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cc:Mail 2.x

Your mailbox in the Post Office
Login name and password
Container pane
Message pane
Folder/Container
Inbox
Drafts
Message Log
Trash
Message Item
Directory
Mailing List
Bulletin Board
Quick addressing

Rule

cc:Mail 2.x

Access your mailbox file:
Start cc:Mail and enter your login
name and password.

Access context-sensitive Help:
Press F1. 

Browse the Help index:
Click the Help icon or choose 

Help!How Do I? 
or Index. 

Define user setup options: 
Click the User Setup icon or 

choose Tools!User
Setup. 

Notes Mail 5.0 

Mail database
Notes ID and password
Navigation pane
View pane
Folder/View
Inbox
Drafts
Sent
Trash
Attachment
Domino Directory
Group
Discussion database
Type-ahead or type-down
addressing
Agent or Rule

Notes Mail 5.0 

Open your mail database:
Start Notes, select your user ID, 

and enter your password.
Click the Mail bookmark
icon. 

Access context-sensitive Help:
Press F1 or choose
Help!Context Help.
Browse the Help database:
Choose Help!Help Topics -
Contents, Index, or Search. 

Define user preferences: 
Choose File!Preferences!User
Preferences (general preferences)
or click the Tools action button
and choose Preferences
(mail/calendar preferences).

MAIL TERMINOLOGY

MAIL BASICS
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cc:Mail 2.x

Address containers:
Directory - Contains all user
names, post offices, bulletin
boards, and other types of
addresses.
Public Mail List - Used for
sending messages to a group 
of people. Created by cc:Mail
administrator. 
Private Mail List - Used for
sending messages to a group of
people. Created by a user for
managing frequently used groups
of addresses. 
Display addresses:
Click the New Address Book icon 

or choose Window!New
Address Book Window.
Double-click an address

container. 
Create a private mailing list:
Click the New Address Book icon 

and click the Add New
icon. Select the Private
Mailing List button and

click OK. 

Notes Mail 5.0 

Address books:
Domino Directory - Contains the
names of all users, groups, and
servers within one or more
domains.
Address Book - Contains user 

names and groups 
created by a user. 

Group - Used for sending
messages to a group of people.
Created by a user in the Address
Book. Created by a system
administrator in the Domino
Directory. 
Display addresses:
Click the Address Book bookmark
icon. Select the Contacts view or
the Groups view. 

Create a group:
Click the Address Book bookmark.

Select the
Groups view.
Click the Add

Group action button or choose
Create!Group. 
Add a sender to the 
Address Book: 
Select the message and choose
Actions!Tools!Add Sender to
Address Book. 
Copy an address from the
Domino Directory to the
Address Book: 
Click the Address action button 

while in a new
memo. Select the

Domino Directory. Select a name
and click Copy Local.

MAIL ADDRESSES



cc:Mail 2.x

Create a new message:
Click the Prepare icon or
choose Message!New
Message. 

Use quick addressing while
creating a message: 
In an address field, begin typing
the last name of the recipient
until cc:Mail fills in the rest of 
the name and then press ENTER.
Press ENTER again to move to 
the next field. 

Access the Directory while
creating a message: 
Click the Address button or
choose Message!Address in 
the New Message window. 

Spell-check all memos
automatically:
Click the User Setup icon or
choose Tools!User Setup. 
Select Prepare.

Notes Mail 5.0 

Create a new message:
Click the New Memo action button
or choose Create!Memo.

Use type-ahead while creating 
a memo:
In an address field, begin typing
the first or last name of the
recipient until Notes fills in the
rest of the name and then press
ENTER or type a comma. Press
TAB to move to the next field. 
Use type-down while creating 
a memo:
In an address field, begin typing
the first or last name of the
recipient until Notes fills in a
name. Press the up or down
arrow key to view names.
Access the Address Book
while creating a memo: 
Click the Address action button 

in the New
Memo window
or choose

Actions!Address. 
Add a signature to all memos:
Click the Tools action button and
choose Preferences. Click the 
Mail tab, and then click the
Signature tab.
Choose letterhead:
Click the Tools action button and
choose Preferences. Click the 
Mail tab, and then click the
Letterhead tab. 
Create stationery:
Create a new memo and enter
stationery text. Click the Tools
action button and choose 
Save as Stationery. 
Use stationery:
Click the Tools action button 
and choose New Memo - Using
Stationery.
Spell-check all memos
automatically:
Choose Actions!Tools!
Preferences. Click the Mail tab, 
and then click the Basics tab.
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CREATING AND SENDING MAIL



Request a return receipt:
Select the Receipt check box in
the New Message window. 

