Lotus Notes & Updates and Highlights

Lotus Notes version 8 includes some renamed, updated and new features. The goal of this publication
is to familiarize you with the most significant of these updates.

The Home Page
TheWelcome Page is now called thiome Page The redesigneblome Page is below.

Click here for Home Page options w
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Note: Documents, Presentations, and Spreadsheets are not installed.

If you customized your Welcome Page in the previous version, you should see it and not the standard
Home Page above.
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New Mail/ Inbox Features

e Sort by subject.
Click the column header to sort by Sender, Date, Size, and now Subject.
\v Sender ~ |8ubje|:t - L\ [Date 3 \Size ot IA VI
(2] Kimberly D Osland link to Help Guides 0453072002 09:57 Ak 1K
) Kimberly D Osland Paper from class 0712452002 03:55 P 27K &
(2] Kimberly D Osland Study group after class 0752412002 11:03 A 1K
& Christopher E Stormer test 06/06/2003 12:04 P 1K
2] Nikki K Osland test 0501452002 03:06 PM 1K
* Kimberly D Osland test after moving 1210452003 08:42 Ad 1K
(] Leilah K Osland test from leilah 0212452003 02:03 PM 1K
A Leilah K Osland testto nkosland@stkate.edu 0212452003 02:06 PM 1K
[} Christopher Stormer This is a test 0212412003 02:24 PM 2K
*x |& Kim Osland yest another test 02/2452003 02:00 PM 2K
¢ New Reply and Forward options.
&) Reply ;;.'_}J Replyto All ¥ [
Reply with History Only
Reply with History & Attachments
Reply
Reply with Internet-Style History
Reply with History Only includes original message text, but does not include attachments.
Reply with History & Attachmerg ¢ includes original message text AND attachments.
Reply¢ does not include any original text or attachments.
Reply with InternetStyle Historyg includes original text, does not include attachments,
appends each line with caret symbol
-2 Forward [j% & v l/ =
Forward with Attachments
Forward
Internet-Style Forward
Forward with Attachmentsc includes original message text and attachments.
Forwardc includes original message text, but does not include attachments.
Internet-Style Forwardg includes original message text, does not include attachments,
appends each lineith caret synbol >.
o Check the desired box on the Action Bar to display all your messages, or just the unread

messages.

v View Al ) View Unread
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Sidebar includes separate Follow Up, All Documents, and
Archive options.

Note: Chat, Chat Historinstant Messagingnd related
functions are ot installed.

All Documentsg a view of all the messages and calendar
entries in your email account. This includes everything in yc
Inbox, Sent, Folders, Calendar. This is NOT a separate cof
your messages. If you delete a message from the All
Documents view, it will be deleted from your entirenaail
account.

Mail Threadsg a view of all the messages in your account,
grouped with their replies.

& Mail

for Mikki K Osland

Inbox
Drafts
Sent
Follow Up

(—

All Documents
Junk

Trash

Chat Histary

Views
w[E] Mail Threads

) Folders
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v Archive
“% Tools
- Rules
««««««« 'l Stationery
Applicationis the new term for Database. G Edit View Create Actions Tools
File¢ Database; Openis nowFile¢ Application¢ Open New
Close Chrl+w
AutoSave
Application k
Replication
Locations

»

If the desired menu option is not appearing, selgaw ¢
Advanced menuso enable all menu options.

View
Refresh

Search This View
Show

Preview Pane
Expand/Collapse
Customize This View...

Go To...
Starts \With...

Agents
Design
Image Resources...

Text Size

Create Actions Tools
F9

>

v Advanced Menus




Saved Window State
Lotus Notes 8
remember which
applications are open,
and will open those
same applications
automatically the next
time the Ldus Notes
software is opened.

o0 SelectFilec Save
Window Stateto
enable this feature.

o SelectFileg Clear
Saved Window
Stateto disable this
feature.

O

ZW Edit Yiew Create Actions Tools

New
Close Chrl+w

AutoSave \

Application
Replication
Locations

Instant Messaqing

Import...
Export...

Page Setup...
Print Preview
Print... Ctrl+P

Preferences |
Properties Alt+Enter
Security |

Close all Open Window Tabs

Save Window State k

Exit

=W Edit Wiew Create Actions Text 1
New >

Save Ctrl+5
AutoSave 14

Application
Replication
Locations

Instant Messaging

WL PN

Export...

Page Setup...
Print Preview
Print... Ctrl+P

Preferences 4
Properties Alt+Enter
Security >

Close all Open Window Tabs
Save Window State

Clear Saved Window State k

Exit
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e Displaybutton toggles options to display bcc fiel@glditional mail option checkboxes and/or
sender information

New Message Optiong Sending Messages

[T Highimportance |~ Returnreceipt [~ Sian [~ Encrypt [~ Mark Subject Confidential
To: 'l
Display~y More~ - |
Bce Bee |
Additional Mail Options Sobjsice: |
Sender Information From:  Kimberly D OslandiSt. Catherine - Thursday 10/09/2008 01:45 P

¢ Instant Sell Checkingc if enabled in User Preferences, misspelled words are underlined in red
as you type.
The quick browne fox jumped over the lazy dog.

