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Basic Lotus Note Mail and calendar
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o Lﬁalﬁfﬁ'ﬂ Lotus Note Email and Calendar 8.5
o Waliianasdisznauves Lotus Notes 8.5
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o @anInafunaiiigmantAzaslisunsu Lotus Notes
o lddillswuazesdlsznay ananruguantididesdulunin Workspace
o 1F@N961990% Menu Bar Uaz Icon @19ut Tool Bar
o 1@n1a35mMslT Mail uazia3asdasnsglu Lotus Notes
o R ld Mail, madas1uiazsu-a9 Mail

o sl Calendar, TODO, Contact 114 Lotus Notes
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Module 1: I3NAHATTLBIN

o m73 Benltauldsunsy Lotus Notes
o Wi Log in wialklgsianm

o Welcome Page

o UFuuss Welcome Page

o URAITBALLALATaY Lotus Notes 8.5

o msdalgeu Note Application
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Module 2: N1 12%91% Mail
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mM33unlTauIzuy Mail

11383719 New Memo

N3RURIINLT9N Address Book

Delivery Optionfia NIMARAIULLY NMIFIIARLL
Send NIFIIARANE

N3N UAAN Display U89 New Memo
2TUINNNUBA2E Preview Pane

N13 Forward 3andNg

N13 Reply 3%y
miauua:miﬁwwmﬂﬁgﬂaurﬁwﬂ“ﬁmu
n139@N17 Trash

Preferences

NNIUIRITIANITIANRNE (Managing your Mail)
mMIa9lnataas (Creating a folder)
mstheaanunelUTWaeasan (Moving mail to a folder)
maasudalwamas (Editing a folder)
msaulwalaas (Deleting a folder) .

Archive Mail

Out Of Office

Message Recall

Module 3: é’@m@ia (contact)
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#3149 New Contract
LN U%aluay AINTANTIN?222214 QRN

§379 Group User

www.itgenius.co.th
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Module 4: U7)¥i (Calendar)

o ma3snldUjin

o M%ua Free Time

o MIFTINEMIINLAn (Creating a Calendar Entry)

o Meeting mibaianIlszgy

o Appointment §1%MILFTIINMIBANRNL

o All Day Event z%m%'umsﬂ'uﬁﬂm@mmiﬁéfmﬁ%ﬁu’i’u

o Anniversary z%m%’ua%”mmiﬂ’uﬁﬂm@gmidﬁ'lﬂ woud 1B IAa LAY 1D nan
o Reminder MWILETIINMIUIILADW
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o Event Announcement ﬁm%’uaﬁ”wmsﬂiz"quﬁ"l&iﬁaaﬁmsm pusLNNHD NI Tz
o Import Holidays ﬂ’liLmiﬂ’Tuﬂﬂq@aﬂu Calendar

o ﬂ’]iﬁ%”mﬁ]@%u’mﬁmﬂ‘s:@u

o ﬂ’]‘i@la‘]J{Uﬂﬂ‘iL%wuﬂizﬁu (Responding to a meeting invitation)

o Group Calendar

o mﬂﬁﬁﬂfmigﬁmmnﬂ A13LIAN ﬂvi_lqﬂﬂaﬁlu (To Delegate Calendar)

o m‘iLﬂ@ﬂﬁﬁumaﬂqﬂﬂaﬁu (Opening someone else’s calendar)
Module 5: To Do List

o masunldim To Do

o W&®J To Do U# Calendar
Module 6: A3l aaansuUw Lotus Notes

o Notes User ID

o 1UR8u Password
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