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LOTUS NOTES 8.5

Accessing Lotus Notes

There are two diflerent methods to start Lotus Notes.

1. Double click the shortcut icon on your computer desktop to display the Lotus Notes Log on

Screen. ’iii

2. Click the Start button then select All Programs/ IBM Applications/Lotus Notes to display the Log

on screen. @

Notes.9

Social Edition

IBEM Motes
L-GHUS-96¢

Licens=d Mate
ogo, Lotus, ar
Java-basad fre
Eclipse i atra
accompanying:
denfified &z "L

r

User name: [E'u'e.-lyn Ojeda/EAS/InfoTech/MtSAC

Password: |)mommomcmmm(

At location: [Dnline

Forgat your password 7

/

Log In I |

Prompting forpasswora

How to Logon to Lotus Notes

The Lotus Notes Chent has already been configured with your user name and location (contact the

helpdesk otherwise).

1. Type your Password as shown in the Screen Shot above. You won'’t see the password characters
(Lotus Notes hides your password with hash function encryption so no one can see it) keep typing
it then press Enter or click Log In to enter Lotus Notes desktop.
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LOTUS NOTES 8.5

Lotus Notes Home Page
When you first start Notes, the program displays the default Home Page. It looks something like this:

[ File View Create Tools Window Help

© Discover ¢} Home x
TSN =] Flooda % b i u i, g ¢ = {
: Address yi®C:X2TILHEHM@E Q o

Click here for Home Page options w

IBM Notes

Social Edition Home

<& e BN B

o
=
e Mail Calendar Contacts To Do Notebook
(i}
a

?) Shortcuts: Press Control + Shift + L to get a list of all shortcuts

The Home Page can be customized using a pre-designed Home Page or layout that you design yourself.

1) Click the top border of the Home Page that says Click Here for Home Page options.

Click here for Home Page options w

2) Do one of the following:
a) To use a pre-designed layout, click the down arrow in the Current Home Page selection list box
and select an option from the resulting menu.
b) To create your own layout, click the Create a new Home Page button and follow the directions in

the New Page Wizard.

fie Sametime Contacts - IBM Notes

File Edit View Creste Tools Window Help

D

Basic Plus Layout
Example

@ Discover /Y Home x | & Evelyn Ojeda - Calendar
HINEES | Tioda o bilUas - 1= &% [F @
: Address im0 T IR LE Qe
& Click here for Home Page options w @) sametime Contacts =
& Inbox =
= : | R
& B ] £ e
f Newllessage Reply» ReplytoAlv Fowardv B~ P> 2| viViewal viewUnread > Q @
I [o]~ Who ~ sublect ~ | Dat < Mail Calendar Contacls ToDolList & |[Find aperson Q
@ & Stacey Gutierrez Re: Oct29 528PV ~ New Memo. New Entry New Contact New To Do réi‘:i’ “_‘”;9’ N 2
d ntonio Bangloy
) =] Jill Miller Re: OmniUpdate Guides 0ct20 24PV  Betty Zhao
3 & Stacey Gutierrez Fw: POD photo 0ct29 416PM O - ‘ ns @ Beverly Heasley
=8 & [ Matthew Bidart Re: OmniUpdate Guides Oct29 408Pm o B Chris Schroeder
. & Greg MacDonald Re: OmniUpdate Guides Oct20 352PM EI:“E’_‘Q(T“"M
. ‘Search |Notes Application Catalog ™ 8 Caudia Coronado
e & Greg MacDonald Re: Omnilipdate Guides 0ct29 344 PM & Dale Vickers
- & Greg MacDonald Re: OmniUpdate Guides. Oct29 340PM \ o] Darren Stahl E
=Y Stacey Gutierrez [ANNOUNCE] Halloween ©Oct 29 10:56 AM 4 B Dave Dieckmeyer
=3 Costume Contest Submit Your Eric Carpenter
= Photos Today = Evelyn Ojeda
° & Susana Andrade [ANNOUNCE] Next Week's 0ct29 QIGAM _ @ Heather Zhang
A <l L Selectthe item you want to search. B Hector Gardia
& Calendar - Monday. November 02. 2015 9 Ian Francisco
Jacquelyn Grier L
8 Joanna Yin
New~ Morer Filter by~ @ Julie Anderson
 Kate Morales
) Day ~ | @) Week - | Month - | Formating~ November 2015~ * LeeJones
Monday Tuesday Wednesday Thursday Friday Saturday - Sunday W Leonard Cardona
October 26 27 28 29 30 31 @ Lori Truman
B Programmers Mer & Smatsheet 201 @ OmniUpdate Trair T Marcell Galatiano
P T 5 o 6 7 4 Rick Nguyen -
Jid o Argos 42 Report Y 5 F——
[} 10 11 12 3 14 [} | BY Feeds =
= Programmers Me: @ District Holiday - Vete & Smarishest Projes 15 Y —
16 17 18 19 20 21 Day-At-A-Glance =
B Programmers My © Navigation Throug & OrmiUpdte Trair 2  Mon, Nov2, 2015 »
23 24 25 26 27 28
-3 Programmers Me: & District Holiday - Tha 2 District Holiday - Tha 29 Day 306 -
a0 December 1 2 ) 4 5 —
[ Proarammers Mei | & Araos 4.2 Report S - [Today| nov2,2015
Launch pad & =

