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The FirstClass 12 Web Client

Summary

In this module, you will learn about how FirstClass 12 can:

deal with mail overload

expose information that would otherwise be hidden in private email exchanges
share files

find others in your organization

keep up with what's going on

access information with your mobile device.

Introduction

FirstClass 12 brings together all of the social tools that have defined the modern internet
into a safe organizational framework, where ideas prosper, knowledge is enhanced, and
employee productivity thrives. This powerful Web 2.0-style solution has been designed to
enable organizations to work faster, smarter, and more productively by connecting
knowledge workers to the people and content important to them within a secure,
collaborative, community-based environment.

With FirstClass 12 you can:

Relieve the stress of email overload

Let ideas and content flow between internal and external stakeholders
Reveal people, content, and collaborative containers with social search
Make your content a social object

Fast track knowledge transfer and productivity

Reduce the risk of inappropriate disclosure

Engage the next generation workforce



FirstClass 12 Web Client

Dealing with mail overload

With FirstClass 12, your system administrator my choose to assign a mailbox if you wish to
use FirstClass as your all-in-one solution. If, however, you are using another email system,
FirstClass 12 will allow you to still use your existing email system, but use FirstClass as your
collaboration and secure social networking tool.

II you're used to using an email product that simply lets you exchange private messages with
others, you know how quickly your inbox fills up. Some of those messages are important,

some are of interest, and the vast majority are marginal or outright spam. And the only way
to sort out the good stuff is to wade through all of it.

With FirstClass 12, you don’t have to dump everything in your inbox. You use FirstClass 12
to post to online conferences and communities. Each container deals with a particular
subject, such as 'Budget Planning’. Your system administrator can subscribe you to certain
conferences or communities based on your group classification, or you just join the
communities that interest you, and that immediately sorts out all that marginal stuff.
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Exposing information
FirstClass 12 collaborative containers don't just shield you from mail overload. Others who
are interested in that same Budget community will also join it. They'll see everything you

post, and you'll see all their responses plus everything they have posted.
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Sharing files and Wikis

Communities aren't just common posting areas like conferences. You can also store files in
a community. Others can download these files, perhaps to update them and then upload
them back to the community.

If you'd rather work collaboratively on a document directly in the community, you can create
wiki pages there, where everyone can see and update them.
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Working Closely with others

So far, we've discussed what FirstClass 12 can do with “things”. But you can't collaborate
effectively without keeping track of people, and FirstClass 12 helps you do that, too.

Everyone in FirstClass 12 has a profile that includes information on their background, their
picture, and even a personal blog.

- ¥
Sar i ns
. — =
- R

o s
= | -
Company: openText

Position: senior Services Engineer -
Street: 35 Leek Crescent
Suite/Apt:

Lz -

Pravious Positions: .
() Emi Heiarcn 1T Manage

P

This s fantaste ©

Language: English
Groups / Assol scamT

E FirstClass, javascript, CSS, HTML

Education: gsc

810913phY: [ have besn in the businass for over 30 years. I reall like working here and am looking |
forward to sharing my expertise with othrs. |

— -

With the Pulse, you get to see all of the status updates and new blog post information as they
occur. Need to have direct access? Engage one of your colleagues in an instant message
session.
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" Budgettime.... Oh Joy Jackie and me?
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Keeping up
Staying in the loop in a busy organization is a challenge. FirstClass 12 provides tools for
tracking activity, both for things and people.

You can flag or 'watch’ a post, uploaded file, or wiki page. Every time something changes
(for example, a post is replied to or a file is updated), FirstClass 12 tells you.

Watched ltems

Budget Updates L1

B Do you know Paul Sprague,
Charlann Staab and &
others?

Invitations

@ Annual Repart v

And you can create a buddy list of all the people whose activities you want to follow.
Whenever they update their blogs, you know.

MY PEOPLE 1 Online |

(1‘.-’Emil1,I Heidrich
f; Starting my Annual Report
JU-L Committee

James Do
My vacation starts Friday

4 |

John Doe

Looking forward to being a
touristin Montreal

Victoria Borgette

Looking forward to a great
\ holiday season

This list also provides a convenient way to contact them by email or instant messaging.
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MY PEOPLE 1 Online

P

®_ — =
Q*—-’Emny Hel ey %

43 Starting 1
Jﬁk Committ a3t
5 Stop Following
James Do
My vacation starts Friday

John Doe

Looking forward to being a
tourist in Montreal

Victoria Borgette

Looking forward to a great
\ holiday season

Can't do everything described here?

Conference, calendar and community creators control what actions are available to others
in their collaborative containers. You may find, depending on the container, that you aren't
allowed to do everything described in this document. If you want to discuss your
permissions in a container, contact its creator or moderator.
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About FirstClass 12 for web browsers

l. .

Note

This help documents all the features available in FirstClass. Depending on how your

administrator set up your user account, you may not be able to do everything you read about
here. For example, you may be able to read messages in certain areas, but not delete them. If
you're not sure whether you should be able to use a particular feature, contact your
administrator.

The FirstClass server

FirstClass stores all its information on your organization's FirstClass server. This server is
maintained by your FirstClass administrator.

Because your information is stored centrally, rather than locally on your computer, you can
access it wherever you have access to a web browser or a mobile device.

FirstClass objects

These are the objects you'll work with when you use FirstClass:

email messages

Messages normally expire after a certain period. FirstClass automatically deletes expired
objects.

documents

Documents are editable after they have been posted, so people who can see them can
update them. By default, documents never expire.

uploaded files
You can upload files such as graphics files so that they are available to other users. These
files can be attached to messages or placed directly in containers.

folders

FirstClass folders work just like other folders you are used to on your operating system.
You can create and name folders, then put objects such as messages in them to organize
your work. By default, objects in folders never expire.

conferences

At first glance, FirstClass conferences look like folders. A conference serves the same
purpose of putting related objects in one place, but its focus is to serve as an online forum.
For that reason, people who have access to a conference can send messages to it.
Conferences display a red dot when they contain unread messages.

calendars
FirstClass calendars contain events, such as meetings to attend, and tasks that you need

to complete. In addition to your own personal calendar, you may have access to shared
public calendars.

contacts
You can store contact information, such as email addresses and phone numbers.

profiles and blogs

Everyone has a profile to help identify them to other users. Within your profile, you can
maintain a blog.
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¢ chats

Chats are real-time, online discussions with other users who are currently connected to
your server.

e communities

FirstClass communities serve much the same purpose as conferences. In addition to

containing posts from people who have access, a community can contain wiki pages that
everyone can update.
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Your FirstClass desktop

All the FirstClass objects that you can access are available through your FirstClass desktop.
It's the first thing you see when you connect to your server.

Br o » ) ..
[ € 5 & & D tcwsfisclassdemo.com/DeskTop000000000000000000000
|

‘ OPENTEXT | FirstClass™ FirstClass 12

& Home

WALBOX © 0 o

.
. .
- 2 @ ¢ 2
5 Year Plan Alph: ol IT  Board Planning Conferences  CurrentProject  ExportTools  foWeather
© o
e f - ;
o - ﬁ ST ey
e Reuests Jobpostngs  Opencle Fersome Rocrcle Workepaces
CORMMSTIR | vcoe ro omi

Laundry
WORKSPACE °

Drafs

Apps
v 1) 2 You PULSE
B - 2 &
Globsl Bookmarks  Cacluator Flcks .

rorTuorls  Forecast Googie e
UPoATES ®

The desktop is divided into panes that contain different types of information. Most of the
panes in the sidebars collapse and expand to reveal the information you want to see.
When you click FirstClass objects to open them, they may open in the central pane, in one
of the sidebars, or in a popup window. Objects displayed in any of these places can in turn
be clicked to open them.

Note

Depending on the amount of space available in your browser window, the central pane may
cover the sidebars when you open an object, to optimize space for the object's contents. If you
want to see the sidebars at the same time, enlarge your browser window.

N,

Where you see an x button in the corner of one of these panes or windows, you can close
the window by clicking that button. Objects that open in the central pane are closed using
the navigation bar, as described below.

Your desktop includes a menu in the top right corner that allows you to update
= your preferences, profile, and password, or to disconnect from your server.



FirstClass 12 Web Client 11

Your homepage

The middle section of the central pane shows all the conferences, communities, and other
containers that you share with others, in alphabetical order. This is your homepage.

To open one of these containers in the central pane, click it.

Your homepage includes a menu in the top right corner that allows you to create containers
on your homepage and view containers that you recently deleted.

The navigation bar

When you open a container in the central pane, it is also represented in the navigation bar
above the central pane. If you then open a subcontainer, the full path to that subcontainer
is shown on the navigation bar. This lets you return directly to a container in that path by

clicking it.

| Home Staff Discussions ¥ Minutes

To go directly back to your homepage, click Home on the navigation bar.
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Favorite Places

If you use certain containers on your homepage frequently, you can drag them to the
Favorite Places bar above the homepage. Once there, you can drag them into any order,
and you can always drag them back to your homepage.

Recent Places

The containers you have most recently visited are remembered for you. To see these
containers in a popup window, click Recent Places on the navigation bar.

%5 Recent Places (5) IQ- Search @

g T ¥

Mailbox Calendar Minutes Staff Discussions

If you want to add an open object such as a new message or calendar event to your recent
places, click the minimize button at the top of the object's form.

To remove an object from the popup, click the x button beside it.
Tips

N,

Recent Places provides a handy method for moving items. First, open and close the container
to which you want to move something (the target container). Then open the container that
currently stores the item you want to move. Drag the item to the target container in the Recent
Places popup.

You can use the same method to attach a file that is on your computer or something that is
on your server (like a FirstClass document or uploaded file) to a new object such as an
unsent message. For example, to attach a FirstClass document to an unsent message,
minimize the message to Recent Places, navigate to the location of the document, then
drag the document to the message.
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Your profile

Your profile provides others with personal information about you and ways to contact you.
It's important to complete your profile to make the FirstClass collaborative experience as
rich as possible.

—
Profile

Company: openText
‘ Psiton: Serir Sevces Engineer

Streets 35 Leek Crescent

site/apt:

City: Richmond Hil ON
Postal Code: 45 4n8

Phone: 123,456,769
Mobile: 555,688,995

email: jschmo@opentext.com

stclass, javascript, CSS, HTML
3

BI09r3PNY: 1 have been in the business for over 30 years. 1 really lie working here and am looking
forward to sharing my expartisa with othars.

T

Your profile picture and name are displayed in the top right corner. To edit your profile,
choose Edit Profile from the desktop menu.

- Jo K Schmr =
Doing a dema  Preferences
— e Edit Profile 4

Change Password

|£1~ Search

Logout

To see someone's profile, click their picture or name wherever you find it in a list. If you see
their blog first, click Profile at the top of their blog.

%

Blog Followedby Profile

- [status: Looking forward to Stewart's demo]
OpenText

Direcorof Human Resources
123 HR et
Wateloo On. Lev 182
Prone; 305,123,569
=
= =4 o
emai ensicricn@pentestcom

e Previous Positions:
\ Language: English, French
Groups / Associations
Expertise: Conflict Resolution
i Education: Masters of Business Administration

Biography: | have been working for FirstClass for the past 10 years. Married with 2 wonderful children and a fantastic partner. Life is great

You can open your own profile the same way if you just want to read it or work on your blog.
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Mailbox

- Note

Depending on how your organization handles email, you may not have a FirstClass mailbox.
see “If you use another mail system” on page 104 for more information.

Your mailbox stores personal items such as your private email. The MAILBOX pane in the
left sidebar lists all unread items in your mailbox. To open one of these items, click it. Your
mailbox opens in the central pane, with this item automatically open. The item disappears
from the list of unread items.

To open your entire mailbox without opening an item within it, click the MAILBOX title.

To create a new message right from your desktop, click the New Message button at the
top of the MAILBOX pane.

MAILBOX -+ I~ ]
Calendar

- Note
2 #/ If you are not using FirstClass for email, you do not have a personal calendar and the
CALENDARS object in this section is a container for other group calendars.
see “If you use another mail system” on page 104 for more information.

Your personal calendar stores events and tasks that you have created, plus events to which
you have been invited. The CALENDAR pane in the left sidebar shows your personal
calendar as a mini calendar in month view, followed by a list of today's events and tasks. A
shaded date indicates that there are calendar items for that date.
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To see the events and tasks for a different day, click that date in the mini calendar. You can
display a different month in the mini calendar by clicking the back or forward arrow button
beside the month.

To open the calendar in the central pane, click the CALENDAR title.
To open an item listed below the calendar, click it. The calendar opens at the same time.

Library Meeting

Workspace

The WORKSPACE pane in the left sidebar lists folders meant for your personal, rather than
shared, information. To open one of these folders, click it.

The folders in this pane are:

WORKSPACE

. Drafts
& Contacts
"""::' File Storage

* Documents
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Drafts

Lists all items that you have saved as drafts because you are not yet ready to publish them.
You'll also see these items in other locations. For example, an unsent message will also show
in your mailbox. A document created in a conference and saved as a draft will also show (for
you only) in that conference.

Home | Calendar

® . Drafts

== Important Planning Mesting

Gary Fitsimmons

Messages are automatically saved as drafts if you create and close them without sending
them. When you are ready to send an unsent message, open it and click the Send button.

Contacts
- Note

Depending on how your organization handles email, you may not have a Contacts folder.
see “If you use another mail system” on page 104 for more information.

Stores personal contact information for friends and business associates.

Bl AL U USREERELES: W SN OO TR . |

€ 5 C @ D fowfemciamemacom Dot cp0ma0O000a0a00000N00 CecADEE

Jo K Schmo =
oy oo

@ RecamtPaces 0) Qe @

=] [Qclme e

Uty .
B~ reene s Rt

Saman 00
W eacaton s d s

et e
Title: Lot trmars 1 ey 3
= VY bt e e

s trgeme
Lot temrtt 3 et
[

Heidich

Widdle name.

Company. Department Ofice:

\@opentext com
one: 904 536-8399

905-555-2685
Manager:  John Adams =
€ contacts Phone

Personal

Prsnl. phone 1.
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File Storage and Documents

A place where you can store uploaded files for your personal use. Depending on the file type,
you may see a thumbnail of the file contents in the list of files.

DR ) Qe @

To upload a file from your computer to this folder (or to any other open container), open
the folder, then just drag the file onto the open folder.

To open a file, choose Open from its menu. If the file format is supported by your browser,
the file opens in a separate tab. Otherwise, you are asked how you want to handle the file.
Some file formats open immediately in a separate tab when you select them.

To download a file from this folder (or any other container) to your computer, use your
browser's normal file download method.
- Note

Where files are attached to objects such as messages, rather than uploaded directly to a
container, you can use the same download method.
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Documents

A place where you can store FirstClass documents that are just intended for your personal
use.

[ w S  ———— - Y

1225000000000K L eCADSE

Jo K Schmo =
a0 oo

B Recant e ) | Qe S @

ne:  Travel Checkiist Bl

Jok. Schmo

Uy s
al nformation P
S
it

Other Items

. PEN

To create a document in this folder (or in any other open container), click the New button,
then choose New Document.

To update an existing document, open it, then click the Edit button.

Warning

If you edit a document that was created in the classic FirstClass client, its format is changed from
the native FirstClass format to HTML. This means it is no longer editable in the classic client.

The document form

The document form consists of a top pane (envelope), where you provide information such
as the document name, and a bottom pane, where you enter and format your document
content.

Personal Information
il

v Name: | Travel Checklist m

Subject | Personal Information

Keywords: | Travel Checklist

Category: | Personal

[C ]
[Bl:usz

Travel Checklist

= QX Source || signature ~

Format - || Font + || Size ~

o

Travel Docs
+ Passpott
+ *USTravel Doo
+ MNews Card
+ Cash(Us)

Other ltems

« PEN S2

N

Note

Your spelling is checked as you type. To see suggestions for a word that is underlined in red,
Control (Command)/right-click the word.
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Field

Description

Icon Picker

The icon that will be associated with this document.

To change the icon, click the existing icon, then click the icon you
want from the selection list. To see additional icons, choose All
Icons from the popup's menu.

Name The name you want to give your document.

Subject The subject you want to give your document.

Keywords Keywords that describe your document. Separate each keyword
with a space.

Category Any category that is useful to you.

Attach Attaches a file that is on your computer to the document. Browse
for and select the file after you click this button.
As a shortcut, or to attach an object that is on your server (such
as a message or an uploaded file), drag the file or other object to
the document's envelope.

Done Asks you want you want to do with the document.

Publish saves the document and displays it for everyone to see
in the container.

Save as Draft saves the document as a draft, making it visible
only to you.

