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Logging into a server

1 Enter the URL of the server (for example, http://www.centrinity.com/login).

2 Fill in your user ID and password for this server on the FirstClass Login screen.

FirstClass Login

Address: 192165.20115
Zerver.  Husky Planes.com

o~ Lzer D |Ipring|e |
ﬁfi Passward, |lllll |

3 Click Login to open your FirstClass session.
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The FirstClass Webmail interface

Once you have connected to a server, your session on that server opens. Your interface may
differ from the example below, because your administrator determines which conferences you
start with, and the general session appearance.

To open objects on the session, click them. To select objects, select the checkboxes beside them.

|3'= hlew Message |BEEMTET b Address Book @; Memosz || 255 Conferences tﬁ' Calendar

S .
ﬁs} i Box Husky Planes com: Michael Green
il

Folders Delete | I— tove iterms to.. —j Maorve I Mark &z Read |
v B 0 Mame Size Subject Last Modified
fiil Show Deleted tems [ @™ SaraParker 1K Re: XY E Co. discuzsion 20024 2003 10:26 M
[T ¢ ABC Project M= To Sara Parker 1K ¥ Z Co. discussion 20024 205 10:25 &M
[T 5% Completed M @fF To 11 Buciget report 200241 2103 10026 At

[ %% OnHold

I 1000
[ 5# ¥YZIData @ B

3 New Folder
x*_ Rename

il Delete

pSearch | [7]8 Praterances... | @ Change Pagsward... | @jHelpContents

Standard page elements

A - left pane
This view is split into two panes. The upper pane contents are shown as small icons and text.

B - right pane
The right pane contents are shown as a list, which presents information about each object in
columnar format.

C - toolbar

Each page has its own toolbar. Clicking a toolbar button tells FirstClass to perform that command.
For example, the "Move to" dropdown list box on the Mailbox tab lets you choose a folder to
move selected objects into:

— hdonee itemstu..—j [ [u g |

D - page summary
This bar shows the page name, the server, and your user name.

Standard objects

The list of standard objects you see may be different depending upon how much authority you
have.

New Message
Allows you to compose a new message to send.

Mailbox
Contains all messages sent to you, as well as copies of messages that you send.

Address Book
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Contains your personal addresses and mail lists.

Memos
Contains documents you can use to store information and make notes.
Conference(s)

The name of this tab may be different depending upon what your adminstrator chooses. It may
provide access to one conference, or multiple conferences.

Calendar
Your personal calendar.

Help Contents
Contains online help.

The other objects on our sample interface were added by the administrator or the user.
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Working with messages

Messages work the same whether you are in your Mailbox or a conference. An unread message
has a red flag beside it. To read a message, click it.

Creating a new message
1 Click the New Message tab.

2 Address the message.

From: § Michael Green

Sukject: |Eludget repart

To: @ § Smancs Ho

| Add
Lo i § Amanda Clark

[hichael Hill Add
B I Add

Browse.. Attach...

| =

Attachments: I

Tips for entering recipients' names:

e All users and conferences known to the server (including users you added as personal
addresses) are stored in the Directory. To address a message to any user or conference in the
Directory, you can type a partial namein the To, Cc, or Bcc field, and click Add. The whole name is
filled in if what you typed is unique in the Directory. Otherwise, the Directory opens with a list of
all names that match. Select the name you want, then click Select.

e If you are in a conference, your new message is automatically addressed to that conference.
e You can click a name in a sent message to create a preaddressed message.

3 Type the message text in the body section.
4 Attach a file to the message, if desired.

Click Browse at "Attachments" and select the file you want to attach. If you are using Internet
Explorer, you must click Attach after the path to the file is displayed at "Attachments".

5 Send the message by clicking Send.

Replying to a message

1 Open the message.

2 Click Reply.

The original message is quoted in the reply.

3 Type your reply in the body section.
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4 Send the message.

Forwarding a message
1 Open the message.

2 Create a copy of the message (including any attachments) by clicking Forward.
3 Address the message.

4 Make any changes you want to the message body.
5 Send the message.

Downloading an attached file

To download a file attached to a message, use your web browser's standard download feature.
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Saving addresses for future use

You can add your own addresses and mail lists to the Directory. Only you will see this information
in the Directory.

