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Logging In to Lotus Notes 6
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To access Lotus Notes 6, doublelick on Lotus Notes 6 iconEEEEiEEss

You will prompted for your password.

Lotus Notes

Enter your password || | oK I

For user ISixA Count/St. Catherine L] Cancel I

At location IUffiCe [Network) Zl
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If necessary, choose the appropriate Locatiah Office (Network)when on the campus network. Click thOK
button.

At location | Office (Network) v

Home [Network Dialup)
Home [Notes Direct Dialup)
Intemet

Island (Disconnected

Travel [Notes Direct Dialup)

This is the Lotus Notes 6 welcome page.
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If vou create a new Welcome Page that uses multiple frames,
each frame has, to its right. a 'switcher, that enables you to
immediately switch the frame's content.

This is the protected text area of the form.
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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.



Mail in Lotus Notes 6

This is an example of the Lotus Notes 6 mail screen

@ six A Count - Inbox - Lotus Notes -0 x|
File Edit View Create Actions Help
[CLE-TE8] |80 0 eohE *ob= BMAOH| | /B0 |G- 0@
& Welcome I@ Six A Count - Inbox x}
% & Mail ~ { [NewMemu][Reply'][ReplytoAIl']{Forward'][Delete][Folder'][Cupylmu New'][Tuols'] ‘
for Six A Count - - !
S ——— Who ~ Date v lsize v | Subject
@ £2 Inbox (2) Kimberly D Osland_08/14/2003 441 test
% Drafts Kimberly D Osland  08/21/2003 29,135 @ Fw: New Policy re: Email—Final Version
Eﬂv E Sent 5 Kimberly D Osland 08/28/2003 639 kYour request for a reservation was acce
@ 8 Trash Leilah K Osland 08/29/2003 584 heeting on Tuesday?
Gigia Minnie & Count 09/30/2003 551 Hithere!
[ Folders
ﬁ ® P Tools
= L] o
I on CECMail1/St. Cather Preview a
( 4][=2 4] (offce 2 &R
New messages are displayed in red.
Messages youdve read are displayed in bl ack.

[ 2 S & Count - Inbox )%

Double click on a message to open it
Hit the Esckey on your keyboard or click the X in the Mail tab to close the Mail window

e To sort messages by sender, clic*h® * . To sort messages by date received, clic®@® * . To sort
messages by size of message, clidSZ

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

g% Inbox

Opens mail inbox.

& Mail ~

far Six A Count

|

&2 Inbox
[/ Drafts
& Sent
] Trash
Views
[ Folders
&) Tools

+ &

&3]

% Drafts Opens folder where drafts, or uncompleted messages,
are stored.

B} Sent Opens folder where sent messages are saved.

] Trash Opens folder containing messages marked for deleti.
Allows you to view all your messages at once, either in

2 B Views
~[]] All Documents
Mail Threads

traditional order, or grouped with replies, to see an
entire conversation at once.

NOTEDeleting a message from either view will delete i
permanently from your mail database.

= [ Folders Displaysaty addi ti onal folders
w7 Jokes
‘7] Schoolwark
= &2 Tools Displays additional mail tools.
@ Archive
é’ Rules
) Stationery
|@ Mail Click the downpointing arrow to switch from viewing
Switch tovclﬁenda, your mail to viewing your Calendar, your To Do list, or
Switch to To Do another personds mail fil

Open Ancther Person's Mail




To perform different mail functions, us¢he Mail buttons across the top of the Mail screen.

[New Memo ] [Reph,f he ] [Reply to All 'J [ Forward '] | Delete ] [ Folder '] [ Copy Into New '] [Tools ']

New Memo

[ Reply I%[ Reply to All '] [ Forward ~
Reply
Reply with History
Reply without Attachment{s)
Reply with Internet-Style History

Reply to All || Forward ~ || Delete
Reply
Reply with History

Reply without Attachment(s)

Reply with Internet-Style History

[ Forward §| Delete ] [ Folder '] [E
Forward
Forward without Attachment(s)
Internet-Style Forward

Delete

| Folder Rl}[Copy Into New
Create Folder
Move To Folder...
Remove From Folder

[ Copy Into New T;Lg Tools

Mew Memo
Mew Calendar Entry
Mew To Do

Preferénces...

Out of Office...

Archive Settings

MarkfUnmark Document As Expired
Add Sender to Address Book

MNew Memo - Using Stationery
Markf{Unmark Document As Expired

Opens a blank new message form.

Opens a new message addressed to the sender of the currently open or selecte
message. Reply with Historyncludes the text of the senders messageReply
without Attachment(s)strips the attachment but leaves the message textReply
with InternetStyle Historystrips the attachment and adds carats (>) before each
line of message text.

Works the same aReplybut 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 messageForward without Attachment(s}trips the attachment but
leaves the messag text. Internet-Style Forwardstrips 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 maMo v e T o alowd ydue |
to put a message in a desired folderRemove From Folderemoves the message
from its current folder, butdoes NOTdelete the message from your mail account.
It will still be in the All Documents view.