Don't Save undoes any editing you did while the document
form was open.

Cancel returns you to the document form.

menu in the top
right corner

Print opens your computer's standard print form to print this
document.

Delete deletes the document.

Apps

The Apps bar under your homepage lists any web applications that have been provided by
your administrator. To run one of these applications in a popup window, click it.

Apps

Global Bookmarks

You

00
00 e Tuhe {:5

Caclulator Flickr FCA12 Tutorials Forecast Gﬂiw
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My People

The MY PEOPLE pane in the right sidebar lists everyone you have decided to follow
because their activity particularly interests you, and so acts as your personal buddy list. You
can tell at a glance when anyone listed here is online, or there is new activity in their blog.

MY PEOPLE 1 Online

A~

n!Emily Heidrich

Starting my Annual Report

Jfer Committee

James Do
My vacation starts Friday

b

.John Doe

Looking forward to being a
tourist in Montreal

Victoria Borgette
Looking forward to a great
| holiday season

When you hover over an entry in this list, a menu becomes available. You can use this menu
to send email to someone or chat with them.

Qr

m!Emily qug-’

) Starting 1
JSL Committ <hat
. Stop Following

Adding to your My People List

To add someone to your people list, open their profile and click the Follow button.

Blog Followed by Profile

Open Text Corp

CTO

Taronto

Phone: 405-456-8899
Mohbile: 405-999-5655
email: jdoe@myplace.com
Previous Positions:
Language: English, French
Groups / Associations
Expertise: Web development and network architecture
Education: BSc

Follow

Biography: BSc. Computer Science - Waterlao University
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Removing people from your My People List

To remove someone from your people list, choose Stop Following from their menu.

|Q- Type part of a name |

o .
Emily He -
r:.‘ E\. Email

Watching

J’?& presents ,L,
) Stop Followingi

You can also open their profile and click the Stop Following button.

Viewing a person’s Blog

To go to someone's blog and profile, click their picture.
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Pulse

The PULSE pane in the right sidebar lists people's status posts and replies to them.

PULSE

MY PEOPLE 1 Online

All Posts [~]
) Emiy Heidrich f

3L JU T, 2013, 902 A
Watching a fantastic
presentation

m

Jo K. Schmo

b.nin-_c-j a_ dém.-o. -

,C-J Emity Heidrich

Sty Anicl Rport
Committee

James Do

My vacation starts Friday

C Jo K. Schmo

N T, £U
Me too. Enjoy

O Jo K. Schmo

To see everyone's Pulse posts, choose All Posts. To see just the posts of the people you are
following, choose Posts by My People. To see just your own posts, choose My Posts.

All Posts = |

| Posts by My People
My Posts

Moo oo =

To comment on a post, hover over it to reveal its menu, choose Comment, then type your
comment and press Enter (Return).

Emity Heir=— £ Emily Heidrich

o —=
B - -| comment [\ JBL 1un 17,2013, 9:02 A
" \Walching a fantastic ‘-"-fatchlrt]gt.a fantastic
presentation presentation

Can you share mare
information?|
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Chats

The CHATS pane in the right sidebar lists everyone with whom you have had an online chat.

To reopen a chat, click the person. You will see the comments that were made previously
when chatting with this person. If the person is currently online, you are reactivating the
chat.

x E2 1eff Johnson

2013-06-14 13:58

Map to
EarlsOnTop.png

Here is the
location

2013-05-28 01:44

See you soon '

2013-05-23 14:18

Yes. | would love
to.

2013-05-14 20:04

Would you like to
go for coffee with
Jackie and me?

To initiate a chat with someone online who isn't yet in the CHATS pane, choose Chat at
their entry in your people list or from a list of Directory name matches (described later in

this document).

Victoria Email
Looking

\ holigay < CNat S |

Stop Following

3
MY PEOPLE 1 Online ~ Jack

[ jack] x|

Jeremy T. Jackson
Freddy Jackson

X
Jackson Triggs

Jackson T. Pride

‘Q Jackie Cha gy
I love Firslclﬁ‘

Follow

Jack Majestic

st
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To add to an open chat, type your comment at Enter text here, then press Enter (Return).
When the person responds, you will see their comment above yours.

" F |

That works for me|

o il 22 1R 2D

To upload a file that is on your computer to an open chat, click the Upload button

on the chat toolbar, then browse for and select the file. Your file is represented by

a button in the chat. Clicking this button opens the file in a separate tab if your

browser supports this file type. From here, you can use your browser's standard method to
download the file. If your browser doesn't support this file type, you are asked how you want
to handle the file.

x B2 Jeff Johnson

2013-08-14 13:58

3

Map to
EarlsOnTop.png

For files on the server

If you want to add a file that is already on the server (an uploaded file or one attached to a
FirstClass object such as a message), drag it to the chat.

When you hover over someone in the chats list, a menu becomes available. You can use this
menu to email them, or follow or stop following them.

To remove a chat from this list, choose Delete from its menu.

Jeff Johnso )
- Email
Follow

| Delete I;I
W™ ames Do
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Updates

The UPDATES pane in the right sidebar contains three sections: Watched Items,
Invitations and Subscriptions. Hovering over items in these sections displays their

menus.
UPDATES @

Watched tems

=9 Reunion

Invitations

€

ﬁ Annual Repaort

Subscriptions

E Budget Planning

The Watched Items section shows items that you are watching for activity. You may want,
for example, to know when a message is replied to or a document is updated. To add an item
to this list, select it, then choose Watch from its menu.

MY P
A

& Comment

Action v

-—

& Print .
€ Properties
| @ watch |t
I Delete |

i

) |

€0) Histary ‘
I

|

To remove an item from this list, choose Remove Watch from its menu.

The Invitations section shows any invitations you have received to join communities. To
open the community, click the invitation. To join the community, choose Accept from the
invitation's menu. To decline the invitation, choose Decline.
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UPDATES

!

Watched ltems

Budget Updates v
Invitations

) I
@ Annual Rep:l —— |

Decline [E

The Subscriptions section shows any communities that you have subscribed to email
notifications of either all posts or the daily digest. To remove a subscription, choose Delete.

UPDATES

!

Watched ltems

=1 Reunion

Invitations

€

ﬁ Annual Repaort

Subscriptions

ki -
Budget F'Ianl Delate |

Posting your status

A status post is a short comment that you post for others to see, like a tweet.

You'll see your most recent status post in the same location as your profile picture and name.
Everyone's status posts are listed in the Pulse.

To post your first status, click the link you see in this location, then type your status and press
Enter (Return). To post a new status, click your old one, then type your new one at Share
something and press Enter (Return).

Jo K Schmo
: Doing a dgmo
- j'ﬁ
Qr Se _R
NN 4
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Working with lists

Although some containers may open in icon view, where you see all content represented by
icons, most containers are set up to open in list view. In this view, you'll see a split pane, with
content listed in the left pane and any open object displayed in the right pane.

MY e S N
& 5 C A O tomfinsciamdenc.com Dek opOio000000000000t BO00000 1 0002465 SE00000C 10010¢ oy .a‘vg =
Jo K Schemo
OPENTEXT | FirstClass™ FirstClass 12 BT 8
biome 1 Saal Omcussans & Recent Places () | Qe o @i |
B o Actionv 00
@ Ref2) Yearend = Pl You ol
4 JoK Schmo

Jo K Schums

@)  Emily Heidrich

Fes

) JoKsSchmo et

0 Re(2) Tukey
4%k Emily Heidrich

E John Doe

@)  Emily Heidrich
PEs

E Re: New Year Planning
John Doe

ﬂ Victoria Borgette

W © Re: Festive Luncheon

A" Juan Davis

€' JoSchmo

Y

P Pk rese are b reafadeas wnd me shinnd el ek Bncs s mhit i e emd frmat st 1 line s Sim me st bame s

\

Selecting objects in lists

When you click an object in a container's list, it is selected, and its contents are opened in
the right pane. You can then use the menus and buttons displayed with both the listed and

open object to work with it.

- Note

2 / If you want to select an object without opening it in the right pane, press Control (Command)
while you click it. Control (Command)/clicking the object again deselects it.

To select multiple objects, Control (Command)/click each one.

Opening objects sequentially

You can use the down and up arrow keys to open the next or previous object in a list.

Sorting lists

To change the order in which a list is sorted, click the Sort by button, then choose

the element you want to sort on. For example, choosing Subject sorts the list

alphabetically by subject. Choosing Last Modified sorts the list by date.
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i T
MName

Subject
* Last Modified

A

Size
Unread
. Attachments
Icon
Type

| ]
MNone

R e

Choosing First name in your Contacts folder sorts your contacts alphabetically by first
name.

To reverse sort order, choose the same element again.

Filtering lists

To help you find something in a list, you can show only the objects in the
Q> list that contain particular text. This text must be something that is
always displayed in the list, such as subject or sender, rather than text
that is only seen when you open objects, such as text in the body.

B ‘ il o

- Qr Emilyjx | A= 5

To filter the list in this way, type the text at Filter at the top of the list, then press Enter
(Return).

To restore all objects to the list view, clear the Filter field, then press Enter (Return).

Subcontainers

To aid in organization, you can store objects in subcontainers inside parent
containers. For example, there may be a Personnel conference, and within that,
a Benefits subconference.

If you see a Folders button in the top left corner of an open container, you can click this
button to open a flyout pane displaying subcontainers. To close the flyout, click the Folders
button again.
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Folders = 10 0 a Ataces
-:i 0 Jo you have | mettage
f{f} mermgily = mor gy @ stk
Archive .
— = A BAE 2800 3 cew o
& At Bl 3 T 2oy

| St el w et el e mc mil

Tip

N,

To add a link to a subcontainer to your homepage, open the subcontainer, then choose Add to
Home at Action. Note however, that only Conferences, Communities and Calendars can be
added to your homepage. Folders cannot.

Action *
Add to Home
a momeTs
Properties
1
Permissions
Creating folders in containers

| To store reference material, you can create folders. You can't send messages to
({b folders, but anything stored in them has no expiry period by default, so they are a
good way to archive objects.

To create a folder inside a container, open the container, click the container's New button,
choose New Container, then select Folder.

| ~

MNew Message
MNew Document
MNew Cnntai%er

Follow the prompts to give your folder an icon and name, then click Create. You can access
your new folder using the container's Folders button.
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New Container

N

Type:

@ 'h—,; Folder Storage area
New Folder
Description:
Choose icon: | _ )

Enter name: I Archive|

Ll e WL

New Folder

El

Description.—
Ch
e

Choose icon:

O A

P

>

To protect your folder from being deleted by accident, open it, click the Action button at
the top of the folder, choose Properties, then select Protected. If you really want to

delete this folder in the future, you must first

clear this checkbox.

Protected

Creating folders on your homepage

You can also create folders on your homepage for your own personal storage by choosing

from the homepage's menu.
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Searching FirstClass

Searching for content

To search FirstClass for all content containing a particular word or phrase, type that word
or phrase at Search on the navigation bar, then press Enter (Return).

If you are searching from your homepage, FirstClass searches all content accessible to you.

iD,‘- Budget

If you are searching when a particular container is open, FirstClass searches that container.

Search results are divided into Content (objects such as messages and documents
containing your search term), People (people who have posted something containing your
search term), and Folders (containers with your search term in their descriptions or storing
objects that contain that term).

Home Cg Search: Budget Home q. Search: Budget Home ':g Search: Budget I
Content People Folders Content People Folder: Content People Folders
Budget Timelines ﬂ Administrator 'E' @ |ntitled
Budget Timelines Administrator Budget Planning
™ @0 K Schmo w ® Untitled
Budget Timelines 4 JoK Schmo Mailbox

[panuary 2013 [ Ex @ Emily Heidrich
47k Emily Heidrich

E John Doe

John Doe

- ® Budget Timelines updated.
Budget Planning

) @ Re: Budget Preparations
4=k Emily Heidrich

=+  Budget Preparations
to John Doe

e B cmssmrsel B A P

You can work with items in the search results window just as you can anywhere else.




32

FirstClass 12 Web Client

Searching for people

To search the Directory for someone, type all or part of their name at Type part of a name
in the MY PEOPLE pane, then press Enter (Return). Everyone in the Directory who matches
your search term is listed.

<L 1ohn

Jeff Johnson

Johnny T. Teacher

[Q-do| T
- | Find more people

m Emily Heidrich

= Watching a fantastic
J‘L presentation

John Lennon

John Leland

John Doe

Looking forward to being a
tourist in Montreal

John Q. Smith

2
E

b) John Smith
MY PEOPLE ) €

Hovering over a person in this list displays a menu that lets you:

x L. John
Jeff Johnsg Email
Chat
Follow
] - _ = -

add them to your people list - click Follow
remove them from your people list - click Stop Following
send a message to them - click Email

chat with them - click Chat.

You can also see the person's profile by clicking them in this list.
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Moving objects

You can drag and drop objects to move them between containers.

Home g Mailbox 0y Recent Places (4) | Q. :
= Q- Action v o - @ © @
i . Q: 0 05 ©
£ ® Jo, you have 1 message = E (2] )
[E = S
noreply <noreply@facebookmail.com> | ’ﬂ% R Staff Discussions  Annual Repo
= P -
e} lan Archibald added a new photo to the album lan -
Achibalds Photos i -
noreply <noreply@facebookmail.com> "
- -
Folders =1 Q- Action ¥
Re(2): Year end B2 )
10 Staff Discussions - - = 5§ ® Jo: you have 1 message
- =15 noreply <noreply@facebookmail.com
- &
-
(1 more -
o I‘f’ arcnilfEl =§  'on Avchibald added a now photo o thg
« ® Invitation to join: Anga®Report Archibald's Photos
Annual Rm;n’ noreply <noreply@facebookmail.com>
>
-
Vhl there Home %y Archive Re(2): Year end
¥ John Doe et to Staff Discussions
MAILBOX (-N-)
T ™ manid™ | noreply

1. To move an obj

Do you know Kendall Jackson My,
A & ® Invitation to join: Annual Report
Annual Report

CALENDAR
LA Stewart Lynch added a new g
Uploads
0 August 2013 0 " h fithere
noreply <noreply@facebookmal

John Doe
Sun Mon Tue Wed Thu Fri Sat

ect to a subcontainer, drag its icon to the parent container's Folders

button, then drop it on the subcontainer displayed in the flyout.

2.

To move an object to a container that you recently had open, drag its icon to Recent

Places on the navigation bar, then drop it on the container displayed in the popup

window.

3.
the Path trail

Deleting objects

To move an object to a container within the path, drag it’s icon to the folder name on

on the navigation bar, then drop it.

To remove a container, click and hold the closed container until you see the x button, then

click that button.

(X
%)

Archive

If this is a shared container that you didn't create, removing it from your homepage affects

only your view of it.
to your homepage.

Others can still access it, and if necessary in future, you can restore it

To delete objects in lists, select them, then choose Delete from their menus.

-1

|® Toggle Unread
€5y History

© Properties

& Watch

[0 Delete |
4'}#

lan Archibald added a new photo to the album lan
Archibald’s Photos

noreply <noreply@facebookmail.com=

Re(2): Year end |

tn Staff Nicrnecinne
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To remove items that display an x beside them, such as message recipients or attached files,
click the x.

To: || Emily Heidric@_ranh Smith

™

Undeleting objects

When you delete any FirstClass object, it is still available for a short while. The server
removes it permanently as part of routine maintenance. Before permanent removal, you can
display deleted objects, and undelete them if you wish.

To view the containers you have recently deleted from your homepage, choose Show
Deleted from the homepage's menu. To view deleted objects in an open container, choose
Show Deleted from the container's Action button.

L]
Mew Container

Show Deleted
EK

To undelete an object, select it from the list of deleted objects, then choose Undelete from
its menu. The object is restored to its original location.

Jo K Schen
BT
| o~ vottied
I. q untied =
l_' et 2t (o ok Oebet [m]Undeb\ete
' a8~

Getting additional information about objects

Viewing an object's history

FirstClass tracks the history of activities related to objects, such as who created or read a
message and the date, or the date a document was updated and by whom.

To see this history for an object, select it, then choose History from its menu.

—_—

W Toggle Unread

I - Jo K. Schmo

€7 History

. Mo
epropemeg j Created by reply 06-14 12:41  Jo K. Schmao
© Watch | #F Sent 06-14 12:41  Jo K. Schmo
| #= pead 06-17 10:50  Emily Heidrich

“* Read 06-17 10:50 John Doe
& peply 06-17 10:50 John Doe
B rd 6-17 10:51  John Do
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Viewing an object's properties
To see information such as when an object will expire, select it, then choose Properties
from its menu.

|™ Toggle Unread

[O)] Histors-'. Schmo
| € Properties |

@ Watch [S

Lo R .

