On-Line Test Calendar
On-Line Travel Calendar

1. Log into FirstClass email.
Open the “Schedules and Calendars” folder on the desktop.

3. Double click on the “Testing Calendar” or “Travel Calendar” icon.

4. Display the date for which you want to schedule a test or event. Double click on open space in that date’s
box on the calendar.
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5. The SSES version of the “New Calendar
Event” form should be displayed. To
verify that you have the correct version,
look for the “Upper School Schedule” and
“Lower School Schedule” fields.
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Click on the “Update” button.

Upper School Testing Calendar
Room & Equip Reservations

Fﬂr Resourc... E] = -H

Mumber of resources

This must be done only once on each computer.
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To Schedule a Test on the Testing Calendar

Double click on the Testing Calendar in the “Schedules and Calendars™ folder.
Double click on the date for which you want to schedule an event.

In the “Event” field, enter the name of the class. _ _
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To Schedule a Travel Event

1. Open the Schedules and Calendars folder from the desktop. Open the “Travel Calendar”.
2. Display the first day of the event. Double click on the date to open the “New Calendar Event” form.

3. Type the event description and location.

4. Click on the arrow at the far right of the “Starts at”
field. Enter the starting time at the bottom of the

dialog.

5. Click on the arrow at the far right of the “Ends at”

field. Enter the ending date and time.

6. Select a category for the travel. Click on the arrow at
the far right o the Category field. The first three
entries in the list are “Academics”, “Athletics”, and

“Fine Arts”

7. Add a list of participating students in the space at

bottom of the form.

8. Close the form to add the event to the calendar.
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