Olympia School District

General Setup Preference Guideline for First Class E-mail Application

=+ Preferences

General ‘Calendaring [ Content Jl Viewing [ Messaging Jl WebJ

gister FirstClass® as default mail client

orrdisconmnect

M @

Ensure all three boxes are
selected.

look

[] use forms background

3D look must be on to use a forms background

Image: \DEFALLT
Contact form: FirstClass v
N\
Newy mail form; IOutIook )—v’—
/
Mailbox style Separate Inbox/Outhox v]

Change Defaults to match
these settings. These are
REQUIRED for First
Class to look and feel
correct.

Dovwvnload folder:

lG:lDocuments and Settings'Daddy\My Documents'FirstClass'Dovwnload

|

Browse...

Default

[ J |

Apply

0K

J |

Cancel

J [




=+ Preferences @: @

‘ General H Calendaring l Content ’ Viewing H Messaging H Wb ‘

| Text Styles | Highlight Styles | Spell Check |0ptionsy

Ignore words with numbers

Ignore URLs [] lgnore words in UPPERCASE
[] split contracted words [] split compound words
Enable suggestions Automatically check on send

To Enable Spell-Check, Check the
automatically check on send option. Other
options are recommended although not
required.

[ Defaut | [ Apply | [ Cancel | | oK |




=+ Preferences

| GeyaLH@endaring H Content H Viewing | ’M‘

SN

Mail Rules | Initial Content ” Instant Messaging H Paging| Yoice ’Audio‘

Mailbox Rules... Import Accounts...

Reply preference: I.&.utomalic v

~Automatically reply to; ~
Local mail: No | v Reply text:

|
Internet mail o | +| [TEXT DISPLAYED TO USERS WHEN OUT OF
OFFICE IS ENABLED |

~Automatically forvward:

Local mail: No v Forward to:
Internet mail: [No v|
Voice/fax mail.  No v|
Method: Redirect v
Junk mail handling: | Accept v

[ Defaut | [ Apply | [ Cancel | | oK |




=+ Preferences

General H Calendaring [ Contert H Yiewing J |W7ebJ

Instant Messagilﬂ Paging ‘ voice| When replying to messages,
N selecting this feature will
Cursor placement In reply: Before Quote———— always put your reply before
the “quote” or original
Reply tagging: Name Only message rather then at the
bottom.
Forward tagging: [Separator Only

Automatically add signature to new messages

Signature text:
John Doe
Educational Staff Add your personal signature to all
g"ég‘géa) 29‘32?6‘;'3&3““ outgoing messages. Be sure to
ity Parvvwr.0sd wednet adu select the Automatically add
jdoe@osd wednet edu signature option to enable this
feature.

[ Defaut | [ Apply | [ Cancel | | 0K |

This completes the Basic First Class configuration options and setup. If you have further
questions, please contact the First Class administrator at ext. 6173.



