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About documents
You can create documents in your Mailbox, other containers, or on your Desktop. Because documents do not expire by default, and can be updated after they are created, they are useful for posting information on a permanent basis (for example, information about the purpose of a conference).
When you create a document, you can use the standard document form or a special document form that contains preset fields.  A document can also be created and used as stationery, which allows you to prefill information in the base document, and as a presentation, which allows you to show the document as a series of slides.
As for messages, you can add content to a document, view it, make it stationery, or save it to your computer.
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Creating standard documents
To create a document using the standard document form:
1	Open the container where you want to store the document.
2	Choose File > New > New Document.
3	Type and format the document text as you would the body of a message.
To insert a page break, choose Edit > Insert > Insert Page Break.
4	Attach files just as you would for a message, if necessary.
5	Identify your document.
You can give your document a name and subject, plus additional information to help refine searches. To do this, pull down the split bar and update the fields you want. Restore the split bar to its original location if desired.
Your changes are saved automatically when you close the document.
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Creating documents using special forms
To create a document using a special document form:
1	Open the container where you want to store the document.
2	Choose File > New > New Document Special, then the form you want to use to create this document.
3	Update the form.
4	Identify your document.
Choose File > Properties (Windows) or Get Info (Mac OS), then update the "Name" and "Subject" fields to name the document and give it a subject.
Your changes are saved automatically when you close the document.
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Updating documents
To update a document, open it, make your changes, then close it.
If you are not allowed to make changes, the document may be protected. You can unprotect the document, make your changes, then protect it again.
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Creating presentations
You can use FirstClass to create a slide presentation. All slides in the presentation are part of one document, divided by page breaks.
To create a presentation
1	Open the container where you want to store the presentation.
2	Choose File > New > New Presentation.
A presentation form opens in presentation display mode. It uses the default text formatting for presentations, as specified at "Presentation text" in your content edit preferences.
Note
You can also create a new document using any document form and show it as a presentation. You can edit it in presentation display mode by choosing View > Content > Presentation View. This will not change your default text formatting to the presentation defaults.
3	Add and format content just as you would for any other document.
You can add a background picture as for any other document. Pictures designed as presentation backgrounds are included in FirstClass' Images folder.
Insert a page break whenever you want to start a new slide. To move between slides, press Page Down or Page Up.
4	Identify your presentation.
Choose File > Properties (Windows) or Get Info (Mac OS), then update the "Name" and "Subject" fields to name the presentation and give it a subject.
Your changes are saved automatically when you close the presentation.
To show a presentation
When you show a presentation, content is displayed one slide at a time, maximized to the full size of your screen. You cannot edit content at this time.
To show a presentation:
1	Open the presentation.
2	Choose View > Show Presentation.
3	Press Page Down to move from slide to slide.
To return to the previous slide, press Page Up. To return to the first slide, press Home. To go to the last slide, press End.
4	Press Esc to end the presentation.
The presentation reverts to the display mode in which it started.
Note
You can also navigate and end the presentation using the shortcut menu.
To distribute a presentation
You can give users who cannot access the container where a presentation is stored a copy of the presentation. To do this, address a message to the users, or to a conference that they can access, then attach the presentation just as you would any other document.
You can also create a message and format it as a presentation. Recipients can view this presentation just as they can any other presentation.
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