














INTRODUCTION TO FIRSTCLASS

The Workspaces Application

About Workspaces

A Workspace is a shared area where users in a workgroup have access to FirstClass applications and resources that are of use to the
group. Workspaces can be created by your administrator, by yourself, or by other users.

As an example, a Workspace designed for online meetings may contain:

° a conference for discussions
v Roy's Virtual Meeting : Husky Planes _ |E| il
o a group calendar for scheduling meetings 9 BT Rl Bevege @elosle WY EdP
o | ®©® @ = A4 XQAQ
° a contact database for storing information about contacts who oBack GoForward Add Application Werkspace Members Celste  Find  Help
are important tO the group _& Conference 0OFiles 4 Folders  Husky Planes : Roy Allen Unlimited J
° a documents container for storing permanent records w M
=7}
° a file storage container for storing uploaded files. Discussion Conference Our Documents
g e
: ( %)
Creating Workspaces Ny
Our Contact Database File Stora“ge
1. Open Workspaces.
EE | 4 tems. & E
2. Click New Workspace.
3. Select the template you want your workspace to use.

A template is a starting point when you are creating an object such as a document or conference. Templates can provide
default backgrounds, layouts, formatting, placeholder text, and so on.

Pick the template that is closest to what you want. You can change any defaults that don't suit you, or start over by deleting
the object and picking a different template.

4. Name your Workspace.
You can now open your new Workspace and customize it for your purposes. This may involve:
° Deleting default applications that your group won't need
° Adding applications
Click Add Application.
° Customizing the look of your Workspace
° Sharing your Workspace with other members of the group.

Click Workspace Members.
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INTRODUCTION TO FIRSTCLASS

The Documents Application

About Documents

Unlike messages, documents don't expire by default, and can be updated after they are created. This makes them useful for posting
information that you want to keep for a long time.

But you can do the same things with documents that you do with messages: add background pictures, format content, check whether
they have been read, and save them to your computer.

Your Documents folder provides an optimized environment for creating and storing documents for your own use.

% Documents : Husky Planes - =[x
File Edit Format Message Collsborate Wiew Help
QA0 O X233 @@
®©® Y
GoBack  GoForward Meww Document  Find  Mewy Folder  Move to Folder Delete Print History  Propetties Help
‘& Documents [ Folder 2Fies OFolders Husky Planes : Linda H Pringle ZEM Free o #
L= ) Author |Name |Suiajz_act | SlzelLas1 Modified =
Linda H. Pringle Library budget 2007 1K 5/30/2007 3:51 PM
Linca H. Pringle Library budget 2006 K 5/30/2007 350 PM
4
E | 2 tems. G %

Creating Documents

1. Choose File > New > New Document.

2. Select the template you want your document to use.
3. Add and format the document content.

4. Click Save and Close when you are done.
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INTRODUCTION TO FIRSTCLASS

The Web Publishing Application

Creating a Website
Your Web Publishing folder stores material that you want to publish on the web. This material can be:

basic web pages, which are like documents
blogs (online diaries)

podcasts (collections of audio or video tracks)
web versions of calendars

lists of uploaded files, such as PDFs or photos
lists of useful links.

Your website contents are listed in the tree view in your Web Publishing folder. The order in which they are listed is the order in which
they will appear in your web site's navigation bar. You can further structure your website by organizing your material into web folders.

The first object in the tree that isn't a folder or a link is automatically your home page (the first page people see when they go to your
site).

You can change the overall appearance of your website by clicking Appearance and choosing a new template. You can also change the
appearance of individual objects.

To see what your website looks like as you develop it, click View in Browser.

j 2 About Me : Husky Plancs _lolx

Be Edt Fomat Message Colaborate Vew bip

@® @ E .Q.8Xx0Q Siwmaasl | My Blog

W bt e “Fage e | e New catalogi rat
® el iy g Page itk L
(| 2y podcast Wednueday, May 30, 2007 4:00 PM 0400 By: Linda H. Friegio

I ‘ Wl ber down for @ bew days nead witek bo ingtall our e calaloging system. See you sfler the bresk
OCIHE T U W eEs ey os ey

T —— T O T
, e FTeTy ) Iy YR P

Il Ab(}ut Me ~ What's .go'rng ur? in”thfa library

= We'm got a raft of new books Come on in and check them out

Personal

Name: Linda Prindle =
100 =8

Creating Content for your Website

1. Open Web Publishing.

2. Click New Web Page.

3. Select the template for the type of object you want to create.

4. Update the object's content.

If you are creating a blog, you first create the blog, then create dated entries for your blog by clicking New Blog Entry.
If you are creating a podcast, you first create the podcast, then add tracks to your podcast by clicking New Episode.
To provide a list of uploaded files, create a listing folder, then upload the files to it.

To provide a list of links, create the links in your Bookmarks folder, then create a web folder in Web Publishing. Copy or move the links
to your web folder.
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INTRODUCTION TO FIRSTCLASS

The File Storage Application

Files Stored in Containers

To copy a file to a container on the server, you upload it. To copy a file from the server to your computer, you download it. Uploaded
and downloaded files retain their file types.

