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To create a mailing address list

- On your FC Desktop, open the Address Book icon.

- Click on the 2nd icon from the top left: Create Mailing List

... Address Book : Watertown FCIS
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Adam Gilsdorf 1K ademg@freshpond.oom  1/23/01 12:26 PM

2K alan.epstein@ren.com 3/12/04 3:28 PM

- Fill in the Shortcut Name, the Members, and click OK.

. Personal Mail List : Watertown FCIS

Name:

Members:

% Personal Mail List

‘!‘ ¢ Maloolm Cooke
# ¢ dJoanna Honig

English Dept

- Use this shortcut as you would any name in addressing an email.
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To UnSend a Message
- Click once on the message to select it.

- Choose UnSend from the Message menu.
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- This may remove the message from the recipient's mailbox if
internal (WPS), and if not yet read. Externally sent mail cannot be
UnSent.

To view the history of a message
- Click once on the message to select it.

- Choose History from the Message menu.

) History: Re(3): WPS 5-Year Tech Plan
- i e S Who
3/ Created by reply 11716705 8:144M  Alan Epstein
g Sent 11716705 8:164M  Alan Epstein
,#+ Read 11216/05 8:474M  Dan Dressler




To change the expiration of a message
- Click once on the message to select it.

- Choose Get Info from the File menu.
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- Set the expiration period and click OK.
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To create a Signature

- Choose Preferences from the FirstClass menu.

file Edit  Form
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Quit FirstClass %Q

- In the Preferences window, choose the Messaging tab and the
Signature sub-tab.

enn " Preferences

{"General Y Catencoring | Content § Viewisg |- Messagig -} Web | :

Volee | 0o

Autornatically add signature to new messages

pli:re texts

Dlr, of Technology
i Watertown Pubtic Schools
¢, 50 Columbia St
iWatertown, MA 02472 USA

| 617-926-7769 x 6752 (offloe)
;1647-926~T723 {fax)
(-] aepstein@watertown k12.ma.us

{pefault 3 { Apply 3 { Cancel ) {o 0K )

- Enter your signature as you want it to appear in your messages.

- Normally a full signature is used for recipients outside the district.
Therefore, do not check "Automatically add signature to new
messages" as your signature will be added to internal messages also.

| - Click OK.



To use a Signature

- In your outgoing message window, position your cursor where you
want the signature to appear.

O DO . Emall Trgxlning Today
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‘From:- ¥. Alan Epstein
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- The Signature is pasted into the email message.
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To Upload a document to hold it in FirstClass

- Navigate to the location in FirstClass where you want to place the
document.

- Choose Upload from the File menu.

| Edit  Format
New o
Open b
Close %W
Save As...

Import. B
Export...

- Locate the file and click Choose. As a result, you will see the
document among the messages in the window.

Choose Object

Action.Plan . vl
R Newwork DT NamE T D Moded
o e o Action Plan Archiva.sit 5/31/04
tacintosh HD AE-Action Plan.04-05 7:5:04
c-Action Plan.05-0% /205
A}\ ' AE,03-04,Action,Plan Results 7i15704
gl alan Elem.Action.Plan.2006.#1 5427705
N ) 71 Elenv.Action.Plan,2006.#4 5127105
i Applications : :




To start an Instant Message session
- Choose Instant Message from the Collaborate menu.

- Click on the Invite button and select the person you want to IM.

YOO Instant Message : Watertown FCIS
- “Participants + 3 - Attachments Set
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$ Constante Hyder

¢ Debrs Crowley

¢ Debra King

¢ Diane Foote-Ferrigno
¢ Donns Daigle

¢ Edith Graichen

¢ Elizabeth GIH

¢ Erin McCormick

§ Erin Sweredoski

¢ George Skuse:.

¢ Helena Tonge

{
$
§
4

Joe Smith \LJ
James Solvas
Janene Goodmon

tanics Mendiln

- Enter your text into the box below. The full interchange occurs in the
box at the top.
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To Create Folders for your mail

- In your Mailbox, choose New -> New Folder from the File menu.
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- The new folder will appear in your Mailbox window, usually in the
top section, as "New Folder".

