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Home Page

Customizing the Home Page

IBM Notes

Click here for Home Pa

Home

My Work
Basics Plus

Basics with Calendar

eale a New Home Page Set Notebook

(G

IBM Notes

Click heve for Home Page oplions w

Today Colisboraton Team ZEdilhia cage
My Work Contains
o8 Launch Mai most recent emails, ©| instant Contacts
B 2 Lyncoun Mad  Your are actve calendar entries & Feb27 229PM ® = To use Instart Contacts, cick
& e e Test To Do List Feb27 350PM sk | m‘:rm:m_’;‘;
& rpalla Ae Tent ey Feb 27 407PM 5K ‘on fo instant Messaging.
a Nancy Schmidt_ Warkshop 10204M oK
i " . H o o I
& flovca, iz 20— B
Tam 3
Bam P | Web 1 Notes
9am .| | SeashGooge

BE

Tip of the day... (4]

Calendar Contacts To Do List Notebook

L Q w

To setan item to [aunch at the s2zogeina Notes launches. such 33 an
the item into the St v

i Day ~ |G Week - |G Month~ |

Monday Tuesday
February 24 25
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Lotus Notes Basics

Click here for Home Page options w

B £ =f (!

=1

@

open your More Beokmarks folder, and then drag

Tip of the day

) Day~ |0 Week - | (¥gont Formatting~  March 2014~ Ii
Monday Tuesday
March 2014 March 2014

Click on either icon to open the
calendar

gEnEE

Arrange your mailbox by clicking on a column heading. Very useful for finding all your messages
from a specific person, or attachments, etc.

Click on these icons to open area

Morgr (G o ViewAl i ViewUnread

|Subject ~ Date v| Size v|~ ~
Your are active —_""',/ Feb27 229PM 1K
Re: Test Feb27 359PM 5K
Feb27 407PM 5K
10:20 AM 9K

T

@ Trash
¥ ChatHistory
"] @ Views
® [@ Folders
® B Archive
® & Tools

g 08
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Changing Your Preferences
Preferences control 3 major areas: Mail, Calendar & To Do, and Access & Delegation

Z]NewMessage &/ Reply~ Replytoal > Slfoward~ @~ P [ Q- [+ |[Moer & e i
2lv wno ~ |gw,.¢ IS [erences...
v]a LyncountMail  Your are active Out of Office... [Mail]| Calendar & To Do | Access & Delegation |
= izatd fo: Toet Copy Inta New » Basics | Leterhead | Signature | Follow Up | Sender Colors | Recipient lcons |
* |& rpalls Re: Test Add Sender to Contacts... B
Nency Schmich _ Workahop Deliver Sender's Mail to Junk... IE
Schedule a Meeting .. Ovwner; [Nancy SchmidiLyncourt Central School District ] | Change |
New Message with Stationery... Mail secyniy preferences
Merk/Unmark Document As Expired... Message Oplions.
Create QuickRule... [~ Spellcheck messages before sending
P ™ Warm me about blank message subjects

I Always show details in received Mail messages
™ Send me s Return Receipt when recipients read mail | send
I 2 Zo

iew and Folder

I™ Prohibit access 1o folders for users with Calendar, To Do's. and Contact access only
¥ Allow others to recall mail sent lo me

Display names in mail in this format:

[FirstLast -

Enter last name prefixes (as in La. el, Van Der. eic))

When | delete in

tview:
[sexme 5
When | delete a calendar document from any Mail view or folder:
Remove without asking 57

Delete documents in my Trash folder sfter 48| hours

Mail Preferences

Control how often you want your trash to be permanently deleted, changing your letterhead,

creating a signature to append to your email, how you deal with Follows Up, assigning colors to
different individuals and modifying the recipient icons.

Creating a Signature

Mail | Calendar & To Do | Acces /
I

Basics | Letierhead | Signature | Fome Up | Sender Colors | Recipient lcons |
| Mail - Signature 0l

Add a signature, such as your name and contact information, to the messages you send.

i

Type of signature:

® Rich Text
Use a nch text signature
signature will appear on /
To add text. graphics and attachments,

To use additional nich text features (such as fonts’
elsewhere (such as the body of an email) copy it. a

Note: Rich Text signatures will work only if all users of this
| Append MyvCard |3

1 using Notes 8.5 or higher.

