TRAINING COURSE OUTLINE:

INMAILX INTRODUCTION AND INTERMEDIATE

Course Duration
3 hours

Delivery Mode

Instructor led
Hands-on Training Session

Pre-Requisites
Good understanding of
Outlook functionality

Desirable but not essential -
Content Manager
Introduction

Audience

Suitable for all staff with an
inMailX license

Overview

This training course provides attendees with the skills to use inMailX which is
an enterprise e-mail management and productivity suite for Microsoft
Outlook, that provides functionality to effectively manage emails and
attachments.

Attendees will gain skills in using inMailX’s functionality to capture and
manage their emails, including how to set up Content Manager linked folders
to seamlessly file emails for recordkeeping purposes.

Topics

> Overview of inMailX

> Navigating and using InMailX Shortcuts which link to Content Manager
> Using inMailX Favourites

> Working with inMailX Recents functionality

>

Setting up and using inMailX Worklists
Filing emails on send to Content Manager
Sending and Filing E-mails at the same time
Inserting and Managing Attachments

Viewing, editing and finalising documents through inMailX interface to
Content Manager

Using Global Content Templates
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