You can also import and export FirstClass objects, such as documents and messages. These objects are converted to RTF, TXT, and XML
formats, and are restored to their original object types if they are imported back into FirstClass.

The File Storage folder on your Desktop is designed for storing uploaded files of various media types. In list view, the file type is
displayed. For pictures, you can display a thumbnail. There are also buttons on the toolbar for all the tasks you commonly do with files,
such as uploading and downloading them, previewing them, sending them to other users, and organizing them into subfolders.

=1k

File Edit Format Message Colaborate View Help

® @dwua F O O W XA

Go Back GoForward Upload Download Open Selected New Folder Moveto Folder Send To Recipiert | Delete  Find Help

% File Storage | [ Folder 3 Files 0 Folders  Husky Planes © Linda H Pringle = 258 Free o
™ [rame [Type | size|Last Modified

™

Rascal jpg JPEG Imace 67K S/23/2006 2:34 PM
g Laugh way Wiave Sound 38K 11/28/2005 5:49 PM
& Kittie=3 jpg JPEG Image 32K BMG2003 11.26 AM

EE ‘ 3 ftems & E

Copying Files to Containers

To upload a file to a container:

1. Open the container.
2. Choose File > Upload.
3. Select the file you want to upload.

Copying Files to Your Computer

To download a file to your computer:

1. Select the file.
2. Choose File > Download.
3. Select the location on your computer where you want the file copied.
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INTRODUCTION TO FIRSTCLASS

The Bookmarks Application

About Bookmarks

Bookmarks are links that provide quick access to FirstClass objects and web pages. You double-click them to open the objects to which
they link (the targets).

Your Bookmarks folder contains all links that you have created as bookmarks or moved to this folder. The contents of the Bookmarks
folder are also accessible from this toolbar button:

Boo?mks ¥
Creating Bookmarks
You can create a bookmark by:
° Choosing File > New > New Bookmark, then filling in the Info form
Supply the full path to the target at "URL".
° Selecting the target object, then choosing Collaborate > Add to Bookmarks.

The Info form automatically shows the path at "URL".

Bookmarking a Web Page
To add a bookmark to your FirstClass Bookmarks folder when you are on a web page:
1. Add the Add to FirstClass Bookmarks button to your browser.
If you didn't add this button the first time you opened your Bookmarks folder, click Add Browser Buttons in that folder.

2. Click Add to FirstClass Bookmarks when you are on the web page.

Importing your Browser's Bookmarks

To import the bookmarks you have created in your web browser: Ble Edt Format Message Colaborate View  Hep
‘ ®©®® a4 @AX @ :
1' Export thOse bOOkmarkS from yOUr Web browser tO a Ile' 1 GoBack GoForevard Newe Bookmark | Properties Find  Delete  Import Bookmarks
. . [ %p Bookmarks 3 Files O Folders 1 Deleted  Husky Planes @ Linda H Pringle  ——205M Free o &
2. Open your Bookmarks folder in FirstClass. | @fname [URL
1 I CH http: Medition.cnn.coms
. . | @ To move images fop i@ huskyplanes .com %231580003...
3' C“Ck Import BOOkmarkS and SE|eCt the flle' @ Library best practices fopui@fc huskyplanes .com %231830003. ..
(ol | i
| Ez | 3 ftems. & E
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Keyboard Shortcuts

INTRODUCTION TO FIRSTCLASS

Shortcut Windows Mac Linux
Approve Ctrl° Cmd" Ctrl*

Attach Ctrl T CmdT Ctrl T

Black Option Cmd K

Blue Option Cmd B

Bold Ctrl Shift B Shift Cmd B Ctrl Shift B
Brown Option Cmd W

Check Spelling Ctrl Shift L Shift Cmd L Ctrl Shift L
Close Ctrl W Cmd W Ctrl W

Collapse and deselect
(thread)

Shift-left arrow

Shift-left arrow

Shift-left arrow

Collapse (thread)

left arrow or spacebar

left arrow or spacebar

left arrow or spacebar

Collapse (tree view) left arrow left arrow left arrow
Connect Ctrl K Cmd K Ctrl K
Copy Ctrl C Cmd C Ctrl C

Cut Ctrl X Cmd X Ctrl X
Delete Ctrl D Cmd D Ctrl D
Delete the next word Ctrl Delete Option Forward Del Ctrl Delete

Delete the previous word

Ctrl Backspace

Option Delete

Ctrl Backspace

Deselect last (icon view)

Shift-left arrow

Shift-left arrow

Shift-left arrow

Directory Ctrl L Cmd L Ctrl L
Disconnect Ctrl K Cmd K Ctrl K
Exit Alt Shift F4

Expand and select (thread)