T ______________|__ ~ “ -}
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LOTUS NOTES 8.5

Lotus Notes Desktop

Alfier the first me you start Notes, it would open with the tabs that were open when you closed the client.

Click to open Shortcuts to Action bar Window tabs Select search
applications and Mail, Calendar, scope
bookmark folders  etc.

S Mail - Inbox - 1BM Notes
Fle Edt View Creabe Actons

1

o &

B -a
= @ H

Open =

) mscover 23 Workspace o, Ted AMmsso - Ml »
Vi b o® B 8, HaCW:»a &
Ted Amado Mew -  Roply -  ReplyloAl - Forward - | [ | T 0O- ; Show - ) SameBme Contacts =
P f X o X v M v Al
fomo Suibpect Date Size &P
Inbox (11 & = Mg =
Al = Farmando Bricn Pranning maetng for Fall Mar 28 11:12 AN 11K =
ProMOBon Fire & person Q,
= Paul Zhou Foemack Roquast: Task Mar 28 11:17 AW 5K * MR (0/72)
Priofitization Survey * Legal (0/78)
& GailChao Re: Feedback Request: Task Mar 26 11:17 Al 5 + Sales Managers (0/18)
Pricritization Survey
4 Fernando Brion  Re: Feedback Request Task Mar 28 19:17 AM 5
Al Do Prioitization Survey
= M Li Curstomer feediack Mar 28 11:27 AN 1K ]
= Paul Zhou Status update on Fall promotion  Mar 28 12:24 PM L S
Trash
- "GIeen” Server pIOUCHon and Yesteraay 11757 AM I Em—
Chat History demonsraton
Yiews
¢+ Folders %] ¥
v Archive - = ! =
. . I .. SAL-AGARNCE =
e "Green” server production and demonstration =] Owr
ools Amy Johnson fo Ted Amado OI22012 1157 AM = Activities =
+ Othver Mail Shoue Dotadks 3 My Widgets =
&3 Lotus Learning Wid... =

Preview pane

Navigator Sidebar

The Lotus Notes Desktop has the familiar Windows GUI mterface and it includes the standard menu
items.

Item Purpose

Action bar Contains buttons you can click to quickly perform some
common tasks. The buttons on the action bar sometimes
change, depending on what you are doing. Some databases
may not have an|action bar at all.

Window tabs Let you quickly switch from one open window to another.

Navigation pane

Lets you open different folders and views.

View pane

Lets you select and open documents.

Preview pane

Lets you read the document that is highlighted in the view
pane without opening the document.
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LOTUS NOTES 8.5
Mail
The Mail Application allows you to cormmunicate with other Lotus Notes and Internet email-users.

To open the Mail Application click the Mail icon on either of the Bookmark Bars.

