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First Class Email 

 
Login:  
User ID is usually your first initial last name  
jbarr: Jason Barr (not case sensitive) 
Email Address: jbarr@mail.sd91.bc.ca 
On set up your account will not have a password. It 
will ask you to set a password on first login. 
 
Please log in to set you password at the earliest 
opportunity by following the steps below… 
 
 
 
 

 
Read and accept the Acceptable Use Standards: 

 
 
If prompted, fill out the District Employee Information Update: 

 



 
 
Set Password: 
When you login the first time without a password 
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. 
 
 
 
 
 
 
 
 

 
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: 

• not used for any other important account 
• easy for you to remember 
• 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 

 
Calendar: 
You can add events and 
tasks to your personal 
calendar 
You can share your 
calendar with others 
You can also sync your 
calendar with a Palm 
 
News: 
This Conference is on 
every user desktop in the 
District 
You can send mail to this 
you want the entire 
district to see  
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 

 
 
 



Provincial Net: 
This Conference is also on every user 
desktop in the District 
Conference that multiple districts 
around BC use to communicate 
amongst each other 
 
.  
 
 
 
 
 
 
 

 
 
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 
 
 
 
 
 
 
 
 



 
Personal Address Book: 
You can add names and addresses to 
your personal address book so you can 
Search the names the same way you 
do names in FirstClass 
You can add the address from an 
email just right click and add to 
address book 
 
 
 
. 

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

  
 

 
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. 
 
 

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