I3 Conference Rem
&3 %

M 3o K. Schemo
?IM Re2): vear end

» Category, Keymords

® e sl
Expires: 6/14/2014 12:41:26 PM
Lxpiry peniod Dref it
Days el el

Charatter et U

NG EIERGE _pome, prmemad

About those colored dots
Red dots

A red dot beside a container indicates that there are unread items in that container. The
number in the dot tells you how many unread items there are inside.

E

Budget Planning

Each unread item inside the container is also marked with a red dot. Opening an item
removes its red dot.

ﬁ ® john Doe

(0 more)

Note
In addition, unread items (as well as unsent messages in your mailbox) are shown in blue.

N,

Red dots work the same way in the sidebar panes showing your mailbox, calendar, chats,
updates, and the Pulse.
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MY PEOPLE 1 Online |

Q-
®®, iy Heidrich
== watching a fantastic

J:L presentation

. N James Do
: My vacation starts Friday
ali

’!Jo Schmo
== Doing a demo

.-:-*“

Removing Red Dots

You can also remove red dots without opening objects.

Removing red dots from containers
To remove the dot from a closed container, click and hold the dot for a couple of
seconds. If you remove the dot from a closed container, all items in that container will have

their dots removed.

Toggling the Unread Status

To remove the dot from an object such as a message without opening it, select it, then
choose Toggle Unread from its menu. As the name implies, you can use this to toggle the
red dot on or off.

| ™ Toggle Unrfgd
£ History

€) Properties

> Watch

D Delete

Note
This is useful if you want something you have read to draw your attention again. You can put
the red dot back, so that the object appears unread.

When you remove a red dot without opening an object, you won't be shown as having read
the object in its history.

Green dots
A green dot beside someone means they are currently online.
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Changing your password

For security, we recommend that you immediately change the password you receive from
your administrator.

To change your password, choose Change Password from the desktop menu.

¢ Preferences &
2 Edit Profile

Change Password

Lagout

You will be asked to confirm your old password and enter your new password twice.

Change Password

- Username: Jo Schmo
Old password:
Mew password:

Retype password:

Supplying an email address when you don’'t have a mailbox

If your organization doesn't use FirstClass as its email application, you need to supply an
email address so that FirstClass will know where to send system notifications (such as
calendar reminders when you aren't logged in).

To supply this address, choose Preferences from the desktop menu.

Jo K Schme =
~" ' Doing a demo | Preferences

Change Password

Q- Logout

Click the Messaging tab, then type your email address at Forward to and choose Yes at
Local Mail, Yes at Internet mail and Redirect at Method.
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Preferences

igratares | Caende | deeng

Hatie i Rl docedt
hutestiailly el 2

wecal mal N =]

— Automatically forward

Reghy greference  Raply Sendes [w)

B e T =]
by tmen Dol B e e B Satie Sdfie  Pleade by
g gt

=

Local mail: | Yes El

Internet mail: | Yes El

Forward to:

Woice/fax mail: | Yes

Methad: | Redirect [=]

Y ==

[ o N co

Customizing your viewing preferences

To customize how you view FirstClass information (for example, the order in which lists are
sorted), choose Preferences from the desktop menu, then click the Viewing tab.

Preferences

Show newest items first

[ show only unread
Time zone: | (GMT-8:00) Pacific Time EI

items

To

Do this

list items from most
recent to oldest by
default

Select Show newest items first.

hide objects in lists that
you have already read

Select Show only unread items.

Tip
If you are finding that mail is disappearing, check whether
you have this selected, because read objects will seem to have

disappeared.
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change the time zone in | Choose the appropriate time zone at Time zone. The value
which you want Default is the time zone in which your server is located.
FirstClass to display Caution

dates and times . .
Choose your time zone carefully. You may see several time

zones that look like they are the same number of hours off
Greenwich Mean Time, but things like daylight savings time
rules can differ from place to place.

Click Save on this form when you are finished.

The other options on the preferences form are described elsewhere in this help.
Logging out

If you are using a shared computer, we recommend for security that you disconnect from the
FirstClass server when you are done.

Doing a demo

™ Jo K Schme
15" Preferences
-

Edit Profile

Change Password
Qr

Logout [

To disconnect from the FirstClass server, choose Logout from the desktop menu.
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If your organization is using FirstClass as its mail system, you'll have a FirstClass mailbox
containing all the private messages you have sent and received. In all cases, you'll see
messages in FirstClass conferences.

Message threads

Messages with replies are grouped into threads. A message thread consists of a message plus
all the replies that have been made to it. The oldest (original) message is at the bottom of
the thread, and the most recent reply is at the top.

2)0 0la - amens
1 e 5 Re: Budget Preparations

a Re: Budget Preparations - From: Victoria Borgette Sy
Sl victoria Borgette oo IS e
E AcENBoe, Yes, sorry. | am a bit behind. | will have it for you on Monday
Jo K. Schmo writes:
2R Emily Heidrich

FEN

to John Doe Could you please let me kirow the status of your pres if complete send me & copy.

If you have read all the messages in a thread, all but the most recent message is collapsed
to a single line that indicates how many more messages are in the thread.

a ® Re: Budget Preparations

Victoria Borgette

(3 more)

If a thread consists of a mixture of read and unread messages, only the read messages are
collapsed.

a ® Re: Budget Preparations

Victoria Borgette

m % Emily Heidrich
A=k

(2 more)

To expand a thread so that all messages are listed, click the bottom bead on the thread
control to the left of the thread. Clicking this bead again restores the initial view.

To collapse a thread so that only the most recent message is visible, click the top bead.
Clicking this bead again restores the initial view.
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Sending messages

To send a message, choose New Message from your mailbox's or a container's New button.

| Q-
N Message |

Alternatively, you can click the New Message button at the top of the MAILBOX pane.

MAILBOX S I -

-~
noreply 2
Jo, you have 1 message

The message form

The message form consists of a top pane (envelope), where you provide information such

as the message subject and recipients, and a bottom pane, where you enter and format your
message content.

Meeting Agenda
=1

Subject | Meeting Agenda

(o B

To:

Cc

Bec

Emily Heidrich = JohnDoe = Phil@Mailinator.com =
TJohnson@treadware.com x

Colton Navejar x

Agenda.doc (13K) X
B @ @ o« LA =E &= Q| =l Source | | Signature -
B I US L | | i = A- B- == = = || Normal ~|| Font - || Size ~

Aftached is the meeting agenda. Please respond
1will add any items you want.

Field

Description

Icon Picker

The icon that will be associated with this message.

To change the icon, click the existing icon, then click the icon you
want from the popup list. To see additional icons, choose All
Icons from the popup's menu.

Subject

The subject of the message.
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To The recipients' names.
Type the name as it appears in the Directory (or type an Internet
email address) and press Tab. For recipients who are in the
Directory, you can also type a partial name and press Tab, then
choose the person you want from the list of matches.
Subject | Meeting Agenda
To:| JohnDoe x  Phil@Mailinatorcom x EH
Cer| TJehnson@treadwar
_ = Select a name
Bee: | Colton Navejar x
acl Agenda.doc (13K} X Emily Heidrich
? ? Staff,Adult
@ | « M= . ature ~
AT Emily Heidrichl -al I Font -
the meeting agenda. Please res
1y items you want Ebony L. Hood
A
If you type an email address that is in the Directory, the name will
resolve to the recipient's Directory name. You can add multiple
recipients.
You can enter conference names just as you would enter a
person's name. If you created this message in a conference, the
message is automatically addressed to the default conference
recipients (typically just the conference itself).
To remove a recipient, click the x beside them.
Cc Recipients who will be copied on the message.
Enter their names just as you would enter To names.
Bee Recipients who will be blind copied on the message.
These recipients won't see the names of any other recipients, and
their names will likewise be hidden from the other recipients.
Enter their names just as you would enter To names.
Attach Attaches a file that is on your computer to the message. Browse
for and select the file after you click this button.
As a shortcut, or to attach an object that is on your server (such
as a FirstClass document or an uploaded file), drag the file or
other object to the message's envelope.
Send Sends the message and closes it.
menu in the top Delete deletes the message, if you decide you don't want to send
right corner the message after all.
If you want to keep the message, but not send it yet, close the
message form. It will be saved as a draft.
Print opens your computer's standard print form to print this
message.

Correcting your spelling as you go

Your spelling is checked as you type. To see suggestions for a word that is underlined in red,
Control (Command)/right-click the word.



FirstClass 12 Web Client 43

Inserting a signature

When you create a message, you can add a pre-existing signature to the bottom of the
message body. Signatures can be used to repeat your name, indicate your title or email
address, provide required legal statements, and so on.

You can add a signature only to selected messages or make FirstClass add it automatically
to every message you create. In addition, you can create multiple signatures and choose the
appropriate one for each purpose.

Creating signatures

To create a signature, use the Signatures tab on the Preferences form. Type an
identifying name for your signature at Signature name, then type and format your
signature.

Preferences

I oo | vems | rommmsms | voen | oo wves

Signature name: My Signature

Size -

& = B I U S |TL

- & M A- [¥-|| Mormal - || Font -

Senior Senvices Engineer
Open Text Corporation
905.555.8899

i st P g gl e

If you want this signature to be added to every new message, make sure Add this
signature to new messages is selected.

[¥] 2dd this zsignature to new messages

If you want multiple signatures, click the Add Signature button, name your new
signature, then type, format, and save it.

Signature: | Personal Signature E| [ 2dd this zignature to new messages

- & M & = B I US I | A-E

Jo Schmo
Cell: 905.555.8888

-

- ;‘

You can display and update a signature by choosing it at Signature.
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Inserting signatures in selected messages

If you have not chosen Add this signature to new messages, you can always add a

signature to a specific new message, click the Signature edit button and choose the
signature you want to use.

ke [
ROge . Pei@halimator o o Gmily Menlrh o
@ adaars ns .

feos Nigar
el e R0
SE= 8- Q X 0 B seex: !Signaturevl

| rt Si it :
wizz oo a0 Beas |~
My Signature

- Personal Slgnatu

What happens when you send a message

When you send a message, only one copy of the message is actually created. It is stored on
the server, and you and your recipients have links to it.

You can change the properties of your own link (for example, by changing the subject), and
even delete it, without your actions affecting the others' links. The actual message stays on
the server as long as there are any links to it, and it has not yet expired.

Note"

Deleting a message from your mailbox will NOT delete it from the recipients's mailbox or from
a conference/
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Unsending messages

In certain circumstances, you can unsend a message. This makes the message
disappear from all recipient mailboxes and conferences. It remains in your
% mailbox as an unsent message, where you can either delete it or update and
resend it. Do be aware that the message may already have been read by
recipients before you unsent it.

- )OO a Ao
29N Mesting Ageacts €0 History i
bl € Properties
©» Watch
vire 1 Delete
£ Unsend

Note

N,

You can't unsend a message that was sent through the Internet or a gateway, or moved or deleted
by the recipient.

To unsend a message, select it and choose Unsend from its menu, or open it and click the
Unsend button.

Replying to messages

| | To reply to a message, open it, then choose

E the reply you want from the Reply menu:
{t"jﬁepl}: with Quote i Reply Options

Reply
Reply with Quote
Reply all

Reply All with Quote

Reply Sender

Reply Sender with Quote

Reply to Conference

Reply to Conference with Quote
Reply Original Author

Reply Original Author with Quote
Reply from Conference

Reply from Conference with Quote

* Reply All replies to everyone in the original message's envelope
* Reply with Quote includes the original message as a quote in your reply
* Reply Sender replies to just the original message's sender

* Reply to Conference replies to just the conference in which the original message is
located

* Reply Original Author replies to just the original author of a forwarded message

* Reply from Conference makes the reply seem to be from the conference in which the
original message is located, instead of from you
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This reply option is often not allowed. It's only available in conferences where you have
permission to use it.

A reply message opens with the same subject and preaddressed. You can update any of the
information in the reply's envelope.

Type your response in the body area below the envelope, then send the message.

Changing your default reply option

When you click on the default reply button, the default will either be Reply (no quote) or
Reply with Quote. You can change this default in your preferences.

L [ r =l

Use "Reply with Quote” for all reply types

Changing your default reply recipients

When you reply to a message, FirstClass preaddresses the reply with your default reply
recipients. You can change this default in your preferences.

Reply preference: | Reply Sender El

e -
T ———

Replies to messages in conferences are automatically addressed to the conference's default reply
recipients.

Exception

To change your default reply recipients, click the Messaging tab on the Preferences
form, then update the Reply preference field.

This option Does this

Automatic Either addresses a reply directly to the sender and puts all other
recipients of the original message in the Cc field, or uses the reply
preference set for the user group to which you belong.

Reply All Addresses a reply directly to the sender and all other recipients of
the original message.

Reply Sender Addresses a reply directly to the sender only.
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Replying automatically

If your organization uses FirstClass as its email application, you can make FirstClass reply
automatically to messages that are sent to you. This is useful, for example, if you want to
inform message senders that you are on vacation.

Preferences

IW'CMIMMIWM

hegly prefereie  Reghy fecde w
L -
W e gy wits Guicee’ fov 3l smiy Ty
Automatically reply to
Local mail: | Yes [=]

Internet mail: | Yes E|

Reply text: |I will be on vacation until further notice. Please try

again later. .
A ’

To turn on automatic reply, click the Messaging tab on the Preferences form, then
update the fields under Automatically reply to.

This field

Does this

Local mail

Choose No if you don't want automatic replies generated for mail
sent from others on your server.

Yes generates replies for all local mail.

Urgent Only just generates replies for mail that senders marked
as urgent.

Internet mail

Choose No if you don't want automatic replies generated for mail
sent over the Internet.

Yes generates replies for all Internet mail.

Urgent Only just generates replies for mail that senders marked
as urgent.

Be careful about replying automatically to Internet mail. Spam
mailers are often looking for replies to verify that an address is
genuine.

Reply text

The text that you want in your automatic replies.
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Forwarding messages

To forward a message to someone else, open it, then click the Forward
button. A forwarded message opens, containing the original message in the
body. Update the envelope as desired. You can also add your own text in

the body.

Fwd: Re(3): Year end

=" Ml EellFwd: Re(3): Year end
Tao:

Cc:

. lagree as well

Jo K. Schmo writes:

@& = Q H -
gt= = A 0 [F

Source

Signature -

Mormal - Font - Size -

m

[ think that these are all great ideas and we should really meet lo discuss what the year end format should look like and how
we should honor our retirees.

Forwarding messages automatically

If your organization uses FirstClass as its email application, you can make FirstClass forward
your messages automatically. This is useful, for example, when you aren't available and want
your mail answered by someone else.

To turn on automatic forwarding, click the Messaging tab on the Preferences form, then
update the fields under Automatically forward.

This field

Does this

Local mail

Choose No if you don't want mail sent from others on your server
to be forwarded.

Yes forwards all local mail.

Urgent Only just forwards mail that senders marked as urgent.

Internet mail

Choose No if you don't mail sent over the Internet to be
forwarded.

Yes forwards all Internet mail.
Urgent Only just forwards mail that senders marked as urgent.

If you receive messages from an automated listserver, be careful
about forwarding Internet mail. Every message you receive from
the listserver will be forwarded.
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Voice/fax mail

Choose No if you don't voicemail and faxes to be forwarded.
Yes forwards all voicemail and faxes.

Urgent Only just forwards voicemail and faxes that senders
marked as urgent.

Forward to

The email address to which you want to send forwarded or
redirected mail.

Method

Redirect shows the original message sender as the sender of the
forwarded message. The original list of recipients is retained for
information purposes only. Forwarding doesn't send these
recipients duplicate copies.

Forward shows you as the sender of the forwarded message. The

new recipient replaces the original list of recipients. This is the
same behavior you see when you manually forward a message.

Changing your mailbox view

Using the Show option in your mailbox's Action menu, you can list just these objects:

Action»

Show Deleted
Ve| Show *  Showall
icebookmail.com= | Show Incoming

Show Unread

Show Outgoing
S P o
Lux, Kevin Green a8 gpow Unsent

* only mail sent to you (Show Incoming)

* only unread mail (Show Unread)

* only mail you sent (Show Outgoing)

* only mail you have drafted but not yet sent (Show Unsent)

To show all items again, choose Show All.

Dealing with spam

You can tell FirstClass whether to accept or delete mail that FirstClass considers spam. To do
this, choose the option you want at Junk mail handling on the Preferences form's

Messaging tab.