Copies the message text of the currently selected open message into a new
message, a new calendar entry or a new To Do item.

Accesses different mail tools and featuresP r e f e r &3 goe adjist various
mail and account settings.Out o f op@fisfthe O & Office dialog box.
Archive Settingdets you set and adjust your archive settings, if desired.
Mark/Unmark Document as Expired o ggl es a document 0
used with Archiving).Add Sender to Address Bookutomatically creates an entry
in your personal Contacts for the sendef the currently open/selected message.
New Memod Using Stationerya | | ows you to choose a
already created for a new message, instead of the plain memo form.



Sending Mail

After clickingNew Memaq a blank memo form will opn.

@ Welcome I Six & Count - Inbox x[@jl.\lew Mema x]

v

& ][4Send and Fie..|[ Save As Draﬂ]r[Address...]_[ Delivery Options... I[Tools '] M
s 3 Six A CountiSt. Catherine To "
b g Wy B ; To
i " :":"} 09/30/2003 02:54 PM = {
" .“ bece
» Subject |

Enter the address(es) of the people to whom you wish to send your message.
To |Leilah K OslandiSt. Catherine,

cc [dad@home.com|

bece |Cher.& Count/St. Catherine,

Subject IAre you available for lunch?

e TheTofield is where you type the addresses of the primary recipients of your message.

e Theccfield is where you type the addresses of people yalso wish to receive your message.

e Thebccfield 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 tee field. Use this field
when sending out bulk mail message$ the recipients will not see the entire list of recipients.

NOTEFor peopl e wimaihaccaunt®rtpeolilain your persenal Contacts, you only need to type

their first and last name, or a portion of their firstiolast name, and hit theEnterkey on your keyboard. Lotus

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

Address Book. On | ymaitagdpess (narheg@damitin.cord)iif the persoa istin oar

Contacts or CSC Address Book.

The buttons across the top display your options.

:[ Send ][ Send and File... ][ Save As Draﬂ]‘[Address... ][ Delivery Options... ][Tools ']_ ¥
[ Send ] Sends your message immediately and saves a copy in your Sent folder.
1 Send and File... l Sends message, saves a copy in your Sent folder AND in another folder of your choosg

Save As Draft| Saves your incomplete message in your Drafts folder so you can finish it later.

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

' b Address Book (discussed below).
—J and
:[Denven, Options... ] Open the Delivery Options dialog box (discussbelow).

Accesses different message tools and featureP.r e f e r &8 yoe alj@st various

Tools N 7 - . . .
' ‘ mail and account settings.l nser t Siignanttus etthe signatu

Preferences...
Insert Signature...
Save as Stationery...

1

created in your PreferencesSav e as Sdaees)iow augantyn@ssaga your
Stationery folder, to be used later as a template for other new messages.

¥l (2 Expands and collapses the button bar to show additional mail options, shown below.
3 b T

[Send ][Send and File...‘]:[rSave AS Draﬂ:]A[ Address... ][ Delivery Options... ][ Tools v]

[~ Highimportance | Beturnreceipt |~ Sign [ Encrypt

High Importancewill add a red exclamation point icon in front of the messagen t he r eciRpturrent ds i n
Receiptwi | | send you a message when t he r ecmapsystembsupppopse ns y o
this feature. SignandEncryptar e secur ity features wmilsystemnot wuse in th



. . : . I“-_.\[jNew Memo )%
To discad the new message, hit the Esc key on your keyboard or click the X in the New Mem¢a=« 3,

This dialog box will appear: 7

Send Mail

Do you want to send, save or discard your changes? Choose Cancel to continue editing.

| Send & Save 1 ‘ Send Only I l Save Only ] l Discard l | Cancel |

Send & Savesends your message and saves a copy in your Sent fold&end Onlysends your message and does
NOT save a copy in youregt folder. Save Onlysaves your incomplete message in the Drafts foldeDiscard
closes and does NOT save your messag€ancelcloses this dialog box and lets you return to your message.

Clicking theDelivery Optionsutton opens this dialog box, witlBasic and Advanced tabs:

Delivery Options Delivery Options
Basic I Advanced | Elasicl Advanced I
Deli - .
Ogt::uiz Workflow Administration
[poiaoce: Karaal = iRt ot Stamp message with a 'Please reply by' date: _| 18]

(Places message in recipients' 'To Do’ list)

Delivery report: | Only on failure "I [~ Prevent copying

; Expiration date (after this date it is safe to 18]

D'?""_::" Normal 'I [~ &uto spellcheck archive or delete this document)

priority:

™ Do not notify me if recipient(s) are running Out of Office Replies to this memo should be addressed to:

