1/5/09
G2 — Addressing Messages

Goals: To provide Staff with the necessary tools to utilize the First Class system for Mail and
Messaging,

Essential Question: How can First Class mail and messaging be utilized to maximize efficiencies and
support staff?

Enduring Understanding: Using technology to simplify communications and provide forum for
discussion among all district staff for the Salem Public Schools.

Aligns with Standards / Frameworks:
ISTE — Educational Technology Standards for Teachers
5. Engage in Professional Growth and Leadership

Messages: Addressing
If you want to send an email to someone on your FirstClass system, it is very easy as long

as you know their name. .\Td-

* Open your mailbox.

Mailbox
. . [ L]

* Click the New icon. 1_2]—‘ -
Py

® Select New Message.
® Type a subject in the subject line.

® Gotothe To field and type part of a person’'s name. Enter or Return
o0 Example: for Thomas Jones - type "Tho J" —

® Alist of names that match what you typed will appear.
® Double click on 1 the name that you want and it will be inserted into the To: field.
L0006 training ‘="
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Send | Print Delete Cut Copy Paste Check Spelling | Attach | Directory | Urgent Bulk |Nermal Show Bcc | Contents
{ | | | | |

From ¢ Mary Tuttle

1§ [Name Organization | Aliases Voice DN
iana Lopez SPS Salton...
Loretta Cannistraci SPS Employee
Y SPS Salem...
SPS Employee
SPS Salem...
5P3 Salten...

SPS Salem

N Louise Fredericksen SPS Salton...
[l % Evelyn Lovely SPS Employes
| & Amy Lowd SPS Bentle...
& Eileen Lowe SPS Employes

k !
0 e e e e e

—— e s mes e s |
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REMEMBER: You need to press the enter/return key after each name that is entered. You
cannot put commas between addresses when you want to send to multiple recipients.
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NOTE: The CC (carbon Copy) and BCC (Blind Carbon Copy) fields work similarly.
Addressing Messages to User Mailboxes or Conferences

If you have stored the email address of user not on the same system, FirstClass will also be
able to locate the name and auto-fill the To: field when you provide a portion of the name you
used to save it.

If you make a mistake when entering a name, you may delete the name from the To: field by
clicking once on the name, and pressing the delete key on the keyboard. You must press
Enter/Return after each name added or deleted from the To: field.

You may also type in an email address to send messages to someone outside of this system
just be sure and type in the full address and press the Enter/Return key after each address.

To add a recipient to be Blind Copied (BCC) be sure that this choice is visible either by
clicking on the pull-down at the end of your mailbox menu options:

) |Last Modified
9/29/08 8:43 AN
,, | 9/29/08 8:38 AV

i N |
Urgent "

—  Bulk )

B Normal P
Show Bcc E
Contents p

P

A 9722708 12:18

or by expanding the window to show all options and clicking on BCC. Once selected it will then
appear for that mail and allow you to add a recipient in the same manner as above described.
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Send Print Delete Cut Copy Paste Check Spelling | Attach | Directory | Urgent Bulk | Normal Show Bcc

From: § Mary Tuttle

Subject: training ]

To: Training Gurus ‘

Cc: [ ]

Bec: [ ]
OcC|PB i uw|EE=|szN0Len
‘Geneva iv) 10 Iv) W) (Left T3] [Insert.. %) [Format... =] o
Training starts today

100% |w @ E 4
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Creating a Mailing List

If you have a group of people that you commonly send mail to it is easy to create a mailing
list to which you will assign the members of this group.

This is done by selecting CONTACTS from your First Class desktop. ﬁ, Contacts
Once in Contacts, click on the NEW icon at the top of the page. oo this
pull-down menu select New Mail List.

. YeYe) Contacts : LearningNetworks =
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e 00 New Mail List : LearningNetworks

7] Personal Mail List

Name: Training Gurus P Cancel 9
Members: | § Lucy T ( OK \

I— =M
100% w3

Give the list a name that you will remember. Then type in the members, pressing
Return/Enter after each member. Once the list is saved you can return to your mailbox from
the First Class desktop and utilize it by typing the name into the TO, CC or BCC fields in your
mail.

RESOURCES / MATERIALS NEEDED

http://www.learningnetworks.com/pages/fcr/genuser/mailandmessage ?textPage=1

http://www.user firstclass.com/~slynch/?OpenltemURL+S04A3BF0B-04A3COBE
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