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IT Training

Training Course Specification

Course: 
Lotus cc:Mail v7 Fundamentals
Duration:
Half-Day
	COURSE OBJECTIVES:
	Delegates will learn the basics of sending and handling E-mail in Lotus cc:Mail.


	WHO SHOULD ATTEND:
	People who will be using cc:Mail as their primary E-mail system.


	EXPERIENCE NEEDED:
	No prior experience of cc:mail is expected. Although delegates with limited experience on other mail applications will find it helpful. A working knowledge of the Windows 95/98 operating system and use of the mouse and keyboard is essential.


	COURSE CONTENTS:
	

	
	

	1: Introduction to cc:Mail

What is cc:Mail.
2

Terminology
4

Terminology (cont.).
5

The SmartIcons used in cc:Mail.
6

Other ccMail Components
7

Getting Started with cc:Mail.
7

Starting cc:Mail and Logging In
8

Sending a Message using cc:Mail.
10

Retrieving Messages.
11

Replying to a Message.
13

Forwarding a Message.
14

Sending a Message to More Than One Person.
15

Using the cc: and bcc: Options.
15

Using the Receipt Option.
15

Deleting Unwanted Messages.
15

Exiting from cc:Mail
16
	2: Using cc:Mail

Creating and Using Private and Public Lists.
2

Display the Addresses in the Private Mailing List.
2

Opening Containers and Folders
3

Creating a Message Log Folder
4

Attaching Files to a Message.
5

Saving Attached Files.
5

Archive Messages.
6

The Search Facility.
6

Closing a Message without Sending It
8

The User, Set Up Options.
11
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