. =

Security Options Mood Stamp

[~ Sign m Internet Message Format

[ Encrypt

[~ Save these security options as the default MIME Character Set:  |Default L’
[ Send this email to other Notes mail user(s) through the Internet

e ImportancesettoHighwi | | add a red exclamation point icon in fr
This only wor ks maitsysterm t he St. Kateds e

e Delivery reporthas a number of options.Only On Failurés the default option for all emails. This means if
your message fails to reach the recipient, you will receive a message notifying you of the failBomfirm
Deliverywill send you a message back when your message reaches the recipient's home mail geiMais
does NOT mean the person has actually received or read the message (see Return Rec&naide Entire Path
will send you a message every time youseail reaches another server in it's path to the recipient's home
server.Nonewill not send you anydelivery reports, even if the message fails to go through.
e Delivery Priorityv i | | do not hi n-galilisystent. AlEmaibis sent iKimddiatélys e
Return Receiptvi | | send you a message when the recmapi ent ope
system supports this feature.
Prevent Copyingvill disallow the recipient from forwarding, replying with history, or printing your message.
Auto Spellcheckwill run the spellchecker automatically when you send this message.
CheckDo not nibyou do yot vmet & receive Out of Office messages from the-campus recipient.
Security Optionar e ndt what yddio néti nks & htehye ma.r e
Mood Stampswill 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 @ampus recipients.
e PutadateintheSt amp melssragieff you want to put an item in the
Please respond by <date> to the top of your message.
e PutadateintheBEx i r at i dox toddesigre® to the sender when to archive or delete the message.
This will NOT prevent the user from deleting your message.

e Click the downpointing arrow by the boRe p | i e s t o totdd ihesnameeohiee §erson who should
receivereplies to this message, if it is someone other than you.
¢ You should not have to change the MIME character setor checkt8ee nd t hi xaatai | é



Attachments

Lotus Notes 6 provides several options for working with attachments. If you receineatachment, double click
on it to see the attachment dialog box.

Attachment A = 72 X
@l *

Attachment Description

File: 03-04 Staff Circles.doc

Length: 31 Kbytes [ 47.4%)
Modified:  10/03/2003 04:00:24 PM
Encoding: None

Attachment Actions

TWiew ©  Open Edit Save.. Delete...
View Opens an Lotus Notes viewer and displays the attachment. May not appear exactly as formatted.
Open Opens the attachment in the application used to create it, if that application exigia your computer.
Edit Opens the attachment as above, and saves any edits you make in the attachment saved in tinesd.
Save... Allows you to save a copy of the attachment elsewhere. It will also remain in your message.
Delete... Deletes the attachment from your messge, while retaining the rest of the message in youreail.

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

Lotus Notes X

Deleting attachment(s) cannot be undone. Do you wish to proceed?

Yes Mo |

To add an attachment to a message,

e be sure your cursor is in the body of the message

e click the paperclip in the icon bar at the top of the pag&
orclickFiledAt t ach é
or simply drag and drop the file into the body of yomessage.

If the paperclip orAt t aisdrag and unclickable, your cursor is not in the body of your message.



Mail Preferences

Below is the Preferences dialog box.

Preferences

Mail I Calendar & To Do | Access & Delegation I

Basics l Letterthead | Signature I Colors ]

User Configuration

This mail file belongs to: (
|SixA Counti/St. Catherine I IM

{Use your hierarchical name, e.g. John DoefOrganization)

hManage your mail security preferences: ml

Spell Checking

[~ Automatically check mail messages for misspellings before sending

DeletefRemove Preference for Sent View

IAIways Ask EI

Under theMail 8 Basicstab are the following options/settings.

e Spell Checkingd check this box if you want note to Automatically check your messages before you send
them.

o Delete/Remove Preference for Sent Vie&wwhen deleting messages from your Sent folder, you can
specify if you want them deleted from your mail file permanently, ibyou just want those messages
removed from your Sent folder, but still available in your All Documents viedlways Askneans you will
be prompted each time to choose the desired action each time you try to delete from the Sent Folder.

Y o u s h o ueltachadge anlything under User Security or Mail File owner.

Under theMail 8 Letterheadtab 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 §tKe 6 s ma i | system.

Preferences

hail I Calendar & To Do I Access & Delegation |
Basics I Letterhead l Signature | Colars |

Your letterhead will appear at the top of your outgoing mail messages

Letterhead: [Teal and Yellow Lines -
Three Dimensional Relief

Torn Paper

Triangle with Dots

Wild Confetti X

Preview: o

il | ; Six A Count
\ 0773172003 08:03 Ak




Under theMail 8 Signaturetab is the place you can create a signature to be place automatically at the bottom of
your email messages.

e Be sure to check the box if you want your signature automatically added to the bottom bfyaur emails.
Otherwise, you can still create a signature and manually add it to messages as desired.

e 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 yourgmature, so you have space to type the body of your
message later.

Under theMail 8 Colorstab, you can make messages from certain people show up in your inbox highlighted in
different colors, as a visual cue to you.

Click the downpointing arrow next ¢ the Sender Namesfield to add people from your personal Contact or the CSC
Address Book. Click the dowpointing arrows undeNiew Colorgo choose the desired combination of
background and text colors. Be sure not to make the background and text celtte same!



