Quick Tips To Using CC:MOBILE





General understanding of the working of CC:MOBILE at the 


S. K. Group of Companies





The Post Office and Administrator





Your paper mail goes into and out of post offices.  Similarly, you can connect with cc:Mail users on a local area network (LAN) or Mobile PC through a cc:Mail post office.  The post office contains the mailboxes for all local and Mobile users on the post office.  Incoming mail for a user is stored in the post office until it is collected by the user.  Each post office has a mail Directory.  Users of the post office (when they are connected to the LAN) select names from the Directory to address their messages.  Mobile users (working in Mobile mode) create their own Mobile Directory by adding entries manually or by receiving updates from their cc:Mail administrator.  Mobile users can also create post office entries in their Mobile Directories for other than their home post offices.  This is useful for sending messages to users on other post offices.





In cc:Mail, the administrator performs the postmaster functions by managing the cc:Mail post office operations.








CC MOBILE  TERMINOLOGY





Mailbox





The mailbox contains your e-mail messages, which are stored in a variety of places, such as your Inbox or a folder.  The mailbox is also the location from which you send your messages.  Many users have two mailboxes; one on their Mobile PC and one on their home post office.





cc:Mail Messages





The basic unit of exchange in the cc:Mail system is the message.  A cc:Mail message is like a mail envelope that can contain a number of different forms of paper communication—a cover letter, a form, a picture, and so on.  In cc:Mail, the contents of a message are called message items or attachments, and they can include up to 20 elements such as text, graphics, files, and fax pages.














cc:Mail Mobile





cc:Mail Mobile lets you connect to your home post office from a local or a remote location.  Once you've connected to the post office, you can receive the unread messages that are queued for you back at the office.  You can also communicate with other Mobile users or with users at another post office.





The Inbox





Just as with paper mail, you receive messages in an Inbox.  The Inbox is the container in which cc:Mail Mobile stores your incoming messages.  In LAN mode, any messages addressed to you are automatically stored in your Inbox; in Mobile mode, you must first make a connection to your home post office, and then download your messages into your Inbox.





The Outbox





The Outbox appears only when you're logged in to cc:Mail Mobile in Mobile mode.  In LAN mode, because you maintain a constant connection to your home post office, you send your outgoing messages immediately (when you choose the Send command).  In Mobile mode, however, to save connection costs, the Outbox stores the messages you've prepared (when you choose the Send command) until you're ready to send them.  The messages are delivered when you connect to your home post office (through a modem or other communication method).  When you're ready to send the messages stored in your Outbox, you have a choice of only sending your messages, or both sending your messages and receiving any incoming messages.





The Session Log





The Session Log folder appears only when you're working in Mobile mode.  It stores records of your cc:Mail Background communication sessions—modem strings, addresses, post office names, connection attempts, when you connected to the cc:Mail post office, how long you were connected, reasons for connection failures, and so on.  The log lets you access information about a recent session if, for example, you want to see which messages were filtered, or you want to troubleshoot a connection problem.  The Session Log folder must be enabled before it can record your sessions.





cc:Mail Background





cc:Mail Background transports your cc:Mail Mobile messages.  cc:Mail Background features two utilities, Message Summary and Diagnostics.  Message Summary lets you filter incoming messages, one at a time; Diagnostics provides a detailed analysis of the connections established during cc:Mail Mobile communication sessions.





The Directory and Mailing Lists





With paper mail, you can have a master list of names and addresses.  In cc:Mail, this concept is embodied in the Directory, which lists all the people and post offices with whom you can exchange mail.  





In LAN mode, because your computer maintains a constant network connection to the home post office, you can view the Directory at any time and use it to select addressees for your messages or private mailing lists.  When you're working in Mobile mode, however, you need to set up your own Mobile Directory; either by manually adding the names and addresses of your recipients





Just as you can have special lists for particular mailings, cc:Mail has public and private mailing lists that you can use to send messages to groups of people, such as "Sales Managers."  


When you're in Mobile mode, however, you may not have direct access to public mailing lists (although you can add their titles to the Mail Lists container type for addressing your messages).