Specify the message priority:
Select Urgent, Normal, or Low
from the Message Priority list box
in the New Message window. 

Create an attachment: 
Choose Attach!Text or
Attach!Files in the New
Message window. 

Save a message as a draft:
Click the Save Draft icon or 

choose Message!Save
Draft in the New Message
window. 

Send a message:
Click the Send icon or choose 

Message!Send in the
New Message window. 

Cancel a message: 
Double-click the New Message
control menu.

Request a return receipt: 
Click the Delivery Options action 

button or
choose

Actions!Delivery Options in the
New Memo window. Select the
Return Receipt check box.
Specify the message priority: 
Click the Delivery Options action
button or choose Actions!Delivery
Options in the New Memo window.
Select Low, Normal, or High from
the Delivery Priority list box. 
Specify the message
importance:
Click the Delivery Options action
button or choose Actions!Delivery
Options in the New Memo
window. Select Low, Normal, or
High from the Importance list box. 
Specify a mood stamp:
Click the Delivery Options action
button or choose Actions!Delivery
Options in the New Memo
window. Select a mood stamp
from the Mood Stamp list box. 
Create an attachment: 
Click the File Attach icon or 

choose File!Attach 
in a rich-text field in the
New Memo window. 

Create a section: 
Select the text to include in the
section. Choose Create!Section. 
Expand or collapse a section:
Click the triangle to the left of 
the section. 
Save a memo as a draft:
Click the Save As Draft action 

button or
choose

Actions!Save As Draft in the
New Memo window. 
Send a message:
Click the Send action button or 

choose Actions!
Send in the New
Memo window. 

Cancel a message:
Press ESC or choose File!Close
in the New Memo window. Select
Discard changes, and then 
click OK.
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cc:Mail 2.x

Open your Inbox and read a
message:
Select the Inbox icon and double-
click the desired message. 

View an attachment:
Open the message and double-
click the attachment.

Run an attachment:
Open the message. Press SHIFT
and double-click the attachment.

Save an attachment to disk:
Open the message and click the 

attachment. Click the Save
As icon or choose File!

Save As. 

Reply to a message:
Open the message, click the 

Reply icon or choose
Message!Reply.
Deselect the Retain the

Original Items check box and
click OK. 

Notes Mail 5.0 

Open your Inbox and 
read a message:
Select the Inbox icon and double-
click the desired message.
Preview a message: 
Select the desired message and 

click the View Show/ Hide
Preview Pane icon, or
drag the preview pane up. 

View an attachment: 
Open the message. Double-click
the attachment and click View, or
choose Attachment!View. 
Launch an attachment:
Open the message. Double-click
the attachment and click Launch
or choose Attachment!Launch. 
Detach an attachment:
Open the message. Double-click
the attachment and click Detach,
or choose Attachment!Detach. 

Display a link destination:
Open the message and position
the mouse pointer over the link
icon. The path is listed in the
status bar. 
Open a link:
Open the message and click the
link icon. 

- database link
- view link
- document link

Open a URL (Web page): 
Open the message and click the
URL hotspot. 
Reply to a message: 
Select the message, click the 

Reply action
button and
choose Reply, 

or choose Create!Reply.

RECEIVING AND HANDLING MAIL
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Lotus Education is a worldwide organization dedicated to
providing consistent, high-quality training and education
programs to users of Lotus Notes®, Domino™, cc:Mail®,
LearningSpace™, and the full range of Lotus desktop
products. 

Lotus Education programs and products are designed
and developed to provide flexible solutions and learning
choices for individuals as well as businesses.

In North America, you can reach the Lotus Education
Helpline at 1-800-346-6409 or 1-617-693-4436. For more
information regarding our education products and services 
or to find your local Lotus Education office, visit the Lotus
Education Web page at http://www.lotus.com/education.

Important Telephone Numbers:
System Administrator: ____________________

Notes Support: ____________________

Server Number(s): ____________________

____________________

____________________
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