I"Name

Contactinformation Type the information you
[School Name . want appended to each
Quote ifyuuwanl_EI message here. Can

change font, size, color,
etc. by clicking the
friangle nextto T
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Marking Previews as Read

File [Edit] view Create Actions Tools Help

= Undo asz |23
_—I Copy Ctrl+C
Copy As » -]
Delete Del  NewMessage &IReply~ &@lReplyto
Select All CrvA | |v Who ~ [Subject ~
Deselect All & Lyncourt Mail  Yourare
Find/Replace..  CulsF |2 rpalla Re: Test
Find Next... Ctrl+G (] rpalla Re: Test
Unread Marks 4 Mark Selected Read Insert
; Mark All Read
% Junk e
Mark Selected Unread Insert
| e Mark All Unread
%’ Chat History i
@ Views Scan Unread...
= Folders Scan Preferred...

Preview
Once you open your mail inbox, you are able to see emails in a preview window either next to,
or below the inbox window. You can control the size of the preview window by dragging.

¢|v Who ~ Subject ~ 2
& Lyncourt Mail Your are active
& rpalla Re: Test

rpalla Re: Test

*
Bl B

Nancy Schmidt Workshop

o Workshop
Nancy Schmidt to nschmidi@lyncourt2 cnyric.org 03/03/2014 10:20 AM
Please respond to Nancy Schmidt Show Details
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Composing a Message
Click on the New Message button. Type a name in the To field. The name, if in the
organizations contact list or your personal contact list, will pop up for you to select.

a
@) Adobe Flash Player 9

File View Control Help

] New Message |EIReply~ <ElReplytoall * E)Forward> [~ I

¢~ who ~ Replyin History Qb |, If you want to quickly reply, click on the
Y& Ly Reply with History & Attachments word. If you want to Reply with History Only
& ™ Reply or with the attachment, click on the triangle
ko and select the option you want

™ Reply with Internet-Style History
N

coa/o2e W) 2

Replying to a Message

«
@ Adobe Flash Player9

File View Control Help ) Adobe Flash Player 9
File View Control Help

=00

¥]New Message 4SIReply v <ElReplytoAll v E"’meuessaoe Slrepy - [FRepytonl x Droward~ Ex b- § Q- B+ - @

I 5[~ who ~ Reply to All with History Only
o [V Who ~ |SU bjed A vl Lyncourt Mail Reply to All with History & Attachments
= i n 1 = rpalla Reply to All
Vi@ Lyncourt Mail Your are active Foe realls Reply to All with Internet-Style History

: Nancy Schmidt

a rpalla Re: Test =

] rpalla Re: Test -
Nancy Schmidt Workshop
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Morev &

Contacts Preferences...
Qut of Office...

There are 2 ways to add contacts: after you receive a

message or manually Cowsl:to Newc >
Add Sender to Contacts...

B Deliver Sender's Mail to Junk...
Click on the icon to manually add a contact. Schedule a Meeting ...

A . New Message with Stationery...
To add a contact from a received email: 2 i .

Mark/Unmark Document As Expired...
. Create QuickRule...
1. Click on More and Select Add Sender to Contacts = _IR?
all hules

Or

2. Right click on the message before you open it and select Add Sender to Contacts

Calendar
Calendar~ ¥] New~ & Copy Into New~ Morz
for Nancy Schmidt Meeting Each type of entry is color 7 .
4 March 2014 = Appointment coded and have different { Formatting~  March 2014~
==~ options
SulMo TuWe Th F All Day Event £ Thursday Friday Saturday - S
53 24 95 7ral Anniversary 2D — 2] 28 March %
Z 3 _ Reminder o Lyncourt = ITD Staff Meeti — BEEF
817 F25 [e—— GNYRIC Smal © Allas Webinar CNYRIC Small 2 geee
< N a " =3 =
23 24 ® %(5' Judy Corigliant Nancy Schmid <+ Nancy Schmid %+ Teresa Fragolz - 5 =] 5—'%
W SR Message I 5 6 7 8 o
Today is Mar S g g Contact Work with 8th gr: _ . Lyncourt Eﬁ g
2 Lyncourt 9 EiEE
5 Group ¥ o=
e 258
Sg Tebe 12 13 14 15 3°3
ToDo ~ = [ ITD Talks x National Standar [+ ITD Staff Mesti
Open CNYRIC Small 16
ften ¢ Teresa Fragolz -
18 19 20 21
Click on the triangle by the word Calendar =
inthe Ielft navigation bar to open another 25 26 27 28 20
person's calendar B ITD Staff Mesti
Teresa Fragolz -
3N April 1 2 3 4 5
&% Lyncourt
6
<= v Month 3 9 months left
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