Reghy greference  hegh, fesdier g
Junk mail handling: | Accept

D
Use "Reply with ( Delete
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Your contacts

If your organization uses FirstClass as its email application, you'll see a Contacts folder in
the WORKSPACE pane.

Business.

Bus. phone 1: 905-555-1255
ne 2:

905-555-2666
John Adams

Phone:
personal
Prsnl. phone 1

FirstClass lets you store personal contact information, such as the email address, phone
number, and street address of a friend or business associate, in your Contacts folder.
Contacts provide a quick way to address messages to people who aren't registered on your
server (and therefore aren't in the Directory). You can even create contacts for people who
are already in the Directory, if you usually think of them by nickname.

In addition, you can create mail lists to simplify sending messages to multiple people at the
same time.

As long as your administrator gave you access to the contact management feature, contacts
you create will be visible in your personal view of the Directory. This allows you to address
mail to them by name, just as you would address others on your server. Even if you don't
have this feature, you can create contacts purely for reference.

To open your Contacts folder, click it in the WORKSPACE pane.
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Adding a contact

To add a contact, click the New Contact button at the top of the open Contacts folder, then
complete and save the contact form.

The contact form

8]

T

Change Picture

Quick name: Emily Heidrich

First name: Middle name: Last name: Title:
Emily Heidrich Ms. [=]
Job title: Company: Department Office:
Director of Human Resour Open Text HR

Field

Description

contact image

A picture of the contact.

To upload a picture of the contact, click the Change Picture
button, then browse for and select a file on your computer.

personal ID

The contact's name and title.

At Quick name, type the contact's name as you want it to
appear in the Directory. This is how you will type their name
when addressing mail to them.

Then type their first, middle, and last names, and choose the
appropriate title.

work ID

The contact's job title, company name, department, and office
location.
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The Voice/Fax tab

Address

Emailf}URL

Notes

Attachments -

—Business
Bus. phone 1: /905-555-1255
Bus. phone 2:
Pager:

Bus. fax: 905-555-2666

Manager: John Adams

Phone:

—Personal
Prsnl. phone 1: 867-226-88929

Prsnl. phone 2:

Mobile phone: [719-563-8866|
Prsnl. fax:
Assistant:
Field Description
Business Business contact numbers, plus the name and phone number of
the contact's manager.
Personal Personal contact numbers, plus the name and phone number of
the contact's personal assistant

The Email/URL tab

Voice/Fax |iﬁi!iii| Address

Motes

Attachments -

Business email:

Company website:

Personal email:

Personal website:

emily@opentext.com x
www.opentext.com

eheidrich53@gmail.com =

Field

Description

Business email

address a message.

The contact's business email address.

If the address is not yet in the Directory, type it, then press Tab. If
the address is in the Directory, enter it the same way you would

Company website

The website of the contact's company.

Personal email

The contact's personal email address.

Personal website

The contact's personal website.
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The Address tab

l Voice/Fax I Em

— Business
Bus. address:
City:
State/Province:
Zip/Postal code
Country:

123 Leek Cresc
Richmond Hill
ON

tLAN 273

Canada

— Personal
Prsnl. address:
City:

State/Province:

Zip/Postal code: L51 3Ta

1641 Young Street
Toronto

ON

Country: Canada
Field Description
Business The contact's business street address.
Personal The contact's personal street address.

The Notes tab

Voice/Fax Email/URL Address Notes Attachments i
Category: | Business E|

Birthday:

B @ @ <+ HA=E G = |Q |3 0| @ source |

. Signature - 3
Bl aVa SalaTalasn = ot= -z ﬁvﬂv|=:|i::§

| Normal - || Font - || size ~ |

Key Contact for all things to do with Human Resources

Field Description

Category The type of contact.

Birthday The contact's birthday. Simply type this information.

notes field Type any additional information you want in the bottom field
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The Attachments tab

Voice/Fax Email/URL Address Motes Attachments

Employment Letter. pdf (15K) x| |Dental claim form.pdf (197K) x

To attach a file that is on your computer to this contact, click the Attach button, then browse
for and select the file.

Creating a mail list

A mail list consists of multiple email addresses. Sending a message to a mail list results in
the message being sent to everyone in the mail list.

To create a mail list, click the New Mail List button at the top of the open Contacts folder,
then complete and save the mail list form.

Q

o

o R

The mail list form

Senior Staff

Name: Senior Staff

Members:  cojton Navejar «

Emily Heidrich  x
Frank Sam «
slynch@opentext com

Coc ] coren

Field Description

Name The name of the mail list as you want it to appear in the Directory.
This is how you will type its name when addressing mail to it.

Members Enter everyone you want in this mail list just as you would
address a message to each one.
When you save the list, it sorts alphabetically by first name.
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Calendars

About calendars

Your personal FirstClass calendar is like a personal organizer. It records calendar events and
tasks.

0500 A Soc esing
ity rcn .

I E——

I g B )
p | 1200PLnch 12:00 P Lunch 12007 Lunch 122007 Lunch

® 0300 AM-10:00 A
 discu

@ 1200PM-01:00 M

= = == =
12:00 P Lunch 122007 Lunch 0800 AN Bordesting  1200PMLunch
@ 0300PM 0400 P11 o 1200pM wnch o

[ ) [ [ [ [ [ [

R R et e ‘

Unlike a personal organizer, you can permit other people to view and update your FirstClass
calendar. This allows others to schedule meetings at mutually convenient times.

You can also have access to or create one of the following types of public calendars:
e group calendar

Allows specific groups of people to coordinate their time and tasks.

e resource calendar

Represents a resource, such as a projector, and is used as a booking device for the
resource.

¢ Jocation calendar

Represents a location, such as a meeting room, and is used as a booking device for the
location.

Both resource and location calendars are automatically updated when people book
resources and locations as part of creating calendar events.
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The mini calendar

CALENDAR (-]

[ 4] June 2013 [ v ]
Sun Mon Twe Wed Thu Fri Sat

1
: EEEEEEE -
3/ 10 |Ff0 1z EY 12 15
TOEETE 1= | 1o | 20 |21 BB
W 24 | 25 | 26 | 27 | oe BB

30

e 09:00 AM - 10:00 AN
IT discussion Group

@ 12:00 PM - 01:00 PM
Lunch

@ 03:00 PM - 04:00 PM
Planning Meeting

I
- Task
Pick up Laundry

Calendar views

Your FirstClass desktop includes a CALENDAR pane
showing your personal calendar as a mini calendar in
month view, followed by the selected day's events and
tasks. A shaded date in the mini calendar indicates that
there are calendar items for that date.

To select a date and see what items are associated with it,
click it.

To display a different month, click the back or forward
arrow button beside the month name.

To open your calendar in the central pane, click the
CALENDAR title. To open one of the items listed below
the mini calendar, click it. Your calendar also opens to the
corresponding date.

You can see the following views in an open calendar:

Day

Shows today's events in
time slots. All-day
events are at the top of
the calendar. If you
select an event, a popup
toolbar allows you to
open the event
(Details) or delete it.
You can also double-
click an event to open it

° 0 mx nums o N R

unch

Week

Shows all events for the
week in time slots. All-
day events are at the
top of the day column.
Selecting an event
displays the same
popup toolbar you see
in day view.

Lunch Lunch Lunch Lunch Lunch

Plnving Meetng Plaing Hestng Plnring Meetr
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Month

Shows all events for the

i 00w wems
month. Double-clicking
3 z B 23 0 3 a
IS the Only Way to open 106:0 AM Board Meeting
an event in this view,
2 03 44 05 %6 g @
and you can delete an : = = =
‘0&:C0 &M Board Meeting
event while it is open.
B puy il n 3 u 5
00:C0 &M Executive Mesting 06:00 &M Board Neeting
16 17 8 it} 20 2 2
R e e ey
200 FMLunch 3:0C PM Plaming Meetirg. 03:0C PMPlanning Meeting
03 00 FM Planning Mzting
B 24 5 % 22 pil 3
P T
200 FMLur 12:C0 M Lurch 12:00PMLL DE:C0 AM Boar g 12:0C PYLinch
I — A py— i —
ES oL 02 03 |=3 05 <3
0300 FMPlanning Mz¢ting 03:00 PMPlaming Meetirg 12:00 M Lurch /03:0C PV Planning Meeting

Tasks

Lists all tasks that are
still ongoing for the B — e T
selected day, or o

completed on that day.
To open a task, click its
icon. As well as
updating it, you can
delete a task while it is
open.

Going to a different date in an open calendar

The arrow buttons at the top of the open calendar let you scroll dates. In day and task view,
these buttons move forward or back one day at a time. In week view, they move one week
at a time, and in month view, they move one month at a time.

0 9 Today

To return to today's date, click Today.



58 FirstClass 12 Web Client

Events

Receiving event invitations

Depending on your calendar permissions, invitations may appear in your calendar, or, if the
sender isn't allowed to add anything directly to your calendar, in your mailbox.

! Meeting regarding Budget

_
| -
I p

You are invited to the following event by: Emily Heidrich

Description: | Meeting regarding Budget
Starts at (Tuesday, June 18, 2013 1:30 PM
k Ends at | Tuesday, June 18, 2013 2:30 PM
Duration: | 1 Hour
All day event:
Location:
Category: =l
Show as: | Busy
Color:
Vigibility: | Normal
Time zone: | (GMT-8:00) Pacific Time

Wy reminders: @ None

> ,
© Time before event | 1 Hour [=
Icon: | {ia

My status: |No Action Taken m

A

When you open the invitation, you'll see the event form plus buttons that allow you to
respond to the invitation:

This button Does this

Accept Accepts the invitation. If the invitation is in your mailbox, it's
moved to your calendar.

Tentative Accepts the invitation, but indicates on the event form that you
might be unavailable.

Decline Declines the invitation and creates a reply message so that you
can provide an explanation

- Note

If the person who invited you isn't on your server, a reply is always created for that person.
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Creating events

To add an event to a calendar, choose New Event from the open calendar's New button,
then complete the event form.

A e e -

Mew Event

I Mew Task [:. ‘

AT LU L TR
Shortcut

Double-click the start time in day or week view, or the day in month view.

When you have completed the form, click the Done button. If you close the form using the
x button, you are asked how you want to handle this event.

If you decide you don't want the event after all, choose Delete from the form's menu.

Events that you create in a group calendar are added directly to that calendar or to your
personal calendar (with copies placed in the group calendar). The group calendar's
permissions determine which happens. These events appear to come from the group
calendar, not from yourself.
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The event form
The Event tab

This tab shows general information about the event.

Planning Meeting

You are invited to the following event by. Jo K. Schmo
Description: | Planning Meeting
Starts at. |Monday, June 17, 2013 3:00 PM

Ends at|Monday, June 17, 2013 4:00 PM

Duration:

>

day event.
Laocation:
Category
Show as:

Calor.
Visibility
Time zone:

My reminders:

Icon

1 Hour [+l
]

[+
Busy [=]

Normal  [+]
(GMT-8:00) Pacific Time [=]

@ MNone

D Time before event At Time of Event E\

e

Field

Description

Description

The event description as you want to see it on the calendar and
in any reminders.

Starts at

The start date and time for the event.

To change the date/time, click this field. The date/time popup
lets you change the month, year, date (click the date to select it),
and time (drag the sliders or click the slider bars to change the
hour and minute).

Ends at

The end date and time for the event.

To change the date/time, click this field and update the date/time
popup as described above.

Duration

The length of time the event is scheduled to last, based on your
start and end times.

You can change the duration at this field. This updates the end
time.

All day event

Makes this event last one day and displays the event at the top in
day and week view.

Location The location for the event.
This field is for display purposes only. To book a location that is
in the Directory, use the Participants tab. This updates that
location's calendar, so others know the location has been booked.
Category The type of event.

To assign a category to this event, choose it at this field.
Participants can change the category on their copies of the event.




FirstClass 12 Web Client 61

Show as Your level of availability for other commitments during this event.

To create an event for information purposes only, that doesn't
generate conflicts, choose Free.

Color The background color for this event on the calendar.

You may want to color code certain events, for example, all
meetings. Participants can change the color on their copies of the
event. To assign a background color, click this field, then click the
color on the color popup. You can also create a custom color by
typing its hexadecimal value at Hex.

Visibility Events with Normal or Company visibility can be opened by
others viewing the calendar. Events with any other visibility can
only be opened by the event creator and its participants.

This behavior may change based on calendar permissions.

Time zone The time zone for the event start and end times.

This overrides the default time zone set in your preferences,
allowing you to schedule events in different time zones.

My reminders To generate a reminder, select Time before event, then choose
when you want to see the reminder. Participants get reminders
based on their own preferences.

Icon The icon that represents this event.

To change the icon, click this field, then click the icon you want
from the icon popup.

The Description tab

Planning Meeting

&=

B @ & « oE
BIUS|L|”"I!

&= Q |34 2] | @ Source || Signature -

£ A- B [E]g = E || Normal ~|| Font » || Size «

Meeting to plan for upcoming budget

This tab provides a place for you to type and format any additional information you want to
provide about this event.

The Attachments tab

Planning Meeting

Attachments Participants

Budget Prep.xis (15K) X
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To attach a file that is on
for and select the file.

Shortcut

your computer to this event, click the Attach button, then browse

Drag the file to the tab. You can also drag an object that is on your server (such as a FirstClass
document or an uploaded file) to the tab.

The Participants tab

i SSh MY
% Planning Meeting
I Event ] Description I Attachments
Event date: Eventtime Next Free Time
© wMonday, June 17, 2013 -]
9 1011121 2 3 456
People
Jo K. Schmo —_— —_— —_—
Emily Heidrich = A
John Doe =
Resources:
Event Busy Conflict Tentative Can't see busy times Can'tinvite

4

This tab lets you invite others to your event, and book a location and resources. Bars on this
tab indicate their availability. You can change the event date and time here to try to

accommodate conflicts.

Field

Description

Event date

The event date as set on the Event tab. You can use the arrow
buttons in this field to change the date one day at a time, or click
the date to open a popup calendar.

Event time

The time period covered by this event as set on the Event tab.
You can double-click this bar to change the start time.

Next Free Time

Makes FirstClass search for the next free time slot for all
participants and location/resources.

People

Invite people to your event by adding them in the field below
your name. To add someone, address them as you would if
sending them a message.

The bar to the right of each person indicates their availability for
this event, as described at the bottom of this tab.

When they respond to your invitation, an icon beside them
indicates whether they have accepted (green checkmark),
accepted tentatively (yellow checkmark) or declined (x).

If you use an Internet address when inviting someone, that
person will receive a message with an iCalendar attachment. The
recipient can import this attachment into their own calendaring
application.
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Resources Book a location/resources for your event by adding them here.
They must be in the Directory. To add a location or resource, use
its name as it appears in the Directory.

The bar to the right of each location/resource indicates its
availability for this event, as described at the bottom of this tab.

The Repeat tab

Planning Meeting

Repeatinterval’ | By Week E\

Every 1 | weeks
=] Sunday Monday [FTuesday Wednesday

Elthursday [ Friday O saturgay

Repeat until:

To make your event show up repeatedly on the calendar, choose the frequency at Repeat
interval. Depending on your choice, you will see additional fields for fine-tuning the repeat
interval.

For repeats by month, if you create the original event on the last Monday in the month (for
example, August 30), then select Same week day of the month, the repeats will be
created on the last Monday of each month. If you don't select this field, the repeats will be
created on the same date of each month (September 30, October 30, and so on).

For repeats by year, if you create the original event on the first Wednesday of the year, then
select Same week day of the year, the repeats will be created on the first Wednesday of
each year. If you don't select this field, the repeats will be created on the same date each year.

For all repeat options, you can stop the repeats by clicking the Repeat until field, then
selecting the last date to repeat this event from the popup calendar.

Changing events

To change event information, open the event and update it. If you were invited to this event,
there are only limited changes you can make: you can change the color, category, and when
(or if) a reminder will be generated. These changes only affect your own copy.

If you change the start date/time for an event you created, it will move to the new location
on your calendar. The event is also moved and reflagged on participants' calendars.
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Caution

Try to minimize updating events with participants. They can customize their copies of events,
and your updates will override that customization. You can safely update the color, category, or
reminder information, and this won't interfere with participants' copies.

If you delete a participant, the event is removed from that participant's calendar.

Exception

Updates won't be reflected in the calendars of users who are participants of an event created in
a group calendar.

Changing repeating events

If you make a change to an event that is one of a series of repeating events, you will be asked
which of the repeating events you want to change when you close the event.

Deleting events

If you delete an existing event that you created, that event is removed from all participants'
calendars. If you didn't create the event, this deletion affects only your own copy.

