First Class Workshop

The Basics

Jo Ann Tavalone

I. First Class Desktop

a. Mailbox

i. Holds Messages- you’re able to create folders to organize emails

ii. Stores your unsent massages until they are completed & sent

iii. The place where file transfer icons appear – piece of paper

iv. Address book – Directory

1. Type first few letters & choose directory for address help

2. You can create a mailing list

3. Paperclip > choose attachments

4. Names are bold when people are on First Class

5. You can choose to have a private conference with someone if they are online

6. Use the magnifying glass to find items

7. History – lets you know if your message has been read

8. White flag means message hasn’t been sent

b. Oak Street or Davis Thayer Business

i. Report Cards

ii. Messages for the entire staff

c. Calendar

i. Click on the date to add event

ii. Set the time with the drop down calendar

iii. To delete event click on date > file > delete

iv. Can select a reminder flag for yourself 

d. Desktop Folders

i. Special committees, district and grade level folders are set up by a technology administer

ii. Add your own folders to your desktop

iii. File Transfer for your uploaded files

1. File > Upload

2. Drag icon to File Transfer Folder to add it to the contents list

3. To convert from a read only file save to your computer – your document folder *First Class does not save any changes made to the document – it looks like it does though- don’t be fooled
iv. Can have subfolders in your file Transfer Folder

v. Only you are able to see the folders you add

e. FPS Common

i. *Important information from our school district

ii. District Calendar

iii. FPS Classified - items posted here to sell 
f. FPS Round Table - District Wide Business

i. Staff Development

ii. Business Office Forms

iii. Human Resources

1. Job Postings

2. Staff Directory

3. Human Resource Forms

4. Employee Benefits Book

iv. Technical Work Order

1. Click newspaper icon to choose

2. Enter the 4 digit number on the FPS silver tag of the equipment

3. Click if correct to submit the work order

v. School Addresses & Phone Numbers

g. Help Desk – tips for First Class Use

II. Contact me with any questions or if you are having problems with your account.

III. You can log on to First Class through the Franklin Public School’s Home Page, located on the left column if the computer does not have First Class installed.

IV. You can install First Class on your home computer

a. Make sure on login prompt click > Setup button

b. Server must be – franklin.k12.ma.us
c. Click save if you needed to make the server franklin.k12.ma.us
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