LAN MODE





LAN mode is the operating mode that you use to connect to your local area network (LAN).  In LAN mode, you have access to the most current data, such as new mail, bulletin boards, and the cc:Mail Directory without having to place a call, or establish a connection to your home post office.  Using LAN mode is effectively the same as using cc:Mail for Windows





DOCKING MODE


Docking mode is a useful feature for users who frequently work in both LAN mode and Mobile mode.  Docking mode lets you work in both LAN mode and Mobile mode simultaneously for the purpose of copying or moving messages, attachments, and the contents of folders from one mode to another.





cc:Mail Background


cc:Mail Background is the program that transports your cc:Mail Mobile e-mail messages.  It is named "Background" because it operates independently from cc:Mail Mobile.


























To start up cc:Mail Mobile in Mobile mode:





 1.	Double-click the cc:Mail Mobile icon.  





The Lotus cc:Mail Login dialog box appears.


Note  The title bar displays "Lotus cc:Mail Login - Mobile Mode" if you last logged in using Mobile mode, and "Lotus cc:Mail Login - LAN Mode" if you last logged in using LAN mode.


If you've previously run cc:Mail on this computer, some of the log-in information already appears.  Other default settings are provided automatically by cc:Mail Mobile.





 2.	To accept the defaults, type your password and choose OK.





or


Continue with the next steps in the procedure.





 3.	Enter your user name in the Log-in Name text box or select it from the Log-in Name menu (unless it already appears).  


 4.	Type your password.  


 5.	Select the location profile for the location from which you're connecting from the Location Name menu (unless it's already selected).


 6.	Select Mobile mode (unless it's already selected).





A post office path already appears in the P.O. Path text box.  





Caution  You can change this path, but if you change it to a directory on which no post office resides, you'll be prompted to create a new post office in that directory (if you create a new post office, you'll lose access to anything on your original post office for that session).  If you change it to a directory on which a post office for another user resides, you'll be locked out from using that path.





 7.	Choose OK.


 8.	If you have any unread messages in your Inbox, a confirmation notice appears.


 9.	Choose OK.





The cc:Mail Inbox appears.





























To start up cc:Mail Mobile in LAN mode:





 1.	Double-click the cc:Mail Mobile icon.  





The Lotus cc:Mail Login dialog box appears.


Note  The title bar displays "Lotus cc:Mail Login - LAN Mode" if you last logged in using LAN mode, and "Lotus cc:Mail Login - Mobile Mode" if you last logged in using Mobile mode.


If you've previously run cc:Mail on this computer, some of the log-in information already appears.  Other default settings are provided automatically by cc:Mail Mobile.





 2.	To accept the defaults, type your password and choose OK.





or


Continue with the next steps in the procedure.





 3.	Enter your user name in the Log-in Name text box or select it from the Log-in Name menu (unless it already appears).  See your cc:Mail administrator if you need the exact name.


 4.	Type your LAN password.  If you don't know the correct password to use, ask your cc:Mail administrator.


 5.	Select LAN mode (unless it's already selected).





A post office path already appears in the P.O. Path text box.





 6.	Choose OK.


 7.	If you see a confirmation notice of any unread messages in your Inbox


, choose OK.





The cc:Mail Inbox appears.





To prepare and send a text message:





 1.	Start cc:Mail Mobile, is it isn't already running.


 2.	Choose New Message from the Message menu or click the Prepare icon button .  





A New Message window appears.  


 3.	Place the selection cursor in the address text box.  


 4.	Address the message either by typing the recipient's name directly into the address text box  or by choosing the Address button





Note  When a name appears in the address text box, you can press UP ARROW or DOWN ARROW to scroll up or down the list of names in the cc:Mail Directory.  


Choose TO, CC, or BCC from the address-mode drop-down list (TO is usually the default).