Exception

Deletions won't be reflected in the calendars of users who are participants of an event
created in a group calendar.

You can delete one occurrence of a repeating event, if you created the event. If you didn't
create the event, deleting one occurrence will delete all occurrences on your calendar.

Tasks

On the Tasks tab, incomplete tasks display x under Completed. If you're looking at a day
earlier than today, you'll see completed tasks with a checkmark in this column and a
description with a line struck through it.

o © Today Jun 17, 2013
Start Date Due Date Completed Description
Mar 27, 2013, 09:00 AM - x = Pick up Laundry
Jun 17, 2013, 02:08 PM = v = Refrdeverranc ot Mo Mesting

Overdue tasks are shown in red. Urgent tasks are shown in bold at the top of the list of tasks.
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Creating tasks

To add a task to a calendar, choose New Task from the open calendar's New button, then
complete the task form.

Wi -

New Event

New Task % i

When you have completed the form, click the Done button. If you decide you don't want the
task after all, choose Delete from the form's menu.

The task form

The Task tab
This tab shows general information about the task.

! New Task

Created by: Jo K. Schmo

Description: | Pick up fixings for Dinner
Starts at | Monday, June 17, 2013 2:00 PM

Due at:|[None

Priority | Normal [=]
Catagory [=]
Reminders: -G Mone
) Time before startand end: | 1 Hour [+
State: | Not Completed E\ on: |Not Yet Complete
Field Description
Description The task description as you want to see it on the calendar and in
any reminders.
Starts at The start date and time for the task.

To change the date/time, click this field. The date/time popup
lets you change the month, year, date (click the date to select it),
and time (drag the sliders or click the slider bars to change the
hour and minute)

Due at The due date and time for the task, if applicable.

To change the date/time, click this field and update the date/time
popup as described above. If there is no specific due date, accept
None.

Priority If you change the priority to Urgent, the task appears in bold at
the top of the list of tasks.

Category The type of task.
To assign a category to this task, choose it at this field.
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Reminders Lets you generate reminders for this task. These reminders are

generated before both the start and due dates.

To generate reminders, select Time before start and end,
then choose when you want to see the reminders.
State The status of the task.

Until the status of the task has changed, accept Not Completed.

The Description tab

New Task

* ME @G = Q | ¥4 =0 | [ source || Sign:
B I US| » | ==« a 0 Blss==srom
Pickup
» Milk
* eqgs
* butter
= chicken

This tab provides a place for you to type and format any additional information you want to
provide about this task.

The Attachments tab

New Task

Task Description Attachments

WMap Directions. jpg (69K) X

To attach a file that is on your computer to this task, click the Attach button, then browse
for and select the file.
Shortcut

Drag the file to the tab. You can also drag an object that is on your server (such as a FirstClass
document or an uploaded file) to the tab.
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The Advanced tab

New Task

I Task I Description I Attachments I-

Time zone: | (GMT-8:00) Pacific Time

visioility: | Normal [«
Color:

lcon: | Ay

This tab shows the following information about the task:

Field Description

Time zone The time zone for the task start and due dates.

This overrides the default time zone set in your preferences,
allowing you to set tasks in different time zones.

Visibility Tasks with Normal or Company visibility can be opened by
others viewing the calendar. Tasks with any other visibility can
only be opened by the task creator.

This behavior may change based on calendar permissions.

Color The background color for this task on the calendar.

You may want to color code certain tasks, for example, all tasks
with due dates in a particular time range. To assign a background
color, click this field, then click the color on the color popup. You
can also create a custom color by typing its hexadecimal value at
Hex.

Icon The icon that represents this task.

To change the icon, click this field, then click the icon you want
from the icon popup

Changing tasks

To change task information, open the task and update it.

If you change the start date/time for a task, it will move to the new location on your
calendar.

Changing task status

To change the status, choose it at the first State field on the Task tab. If the task has been
completed, you can simply click the next field and update the popup calendar with the
completion date. This automatically changes the status to Completed. Or, if the task was
completed on the same day you are updating this form, you can just choose Completed
and today's date will automatically display.

If you need to revert a completed task to the status of not completed, choose Not
Completed. The completion date is automatically removed.
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Reminders

Reminders pop up at the time you specified when you created an event or task.

Call Home

Call Home
Starts at Mon Jun 17 2013 14:20:00 GMT-0700 (Pacific Daylight Time}
Duration.

Due at: Mon Jun 17 2013 14:20:00 GMT-0700 (Pacific Daylight Time}

Time zone: (GMT-8:00) Pacific Time
Location:
Snooze | 5 Minutes [=

[owci- W e o]

To open the event or task from a reminder, click the Details button. To close the reminder,
click the Dismiss button.

If you want to be reminded again closer to the time, choose when to reopen the reminder at
Snooze, then click the Snooze button.

If you aren't logged in when a reminder is due to open, it's mailed to you.

Customizing your calendar

You can customize your personal calendar by updating the Calendar tab on the Preferences

form.
Preferences
|'. Calendar et I ey I e I g diteid Deanies
Week start day:  Sunday E|
Event duration: | 1 Hour [+
[ set default reminder:
1 Hour [=l
Field Description
Week start day The day that you want your week to start in week and month
views, as well as the mini calendar.
Event duration How long events that you create will last by default.
Set default Select this to set reminders on by default for events and tasks that
reminder you create.
Choose the time before the events/tasks that you want to see
reminders in the next field.
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Combining calendars

You can view events and tasks from several calendars combined. For example, if you have
access to a group calendar, you can open your personal calendar, then view the group
calendar items along with the items in your personal calendar, to get a complete picture of
your commitments.

Note

This is just a special calendar view. You aren't actually adding these items to the calendar
permanently, and they don't affect what FirstClass sees as your busy times.

If an open calendar has other calendars available for combining, you'll see a Filter
Calendar button in the top right corner. Clicking this button displays a list of
calendars.

A calendar that is already combined in the open calendar view has a checkmark beside it. A
calendar that isn't yet combined has an x beside it. Clicking a calendar in this list toggles its
items in and out of the combined view, so you can view any combination of the listed
calendars.

v Calendar
i| % Striff Meetings * Remove

To remove a calendar from this list, hover over it, then choose Remove.

Making calendars available for combining

To add a public calendar to the filter list of your personal calendar, open the public calendar
and choose Add to My Calendar at Action.

Action = | MY PEX
Add to Home
Add to My Calendar,

Print h

Permissions

[

Properties

To add public calendar A to the filter list of public calendar B, you need to ensure there is a
link to A on your homepage, then drag that link to B.

Warning

Don't drag an original calendar to another calendar, or you'll lose direct access to the original
calendar, including its properties and permissions. This would mean, for example, that you
wouldn't be able to update the original calendar's members.
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To create a link to an original calendar that is already on your homepage, open the calendar
and make yourself a member as described below (you'll show up twice in the members'
section of the permissions form).

- Note

If you become confused as to which calendar is the original and which the link, ensure neither
are in Recent Places, open one of them, then choose Properties at Action. The properties form
indicates whether the object is an original or an alias.

To create a link to a calendar that isn't yet on your homepage, open that calendar and choose
Add to Home at Action.

Action » | MY PEX

Add to Home
Add to My Calend%
" Print

Permissions

Froperties

If you want your personal calendar to be available in someone else's personal calendar, make
them a member of your calendar as described below.

Creating calendars

You can create group, resource, and location calendars just as your administrator does. If
you have trouble getting your calendars to work as you expect, contact your administrator.

New Container| . § N@w Container

Show Deletedhs!

(B ] | Tie

S T Srage wes
| & : =
imc«m Attt Lt i s e R

m“" B oo et i s

: ORI ST L S SRR fETEIE L et h Gt e
ﬁmm o

» PdDE Il mRare Geighe L3t il et 8 e T
Uuucm O ——

s LQ Group Calendar Shared public calendar
B L\;—.\; Resource Calendar Calendar for scheduling access to shared equipment

& L_m Location Calendar Calendar for scheduling access to a room

To create a calendar on your homepage, choose New Container from your homepage's
menu, then select the type of calendar you want. Follow the prompts to give the calendar an
icon and name, then click Create. The new calendar is added to the end of your homepage.
If you want to protect it from being deleted by accident, open it, choose Properties at
Action, then select Protected.
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To create a calendar elsewhere, open the container where you want the calendar to be
created and choose New Container from the container's New button. You can access the
new calendar using the container's Folders button.

Setting calendar permissions

You use calendar permissions to control how the calendar behaves (for example, what others
are able to do in the calendar).

Budget Mestings

o =

Do not publish in Directory

Owner: Jo K. Schmo
|

» Details

Belongs to:

Who:

No Access [v] of ¢ Tl Gazd ¥ WE DL @Ehe "GE

To set calendar permissions, open the calendar, choose Permissions at Action, then fill in the

permissions form:

This field Does this
Do not publish in | Prevents the calendar from showing up in the Directory. This
Directory keeps others from knowing about the calendar unless you tell

them. It also means you can use any name you want for the
calendar, without it conflicting with a published name.

For resource and location calendars, we recommend you not
select this checkbox. These calendars must be in the Directory to
enable people to book when creating events in other calendars.
We also don't recommend that you select this for your personal
calendar.

Details > Item
expiry

The number of days an event or task can stay in the calendar
before expiring.

Belongs to

All calendars belong by default to calendar groups. Your
administrator sets up calendar groups to control calendar
behavior for groups as a whole. You'll see the groups that the new
calendar belongs to here. You can add or remove calendar
groups. To add a calendar group, type its name just as you would
address a message to a conference. To remove a calendar group,
click the x beside it. Unless you are familiar with calendar groups
and how they affect behavior, we recommend you leave this field
as is.

Who

This is the area where you set permissions that control what
others can do in the calendar. It's described in the next section.

Your changes are automatically saved when you close this form by clicking the x button in

the top right corner.
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Giving others access to the calendar

Because public calendars are collaborative areas, you need to give others access to the new
calendar. To do this, you first set permissions that control what they can do in the calendar,
then you make the calendar available to them.

To specify what you want someone to be able to do in the calendar, update the Who section
of the permissions form. You must do this for every person and group with access to the
calendar.

First, enter the person's name under Who just as you would address a message to them. The
order in which you list people matters, because when someone opens the calendar,
FirstClass checks the Who list from the top down. When it finds the first occurrence of this
person, or the first group to which they belong, it uses the permissions it finds there. This
means that if the first thing you list is the All Users group, and make the access for that
group No Access, no one will be able to access the calendar.

Second, choose the access level for the person in the field to the right of their name. Access
levels are predefined sets of permissions. You can assign an access level as is, or customize
it by selecting and clearing the individual permissions which follow.

Who:
< Staff Custom [o) of # B Qs ¢ @ gl P inelBhgh B ed
« All Users No Access [=] of § W@ # W F it Al @n "t
Mo Access [=] of ¢ B Quzs 7 W Hiith Pl Sgn sl
This level Gives these permissions
No Access Prevents the person from viewing the calendar or adding items to
it.
We recommend that you add the All Users group at the end of
your list with this access level, to prevent anyone from
inadvertently being able to access the calendar.
See Times The person can view the calendar, but only see the times set aside
for events and tasks. They can't add events to the calendar.
Instead, their invitations are sent to invitees' mailboxes.
Schedule Only The person can add events to the calendar indirectly. An event is
added indirectly to a group calendar when someone creates an
event in another calendar and invites the calendar owner. An
event is added indirectly to a location or resource calendar when
someone books the location or resource.
Schedule+Times The person can view the calendar (times only) and add events
indirectly.
Schedule+Details | The person can see popup details on the calendar and add events
indirectly. They can't open items or create events directly in the
calendar.
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Editor The person has all the previous permissions, plus can open items,
edit and delete items, create events directly in the calendar,
download attachments, and view item history.

Events created indirectly remain uneditable.
Custom Access is defined by the individual permissions that are selected.

If you add or remove individual permissions for someone with
another access level, their access level automatically becomes
Custom.

Individual permissions

The icons to the right of the access level field represent the individual permissions that make
up the levels. To toggle a permission on and off, click its icon.

Limitation

Be aware that certain permissions will only work if the person has been given appropriate
privileges by your administrator.

From left to right, the individual permissions are:

Permission

Meaning

Edit permissions

The person can edit this permissions form. This includes adding

ol people at Who and subscribing them.
Moderator Doesn't apply to calendars.
"

Delete any item

The person can delete any item, including items added by others.

Create items The person can create events and tasks directly in the calendar,
Q and move items into the calendar.

Edit read-only
items

=1y

The person can edit items that aren't normally editable (items
created directly by others). Events created indirectly remain
uneditable. For this permission to work, you must also select the
Edit items permission.

Be cautious about selecting the Edit read-only permission,
because it overrides normal FirstClass behavior.

Edit items
i

The person can edit any normally editable event or task.

Save window and
view properties

@

Doesn't apply to calendars.

Approve items

i

Doesn't apply to calendars.




74

FirstClass 12 Web Client

Delete own items

i

The person can delete and change the properties of their own
items.

View unrestricted
details

2

The person can see the details of items with unrestricted visibility
levels. This lets them see popup details for closed items.

Search items

The person can search the calendar. Requires the Search

P privilege.
Add participants The person can update the calendar directly. For this permission
i to work, you must also select the Create items permission.

For resource and location calendars, people without this
permission must always book by creating an event in another
calendar.

If someone doesn't have this permission for your personal
calendar, events to which they invite you will appear in your
mailbox.

Open items

The person can open events and tasks.

(N
Download files & The person can download attached files. Requires the
attachments Download privilege.

B

View permissions
L1 I

The person can view this permissions form, but not edit it.

View history
v

The person can view the history of items.

Open calendar

i)

The person can open the calendar. This lets them see the times for
events and tasks, but no other details.
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Making the calendar available

To make the calendar available to someone, either create it in a container to which they
already have access, or make them a member of the calendar. Making them a member of
your personal calendar adds the calendar to their personal calendar's filter list. Making them
a member of a public calendar puts a link to that calendar on their homepage.

To make someone a member of the calendar, click the Members button on the calendar's
permissions form. Enter the person's name in the Members section just as you would
address a message to them. You can also add user groups here, if you want to give whole
groups access to the calendar.

Members

« J0 K. Schmo| Emily Heidrich x | John Doe x | Enter new member
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Conferences

About conferences

A FirstClass conference is an online forum for multiple people in your
organization to exchange information. You can send a message to a
conference instead of sending it to many recipients. You can also create
collaborative documents in a conference, and upload files to it.

Conferences

Conferences can be created by your administrator or by yourself and other users. On your

homepage, you'll see only those conferences you have created there, or to which you have
been subscribed.

W Staff Discussions.

€ - € i [ fowsfirstcassdemo.com/DeskTop00000000000000G000000/ 3000000100024 600000010010

. ) soK sehmo =
OPENTEXT | FirstClass’ FirstClass 12 by «

Home % StaflDiscussions

& RecentPraces (3) [ @ el
MALBOX ®o o e Actionv

PuLSE
cHaT
UPDATES ®

The conference owner determines what you can do in their conference. For example, you
may only be able to read material in a conference that covers personnel policies, but also be
able to add material to a conference that deals with a project you're working on. In this
scenario, the personnel conference serves to broadcast information without the need to send

private messages to all concerned. The project conference lets everyone involved in the
project discuss it and add useful information.

Addressing messages to conferences

You address a message to a conference just as you would address a message to someone else
in your organization, using the conference name as it appears in the Directory.

To automatically address a message to a conference, open that conference, then
create the message by clicking the New button and choosing New Message.

[

MNew Message

MNew Dncumen&d
Mew Container
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Replying to messages in conferences

You reply to a message in a conference just as you would reply to a private message

in your mailbox. Open the message, then choose the option you want from the

Reply menu. You can also choose to forward the message by clicking the Forward
button.

Reply

Reply with Quote
Reply All
Reply All with Quote
Reply Sender |
Reply Sender with Quote

° Reply to Conference
Reply to Conference with Quote
Reply Original Author
Reply Original Author with Quote
Reply from Conference b
Reply from Conference with Quote 1

If you simply choose Reply, the reply is sent to the conference's default reply recipients.
Often, this means the reply just goes to the conference itself.

Approving messages in conferences

A conference may be moderated to ensure that everything sent to it is appropriate. In a
moderated conference, either all messages, or just messages with files attached, can't be
read until a moderator approves them. Until that time, they appear dimmed or are hidden.

| W Togale Unread
49 History

€ Properties
© Watch

0 Delete

@ 2pprove

s

Only someone given permission as a moderator can approve these messages. If you have this

permission, you can approve a message by selecting it and choosing Approve from its
menu.

