FirstClass ® 7.0 Sidalav7

i e
. CENTRZNITY
i Home & Search " Print Products | Downloads | | Support | Partners | Company

Direct links

= Buy Now FirstClass 7 Quick Reference
" Media for web browsers

= Newsroom

= Take a Tour Contents

=« Register for Free . i
Server Logging into a server

The FirstClass Desktop

= About FirstClass®
* Training

.puwr_'rud by .
' FIRsTClLASS'|

Copyright 2001, 2002 by Centrinity Inc.
SOF3023.0A

Centrinity Inc.

905-762-6000 or 1-800-763-8272

Web:

Email: support@centrinity.com, sales@centrinity.com

Notices

You must accept the FirstClass License Agreement before you can
use this product. If you do not accept the terms of the License
Agreement, do not install the software and return the entire
package within 30 days to the place from which you obtained it for
a full refund. No refunds will be given for returned products that
have missing components.

Information in this document is subject to change without notice.
Certain features and products described in this document may not
be currently available in all geographic regions. Distribution or
reproduction of this document in whole or in part must be in
accordance with the terms of the License Agreement.

All rights reserved. FirstClass is a registered trademark of a
Centrinity Inc. subsidiary used under license. Centrinity, the
Centrinity logo, and the FirstClass logo are trademarks of Centrinity
Inc. All other trademarks are property of their respective owners.
This edition applies to Release 7.0 of FirstClass and to all
subsequent releases and modifications until otherwise indicated in
new editions. This document is bound by international copyright law
and the FirstClass Software License Agreement and Limited
Warranty included with every FirstClass product.

Logging into a server

1 Enter the URL of the server (for example,
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http://www.centrinity.com/login ).
2 Fill in your user ID and password for this server on the FirstClass
Login screen.

FirstClass Login

Address: 192.168.20.113
Server.  Husky Planes.com

~7 Uzer |Cx |Ipring|e

ﬁi Passward: |....-

3 Click Login to open your FirstClass Desktop.

The FirstClass Desktop

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

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

[ address Book O 6o 4 Catendar

4§ Employee Lounge [ Help ['# Home Pags Folder

[ 5" Liorary Budoet 18 Lunch Crew O MaiBox

I My Stuff F" offine Conferences  []# Personnel | @

O@ ‘eice Greetings

~ BF § Name Size Subject LastModifed=
EeaD e cemrityun 1K 2002057 05:23 P

08  Resymore.un 1* 200205407 05:22 Pty

Standard page elements

A - upper pane
This Desktop is split into two panes. The upper pane contents are
shown as small icons.

B - lower pane

The lower pane contents are shown as a list, which presents
information about each object in columnar format. You can change
the sorting and grouping of these objects as described in our online
help.

C - toolbar

Each page has its own toolbar. Clicking a toolbar button tells
FirstClass to perform that command. Many toolbars contain the new
object field, which lets you choose an object, then click New to
create it:

bessage V| [New]

D - page summary

This bar shows the page name, summarizes page contents, shows
the server and your user name, and indicates permissions you have in
this page.

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

Address Book
Contains your personal addresses and mail lists.

Calendar
Your personal calendar.

Home Page Folder
Contains material that you want to display over the web.

Bookmarks
Contains links to objects on your server.

Help
Contains online help. This can also be accessed from the Help
Contents and About this Form buttons.

The other objects on our sample Desktop were added by the
administrator or the user.

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 New with the message form you want selected at the new
object field.

If you decide you want to use another form, you can click Delete
with the first form still open.

2 Address the message.

From: ¢ Linda H. Pringle
Subject: | Budget repart
Directory: | Amanda Ho

T8 Tow Vandenberd

0| imanda Clark
Michael Hill

Bee | imanda Ho

0 ) R e ) =

Tips for entering recipients' names:

< 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 name, then click To, Cc, or Bcc. 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.

< 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.
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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.

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.

Checking whether a message has been read

To see the history of a sent message, including who has read it,
click History with the message selected or open.

B What When WWho

o Created= 51372002 11:50 &M Amanda Ho
=0 Sert= 5/3/2002 11:50 &M Amanda Ho

@5 Read» 5/8/2002 11:57 &M Linda H. Pringle
48 Reply= 51872002 11:57 &M Linda H. Pringle

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 New with New Personal Address selected at the new object
field.
2 Update the New Personal Address form.

nal Address

Mame: |New Fersonal Address ‘

Mame

First: | Watthew | ikt | |

Last: |Ingersu|l | e |Mr VHW ‘

Emil:

matt@huskyplanes.com |

Catenory: | |

Creating a mail list

1 Click New with New Personal Mail List selected at the new object
field.
2 Update the New Personal Mail List form.

Tame: ‘ Boaok Rewviewers

Members: | sara vandenberg 4l
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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:

This ek | May v 13 || 2002 |

[0 @ winutes of ibrary budget mtg

O @ tioary budget agenda

€ View by List
£ view by Day
i e E
= T O
&

rerts

15

Minutes of lbrary budget mtg
hudget agenda B

To view the calendar by month, week, or day, click the appropriate
button.

To scroll from one month, week, or day to the next (or previous),
click the arrows at either end of the dates at the top of the
calendar.

To go to the current month, week, or day, click This Month, This
Week, or Today.

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.

3 Update the basic information on the New Calendar Event form.

endar Event

Fram: § Linca H. Pringls
Descrigtion: | Library budgst meeting
Startsat | May ¥ |14 % || 2002 % | |10 % || 00 % || AN
Duratior: | 1 Hour “ |1 Hour
Time zane: | (GMT-5:00) Eastemn Time (US & Canads) v
Location:
Calor: | White 4

Category: | Meetings v
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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 or the New Task icon in the Today list.
3 Update the basic information on the New Calendar Task form.

From: § Linda H. Pringle
Description: | Library budget agenda
Task stete: | Mot Completad v
Completed on: v || NotYet Complete
Startsat | May |13 % || 2002 ¥ | (9 %[ 00 % || AM ¥
Duest |May ¥ |15 ¥ [ 2002 | |9 |[v| 00 % || Abd %
Colar: | White v
Category: v
Senzfivity: | Mormal v

Pricrity: | Mormal (v

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.

Chatting

A chat is an online conversation among users who are currently
connected to a server.

To contribute to a chat, type your comment in the input area of the
chat window, then click Send.

B o ote Cha
a4 Private Chat
(= ¥ Enahle sounds Send

Participants,

Linda H. Pringle
Roy Allen

sttt

Linda H. Pringle has joined the chat.
Roy Allen has joined the chat
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Responding to a chat invitation

If you are invited to chat, you will see a chat invitation, showing the
name of the user who invited you. To decline the chat invitation,
click Decline. To join the chat, click Accept. The chat window opens
and your name is added to the "Participants” list.

Joining a public chat

A public chat is created by your administrator. It appears as an icon
inside a container. When a public chat has active participants, a red
balloon appears beside the icon:

a8

To join the chat, click it.

Starting a private chat

1 Click Private Chat.

2 Click Invite to invite someone to your chat.

3 Select the user you want to invite from the Who's Online list.
4 Contribute to the chat as you would to any other chat.
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