 5.	When the name you want appears in the address text box, press ENTER to add it to the list of recipients.


 6.	Repeat steps 3–5 for each recipient.


 7.	Move the selection cursor to the subject text box by pressing ENTER again or by clicking anywhere in that box.


 8.	Type a subject for your message (up to 60 characters) and press ENTER.  


or


If you have previously stored a subject  choose the Subject button and select the desired subject from the list.


or


Press ENTER again to omit the subject.


cc:Mail moves the selection cursor to the item-view pane, which in most cases contains an empty text item.  





 9.	Type your message.


10.	Choose Send from the Message menu or click the Send icon button .





If you're in LAN mode, because you maintain a constant connection to your home post office, cc:Mail Mobile sends your message immediately.  


If you're logged in to cc:Mail Mobile in Mobile mode, The messages are delivered when you connect to your home post office, another post office, or other Mobile user (through a modem or other communication method).  When you're ready to send the messages stored in your Outbox, you have a choice of just sending your messages, or both sending your messages and receiving any incoming messages.  For more information, see Sending and Receiving cc:Mail Mobile Messages.


Depending on your user settings, cc:Mail may ask you to confirm the operation.  Choose Yes to send the message or No to continue working on your message.





Note  If you try to close the message without sending it, cc:Mail may display an alert asking if you want to cancel your changes.  If this happens, choose Yes to close the message or No if you want to return to the New Message window. 





To save an incomplete message as a draft:


Choose Save Draft from the Message menu or click the Save Draft icon button .





To receive your messages:





Choose Receive Only from the Message menu or click the Receive Only icon button .




















To both receive and send messages:





Choose Send/Receive Mail from the Mobile menu or click the Send/Receive icon button





cc:Mail Background attempts to connect to the post office. If the connection is successful, Background retrieves any messages stored in your home post office and stores them in your Inbox.  If you're both receiving and sending your messages, cc:Mail Background also retrieves any messages stored in your Outbox and sends them to the recipients to which they're addressed.





Here are two scenarios for using Docking mode:





*	You're frequently away on business travel.  You're in your office and about to fly cross-country.  You log in to cc:Mail in LAN mode and, using Docking mode, copy all of your unread messages to your Mobile mailbox on your laptop computer.  Now you can read your messages and write and store your replies during your flight.  When you arrive at your hotel, you can log in and send your replies through a modem connection.





*	You're a field representative, and you frequently download messages from the field and store them in a folder.  Now you're in your office and want to store the messages you've received while in the field to your local area network (LAN) account.  You log in to cc:Mail in Mobile mode and, using Docking mode, move the contents of the folder from your laptop to your LAN database, storing them at a central location while freeing up storage space on your Mobile computer.





Note  The following procedure assumes you've created log-in accounts for both LAN and Mobile modes on your Mobile computer, and that you have connected the computer to your LAN.








To use Docking mode:





 1.	Start cc:Mail Mobile (if it isn't already running), logging in to either LAN mode or Mobile mode.


 2.	Choose Docking Mode from the Mobile menu or click the Docking Mode icon button .





The Lotus cc:Mail Docking log-in dialog box appears.


Note  Usually, you'll want to dock in the opposite mode from the one in which you started cc:Mail Mobile (so you can copy and move from the mode in which you're currently docked to the other).  Occasionally, you may want to dock in to the same mode; for example, if two users share a computer and want to exchange messages between their accounts.





Caution : Never dock to the exact same account.  





 3.	Select the mode, if necessary, to which you want to dock.


 4.	Verify that the correct user name appears in the Log-in Name text box; if it doesn't, enter the correct name or select it from the menu.  





If you don't know the correct name to use, see your cc:Mail administrator.





 5.	Type your password.


 6.	Verify that the P.O. Path is correct.





If you don't know the correct path to use, see your cc:Mail administrator.





 7.	Choose OK.





The Lotus cc:Mail Docking log-in dialog box disappears and the Docking dialog box appears.





 8.	Move the dialog box, if necessary, to gain access to the items you want to copy or move.


 9.	Select the messages you want to copy or move.





Caution  If you're copying or moving a large number of messages, you should ensure that you have adequate disk space to store them in the docked account.