Adding Conferences to Home Screen

You may find a conference that you'd like to monitor by exposing subconferences in a
conference that you already monitor. You can join this conference to put an icon of it on your
homepage.

To join a conference, open it, then choose Add to Home at Action.

Action =
Add to Home %
Properties

Permissions
Show Deleted

A WE A A Fie e Blaasnan
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Creating conferences

You can create conferences just as your administrator does.

: Conferences are a useful way for you to collaborate with a group
New CDntalnerm of people that you define. If you have trouble getting your
Show Deleted ™™ conferences to work as you expect, contact your administrator.

To create a conference on your homepage, choose New Container from your homepage's
menu, then select Conference. Follow the prompts to give your conference an icon, name,
and description.

New Container
s
-
o Fehoe Wirage wes
<
) & Conference General purpose discussion area

imm A Lt it e e
a""“ New Conference

Carm=
8-

Choose icon 1
Sl seom =

l)i Goome Entername. Weekly Meeting Minutes
P~ ¥l po not publish in Directory
“m Enter description: Recordings of weekly meetings
as
W P

=3 e

Select Do not publish in Directory if you want to prevent the conference from showing
up in the Directory. This keeps others from knowing about your conference unless you tell
them. It also means you can use any name you want for the conference, without it
conflicting with a published name.

When you are done, click Create. Your new conference is added to the end of your
homepage. If you want to protect it from being deleted by accident, open it, choose
Properties at Action, then select Protected.

Action

Propertie

Permissiak M protected
Show Deleted

To create a conference elsewhere, open the container where you want the conference to be
created and choose New Container from the container's New button. You can access your
new conference using the container's Folders button.
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Setting conference permissions

You use conference permissions to control how your conference

Action ¥ behaves (for example, when messages expire and what others can
Properties do in the conference).
Permissions

Show Deleted L\) To set conference permissions, open your conference, choose
Permissions at Action, then fill in the permissions form:

Weekly Meeting Minutes

oD

Do not publish in Directory Owner: Jo K. Schmo

¥ View, Message options, Approval, Size limit, Expiry

View
[[use view from server [[use template view only [ Hide unapproved items
Message options
Form to use: - [/
Reply preference:  Reply Conference [« |
Approval
DMessages require approval [C] attachments require approval
Size limit
Limit messages above: 0

Handling: | Reject with NDN  [=|
Expiry
Item limit: |0

Message expiry (days): |30

Belongs to:

Who:

= Emily Heidrich Moderator [+ of ¢ e # W F @S Lo gl
= IT Staff Contributor [v] of § T @5 of # W B33 Leves iiedh]
= All Users Disallowed [v] of | @ # W HizEh Pmvesiiifhons

Disallowed [« of | W@ of # W @i @ Pmeosiiifhon’s

This field Does this

Do not publish in | You can change what you selected when you created the

Directory conference here.

View To see this and other fields in this section, click the disclosure
triangle.

Use view from server and Use template view only are
not currently applicable.

If this will be a moderated conference, you can hide unapproved
objects from all but moderators by selecting Hide unapproved
items.

Message options Choose the default form to be used when new messages are
created in your conference at Form to use. If you don't want to
dictate the default message form, leave the dash in this field.

Choose the default method for addressing replies to the messages
in your conference at Reply preference. Reply All replies to
the sender and all other recipients. Reply Sender replies to the
sender only. Reply Conference replies to the conference only.
Default is used by your administrator when creating
conferences.
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Approval To make all messages sent to your conference require approval by
a moderator, select Messages require approval.

To make only messages with files attached, or files uploaded
directly to your conference, require approval, select
Attachments require approval.

Size limit You can specify a maximum size for messages (message content
plus attachments) posted to your conference at Limit
messages above. Messages above this limit will be handled the
way you specify in the next field.

If you impose a size limit on messages, choose how you want
oversize messages handled at Handling. Reject with NDN
rejects the message and returns a nondelivery notice to the
sender. This is probably the best option for most conferences,
except conferences replicated to a non-FirstClass system such as
the Internet. If a conference was an Internet newsgroup, NDNs
would be sent back out to the Internet and from there to
hundreds of thousands of sites. Reject and Report rejects the
message without informing the sender, and reports the incident
in a server log available to your administrator. Requires
Approval accepts the message, but makes it unapproved. This is
useful if your conference will be gatewayed and you are
concerned about users posting messages with large attachments.
Reject Quietly rejects the message and takes no further action.
This is the best option if your conference will be gatewayed from
a non-FirstClass system such as the Internet.

Expiry You can specify a maximum number of objects allowed in your
conference at Item limit. After this limit is exceeded, FirstClass
begins to delete the objects with the oldest expiry dates.

You can also specify the number of days a message can stay in
your conference before expiring at Message expiry. Once a
message has expired, FirstClass deletes it automatically as part of
routine maintenance.

Belongs to Unless you are familiar with conference groups and how they
affect behavior, we recommend you leave this field as is.

All conferences belong by default to conference groups. Your
administrator sets up conference groups to control conference
behavior for groups as a whole. You'll see the groups that your
conference belongs to here. You can add or remove conference
groups. To add a conference group, type its name just as you
would address a message to a conference.

Who This is the area where you set permissions that control what
others can do in your conference. It's described in the next
section.

Your changes are automatically saved when you close this form by clicking the x button in
the top right corner.
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Giving others access to your conference

Conferences are intended as collaborative areas, so you probably want to give some other
people access to your conference. To do this, you first set permissions that control what they
can do in your conference, then you make your conference available to them.

Who:
» Emily Heidrich Moderator [=| of ¢ WS ¢ @ F @3 Lmres izl g
« IT Staff Contributor [=| of § W @aef # W B gl Loves @il
x All Users Disallowed [v| off # W@aof ¢/ W @& Pove=iiifign’s

Disallowed [v| of ¥ T Qo of 7/ W H @il Pmves diifhgn's

To specify what you want someone to be able to do in your conference, update the Who
section of the permissions form. You must do this for every person and group with access to
your conference.

First, enter the person's name under Who just as you would address a message to them. The
order in which you list people matters, because when someone opens your conference,
FirstClass checks the Who list from the top down. When it finds the first occurrence of this
person, or the first group to which they belong, it uses the permissions it finds there. This
means that if the first thing you list is the All Users group, and make the access for that
group Disallowed, no one will be able to access your conference.

Second, choose the access level for the person in the field to the right of their name. Access
levels are predefined sets of permissions. You can assign an access level as is, or customize
it by selecting and clearing the individual permissions which follow.

This level Gives these permissions

Disallowed Prevents the person from accessing your conference. We
recommend that you add the All Users group at the end of your
list with this access level, to prevent anyone from inadvertently
being able to access your conference.

Summary The person can look at the list of objects in your conference, but
not open them.

Browser The person has the permissions of Summary plus can open
messages.

Reader The person has the permissions of Browser plus can download

attachments, view item histories, and search.

Contributor The person has the permissions of Reader plus can send
messages to your conference, delete any objects they added, and
view this permissions form.

Approver The person has the permissions of Contributor plus can read
and approve unapproved messages.

Moderator The person has the permissions of Approver plus can delete any
items, move items to subcontainers, post messages that exceed
the size limit, edit documents, create and move subfolders, and
move subcontainers.
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Creator

The person has the permissions of Moderator plus can change
the conference view and sort order, and create subcontainers (if
your administrator has given them the Create conference
privilege).

Controller

The person has the permissions of Creator plus can edit this
permissions form and messages sent by others.

Custom

Access is defined by the individual permissions that are selected.
If you add or remove individual permissions for someone with
another access level, their access level automatically becomes
Custom.

Individual permissions

The icons to the right of the access level field represent the individual permissions that make
up the levels. To toggle a permission on and off, click its icon.

Limitation

of | W 7 WIS PeresisBhil

Be aware that certain permissions will only work if the person has been given appropriate
privileges by your administrator.

From left to right, the individual permissions are:

Permission

Meaning

Edit permissions

ol

The person can edit this permissions form. This includes adding
people at Who and setting their permissions.

Moderator
T q

This just gives the person the Moderator label. The Approve
items permission is required to enable the person to approve
items.

Delete any item

The person can delete any object, including messages sent by

i others, and move objects into subcontainers.
Create items The person can create documents and subcontainers, move
gr objects into your conference, post oversize messages, and upload

files without having to attach them to messages. Requires the
Upload privilege.

Edit read-only
items

1o

The person can edit objects that aren't normally editable, such as
sent messages. For this permission to work, you must also select
the Edit items permission.

Be cautious about selecting the Edit read-only permission,
because it overrides normal FirstClass behavior.

Edit items
F

The person can edit any document and move subcontainers.

Save window and
view properties

Doesn't apply to conferences.
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Approve items
I &y

The person can open and approve unapproved messages.
Messages sent by this person are automatically approved.

Delete own items

The person can delete and change the properties of their own

foidl objects.
Open conference The person can open your conference. This lets them see the
. objects in the conference, but not open them.

Search items

ol

The person can search your conference. Requires the Search
privilege.

Send items
=

The person can post messages to your conference. Requires the
Conference mail privilege.

Open items

Rl )

The person can open messages and documents in your
conference.

Create
subconferences

&h3)

The person can create subcontainers in your conference. Requires
the Share conferences privilege.

Download files &
attachments

2

The person can download attached files and files that have been
uploaded directly to your conference. Requires the Download
privilege.

View permissions

g

The person can view this permissions form, but not edit it.

View history

The person can view the history of objects in your conference.
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Making your conference available

To make your conference available to someone, either create it in a container to which they
already have access, or make them members of your conference. Making someone a member
puts a link to your conference on their homepage.

To make someone a member of your conference, click the Members button on the
conference's permissions form. Enter the person's name in the Members section just as you
would address a message to them. You can also add user groups here, if you want to give

whole groups access to your conference.

Members

| x Jo K. Schmo|Emily Heidrich x |John Doe x| Enter new member
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Communities

What is a community?

W
A Public A Public Read A Private A Secret
Community Only Community Community Community

A community supports a group of people who share a common interest. You may be part of
a community that includes everyone in your department. Or everyone working on that
special budget project. Or your skiing buddies. Communities let you take part in discussions
and share information within these groups. Communities and conferences serve many of the
same purposes. Communities also support communally developed wikis.

You can create your own communities to suit your needs. And others can also create
communities and invite you to join.

7 Eudget Pming x -y —y—

& C fi [ fowsfirstclassdemo.com/Desk]

OPENTEXT | FirstClass™ FirstClass 12

he Planning Proces:

@ 1200PM-0%00 P
Lunch

£ rask

() Emiy Heiaricn

B

PULSE

Drats

- ®

You'll see all the communities to which you currently belong on your home page, intermixed
with your other homepage containers. If you want to see general information about a
community while visiting it, choose About Community from the community's Action
menu. To see who belongs to a community, choose Members.

What you can do in a community

Within a community, you can:
e carry on discussions
* upload files of interest to everyone in the community

e create and update wikis
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The feed

When you visit a community, you first see the feed. This is a list of all community activity, in
chronological order. You can carry on discussions here, and FirstClass also posts a link here
whenever a file is uploaded or a wiki page is created or updated. Posts to the feed that have
been commented on are threaded, just like messages with replies in conferences.

Feed Files Wiki

Definition (Wikipedia)

(1 more;

R Planning Timeline xIsx

John Doe

AN 2013 Budget
| o Sehmo

m! Emily Heidrich

FEN

1 will sharpen my pencil

A post that is especially long is partially displayed, followed by a more link. To see the

he Planning Proces:

regarding priorites for FY12013

whole post, click that link.

What you can do with posts

== You can do the following from a selected post's menu. The type of post dictates what

L] . 1
== actions you'll see.

MMMMW'

+ Comment

+ Comment

+ Comment

47y History Open # Edit

& Print 47y History €0y History

© Properties | € Properties & Print

& Watch © Watch € Properties

D Delete I Delete & Watch

D Delete
This action Does this
Comment Lets you respond to a post.
Type and format your response, then click Post.

Edit Lets you update a wiki page.
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Open Opens an uploaded file.
If the file format is supported by your browser, the file opens in a
separate tab. Otherwise, you are asked how you want to handle
1t.
History Shows previous activity for this post.
Print Displays your computer's standard print form to print this post.
Properties Shows additional details for this post.
Watch Monitors this post for any new activity.
The post is added to Watched Items in the UPDATES pane.
Delete Deletes the post.
Warning
When a file is uploaded or a wiki page is created or updated,
FirstClass creates a post in the feed that is a link to the file or wiki
page. If you delete that post, you are also deleting the actual file
or wiki page.

Posting to a community

To create a post on a new topic, choose New Discussion from the community's New

button.

The discussion form

MNew Discussion
MNew Wiki Page
Upload File

New Container

The form for posting a new discussion consists of a top pane (envelope) where you provide
information such as the discussion subject, and a bottom pane where you enter and format
your discussion content. You can insert a signature just as you can for a message.

New Message

To:

B @ @
B

=

-
us 1

L]

Feedback Wanted

Subject | Inviting Feedback

Budget Planning

Q

£ A- B E

b Source | | Signature -

Mormal - Font - Size -

| am inviting feedback on the process that we have taken to date.
| am interested in finding out whether or not you feel that we have accomplished what we have set outto do.
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Note

> Your spelling is checked as you type. To see suggestions for a word that is underlined in red,
Control (Command)/right-click the word.

Field Description

Subject The subject of the discussion.

To The name of the community to which you are posting. This can't
be updated.

Attach Attaches a file that is on your computer to the post. Browse for
and select the file after you click this button.
As a shortcut, or to attach an object that is on your server (such
as a message or an uploaded file), drag the file or other object to
the discussion form's envelope.

Post Posts the discussion and closes the new discussion form.

menu in top right |Delete deletes the post, if you decide you don't want to post it

corner after all.

=

Files

When you click Files at the top of an open community, you see a list of the files that have
been uploaded to this community.

Feed Files Wiki

’H% budget-planning_jpg
=¥ JoK. Schmo

R Budget Invitation docx
Jo K. Schmao

R Planning Timeline xlsx

John Doe

R 2013 Budget Warkshest xls

Jo Schme

Qr Action ¥

m
S

Plannin

m

You can use a file's menu to work with a file just as you work with a post in the feed. Where
your browser supports the file's format, it will also be displayed in the right pane when

selected.
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To upload a file that is on your computer, choose Upload File from the
community's New button, then browse for and select the file.

Mew Discussion
Mew Wiki Page
Upload File

MNew Cnntain%

Shortcut

Drag the file to the list of files. You can also drag an object that is on your server (such as a

FirstClass document or an uploaded file) to this list if you first close the community so it is
in Recent Places.

Wikis

When you click Wiki at the top of an open community, you see a list of the wiki pages that
have been created in this community. Everyone in the community can view and update these

pages.
2 Feed Files Wiki Qr Action v
Budget Timel =
e I Budget Timelines
JoK. Schmo T —
Budget Updates
Emily Heidrich

Budget Timelines

banuary || Executive membe
2013 changes
March  |[Executive team s all member budget submissions
2013 ||andfinalize for the board

eview current budges and plan for

Hune
2013
Huly 1
2013

Board ratification

New Fiscal Year

The budget is now finalized and ready for presentation to the Board

You can use a wiki page's menu to work with a wiki page just as you work with a post in the
feed.

To update a wiki page, select it and choose Edit from its menu, or open it and

Edit click the Edit button. This prevents anyone else from updating it at the same
time.
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To create a wiki page, choose New Wiki Page from the community's New button,
then fill in the form just as you would when creating a document. Tags are
keywords that people can search on. Separate each keyword with a space.

(-

Mew Discussion
Mew Wiki Page
Upload File

Mew Container

Joining communities

There are several ways to add communities to your home page. Some communities will
simply be there because your FirstClass administrator has added them. Other people may
invite you to join their communities. Or you may uncover communities on your own, and
decide you want to join them.

If you're invited to join a community, you'll see the invitation in the Invitations section of
the UPDATES pane. You can open the community by clicking the invitation. To join the
community, choose Aceept from the invitation's menu. If you don't want to join the
community, choose Decline.

Invitations

B 2nnual Rep v
& P Accept Ib

Decline

If you find a community that sounds interesting on a search results page, you can click it to
open it. If you decide you want to join, choose Add to Home at Action to add it to your
homepage.

Action | m

About Community
Members

Invite Someone
Add to Home

Properties

—y—

Subscribe

Limitations

You can't open private communities. If you click a private community, you are prompted to
send a request to join to the community.

Some communities will let you read, but not post.
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Inviting others to join communities

You can invite people to join any communities that you created or any Public community.
You may also have been given permission to invite others by a community creator.

