
 
 
 
 
 
 

February 2009 
Issue #1 

Topic:  First Class Calendar 
Technology @ Lebanon School District 

1. Open your calendar. 

2. Click on New>NewEvent Creating an Event 
 

Printing your Calendar 
 

 

  

Entering information 

Name the event in the description 
field.   

If it has a start/end time, use the 
Starts at & Ends at drop down menus 
to edit the time.  If it is an all day 
event, check the All day event box. 

Type the details of the event in the 
text area.  These details will appear 
when one scrolls over the event on 
the calendar.   

Save & Close. 

You calendar will display  
the event as shown.   

  

 

 

 

10 Minute 
Tech 

Best Practice Tip: 
Never change the name 
of your personal 
calendar. If the name 
gets changed to 
something like 'Bill's 
Calendar', then it will 
get corrupted. 
 

1.  Open the appropriate calendar. 

2.  Go to File > Print Layout. 

 Choose your Print Style -- this will 
determine whether the resulting 
calendars are by day, week, or 
month. 
 

Choose your Print Range -- your 
selection lists will change based 
upon the type of view you choose, 
but each one contains a starting 
and ending date. FirstClass will 
send to your printer a single 
formatted sheet for each instance 
in the date range.   For example: if 
you chose weekly view for the 
month of May and chose a range 
between May 1 and May 31, this 
would result in 5 printed sheets 
with week formatting. 

 

Header and 
Footer - be sure 
that you choose 
Leave Blank for 
all options 
 

 



 
 

 

 
 
 
 

“If the original event 
item needs to be 
changed, a new event 
will need to be created 
in order for the invitees 
to see the change.  
Updates made to the 
event after the initial 
invite will NOT be 
reflected on  the event 
on the invitee’s 
calendar.” 

.” 

If you are printing a monthly view, click Setup  

Choose Landscape for Orientation and change Scale to 80% 

 

 

 

 

 

Printing your Monthly View  
 

The participant tab on your event form 
allows you to add the event to the 
personal calendar of another 
FirstClass user.   

This area also shows if you are 
scheduling an event that is in conflict 
with that user’s existing events and 
scan the user’s calendar for the next 
free time.   

Note:  This feature is useful only if the 
other person is using their FirstClass 
calendar the same way! 

 

  

What are Participants?   
 

Create a new calendar event and click 
on the Participants tab. 

Using the People subtab, enter the 
name of the user you wish to invite. 

The bar next to the user will indicate the 
status and availability of that user. 

When you save the event it will be 
added to the indicated user’s personal 
calendar. 

 

 

Adding a Participant 
 

 

  

  

  

Did you Know 
Atomic Learning has 
First Class Tutorials 
available for both Mac 
& PC.  Go to: 
Atomiclearning.com 
 
Log in information is as 
follows: 
 
   UN  PW 
seminary       lebanon 
lebhs  atomic 
lebhss  atomic 
lebmle  atomic 
lebmle  atomic 
lebshps  atomic 
lebsss  atomic 
 
 
 
 
 
Revising 
Shared 
Events 
 




