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Lotus Notes 6 
 

 

Logging In to Lotus Notes 6 

To access Lotus Notes 6, double-click on Lotus Notes 6 icon   

 

You will prompted for your password. 

 
 

If necessary, choose the appropriate Location ð Office (Network) when on the campus network.  Click the OK 

button. 

 
 

 

This is the Lotus Notes 6 welcome page. 

 
 

To access your Mail or other Lotus components, click the appropriate Everyday Task icon in the Welcome page or 

the corresponding Bookmark on the left of the Lotus Notes screen. 
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Mail in Lotus Notes 6 

To access your Mail, click the Everyday Task Mail icon  or the Mail Bookmark . 

 

This is an example of the Lotus Notes 6 mail screen 

 
 New messages are displayed in red. 

 Messages youõve read are displayed in black. 

 Double click on a message to open it 

 Hit the Esc key on your keyboard or click the X in the Mail tab to close the Mail window 

. 

 To sort messages by sender, click  .  To sort messages by date received, click  .  To sort 

messages by size of message, click   

 

To navigate to different parts of your mail, use the Mail Navigator on the left of the Mail screen. 

 

 

 
Opens mail inbox. 

 
Opens folder where drafts, or uncompleted messages, 

are stored. 

 
Opens folder where sent messages are saved. 

 
Opens folder containing messages marked for deletion. 

 

Allows you to view all your messages at once, either in 

traditional order, or grouped with replies, to see an 

entire conversation at once. 

NOTE: Deleting a message from either view will delete it 

permanently from your mail database. 

 

Displays any additional folders youõve created. 

 

Displays additional mail tools. 

 

Click the down-pointing arrow to switch from viewing 

your mail to viewing your Calendar, your To Do list, or 

another personõs mail file. 
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To perform different mail functions, use the Mail buttons across the top of the Mail screen. 

 
 

 
Opens a blank new message form. 

 

Opens a new message addressed to the sender of the currently open or selected 

message.  Reply with History includes the text of the senders message.  Reply 

without Attachment(s) strips the attachment but leaves the message text.  Reply 

with Internet-Style History strips the attachment and adds carats (>) before each 

line of message text. 

 

Works the same as Reply but addresses to the sender of the currently open or 

selected message and carbon copies the message to all recipients of original 

message. 

 

Opens a new message and includes the message text of the currently open or 

selected message. Forward without Attachment(s) strips the attachment but 

leaves the message text.  Internet-Style Forward strips the attachment and adds 

carats (>) before each line of message text. 

 
Marks the currently open or selected message for deletion. 

 

Allows you to create folders and manage your mail.  Move To Folderé allows you 

to put a message in a desired folder.  Remove From Folder removes the message 

from its current folder, but does NOT delete the message from your mail account.  

It will still be in the All Documents view. 

 

Copies the message text of the currently selected or open message into a new 

message, a new calendar entry or a new To Do item. 

 

Accesses different mail tools and features.  Preferencesé lets you adjust various 

mail and account settings.  Out of Officeé opens the Out of Office dialog box.  

Archive Settings lets you set and adjust your archive settings, if desired.  

Mark/Unmark Document as Expired toggles a document òexpiredó status (only 

used with Archiving).  Add Sender to Address Book automatically creates an entry 

in your personal Contacts for the sender of the currently open/selected message.  

New Memo ð Using Stationery  allows you to choose a piece of Stationery youõve 

already created for a new message, instead of the plain memo form. 
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Sending Mail 
 

After clicking New Memo, a blank memo form will open. 

 

 
Enter the address(es) of the people to whom you wish to send your message. 

 
 The To field is where you type the addresses of the primary recipients of your message. 

 The cc field is where you type the addresses of people you also wish to receive your message. 

 The bcc field is for addresses of people you wish to receive the message, but whose addresses will not 

show up in the list of recipients.  The bcc recipient will only see their name in the bcc field.  Use this field 

when sending out bulk mail messages ð the recipients will not see the entire list of recipients. 

NOTE: For people with a St Kateõs e-mail account or people in your personal Contacts, you only need to type 

their first and last name, or a portion of their first or last name, and hit the Enter key on your keyboard.  Lotus 

Notes will automatically look up the addresses for these people in your personal Contacts and the CSC 

Address Book.  Only type the òtraditionaló e-mail address (name@domain.com) if the person is not in our 

Contacts or CSC Address Book. 

 

The buttons across the top display your options. 

 
 

 
Sends your message immediately and saves a copy in your Sent folder. 

 
Sends message, saves a copy in your Sent folder AND in another folder of your choosing. 

 
Saves your incomplete message in your Drafts folder so you can finish it later. 

  and  

Opens a dialog box to add addresses directly from your personal Contacts or the CSC 

Address Book (discussed below). 

 
Open the Delivery Options dialog box (discussed below). 

 

Accesses different message tools and features. Preferencesé lets you adjust various 

mail and account settings.  Insert Signatureé inserts the signature youõve already 

created in your Preferences.  Save as Stationeryé saves your current message in your 

Stationery folder, to be used later as a template for other new messages. 

     
Expands and collapses the button bar to show additional mail options, shown below. 

