the View Profile 

screen.  

 

 

 

 

 

 

This takes you to a new screen called Edit Profile & 

Settings from where you can edit a range of 

personal information 

 

 

 

Setting your ‘Avatar’ 

If you would like to have an image appear as well as your user name when 

you make a post etc. then you can create an Avatar (see left click on the 

text below the Default Avatar). This lets you add features, colours etc. 

There are a number of other options than can be changed in the ‘Edit Profile 

& Settings Area’ including adding a range of Social information such as your 

Facebook, LinkedIn, and Twitter accounts or messaging services such as 

Skype. Feel free to use these options as you see fit. 
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Privacy Settings (see image below on the right) 

One area that you will probably want to use in the ‘Privacy Settings’ options. Below are a few 

hints about the best settings to protect your privacy but also let you get the most out of the 

Forum where the idea is to share information and ideas! 

Who Can View My Profile 
You can leave this as ‘Everyone’ because this is a 

closed private forum and only registered members 

have access. 

Email Visibility 
If you want to let people email you information directly 
outside the Forum then select ‘Share with registered 
users’. 
 
Gender and Birthday 
As a default this information is hidden but can you 
make it visible from here. 
 
Activity 
We’d suggest leaving it on the default ‘Share with 
everyone’ so that your posting activity can be seen 
across the Forum – but feel free to restrict! 
 
Member Block List 
Although LASER will ‘police’ the Forum, if you felt the 
need to block another member you can do so here (but 
probably best to report this to LASER!) 
 
 
 
Settings 
In the ‘Settings’ area you can adjust some preferences for the whole Forum, most of which 
are self-explanatory. However, for ‘Posting 
defaults’ – we strongly recommend keeping 
this to ‘Preview’ so that you don’t see the 
irritating code that sits behind the page. 
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3. Using the Forum 

 

The Forum uses a dashboard 

style screen that will show the 

conversations you are authorised 

to view. This is also called the 

Home screen. 

 

There are currently two main Areas available and depending on your permissions you will be 

able to view one or more of these.  

 

The ‘Access Moderators’ Forum’ is a space for our external moderators to share ideas and 

information. This will only be accessible to external moderators thus proving them with a 

secure area during the year where they can raise issues amongst each other. 

The ‘Access Practitioners’ Forum’ is open to all members who has an active interest in 

Access to HE related issues. We hope that this will gradually become the ‘go to’ space for 

colleagues to follow conversation threads, share information or ask for help. LASER will also 

use this space to post alerts and channel useful information. 

We will add new Boards if and when the need arises during the coming year. 

Joining in a conversation 

To join in a conversation, you simply click on the relevant Board to see what ‘threads’ are 

currently open. By clicking on the thread title, in this example “Test Thread’, you can see the 

trail of posts and start to join in. 
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Once you are in the Board area you can see the available ‘threads’ and who posted them. In 

the example below there is a thread entitled ‘Test Thread’.  

 

 

To get involved in a discussion you can just click in 

the ‘Quick Reply’ (see above) area which will 

appear lower down the page and type in text. This 

allows for a text only response. 

 

 

 

If you want to make a fuller response including say hyperlinks to websites, or images, video 

or even upload a document as an attachment, then click on the ‘Reply’ button (in red) in the 

top right hand corner of the box above. 

Doing this will bring up the full ‘post’ option where you have lots of options for making a post 

look good, include web links and even attach files to upload. The post below shows some of 

the options available. 

 

Once you’ve finished hit ‘Create Post’ and you post will be created and be viewable by 

anyone who has permission to see this Board. 
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4. Glossary of Terms 

Category A broad subject area within which conversation ‘Boards’ can be set up. 
For example in our Forum ‘Access to HE’ is the main category. 
 

Board A conversation within a ‘Category’ where members can post comments. 
Within our Forum ‘Access Practitioners Group’ is a Board. 
 

Threads (or 
‘Topics’) 

These are groups of ‘posts’ (comments) within a Board on a particular 
topic. Depending on permission levels you  may be able to initiate 
‘Threads’ or just contribute to open ‘Threads’.  
 

Posts These are comments made against a thread within a Board 
 

Username The name that you log in to the forum with. Usernames have a limit of 20 
characters and cannot contain spaces, special characters, or symbols. 
 

‘Shoutbox’ An integrated "box" or part of the forum where forum visitors and 
members can come to discuss anything in a live, instant messaging chat 
room. 
 

Member Groups Registered members are assigned to groups depending on their roles 
and group may have different permissions to view and take other actions 
within the Forum. An examples of a group includes ‘Access External 
Moderators’. 
 

Member A registered member of the LASER Web Forum 
 

Staff Member A LASER staff member of the forum 
 

Forum 
Moderator 

Usually a LASER Staff Member of the forum who has oversight and 
control and who can delete posts, block member etc. 
 

 