Adding a personal address

1 Click the Address Book tab.

2 Click New Address.

3 Update the New Personal Address form.

Hame

Gllickname: IMatt

First: [Matthews Miclle: [
Last: [Ingersall mit: [Mr. 7] [Mr.
Phone
Whiork: |9D5-555-1 21z e I
Home: [305-555-4375 Mokile: |
Email [matt@huskyplanes.com Add
Categone: I

4 Click Save.

Note
Click Reset to cancel changes.

Creating a mail list

1 Click the Address Book tab.

2 Click New Mail List.

3 Update the New Personal Mail List form.
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Mame: |Eh:u:|k Feviewers

Members: @ § Sara Yandenberg
G ¢ Roy Summervile

|Sara Farker Ao

4 Click Save.

Note
Click Reset to cancel changes.
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Working with calendars

You can use a personal calendar (which can record both calendar events, such as meetings, and
tasks, such as submitting a report), and look at other users' calendars and group calendars. To
open your personal calendar, click Calendar. To open another user's calendar, select the user in
the Directory or Who's Online list, then click Open User Calendar.

Viewing calendars

You can view a calendar by month, week, or day. The week view of a calendar looks something
like this:

12, 2002 - E;E!F:I ':;'Eil 2002 > ) September - 23 -

Delete | e Event MNew Task | (2] view Today List [ view by Day [ wiew by Morith

T o0AamM 3 church @,
r B Prep. product desc. for Husky 727
r B Prep. mailing list for FR
r B coal: Sell HK-54 this week &
Tue @ [T EO00AM £ gym©S,
2 [ 1000 &M €T3 meeting with Sara
wigd Ty
25

Thu 5 [T B00AM £ gym'@,

26

Fri {E}

27

Sat 3 [T EDDAM (D oaym®,
28

To view the calendar by month, week, or day, click the appropriate option in the title bar.
To go to a specific date, specify the date using the dropdown fields, then click Go.

Calendar views include a Today list that highlights all the events that take place today, and all
the tasks that start today or are ongoing.

Overdue tasks are shown in red. Completed tasks have a line drawn through them.
To view details of an event or task, click it.

Creating a calendar event
1 Open the calendar.
2 Click New Event.

Shortcut
To create an event that starts on a specific date, click the New Event icon beside that date.
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3 Update the basic information on the New Calendar Event form.

From: § Michaegl Green

Dezcription: I

statsat: [Sep »| |23 =] [2002 »] [12 =] |00 =] |am =]

Duiration: I'I Haour j I'I Hour

Time zone: |(GMT—5:[IEI]| Eastern Time (LS & Canada)

[

Sensitivity: INDrmal "I
Priority: INDrmaI TI

Location: I
Color: |!|
Category: I j I
Shovwy time a3 IE“JS'_‘;-“ j

Attachments: I

Browse...

R|255 G255 B [285

Attach...

4 Update the other sections on this form as required.

To invite participants and/or book resources, check for conflicts, or reschedule, update the

Scheduling section.

To make the event show up repeatedly on the calendar, update the Repeat section.

To generate reminders, update the Reminders section.

5 Attach files or add content just as you would for a message, if desired.

You can open an event to change its details.

Creating a calendar task

1 Open the calendar.
2 Click New Task.

3 Update the basic information on the New Calendar Task form.
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g Mew Calendar Task

From: § Michael Green

Deszcription: I

Task state: | Mot Completed j

Compietedon: | «|| | |MotYet Complete =]
Stats at: |Sep v| |23 ¥][2002 7| |12 =] |00 =] |am =]
e Hj H) Ey E H N
Color: Ries5 G255 B 255
Category: | =l

Senzitivity: INl:lrr'rlal TI
Pricrity: INDrmal "I

Attachmernts: I . Attach
Reminders
Generate reminders: r
Time before start and due dates:; I 1 hour j I'I hour

=

4 Update the Reminders section, if you want to generate reminders for a task with a due date.
5 Attach files or add content just as you would for a message, if desired.

You can open a task to change its details. To change the task status, choose the appropriate
value at "Task state" (and "Completed on", if the task is completed). You can also change the
status of an unopened task to Completed by clicking the task icon.