 

 
High Importance will add a red exclamation point icon in front of the message in the recipientõs inbox.  Return 

Receipt will send you a message when the recipient opens your message, if the recipientõs e-mail system supports 

this feature.  Sign and Encrypt are security features we do not use in the St Kateõs e-mail system. 
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To discard the new message, hit the Esc key on your keyboard or click the X in the New Memo tab .  

This dialog box will appear: 

 
 

Send & Save sends your message and saves a copy in your Sent folder.  Send Only sends your message and does 

NOT save a copy in your Sent folder.  Save Only saves your incomplete message in the Drafts folder.  Discard 

closes and does NOT save your message.  Cancel closes this dialog box and lets you return to your message. 

 

Clicking the Delivery Options button opens this dialog box, with Basic and Advanced tabs: 

    
 Importance set to High will add a red exclamation point icon in front of the message in the recipientõs inbox.  

This only works within the St. Kateõs e-mail system.  

 Delivery report has a number of options.  Only On Failure is the default option for all e-mails. This means if 

your message fails to reach the recipient, you will receive a message notifying you of the failure. Confirm 

Delivery will send you a message back when your message reaches the recipient's home mail server. This 

does NOT mean the person has actually received or read the message (see Return Receipt). Trace Entire Path 

will send you a message every time your e-mail reaches another server in it's path to the recipient's home 

server. None will not send you any delivery reports, even if the message fails to go through. 

 Delivery Priority will do nothing in the St. Kateõs e-mail system.  All mail is sent immediately. 

 Return Receipt will send you a message when the recipient opens your message, if the recipientõs e-mail 

system supports this feature. 

 Prevent Copying will disallow the recipient from forwarding, replying with history, or printing your message. 

 Auto Spellcheck will run the spellchecker automatically when you send this message. 

 Check Do not notify meé if you do not want to receive Out of Office messages from the on-campus recipient. 

 Security Options arenõt what you think they are ð donõt use them. 

 Mood Stamps will put a little icon at the top of the body of the message and another icon in front of the 

message in the recipients inbox.  Again, only for on-campus recipients. 

 Put a date in the Stamp messageé box if you want to put an item in the recipientõs To Do list and add the text 

Please respond by <date> to the top of your message.   

 Put a date in the  Expiration dateé box to designate to the sender when to archive or delete the message.  

This will NOT prevent the user from deleting your message. 

 Click the down-pointing arrow by the box Replies to this memoé to add the name of the person who should 

receive replies to this message, if it is someone other than you. 

 You should not have to change the MIME character set or check the  Send this email é box at all. 
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Attachments 
 

Lotus Notes 6 provides several options for working with attachments.  If you receive an attachment, double click 

on it to see the attachment dialog box. 

 
 

 
Opens an Lotus Notes viewer and displays the attachment.  May not appear exactly as formatted. 

 
Opens the attachment in the application used to create it, if that application exists on your computer. 

 
Opens the attachment as above, and saves any edits you make in the attachment saved in the e-mail. 

 Allows you to save a copy of the attachment elsewhere. It will also remain in your message. 

 Deletes the attachment from your message, while retaining the rest of the message in your e-mail. 

 

When deleting an attachment from a message, you will get this confirmation dialog box.  Once you delete the 

attachment, you will not be able to get it back.  Select Yes to delete the attachment, or No to cancel the action. 

 
 

 

To add an attachment to a message,  

 be sure your cursor is in the body of the message 

 click the paperclip in the icon bar at the top of the page  

or click File ð Attaché 

or simply drag and drop the file into the body of your message.   

 

If the paperclip or Attaché is gray and unclickable, your cursor is not in the body of your message.  
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Mail Preferences 
 

Below is the Preferences dialog box. 

 
Under the Mail ð Basics tab are the following options/settings. 

 Spell Checking ð check this box if you want note to Automatically check your messages before you send 

them. 

 Delete/Remove Preference for Sent View ð when deleting messages from your Sent folder, you can 

specify if you want them deleted from your mail file permanently, or if you just want those messages 

removed from your Sent folder, but still available in your All Documents view.  Always Ask means you will 

be prompted each time to choose the desired action each time you try to delete from the Sent Folder. 

You shouldnõt have to change anything under User Security or Mail File owner.  

 

Under the Mail ð Letterhead tab are your choices for letterhead.  You must change your letterhead before starting 

a new message.  Also, these pictures to not show up on mail outside of the St Kateõs mail system.   
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Under the Mail ð Signature tab is the place you can create a signature to be place automatically at the bottom of 

your e-mail messages. 

 
 Be sure to check the box if you want your signature automatically added to the bottom of all your e-mails.  

Otherwise, you can still create a signature and manually add it to messages as desired. 

 If you chose the text signature, simply type the desired text in the box as shown.  You may want to 

consider adding a hard return to the top of your signature, so you have space to type the body of your 

message later. 

 

Under the Mail ð Colors tab, you can make messages from certain people show up in your inbox highlighted in 

different colors, as a visual cue to you. 

 
Click the down-pointing arrow next to the Sender Names field to add people from your personal Contact or the CSC 

Address Book.  Click the down-pointing arrows under View Colors to choose the desired combination of 

background and text colors.  Be sure not to make the background and text colors the same! 