o Right click misspelled words for suggesti@md other [The quick brawie fox iumnad auartha lazy dog,
spell check optionglickOKbutton. m
brawn
s browned
browner
Spell Check...
Add to Dictionary
Skip all
o To enable Instant User Preferences X}
Spe” CheCking, e i Installed dictionaries for English{United States)
A @p Bas:cs i L .
ChooseF"e C — f’nmary Dictionary: Supplemental Dictionaries:
= International English (Ireland) Al Medical (English)
Preferences; User ol Engiish (Jamaica) |
English [New Zealand)
P references English (South Africa)
o Clickinternational Calendar Erih UrodKogtoe)
section, ancSpell | Baua L i Cnics e
, = Mail | Eranch (Canadsl
Checl@ec“on . ‘:g + Inslant Messaging Set as Defaull Install Dictionary... Edit User Dictionary...
o Check box for & Ports

= Defaults for English(United States)
Enable Instant Spell | # Henhcat-on

h k | E @f : d ¥ [ lgnore words containing numbers
checkingand clic 09anT 718 [lignore words in UPPERCASE

O Kb Utton . [ Keep on the fly dictionary changes until next language tag change

Enable Instant Spell checking

0K Cancel




New Message Optiong ReceivedViessages
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message

Debra O Sellheim to Kimberly D Osland 10/09/2008 08:31 AM

Show Details

e Click theShow Detaildink to display full From: and To: fields.
Click theHide Detaildink to show summarized information only.

message
Debra O Sellheim to: Kimberly D Osland 10/09/2008 08:31 AM
Hide Details
From Debra O SellheimiSt. Catherine
To Kimberly D OslandiSt. Catherine@CSC

¢ Message forwarding and/or replhyistory will be listed below the message headers.

Histony: This message has been replied to and forwarded.

¢ ClickDisplaybutton and choose th&hreadoption to showan embedded list of the entire

conversation thread for a particular message.
Uncheck theThreadoption to hide the embedded thread view.

¥l New > =] Reply v &ElReplytoally [ Fowardy [@ v >~ @ ‘Display' Q) v Morev
_l Re: Exceed [ %.
\—;I Mark Blegen to: Kimberly D Osland 10/07/2008 03:04 PM
Show Details
Histor This message has been replied to.
| Sender IDate | Subject
= Kimberly D Osland 10/07/2008 11:41 Ah Re: Exceed A
& Mark Blegen 10/0752008 11:59 AM Re: Exceed
] Mark Blegen 10/07/2008 03:04 PM @ Re: Exceed
= Kimberly D Osland  10/07/2008 03:07 P Re: Exceed
A Mark Blegen 10/07/2008 03:09 P Re: Exceed =3
v
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The option now exists to indicate specific hours in the Out of Office feature, and set Out of Office
notifications for hourly, not just daily, increments.

New Out of Office Settings

e Check théspecify hourdox to include specific out of office hours.

Leaving: ITOday 15| V¥ Specify hours |03:00PM ©
Returning: ‘Tomorrow 15| 09:008M @

[~ i am unavailable for meetings:

o Cleck theAppend return date to subjecbox to include return date information to the subject
line of your out of office messages.

Subject: lKimberIy Osland i viot available ‘ {returning 10/09/2008 03:28 PM)

WV &ppend return date to subject

e Out of Office nessages arsentautomaticallywhen a new message is received.

e Below is an example of an out of office megsaTherecipientis remindedthat only one out of
office message will bgent.

\—'. AUTO: Osiris C Guzman is out of the office (returning 10/08/2008 08:15 AM)
== Osiris C Guzman to: Kimberly D Osland 10/07/2008 01:42 PM
Show Details

| am out of the office from 10/07/2008 12:01 Pk until 10/08/2008 08:15 AM.

Note: This is an automated response to your message "Re: test” senton 10£07/2008 01:42:33 PM.

This is the only notification you will receive while this person is away.
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e More replacedthe old Toolsbutton. Click theMore button from your Inbox or Calendo
access your preferences.

More ¥

Mail Tab

Preferences

New Preferences

|II Calendar & To Do I Access & Delegation I
Basics I Letterhead I Signature | Follow Up l Attention Indicators _Eﬂiel_]

Mail - Basics

Owner: INikki K OslandfSt. Catherine '. Change I |

Mail security preferences

Outgoing Mail Checking

[~ Spell-check messages before sending
[T Warn me about blank message subjects

View and Folder Management

V Allow others to recall mail sentto me

When | delete any document in the Sentview:
‘ Ask me v

When | delete a calendar document from any Mail viengr folder:
!Ask me if l want to remove or delete v

Delete documents in my Trash folder after hours

e Warn me about blank messagaibjectsc click this option to be notified when subject line is
left blank.

¢ Allow others to recall mail sent to me check or uncheck this box to set preference for
allowing/disallowing recalled mail.

e When | delete any document from any Mail view or fadd - clickdrop-down menu to select
desired option.



Attention Indicatorstab
Check boxes for desired Recipient Indicatettings.

Recipient Indicators

Use recipient indicatars to identify mail in your Inbox that has been sent only to you, or to just a few
people.

[ Display @ when | am the only recipient
[T Display @ when | am one of no more than recipients in the To field
[ Display © when | am in the ccfield

The selected icons apply to your Notes address. To display them for other addresses (such as your
internet address or the name of a group you are in), specify one or more addresses:

El

Below is an example of message display with all Recipient Indicators checked.

column of circle indicarrs.

Netbamig ht




