
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this message finds you well. I am writing to provide a summary of 

the onboarding process for VNC Viewer, which is crucial for our upcoming 

project and for enhancing our remote access capabilities.  

**Overview**  

VNC Viewer enables remote desktop access, allowing users to connect to 

computers from anywhere, ensuring seamless collaboration and support.  

**Onboarding Steps**  

1. **Account Creation**: Please follow the link to register your account: 

[Account Registration Link].  

2. **Software Installation**: Download and install VNC Viewer from: 

[Download Link].  

3. **Configuration**: Configure the application as per our IT guidelines 

(attached).  

4. **Training Session**: Attend the scheduled training session on [Date 

and Time].  

**Support**  

For any technical issues during the setup, please contact our IT support 

team at [Support Email or Phone Number].  

Thank you for your attention to this important process. We look forward 

to your successful onboarding with VNC Viewer and are excited about the 

enhanced productivity it will bring to our team.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company] 


