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SEND A MESSAGE - CHCS MAILMAN
1.  To access MAILMAN, type MAIL at any menu  

<ENTER>
2.  At the MAILMAN MENU:  S  (Send a message)  

<ENTER>

3.  SUBJECT: Subject is the TITLE of your message 

(FREE TEXT)
4.  TEXT:  







(FREE TEXT)
    a)  When you have completed typing the message press  

<ENTER> four times

5.  SEND MAIL TO:  





LASTNAME,FIRSTNAME <ENTER>
6.  Select basket to send to:  IN// 




<ENTER>  (DEFAULT) 
    a)  Create baskets at this point by typing in the NAME







 of the basket, and answering the question asking to “Do you






 wish to create a new basket ?” 




(YES)  <ENTER>
    b)  Send the message to a basket already created by typing 






in the NAME of the basket. 




(BASKET NAME) 
7.  SEND TO:  






LASTNAME,FIRSTNAME  <ENTER>
    a)  To send mail to an INDIVIDUAL, or MORE than one 





individual, type in each name separately. 

    b)  To send mail to a GROUP, type in G.NAME of GROUP

        NOTE:  Type ?? at the MAIL GROUP NAME prompt under





 “Group Membership” menu option to get a list of groups.

8.  Select TRANSMIT Option: Transmit Now// 


<ENTER> 
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Call 953-5458 for class dates and scheduling