Shift-right arrow

Shift-right arrow

Shift-right arrow

Expand (thread)

right arrow or spacebar

right arrow or spacebar

right arrow or spacebar

Expand (tree view) right arrow right arrow right arrow
Filter view cycling Insert

Find Ctrl F Cmd F Ctrl F

Find Next F3 or Ctrl G Cmd G Ctrl G

Find Previous Shift F3 Shift Cmd G

Format Paragraphs Ctrl Shift M Shift Cmd M Ctrl Shift M
Format selection Ctrl M Cmd M Ctrl M
Forward Ctrl Shift = Shift Cmd = Ctrl Shift =
Get Info Cmd |

Gray Option Cmd E
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Keyboard Shortcuts

INTRODUCTION TO FIRSTCLASS

Shortcut Windows Mac Linux
Green Option Cmd G

Help F1

Help Contents Shift F1

Hide Bcc Ctrl B Cmd B Ctrl B
Hide client Cmd H

History Ctrl H Shift Cmd H Ctrl H
Insert File Ctrl Shift T Shift Cmd T Ctrl Shift T
Insert Page Break Shift Enter Shift Return Shift Enter
Insert Signature Ctrl Shift S Shift Cmd S Ctrl Shift S
ltalic Ctrl Shift | Shift Cmd | Ctrl Shift |
Larger Ctrl 1 Cmd ] Ctrl ]
Magenta Option Cmd M

Mark as Read/Unread Ctrl - Cmd - Ctrl -

Move between panes

Ctrl up or down arrow

Cmd up or down arrow

Ctrl up or down arrow

New Message Ctrl N Cmd N Ctrl N
Next in Thread F2 Cmd / Ctrl /
Next Unread Ctrl U Cmd U Ctrl U
Open Bookmarks Ctrl 3 Cmd 3 Ctrl 3
Open Calendar Ctrl 6 Cmd 6 Ctrl 6
Open Contacts Ctrl 2 Cmd 2 Ctrl 2
Open Desktop Ctrl O CmdO Ctrl O

Open from navigation bar
in a new window

Shift-click button

Shift-click button

Shift-click button

Open Mail Ctrl 1 Cmd 1 Ctrl 1
Open Memos Ctrl 8 Cmd 8 Ctrl 8
Dpen My Shared Ctrl 9 Cmd 9 Ctrl 9
Open Résumé Ctrl 5 Cmd b5 Ctrl 5
Open Selected Ctrl O Cmd O Ctrl O
Open Voice Greetings Ctrl 7 Cmd 7 Ctrl 7
Open Web Publishing Ctrl 4 Cmd 4 Ctrl 4
Orange Option Cmd O

Paste Ctrl v Cmd V Ctrl v
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Keyboard Shortcuts

INTRODUCTION TO FIRSTCLASS

Shortcut

Windows

Mac

Linux

Paste Special

Ctrl Shift V

Option Cmd V

Ctrl Shift V

Path display Ctrl-click title bar Cmd-click title bar Ctrl-click title bar
Permissions Ctrl ; Cmd ; Ctrl ;

Plain Ctrl Shift P Shift Cmd P Ctrl Shift P
Previous in Thread Shift F2 Cmd Option / Ctrl Alt /
Print Ctrl P Cmd P Ctrl P
Properties Alt Enter Alt Enter
Quit Cmd Q Ctrl Q
Quoted Ctrl Shift ' Shift Cmd ' Ctrl Shift '
Red Option Cmd R

Redo Ctrl Y CmdyY Ctrl Y
Replace Ctrl Shift F Shift Cmd F Ctrl Shift F
Reply CtrI R CmdR Ctrl R
Reply with Quote Ctrl ! Cmd' Ctrl

Save Ctrl S Cmd S Ctrl S

(one page at a time in
presentation view)

Scroll one screen at a time

Page Up/Page Down

Page Up/Page Down

Page Up/Page Down

Select All

Ctrl A

Cmd A

Ctrl A

Select all items with a
common value

Ctrl Shift-click

Shift Cmd-click

Ctrl Shift-click

Select next (icon view)

Shift-right arrow

Shift-right arrow

Shift-right arrow

Send

Ctrl E

Cmd E

Ctrl E

Send and Close Ctrl Shift E Shift Cmd E Ctrl Shift E
Show Bcc Ctrl B Cmd B Ctrl B
Show Presentation F5 Option Cmd P Ctrl Alt P
Smaller Ctrl [ Cmd [ Ctrl [
Smart Zoom Ctrl =

Snap to grid Cmd drag

Stop activities Ctrl Break Cmd . Ctrl Break
Underline Ctrl Shift U Shift Cmd U Ctrl Shift U
Undo Ctrl Z Cmd Z Ctrl Z
Upload Ctrl T CmdT Ctrl T
Window cycling Shift Cmd ~

Yellow Option Cmd Y

Zoom In (viewer window)

Shift up arrow

Shift up arrow

Shift up arrow

Zoom Out (viewer window)

Shift down arrow

Shift down arrow

Shift down arrow

Zoom Window

Cmd =
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