FirstClass.Ink
First Class Email

FirstClass Login . ] | LOgin:

addhess: [14227 752012 ol [T User ID is usually your first initial last name
corver 142277590 setup._| Jbarr': Jason Barr (pot case sgnsﬂwe)
Email Address: jbarr@mail.sd91.bc.ca
#v7 Loginas  Gusst & Registered user On set up your account will not have a password. It

Userins [t swe | will ask you to set a password on first login.

Password: Izaaazaaazaaazaaagaaagaaaaaanaaz

Please log in to set you password at the earliest
opportunity by following the steps below...

itk Dffline Caricel I ‘Login:

Read and accept the Acceptable Use Standards:

o0/
Administrative Guidelines & Regulations for Staff: Computer and Network Use

See 5091 Board Policies especially 505.1, 505.2, 604.1 and 806.2

Supervisors are responsible for making staff aware of the following guidelines before granting access to computers and networks.

Disciplinary acfion, ircluding ferminafion of emplopment could resulf if fhese guidleines are nof followed .

The goal of this regulation is to hawve computer and netwark facilities used in a responsible, efficient, ethical and legal manner in accordance with the Freedon of
Information and Protection of Privacy Act (FOIPA), hinistry of Education, and school district policies.
Al members of the =chool community are responsible for good behaviour on school computer networkcs and BCe %15 just as theyw are in 3 classroom or a hallway .
Communications on the network are often public in nature. General school niles for behaviour and communications applhy.
‘While priwvacy and confidentiality are significant concems for users of BCeSIS and network users, it is also important that users conduct themselves in a responsible,
decert, ethical, and polite manner while using these systems
The following is a list of example of prohibited conduct :

- The plazing of inappropriate or unlawful infarmation on the systam.

- The use of abusive or othenuize objectionable language.

- Damaging or tampering with computers, computer swstems or computer networks .

- Employing the system for unauthorzed purposes (j.e. commernzial, political).

- Unauthorized use of others' passwords.

- Sharing your password.,

- Discussing, disclosing or athenvise make available any personal studert information to anyone other than individuals who have signed the Computer and
Metwork Use Regulations as identified by the School District and who hawe 3 need to know.

Confidertiality - A= a computer § network or BCa%18 user, you may be ertrusted with or have aceess to personal student information governed by the
Freedom of Information and Protection of Privacy Act.

Employess are required to comply with this regulation and any rules respecting use of the systemn that are made by the school district or the Mnistry of Bducation
from time to time .

Failure to do 0 may resule in suspension or revocation of some or all accesss privileges and may also result in disciplinary action, including dismizzal.

The Board expects all staff to:

Read and becorne familiar with this regulation and to abide b its terms.

Understand that the district or Ministry of Education or its agerts may monitor use od the systern.

Understand that all cormmunications may be recorded and are stored for archival retrieval and that communications are not considered private.
Understand that violation of the terms of the regulation could make employees subject to dizciplinary procedures, incuding |oss of access priviledges
and other zanctions. llegal acts may also subject users to prosecution by provincial and federal authorities.

Acceptable use Standards Accept Dont Accept

If prompted, fill out the District Employee Information Update:

Employee Information Update .D |&

District Employee Information Update

Please fill in these fields. It will help organize your
FirstClass(email) desktop and eOffice programs
accordingly

UserName: test tester

Main Work Locatiol
Work Group: j

Update Exit |




=101xd| - set Password:

- When you login the first time without a password
@’? Hserib: training this screen will pop up and ask you to set a
password. It is not case sensitive and can be letters
and numbers. Make sure you leave to Old
password: as blank.

You must change your password because:
It tust ke langer.

Old pazsvword i

Mery passvward: |

Retype password: |

Cancel | (] I

Important: If you do not see the Change Password window, you can always choose Collaborate...
Change Password... from the menu bar in First Class.

We recommend that you pick a new password each year that is:
e not used for any other important account
e easy for you to remember
o difficult for someone else to guess.