- N.B. If you do not have a split Mailbox window, choose
Split -> Split Horizontal from the View menu.

Catcutating. 3w Wed

Hetp: R O ) ¢

View by lcon

v View by Small lcon
View by List - :
View by index Card

Explote ; 3 WPS Tech Ploneers

“split Vertical.

Chaw NMalarad tame

- With the New Folder selected, use Get Info to change the name.

' (,:3 ‘:\ 6 Newy Foldér !rbmhfb A

Lot Fotder . Original
e
NET

Name: { Currleutum Documents]

Subject:

b ‘Category, Keywords

4 ‘Generat

b Yiew, leon ID, I6on position

_:_ Unread ”: Auto open ,: Protected

’ Cancel 3 {7 0K}
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To Find some information in your messages

- Open the conference where you want to begin the search.

- Choose

Find from the Edit menu.

- Enter the string you seek, and check the fields it should search.
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Find: ASCD SmartBrief

@ Search. listable information (subject, name, eto.)

L ..iSearch subconferenbes & folders

earch content
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Includé, items crested orimodified in the last: -
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e Searsh attachment names
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e

{ Cancel 5 (- Find )

- A new window will open showing the documents and messages

ASCD SmartBrief Special Repartt Educat.

found.

NelolS) ASCD SmartBrief
JD Search 6 Files O Folders. Watertawn FCIS tAlan Epsteln 7 e
m P Y Mame : oy Subjeet L | SlzeLast Modifled

Alan Epstein % Tech Note 06-02 (ASCD SmartBriefs) 2K 10/17/05 5138 PM
1 Alan Epstein Tech Note 06-02 (ASCD SmartBriefs) 2K 10f17/05 5138 PM
d Alan Epstein Tech Note 06-02 (ASCD SmantBriefs) 2K 10/17/05 5138 PM
@ Alan Epstein Tech Note 06-02 (ASCD SmartBriefs) 2K 10/17/05 5:38 PM
31 Alan Epstein Tech Note 06-02 (A5CD SmanBriefs) 2K 10/17/05 5:38 PM
o BK 11/16/05 5:23 AM

"ASCD SmartBrief " <ascd@smarthrief.com>

- N.B. The messages shown in this window can be opened, but many
other functions are not allowed here.
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To view a Calendar

- Open the calendar.
[cXaxe] /’\WPS Meeting Calendar : Watertown FCIS
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- Month, week and day view can be changed using the icons at the top
(circled).

- Move from period to period using the arrow buttons at the top right,
or the calendar at the bottom left.
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To set a Vacation Message
- Open Preferences from the FirstClass menu.

- Choose the Messaging tab and Mail Rules sub-tab.

‘eoe . preferences
1

{“Genezal | Calendaring | Comtent 1 Viewing | Méssaging.¥ web |

‘ !‘-.Et{ibai‘!ﬁq!e‘sglf Signature ?j nstant Messaging { Pading ¥ Voice )

@ :Maiibox Rules... Jdmport Accounts...
M 3 .

Reply preference: Automatle = T}

- Automatically reply to ‘

Loca) maif: Reply text:

i1 am presently away on vacation. § will return on Wed.
“August 29, 2003 to review your message.

internet:mail:

- - hutomatically forward

“Forward 1o

“Looal mail;
Internet mall:
Voice/fax.mall: i
Method:  *  “Redirest . 13)
Junk mall handling: - Delete Silently

Pix
PR

{ Default y ( Apply 5 { Cancel y{ "OK 3}

- Use the section entitled, "Automatically reply to" to enable the
vacation message for internal mail (local mail) and / or Internet mail.

- Enter your vacation message text in the Reply text box.

- NB: Messages will still be received in your Mailbox. The sender will
also receive this Reply text.

- NB: Be sure to disable this when you return!



FirstClass Tutorials and Resources
http://205.213.162.11/project_write/firstclass/entry.html

http://www firstclass.com
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