Note  You can copy or move messages and session logs.  You can't copy or move Directories or mailing lists, and you can't copy or move messages in archives or in the Outbox to a docked account.


Tip  Normally, when you move read or unread messages to a docked account, they're deleted from the source container and marked as read or unread, respectively, in the corresponding destination container in the docked account.  When you copy messages from any container to a docked account, they are marked as read in both the source and destination containers. Moving can be helpful, for example, if you want to download all the messages from the Inbox on your LAN account to your Mobile PC, and note which ones you've already read.





Caution  Public bulletin boards operate differently.  If you log in to Mobile mode and are docked to a LAN account, you cannot copy or move messages from a bulletin board to the LAN account.  If you log in to LAN mode and are docked to a Mobile account, you can copy but not move messages from a public bulletin board to the Mobile account.

















10.	Choose Copy to Docked Account from the Mobile menu or click the Copy to Docked Account icon button  if you want to make a new copy while retaining the original.





or


Choose Move to Docked Account from the Mobile menu or click the Move to Docked Account icon button  if you want to move the original from its source to its destination.


Note  If the Copy or Move options aren't active, you haven't selected a message that can be copied or moved.


Tip  If a folder or bulletin board doesn't exist in the docked account, cc:Mail Mobile will create one (with the same exact title) when you copy or move messages in the folder or bulletin board to the docked account.





To exit Docking mode:





When you've finished working in Docking mode, follow these steps to exit:





 1.	Choose Exit Docking Mode from the Docking dialog box.





A confirmation notice appears asking if you want to exit Docking mode.





 2.	Choose Yes.





Note  If you want to see the results of your copy or move operation, exit cc:Mail Mobile and log in to the other account.





TO  ATTACH FILES TO YOUR MESSAGES 





You can attach a file item to your message in any of the following ways:





·	By using the Attach menu


·	By clicking the Attach icon button 


·	By dragging a file from the File Manager and dropping it directly into the list of attachments for your message  





To attach a file item to a message using the Attach menu or the Attach icon button :





 1.	While preparing a message (see Preparing and Sending Messages), click the Attach icon button  or choose Files from the Attach menu.  




















The Attach/Files dialog box appears.





 2.	From the Drives pull-down list, select the drive that contains the desired file.


 3.	Scroll through the Directories list, and open the folder that contains the desired file.


 4.	Select the filename from the Files list or type the name of the file in the Files text box.


 5.	Choose Add or double-click the file.





The specified file appears in the Attachments list.





 6.	Repeat steps 2–5 until all of the files that you want to attach appear in the Attachments list.





You can also remove a file from the Attachments list by selecting it and choosing Remove.  





 7.	When all of the files that you want to attach to your message are listed in the Attachments list, choose OK or press ENTER.





The files appear in the attachments pane of your message.  





To attach one or more files to a message using the drag-and-drop method:





 1.	Begin preparing your message.  For information, see Preparing and Sending Messages.


 2.	Resize the cc:Mail window so you can see the File Manager window simultaneously on your screen.


 3.	Position your New Message window within the cc:Mail window so you can see its attachments pane.


 4.	Run the File Manager, and locate and select the file(s) that you want to attach to your message.


 5.	When the file(s) are selected, hold the left mouse button down and drag the file(s) from the File Manager window to the attachments pane of your message.





The file icon changes to a letter when it is directly over the attachments pane.





 6.	Release the mouse button to drop the files into your message.





The files appear in the attachments pane of your message.  The icon that precedes each filename indicates the application that was used to create the file.














To view a file attachment:





Double-click the icon that precedes the attachment or select the attachment and choose View Item from the Message menu or click the View icon button .





cc:Mail Mobile displays the item in the item-view pane, using an appropriate view filter.  





Note  If when you double-click the file attachment, you see an alert stating that no application is associated with the item, your cc:Mail Mobile user setup is probably configured to run an application when you double-click an attachment and to display the item when you SHIFT+double-click it.  In this case, hold the SHIFT key down while you double-click the item to display it.








Study Material :Lotus CC:Mobile .
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