First Class Desktop:
Holds your Mailbox, Calendar, Address Book, News, eOffice, Provincial Net
You can upload & download documents & files to your first class desktop

*=WDesktop : 5D91_FC =[5 .
File Edit Formak Message Collaborate Yiew Help Calendar-
[P m = | ee|adamtg|o|Ed You can add events and
TH Desktop 0Files 7 Folders  SD91_FC: Jason Barr (Training Account) Unlirnited " taSkS to yOUf personfsﬂ

calendar

You can share your
calendar with others

You can also sync your
calendar with a Palm

News:

& @& e A This Conference is on
h ) Hewns eOffice -
MailBox  AddressBook  Calendar i every user desktop in the
> == District
. _— You can send mail to this
Helpful Hints Provincial Met

you want the entire
district to see

7 tems. You cannot delete mail
from inside conferences

Mailbox:

Your mailbox is where all your email will be stored. All the messages you send will have a ‘“To’ in
front of the address.
You have the ability to create folders inside your mailbox to sort mail accordingly



& MailBox : SD91_FC

File Edit Format Message Collsborate Yiew Help

Provincial Net:

EEREEEE RN

This Conference is also on every user

COECEEEOECOECEEE|E

&5 Mail
[=I[T]

llox 15 Files O Folders  SD91_FC : Jason Barr (Training Account)

uniimitest

Euriice Nash
To Eunice Nash

Euriice Nash

To Eunice Nash

To ibart_pg@natmail com
Esther Williams

To Edith McLelland

To Esther wiliams

Esther Williams

To Edith McLelland

Edith ML efland

Jason Barr (Training Accc
To Jason Barr (Training &

1K im=on

2 Bl Re: hellomesage
24 Re: hellomesage
1 hellomesage

24 hello

1K internet mail
2K [ Re: Hello Email

1 Hello Email
1K Bl Re: test

1 test

1K E] Re: test

2K test

1K = training

1 training

Last Modified

BI2B/2005 10:31 AW
6/26/2005 10:28 AM
B/26/2005 10:27 AM
BI2B/2005 10:27 AW
6/22/2005 11:11 &M
B/22/2005 11:08 AM
B/22/2005 11:05 AM
6/22/2005 11:06 &M
B/22/2005 11:04 AM
B/22/2005 11:05 AM
B/22/2005 11:04 &M
6/22/2005 10:02 AM
B/22/2005 10:02 AW

desktop in the District

Conference that multiple districts
around BC wuse to communicate
amongst each other

Creates a new message.

8 New Message : SD91_FC

File Edit Format Message Collaborate Yew Help

_1oi =]

|7 | o|a 2| %

Unsent Message

From: § Jason Barr (Training Account)

Subject: [

Tar |

LeleH |

ST R 7 U= EE|E |

|Arial =10 = |Lett x| |insert =

| T S S S S S |

100% ~l#f|

5 Patterm:  fason
Show: [ Local |~ Remote | Conferences
To. | ¢= | Boc | Résumé | | Shared Documents | Cancel |
i |name | Crganization |

= Barr Jason

£ Jazon Barr 2

= Jason Mager

§ Jason Barr

& Jazon Barr (Training Account]
§ Jason Florell

& Jason Jones

§  Jason Muelier

School Board Office

S ftems

Sending Email:

When sending email inside the District
you just need to type the persons name
in and FirstClass will find it in the
system.

Searching for names:

If you type “Jason’ in when addressing an
email and hit enter FirstClass will search the
system for all the Jason’s in the system. The
little men icons are system addresses and the
card icons are you own personal addresses



‘# address Book : SD91_FC
File Edit Format Message Collaborate Wiew Help

|Ze=|sPa

—1olxl| Personal Address Book:
You can add names and addresses to
your personal address book so you can
Lnlimit

& Contact Datakase 4 File 0 Folders  SD91_FC : Jason Barr (Training Account)

Search the names the same way you

=0l la=0n Barr

I

1 ttem selected.

Busingss Phal  4og I

do names in FirstClass

ill You can add the address from an
a4 || email just right click and add to
kn || address book
o]
=1

=

eOffice:

This is a conference that holds various applications that are developed by the district.

A eOffice : SD91_FC

1 tem zelected.

File Edit Format Message Collaborate view Admin Help
[g=d|lza>=|n Efs a|l8#%p,é
#83 §48 Conference 11 Files 1 Folder SDS1_FC: Devin Lindsay Unlimited L

= Employee Payslip PIN

5D91 Employee Jasaon

Email Address: trainingi&@mail. sd31.be.ca

Payslip PIN Mumber: 12345

Employee Payslip PIN:

This program will show employees
the number needed to open their
electronic Pay stubs.

If an employee’s number is not in
the program it will send an email
letting payroll know it needs to be
entered.

=101

If you have any difficulty accessing your account, please contact the designated tech contact at your site for

assistance.



