MS Chat Moderator Powers Tutorial
(Basic actions a SM can take)
Note: This tutorial shows only the basic actions a SM can take and takes into account that SMiTs know how to change nicks, enter rooms, check the room list, etc. This tutorial was created so SMiT could perform the needed tasks during training. A more detailed manual is available to staff when they become SM. It is also suggested to use the help feature of the software to learn more about its features.
Note 2: All the tasks below can only be done if the person has moderator powers (aka a gavel).
- Using MS Chat, log onto the ACTD server.
Create a new room

1- Click on the “create room” icon.
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2 – Type the name of the room, preceding it with #, in the “Chat room name” field. You are not required to write in a topic. However, topics show up on the room list, so it will make it clear to other players what the room is about. Select the needed options and click “ok”.
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You can change room properties at any time by clicking on “Room” and “Room properties.”

Changing a someone’s status

Right click on the person’s name on the right side of the room and select the status you want to assign the person.
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Kicking a member out of the room
Note: This is normally used when a player has troubles with the server. His initial MS Chat instance his frozen so he opened another one. The SM needs to kick out the frozen one. This can also be used if a visitor is not behaving. Do NOT use the “ban/unban” feature. If you believe that someone deserves to be banned, kick them out and change the room settings to “moderated”. Let the FM know of the player’s attitude. 
Right click on the person’s name on the right side of the room and click on “kick…”. Then, write the reason of the kick and click “ok”. Do not click the “also ban” check box.
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Create a welcome message for everyone entering one of your rooms
1 – In the menu, choose “view,” “macros,” “define macro…”.
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2 – In the “general” tab, set the “automatic greeting” to “whisper it” (“say it” means that everyone in the room will see it, which may become annoying especially if there are a lot of people coming in the room). A message is already typed it. However, you can customize it. Click on “apply”.
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This message will look like this to someone who joins the room:
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Note: You can also create a rule (see the “Rules” tab) to send automatic messages to people joining the room. Check the “MS Chat Macros Tutorial” for examples of rules or use the help feature of MS Chat.

Clearing history

Note: Sometimes we chit chat in the mission room prior to a mission. To help make the transcript cleaner, it is suggested to clear history (remove all the text in the room (on your computer only) so that when you save the transcript that chit chat doesn’t appear).

- Click on “edit” and “clear history”.
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Before clearing history…
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After clearing history…
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Saving a transcript

Note: If using macros to highlight in a different font or color the text sent to you, it would be best to open another instance of MS Chat to save the transcript.

- Click on “file” and then “save”. Save as you would any other document. This will be saved as a rtf document. You can open it in many word processors.
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Moderated = everyone will be spectators when they enter. Someone with moderator powers will need to give them voice.





Hidden = the room will not appear on the server’s room list.





Set Topic anyone = anyone can change the topic. This is not recommended.





Private = when clicked, people outside the room won’t be able to know who is inside the room.





Invite only = the host will need to send an invitation to the players so they can enter the room. This is not recommended.





Set maximum users = sets a limit for the number of people who can be in the chat room at the same time. This is not recommended.





Optional password = sets a password that people will need to enter before being able to join the room. This is not recommended.





Host = the person will get moderator powers. In OOC the SM, CO, and XO are usually hosted. In the mission room, the SM is hosted. Depending on the SM, the CO and XO can also be hosted.





Speaker = all players should have speaker capabilities in both rooms. Otherwise, their lines will not appear in the rooms.





Spectator = all players will be spectators when they enter the mission room. The SM must set their status to speaker. In the mission room, everyone who is not taking part in the mission (even if they are ACTD staff), should be set to spectator.








%Nickname% = will be replaced by the person’s nickname when they enter.





%Room% = will be replaced by the name of the room.