. To invite someone to a community, open it, then choose Invite
T | Someone at Action. Type your invitation at Message to new
members. At People to invite, enter the person's name just as you
would address a message to them. You can invite multiple people.
When you are done, click Invite.

About Community
Members

Invite Someone k
Permissions Everyone you invited will see your invitation in the Invitations
Show Deleted section of their UPDATES pane.

New

Members:

Message to new members Please accept this invitation to join this community. We would like
your participation

People toinvite: | Jeff Johnson x | Juan Davis x

Inviting External Users to join communities

If your administrator has given you the Community Peer Register permission, you can
invite external users to your community, to Public communities, or to any community where
you have been given that permission by the community owner.

When inviting others to join your community, if you enter a name that is not in the
directory, or if you enter an external email address, a new dialog will appear asking you
to complete some registration information.

Invite User

Mo userwas found with the provided email address: Please fill out the following form to invite them
to join the community, or try your search again.

Email: jsaunders@mailinator.com
First Name: | Jill
Middle Initial(s):
LastMame: Saunders

Please join this discussion

Message:

When done, click Invite. An account will be created and an invitation to join will be sent to
the new user.
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Note

It is important to note that the new account will have limited access to content on your server.
Access is determined by the system administrator, but typically, the new account will only be able
to see and participate in the community to which they have been invited. These new, peer
registered accounts will also not have access to the profiles or blogs of other regular users on the
system.

Dealing with requests to join

If you are a community creator or moderator, and see a request to join your private
community posted to the feed, you can allow this person to join by choosing Accept Request
from the request's menu. This sends an invitation to the requestor.

Feed Files wiki Qr Action ¥

# | would like to join this community Accept Request]|

A

Emily Heidrich  Comment
I Delete

1 would fike to join this community

A% About this Community
Jo K. Schmo
-

Keeping track of activity when you aren't connected
If you'd like to keep track of community activity when you aren't connected to your

FirstClass server, you can subscribe to the community's feed. FirstClass will then email you
copies of all posts to the community.

Action = | m-.
About Community
Members

Invite Someaone
Properties
Subscribe
Permissions

Show Deleted

To subscribe, choose Subscribe at the community's Action menu, then select the type of
feed you want on the subscription form. Email me everything will send you a copy of
everything that is added to the community's feed. Email me a Daily Digest will send you
a daily summary of the previous day's activity.

To stop receiving these emails, select None on the subscription form.

Retirement Planning Email Subscription:
Q@ None

~ Email me everything
2 Email me a Daily Digest

Close

If you are using another email system, see “How to get FirstClass notifications” on page 105
to ensure that the subscription notifications will reach you.
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Once yo have subscribed to a community, a new item will appear in the Updates area under
Subscriptions

UPDATES @
A P Pt
e
it = i=uilitwt
Pttt
@ i e v
Subscriptions

E Budget Planning

If yo no longer wish to receive updates to a community feed, you can remove the
subscription.

Subscriptions

E Budget Plan

Delete {b

Creating communities

You can create your own communities and invite others to join.

- Note
2 When deciding what to name your community, keep in mind that your organization may not
allow the use of standard email characters such as @ in community names. If in doubt, check
with your administrator about any restrictions on characters.
To create a community on your homepage, choose New
L] .
: Container from your homepage's menu, then select the type of
 New Cuntalner{g community you want. Follow the prompts to give your community
Show Deleted ™  an icon, name, and description, and invite others to join.
) Tip

You may want to invite others after you have set up the permissions that control what they can
do in your community. If so, you can skip that step in the creation process.

When you are done, click Create. Your new community is added to the end of your
homepage.
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New Contaner
New Private Community
~ Tiee
— Description:
© ‘ Fotour Torape ea Choose icon: @
_ Enter name: Retirement Planning
® Public Community Anyone can join and contribute
Enter description: | For those of us close to retirement
Q hCHs e Read only, anyone can join
Community L L
| Onlymembe, New Private Communit;
Private Community community Y
Hidden com [ Members:
(@] Secret Community . =
LY, community Message to new members This is a private community devoted to planning for retirement #
o CQomecma  maapa
-y
o ﬁme-- © sz e p
Peopletoinvite: | | john Doe x | Emily Heidrich x | |

To create a community elsewhere, open the container where you want the community to be
created and choose New Container from the container's New button. You can access your
new community from the container's Folders button.

Limitation
The owner of a community can create any type of subcontainer inside it. Community

members can only create folders inside that community, unless the owner changes the
community's permissions.
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Setting community permissions

| You use community permissions to control how your community
Action ¥ AlE behaves (for example, when posts expire and what others can do in the

About Community .
community).
Members

Invite Someone
| Permissions [ To set community permissions, open your community, choose
Show Deleted Permissions at Action, then fill in the permissions form:

Retirement Planning

[[I Do not publish in Directory Owner: Jo K. Schmo|

» View, Message options, Approval, Size limit, Expiry

View

[Cuse view from server [C]Use template view only [C]Hide unapproved items
Message options

Form to use: - E|

Reply preference: Default E|
‘ Approval
DMessages reguire approval [[] Attachments require approval
Size limit

Limit messages above: 0

Handling: Reject with NDN E|
Expiry

Item limit: |0

Message expiry (days):

Belongs to: x Private Community

Who:
Disallowed [=| of ¢ W Qs of £ W T @& Lmiessiifhgn s
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This field

Does this

Hide unapproved
items

Hides unapproved objects from all but moderators. This only
applies if this will be a moderated community.

Approval

To make all posts sent to your community require approval by a
moderator, select Messages require approval.

To make only posts with files attached, or files uploaded directly
to your community, require approval, select Attachments
require approval.

Size limit

You can specify a maximum size for posts (post content plus
attachments) posted to your community at Limit messages
above. Posts above this limit will be handled the way you specify
in the next field.

If you impose a size limit on posts, choose how you want oversize
posts handled at Handling. Reject with NDN rejects the post
and returns a nondelivery notice to the sender. This is probably
the best option for most communities, except communities
replicated to a non-FirstClass system such as the Internet. If a
community was an Internet newsgroup, NDNs would be sent
back out to the Internet and from there to hundreds of thousands
of sites. Reject and Report rejects the post without informing
the sender, and reports the incident in a server log available to
your administrator. Requires Approval accepts the post, but
makes it unapproved. This is useful if your community will be
gatewayed and you are concerned about users posting with large
attachments. Reject Quietly rejects the post and takes no
further action. This is the best option if your community will be
gatewayed from a non-FirstClass system such as the Internet.

Expiry

You can specify a maximum number of objects allowed in your
community at Item limit. After this limit is exceeded, FirstClass
begins to delete the objects with the oldest expiry dates.

You can also specify the number of days a post can stay in your
community before expiring at Message expiry. Once a post has
expired, FirstClass deletes it automatically as part of routine
maintenance.

Belongs to

Unless you are familiar with community groups and how they
affect behavior, we recommend you leave this field as is.

All communities belong by default to community groups. Your
administrator sets up community groups to control community
behavior for groups as a whole. You'll see the groups that your
community belongs to here. You can add or remove community
groups. To add a community group, type its name just as you
would address a message to a conference.

Who

This is the area where you set permissions that control what
others can do in your community. It's described in the next
section.

Your changes are automatically saved when you close this form by clicking the x button in

the top right corner.
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Giving others access to your community

Communities are intended as collaborative areas, so you probably want to give some other
people access to your community. If you didn't invite people as part of the community
creation process, you can first set permissions that control what they can do in your
community, then invite them to join.

Note

An alternative way to add members to your community is to choose Members at Action or use
the Members button on the permissions form. Enter a person's name just as you would address
a message to them. You can also add user groups here, if you want to give whole groups access
to your community.

Retrement Planning x
L oe ] vemvers | |
a
|

I

| D0 ot gt in Diretoey Onner: Jo K. Schao §
|

|

» Whem Metsage cptiord AGOrowal Sure il gy

hetorgs 16 = Private Communily
Wi
YAl [TEA T U A

Members

x Jo K. Schmo s John Doe = Emily Heidrich

To specify what you want someone to be able to do in your community, update the Who
section of the permissions form. You must do this for every person and group with access to
your community.

Note

By choosing the type of community at creation (Private, Public, Public (Read Only) or Secret)
sets the permissions for everyone. All you really need to do is set permissions for any override
person or group in the Who section.

Belongs to: w Private Community
Who:
% Emily Heidrich Moderatar E| WERT fA o PE»::E@-IET_,'%

Disallowed [+ of ¢ M@ of # WA PErociiBgn

First, enter the person's name under Who just as you would address a message to them. The
order in which you list people matters, because when someone opens your community,
FirstClass checks the Who list from the top down. When it finds the first occurrence of this
person, or the first group to which they belong, it uses the permissions it finds there. This
means that if the first thing you list is the All Users group, and make the access for that
group Disallowed, no one will be able to access your community.
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Second, choose the access level for the person in the field to the right of their name. Access
levels are predefined sets of permissions. You can assign an access level as is, or customize
it by selecting and clearing the individual permissions which follow.

This level Gives these permissions

Disallowed Prevents the person from accessing your community. We
recommend that you add the All Users group at the end of your
list with this access level, to prevent anyone from inadvertently
being able to access your community.

Summary Doesn't apply to communities.

Browser The person can open your community.

Reader The person has the permissions of Reader plus can download
files and view item histories.

Contributor The person has the permissions of Browser plus can post to your
community, delete any objects they added, and view this
permissions form.

Approver The person has the permissions of Contributor plus can read
and approve unapproved posts.

Moderator The person has the permissions of Approver plus can delete any
items and send posts that exceed the size limit.

Creator Doesn't apply to communities.

Controller The person has the permissions of Moderator plus can edit this
permissions form and posts sent by others.

Custom Access is defined by the individual permissions that are selected.
If you add or remove individual permissions for someone with
another access level, their access level automatically becomes
Custom.

Individual permissions

The icons to the right of the access level field represent the individual permissions that make
up the levels. To toggle a permission on and off, click its icon.

Limitation

Be aware that certain permissions will only work if the person has been given appropriate
privileges by your administrator.

From left to right, the individual permissions are:

Permission

Meaning

Edit permissions

ol

The person can edit this permissions form. This includes adding
people at Who and setting their permissions.

Moderator
i

This just gives the person the Moderator label. The Approve
items permission is required to enable the person to approve
items.

Delete any item

o}

The person can delete any object, including posts sent by others.
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Create items

175

The person can create wiki pages, move objects into your
community, send oversized posts, and upload files without having
to attach them to posts. Requires the Upload privilege.

Edit read-only
items

g1

The person can edit objects that aren't normally editable, such as
sent posts. For this permission to work, you must also select the
Edit items permission.

Be cautious about selecting the Edit read-only permission,
because it overrides normal FirstClass behavior.

Edit items
&

The person can edit any wiki page.

Save window and
view properties

Doesn't apply to communities.

Approve items

|6

The person can open and approve unapproved posts. Posts sent
by this person are automatically approved.

Delete own items

ot

The person can delete and change the properties of their own
objects.

Open community

@

The person can open your community.

Search items

The person can search your community. Requires the Search

2 privilege.
Send items The person can post to your community. Requires the
e Conference mail privilege.

Open items

Hala

The person can open files and wiki pages in your community.

Create
subconferences

\ééél

The person can create subcontainers in your community. Requires
the Share conferences privilege.

Download files &
attachments

e

The person can download attached files and files that have been
uploaded directly to your community. Requires the Download
privilege.

View permissions

g

The person can view this permissions form, but not edit it.

View history

The person can view the history of objects in your community.
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Your profile and blog

About your profile

Your profile contains your picture, plus personal and contact information that gives others
a snapshot of who you are and how to get in touch with you. You can also maintain a blog
in your profile that gives even more information about your interests and experience.

Blog

Followed by  Profile

Profitable Year

John Doe

1am really looking forward to having a prd

Things are looking up

Blog Followed by Profile
P Stewart Lynch
%Ei Glad to be alive

m Emily Heidrich

s Watching a fantastic presenta
=
s
=)
A

€

-k

Jackie Chan
I love FirstClass 12

Jo K. Schmo
Doing a demo

Blog Followed by Profile

Qpen Text Corp

CTO

Toronto

Phone: 405-456-8899
Mobile: 405-999-5655
email: jdoe@myplace.com
Previous Positions
Language: English, French
Groups / Associations

Education: BSc

Stop Following

Biography: BSc. Computer Science - Waterloo University

Expertise: Web development and network archi

HSP NS 4

FirstClass is all about people working together, so filling in your profile is key.

To open someone's profile in a popup window, click their picture wherever you see it as a
sender (for example, in a list of messages) or in a list of Directory name matches.

To open their full profile, including their blog, click their picture in your people list or the
Pulse. This is also what you'll see if you click your picture in the top right corner of your

desktop.
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Updating your profile

When you first use FirstClass, you'll see a generic placeholder picture in the top right corner
of your desktop. This is just here until you replace it with a picture of yourself.

Profile
‘ Company: gpenText
Position: senjor Services Engineer

Street: 33 | eek Crescent

Suite/Apt:
i City: Richmond Hill ON
| / Postal Code: | 45 4ng
} " ‘ Phone: 133.456.780
‘ Mobile: 555 888.9955

email: jschmo@opentext.com

Previous Positions: 1T Manager
Language: English
Groups / Associations: gcamT

EXpertise: firstClass, javascript, CSS, HTML

Education: ggc

Biography: (1 have been in the business for over 30 years. I really like working here and am looking
forward to sharing my expertise with others
p
To update your profile, choose Edit Profile from the desktop
i “= meny, then fill in the profile form. You can also open your full
Preferences profile, click Profile at the top, then click the Edit button.
. Edit Profile I}_
Change Password To update your picture with any picture on your computer that
Logout is in one of the common graphics file formats, click Change

Picture, then follow the prompts to browse for and select the
file, crop it to remove any unwanted elements, and upload it.
The picture will be automatically sized to fit the profile picture space.
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Seeing who is following you

To see a list of everyone who is following you, click your picture or name to open your full

profile, then click Followed by at the top.

Blog Followed by Profile

Stewart Lynch
:é Glad to be alive

John Doe
Looking forward to being a tourist in Montreal

m Emily Heidrich

Watching a fantastic presentation

A=A

Victoria Borgette
Looking forward to a great holiday season
I
2 Jason Almas
) | Love this version of FirstClass 12

Jackie Chan
‘Q‘E Ilove FirstClass 12

&

Maintaining a blog

A blog is a personal collection of dated entries in chronological order, like diary entries, that

you create on any topics you want.

To create a blog entry, click the New Blog Entry button, then fill in the form just as
you would when creating a document. Tags are keywords that people can search on.

Separate each keyword with a space.

New Blog Entry
Blog fitle: | My New Position

Tags: | Director Technology

@ @ @« M=E B = Q |32 _l | [ Source || Signature ~

B I U & T |9 2 HE | A

New Job Starting September

| am really excited about my new position of Director of Technology that | will be starting in September.
Those of you who know me, will know thatl am a “people” person and like to listen to, and weigh what others have to say.
| am not afraid to make unpopular decisions however, as long as | believe that they are the right decisions

|:am interested in hearing from others about what you think the responsisilities of 2 Director of Technology should be.

m“(jeas nalﬂonal — hke asa

I
go\’el'l"'lmer“ﬁ"”“T 5°“""""'e Gime
P; G L= new

bé“él""i"ﬁ"’é")logg

’malsopeof-?o!ee cc'"'Pa-’-esInl;it?.rnel:-

sgsbem Obama s vope word

Aliow

= Normal - Font - Size ~
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At any stage, you can click on Done and then choose to either Publish, or Save as Draft

Document Editing Complete

Save changes?

If you choose to Save as Draft, your blog will not be visible to others until you Publish it.

To update an existing blog entry, select it, then choose Edit from its menu.

What you can do in others' blogs

You can do the following from a selected entry's menu in someone else's blog:

+ Comment

45y History

& Print |

€ Properties |

& Watch
This action Does this
Comment Lets you respond to an entry.

Type and format your response, then click Post.

History Shows previous activity for this entry.
Print Displays your computer's standard print form to print this entry.
Properties Shows additional details for this entry.
Watch Monitors this entry for any new activity.

The entry is added to Watched Items in the UPDATES pane.
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If you use another mail system

If your organization uses another mail system, you'll see a few changes to what is
documented in this document. The rationale is that you already have a private mailbox,

personal calendar, and private contacts on your other system.

€>2Cn \j'ftwsfim[lassdemu(um DeskTop000000000000000000000
17 FcoL-Fcws T Login: OpeniDEAS T§¥ openideasws.mysdh.., ) Pintegrate This! @@ pint @ mynetocodebird-js .. = html - jQuery event... Tl Login-New [ SelectorGadget

w@®& ,rB V=

» [ Other bookmarks

7
Staff Discussions

Sun Mon Tue Wed Thu Fri Sat

R -
S o B B
= B s s B =
2 Bl 5 R 2
= Bl = IBd

wa

Job Postings

o & s
@ =20

-

personal Projestor Reunion Room 105 Room 204

& Task
Pick up Laundry

WORKSPACE ©

Drafis

% File Storage

® Documents

Apps

@ - o P &

Global Bookmarks Flickr FC12 Tutorials Forecast Google Drive

. o g £ Jackie Chan =
OPENTEXT | FirstClass FirstClass 12 Ilove FrstCiass 12
3 Home & RecentPlaces () [ @ e
o 2uly 2013 o (8 ar

Cemily Heidrich

ather conditions improving

_i.,L inRi il

ﬁ"JoK schmo
[0 PuisePosta

A

w.lorm Doe

UPDATES

Email

You won't see a MAILBOX pane, and you can't use private email. You can only address

messages to conferences and post to communities.

Calendars

You'll see a CALENDARS pane instead of CALENDAR. This isn't a personal calendar, but
rather a place where you can combine views of other calendars and create tasks. You can't
create events here, but you can in group calendars, with one limitation. You can only invite
people external to FirstClass (people with an Internet email address) to your events.

If you want to add a calendar that is inside a container to the list of calendars you can

combine, choose Add to Calendars.

Action = | il
. Add to Home
I JL|

Add to Calendarg|
_ I3

Print
Permissions

Froperties
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Contacts

You won't see a Contacts folder in the WORKSPACE pane.

Other user information

If you open permissions forms or membership lists, you won't see anyone who is external to
FirstClass.

How to get FirstClass notifications

You must supply an email address so that FirstClass will know where to send system
notifications (such as calendar reminders and subscription notices when you aren't logged
in).

To supply this address, choose Preferences from the desktop menu, click the Messaging
tab, then type your email address at Forward to and choose Redirect at Method. You
must also ensure that both Local Mail and Internet Mail are set to Yes.

— Automatically forward

Local mail: | Yes E| Forward to:

Internet mail: | Yes [=) jchan@mailinator.com =

Voice/fax mail: | No

Method: Redirectlzll
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Formatting FirstClass content

You'll see edit buttons when you are adding content to objects such as a message, calendar
event, or community post. The object you are editing determines which buttons you'll see.

Note

N,

For the basic operations of cutting and copying content, and selecting all content, use your
computer's standard keyboard shortcuts. For cutting and copying, you can also right-click to
open a context menu from which you can choose those operations

This button Does this
Paste Copies the clipboard content to the cursor location.

5

Paste as Plain Text |Copies the clipboard content to the cursor location as
(@ unformatted text.
This is useful when copying text from a document created with a
Microsoft application, where you don't want to carry over any of
the Microsoft formatting.
Paste from Word Copies formatted Microsoft content from the clipboard to the
(= cursor location.

This is useful when copying text from a document created with a
Microsoft application (not just Word), where you only want to
carry over a minimal, clean set of HTML formatting code. Some
formatting may be lost.

Undo Cancels your latest editing action.
You may need to click several times to get back to where you
want.

Redo Reinstates your latest editing action.

You may need to click several times to get back to where you
want.




FirstClass 12 Web Client

107

Image

[l

Inserts an image that is located on the Internet by pointing to its
location (URL). Specify the image and how you want it to look in
the image properties form.

After you insert the image, you can change its properties by right-
clicking it and choosing Image Properties. Depending on your
browser, you may also be able to drag the image's resizing
handles to change its size.

Image Properties x

Image Info Link | Advanced
URL
hitp:lfimages rallycongress com/main/obama_word_cloud gif

| Atternative Text

Width Preview
400 Word Cloud i
Heigt | oskesesk _ jusbi/impnyy . used access -
| (178 idea |deaS nalslonal ey lik L
governmenbmosng

Pabent ginformation m“.

| e Gechnolo

| dminisbration
i Hspace r=ralsd

#2:5peo e "J.ﬁ!,‘

‘good
sgslsem Dbama P“bgégﬂa use

money

VSpace

« . v

Alignment

=not set= |z|

Cancel

If you decide you don't want the image after inserting it, you can
click it and press Delete.

Table

Inserts a table. Define your table in the table properties form.

After you insert the table, you can change its properties by right-
clicking it and choosing Table Properties. You can also use this
menu to perform standard table operations like inserting rows
and merging columns. Depending on your browser, you may also
be able to drag the table's resizing handles to change its size.

Insert Horizontal
Line

Inserts a horizontal line.

Insert Image from
File

[

Inserts an image from a file that is on your computer. Browse for
and select the file.

After you insert the image, you can change its properties by right-
clicking it and choosing Image Properties. Depending on your
browser, you may also be able to drag the image's resizing
handles to change its size.

If you decide you don't want the image after inserting it, you can
click it and press Delete.

Link

Inserts a link. Define your link in the link form.

Unlink

Removes the link from the selected content.
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Find

Q

Finds the text you specify, and optionally replaces it with new
text. If you select text before clicking this button, it is prefilled in
the find and replace form.

Maximize

LT
Ca ]

Fills the entire FirstClass browser tab with the object's content
and edit toolbars. To return to normal view, click this button
again.

Show Blocks
=]

Indicates separate block elements, such as paragraphs and tables.
To return to normal view, click this button again.

Source

Source

Shows your content with its behind-the-scenes HTML tags. To
return to normal view, click this button again.

My New Position

Blog title: | My New Paosition

Tags' | Director Technology

Ea Source

|<h2>New Job Starting September</h2>

<p>I am really excited about my new position of <strong>Direc
rong> that I will be starting in September.</p>

<p>Those of you who know me, will know that I am a &quat;pe
d like to listen to, and weigh what others have to say.</p>

<p>I am not afraid to make unpobular decisions however. as lo

Signature

Signature -

Adds a signature that you have created in your preferences to the
bottom of the body. Choose the signature you want.

Bold Makes the selected text bold.
B

Italic Makes the selected text italic.
I

Underline Underlines the selected text.
U

Strike Through
S

Draws a line through the middle of the selected text, making it
look like it's crossed out.

Remove Format
T

—X

Restores selected formatted text to the default.

Block Quote
1

Indents and sets quotes around the selected paragraph.
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Insert/Remove
Numbered List

1
d

Makes the selected paragraph numbered.

The first paragraph that you make numbered starts with 1. When
you press Enter/Return at the end of this paragraph, the next
paragraph starts with 2. To remove number formatting from a
selected paragraph, click this button again. Any numbered
paragraphs that follow will then start again at 1.

Insert/Remove
Bulleted List

Makes the selected paragraph bulleted.

When you press Enter/Return at the end of this paragraph, the
next paragraph is also bulleted. To remove bullet formatting for
a selected paragraph, click this button again.

Decrease Indent

E

Decreases the left margin of the selected paragraph.

Increase Indent

Increases the left margin of the selected paragraph.

Text Color
i =

Applies the color you choose from the popup color palette to the
selected text.

Mare Colars. ..

Background Color

n-

Highlights text you have selected with the color you choose from
the popup color palette.

0 Background Color
II‘I‘I‘I‘I‘J

|
EEEEfEEN
(AR EEENEN,
(HEECOEOOBO)|
Oaoooooog)
Mare Calars. . ’
Align Left Aligns the selected paragraph with the left margin.
Center Centers the selected paragraph between the margins.
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Align Right

Aligns the selected paragraph with the right margin.

Justify

Aligns the selected paragraph with both the left and right
margins.

Format

Marmal -

Applies a preset style, such as Heading 1, to the selected
paragraph.

rHarmal Font = Size

Paragraph[ Paragraph Format }
T

Mormal
'Heading

' Heading 2
Heading 3

m

-

Font

Font -

Displays the selected text in the font you choose here.

i Font Mame

Arial
Comic Sans M5

m

Courier New
(Georgia

Lucida Sans ... -

Size

Displays the selected text in the size you choose here.

| Size |
=

15}

11

;12
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Synchronizing FirstClass with your mobile devices

- Note
2 For FirstClass to support synchronization, your administrator must have installed FirstClass
Synchronization Services. If you are unsure whether you can synchronize, check with your

administrator.

You can access your FirstClass contacts and calendar items (events and tasks) with your
mobile devices. To do this, your devices need to be able to synchronize with the FirstClass
server, so that the content is the same whether you are using a web browser or a mobile. You
can synchronize up to four mobile devices using SyncML or ActiveSync.

To specify how you want FirstClass to synchronize with your devices, choose Preferences
from the desktop menu and update the Handheld Devices subtabs (one for each device).
The first time you synchronize with a device, FirstClass automatically fills in the first unused
subtab. You can configure your devices on these tabs even if you haven't yet synchronized.
Just be sure that you synchronize your devices in the subtab order (synchronize the device
configured on the first subtab first, and so on).

Preferences ox I

e = e [

Mactve [ wipa  wipe status: =l

Unique identifier:

Information: iPad

Conflict resolution policy: | Keep FirstClass changes, discard device changes [=|

Synchronize only after date:Friday, October 28, 2011 1

Most recent synchronization MNext synchronization Device can delete

Contacts Thursday, April 18, 2013 11 Normal (changes) [=] =

Calendar Sunday, June 16, 2013 12! Normal (changas) [=] |

& Export attendees [} Impert attendeas

Tasks Tuesday, June 18, 2013 10 Normal (changes) [=| B

F

Field Description
Active This is selected automatically the first time the device is

synchronized. You can remove active synchronization for this
device by clearing this checkbox.

Wipe If your device is lost or stolen, select this checkbox to remotely
delete synchronized data from it.

Wipe status The status of the wipe action.

Unique identifier A code that identifies the device. This is filled in automatically the
first time the device synchronizes.

Information Information about your device that is filled in automatically the
first time the device synchronizes.
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Conflict resolution
policy

Choose what to do when an object has been changed on both the
server and the device since the last synchronization.

Keep FirstClass changes, discard device changes
discards the change on the device and synchronizes the change
from the server.

Keep device changes, discard FirstClass changes discards
the change on the server and synchronizes the change from the
device.

Duplicate changes on FirstClass and device synchronizes

the changes from both devices. No change is discarded or
overwritten. This results in multiple copies.

Synchronize only
after date

Specify a date threshold for synchronization of calendar items.
The default is the date on which the initial synchronization takes
place. We recommend you advance this date from time to time to
prevent unnecessary transfer of old data.

To specify the date, click this field and update the popup calendar
just as you would a popup calendar on a calendar item.

Most recent
synchronization

The date of the last synchronization of your contacts and
calendar items. Don't update these fields.

Export attendees

Select this checkbox to export attendees information from the
server to your device along with the other event information.

Attendees will be exported as they appear in the calendar event
list on the server. Some devices can't correctly resolve FirstClass
names as they appear in the Directory, and this may cause your
synchronization to fail. ActiveSync will export and import only

email addresses.

Import attendees

Select this checkbox to import attendees information from your
device to the server along with the other event information.

Attendees information imported from the device will be email
addresses, not FirstClass names.

Next
synchronization

Choose the level of synchronization you want the next time this
device synchronizes.

Slow sync (full) makes the device send all information to the
server. The server compares it to what it has stored, and decides
what needs to be added, deleted, or updated. This happens by
default during the initial device synchronization, and when a
previous synchronization has failed.

Normal (changes) means only changes are sent to and from
the server. This is the typical synchronization mode.

Device can delete

Select this checkbox to allow deletions on your device to be
synchronized to the server.

Warning: Some devices will send a "delete all" command if an
object has been purged on the device. This means that if you've
accidentally deleted your contacts or calendar on your device,
this deletion will also occur on the server.
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Configuring FirstClass Unified Communications

Note

FirstClass Unified Communications allows you to access text, voice, and fax messages in your
mailbox. You can play voice messages and print faxes. For this to work, you must have a
FirstClass mailbox, and your administrator must have installed FirstClass Unified
Communications. If you are unsure whether your organization uses FirstClass Unified
Communications, check with your administrator.

z

To specify how you want FirstClass Unified Communications to work, choose Preferences
from the desktop menu and update the Voice subtabs.

The Logon tab

Preferences .-,..I

lecwlvmlm |V°Fc"| m:w«-_:
e

Interface; Default [=

Language: Default = "

TTS language: | TUI Language [=]

Auto play unread [0

Messzge tagging: 1. 2 3.

[ navigate mailbox as calendar

=3 =3

Field Description
Interface Default is what your administrator chose for you, and is the

commonly used voicemail system in your organization. If you
need to change this, choose your voicemail system.

Language Default is what your administrator chose for you, and is the
language most commonly used in your organization. If you need
to change this because the majority of your correspondence is in
another language, choose your preferred language.

TTS language TUI Language is the default text-to-speech language chosen by
your administrator, and is the language most commonly used in
your organization. If you receive messages in various languages,
choose Auto Detect. FirstClass will then examine each message
and try to determine its language.

Auto play unread |When accessing messages by phone, the message will play
automatically without you pressing a key to begin the playback.
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Message tagging

You can tag messages by color for your convenience. When
listening to voice messages by phone, you must press a number
to assign a color. Choose a color here to correspond to each
number, up to three numbers.

Navigate mailbox
as calendar

Selecting this checkbox sorts all messages in your mailbox by date
instead of the message number assigned when a message is left.

The Call Answering tab

Preferences ox
| somsneres | corenser | viewng | messageg 'ance‘|m
=
eV iz ieycalionto Called no-message: | Always =
t [eJoazsszaze Fax format: PNG [
[= .
voice format: Default |
=
= Embed fax
= ©On the phone
=
=
=
Field Description
Key and Transfer |Selectakey and type a corresponding transfer to number to allow
caller to all callers to transfer to another number instead of leaving a

message. You can have up to two transfer numbers. Be sure to
type the full 10-digit number. Don't type 1 for long distance
numbers. Don't type outside line access code numbers (such as 9
for an external local line).

If callers tell you that they are being cut off when transferring, the
system may be disconnecting too quickly, and the number isn't
being properly processed. In this case, you can follow the number
with a commal(,) for a one-second pause or a semicolon(;) for a
five-second pause.

If you enter a transfer number for key 0, this will override the
system zero-out option (usually meaning dial O to reach
reception).

You may wish to list these options in your voice greetings so
callers are aware of them. If you want to allow only certain callers
to transfer, create this greeting just for them.
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Called no-message

Specify what you want FirstClass to do when a caller hangs up
without leaving a voice message.

Never means you won't know about the call.

Always makes FirstClass send you messages notifying you of all
missed calls (Called, no message).

Only valid caller IDs sends these notifications only for callers
with valid caller IDs.

Fax format

Choose your preferred format for received faxes.
Reject disables the receipt of faxes.

JPG is a common, easily downloadable format, viewable on
almost all platforms. Each page will be a separate attachment.

PNG is similar in all ways to JPG, except PNG files are smaller
than JPG files, and so more easily downloaded over slow or
expensive connections.

PCX is a legacy format. Each page will be a separate attachment.

DCX is a legacy format. All pages are stored as one attachment.

Voice format

Choose your preferred format for received voice messages.

MP3 is FirstClass' standard sound recording format. It is playable
on almost all platforms.

IMA ADPCM is better known as WAV, These files are slightly
smaller than MP3 and are telephony quality.

Embed fax

Select this checkbox if you want faxes to be in the body of the
message rather than attached.

This option isn't available for DCX format faxes.

On the phone

Select this checkbox if you want callers to be notified when you
are on the phone. This notification is made before your greeting

plays.
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FirstClass terminology

Container
A conference, folder, community, or any other FirstClass object that contains items.

Directory

The location on the server where addresses for user accounts, conferences, public calendars,
and other objects known to the server are stored.

Download

Save a copy of a file stored on the server to your own computer, or send stored files to your
computer temporarily for viewing.

Envelope

The upper portion of an object such as a message, document, or calendar item. This portion
contains information such as object name and subject. In the case of messages, it also
contains addressing information.

Event
A time commitment, such as a meeting, that is recorded on a calendar.

Mail list

A list of message recipients. Sending a message to a mail list automatically sends it to all
recipients in the list.

Permissions

Settings that determine the default behavior of a container. Permissions also control what
users can do within the container.

Task

Something that you need to do, such as submitting a report, that is recorded on a calendar.
The task may have a specified deadline.

Thread
A group of messages or community posts that were sent in reply to each other.

Upload
Copy a file to the server.