it View Create Actions Tools

Window Help

X - SearchAll Mail

& Evelyn Ojeda - Mail x
Evelyn Ojeda Hew ~ Reply -  ReplytoAll - Forward~ M- P - T | More- C Q- Show - (%) Sametime Contacts =
eon [ Available -
Lgacs = Mo Subject Dater Size @ P valaple
&+ B
L ) Beverly Heaslay Fuw: Order 46026 10/28/2015 fram RSA WebCRD has Oct28 1:08PM 28K € * : More
Drafts been completed and has shipped or is ready for pickup. Find a person qQ,
= Mt_SAC Printing_ S Order 46029 10/28/2015 from RSA WebCRD has been Oct 28 12:54 PM 13K B IT Staff (26/78) -
Sent completed and has shipped or is ready for pickup. - [ Antonio Bangloy F
Follow Up - Mt_SAC_Printing_S Order 46028 10/28/2015 from RSA WebCRD has been Oct 28 12:54 PM 13K Chris Schroeder
completed and has shipped or is ready for pickup. @ Chuong Tran
B PIETNELE = Brenda Dial POD Ongoing Training's: January, February, and Oct 28 11:49 AM 69K Craig )_!wan
@ Dale Vickers
Junk: March 2016
@ Darren Stahl
e = Zack Smith Thanks for attending the Smartsheet 201 webinar! Oct28 11:00 AM 13K  DaryiNagamine |-
[ Maria Cardenas O Test Oct 28 950 AM 184K € Eric Carpenter
Chat y Eric Turner
&= m@ Sandra Bollier [CSEA262-All] Special Meeting Notice October 28, Oct 28 8:27 AM 26K & o Evelyn Ojeda
Views 2015 TODAY Pease Attend! B Heather Zhang
- Folders = Training Reminder: Smartsheet 201 Training Session starts in Oct 28 8:08 AM BK & | Ian Francisco
3 h 1 Hour 2 1 Jacquelyn Grier
M AllRe - @ Jean Su =
I Antonio (1) Test g :(:ff G:orgg
B Maria Cardenas to: Evelyn Ojeda 10/28/2015 09:50 AM ren Long
B Appworx (137) Shaw Details [ Kate Morales
- - H Kenneth Frank
I Claudia History This message has been replied to & Lee Jones
M Dale ® Lorraine Galatiano  _
. Hi. = A,
M Daryl (3) . ) ] [
Justtesting to see if you receive this email [ Feeds =
[*] Day-At-A-Glance =
Thu, Oct 29, 2015
M Iron Mountain
. 02:00 PM - 03:30 PM
I Jacquelyn (3) Maria Cardenas OmniUpdate Training:
I Jean Su Administrative Spedalist il - Day 302 ~
1 ® Pimicifen ] Prolo e oms AR

. -~ & |

Panes are the different areas of the workspace that show a part of an open application.

Navigation Pane - displays names of folders and views in an Application, such as Mail, Calendar, and
Contacts.

View Pane - displays contents of current folder or view selected m the Navigation Pane.

Preview Pane - allows you to quickly preview the document selected in the View pane.

The Mail Navigation Pane

Inbox -messages that have been received.

Drafts - messages that have been saved but not sent.

Sent - messages that have been sent.

Follow up - messages marked for follow-up action.

All Documents - provides a view of all documents in the Mail Application.

Junk Mail - junk mail from blocked senders.

Trash - documents, with the exception of calendar entries that have been sent to trash, but not yet deleted.

Folders - contains user-created/personal folders for storing documents.
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LOTU

S NOTES 8.5

Stationary - contains available stationary (message templates) for the Mail Application.

Reading Mail

“Note: To view unread messages only, check the Show/View Unread box at the top of the View Pane. To

view all messages, check the View All box at the top of the View Pane.

1. Click the Inbox icon in the Navigation Pane of the Mail Application. A list of messages you have

received will appear in the View Pane.

2. Click once on a message to view it in the Preview Pane or double click a message to open it in a

new tab.

3. To close an open Message, select Close from the File menu, press the Esc key, or click the Close

button on the Window Tab.

® Actions for sender

o Chat - Iniiate Sametime session with sender

Message handling - Right-click on message

o Instant Meeting - Create new Sametime meeting with sender

o Alert Me When... - Create alerts for when sender changes Sametime status

o Collaboration History - Find recent messages exchanged with sender

o Find Available Time... - Find time when you and sender are available and optionally create a

meeting mvitation

Edit View Create Actions Tools Window Help

€ Discover i Evelyn Ojeda - Mail x
=) Evelyn Ojeda New - Reply - ReplytoAll - | Forward - BE- P - 1 -~ mMore- C Q-
= Pigeon = lwno Subject Date v Size
I Ll 'nbox (36) = Mt_SAC Printing S Order 46028 10/28/2015 from RSA WebCRD has been completed and Oct 28 12:54 PM 13K
3 8 Drafts has shipped or is ready for pickup.
! -4 Brenda Dial POD Ongoing Training's: January, February, and March 2016 Oct 28 11:49 AM 69K
Sent
) = Zack Smith Thanks for attending the Smartsheet 201 webinar! Oct 28 11:00 AM 13K
E
- ® Maria Cardenas ) Toct Oct 28
All Doc: 5 [ Maria Cardenas L4 Chat
=1y Al Documents = Esand o e Pease Oct28 8:27AM 26K
R Junk Search © Video Call
o ®  Train P QuickFlag Call Computer Oct 28 8:08 AM 33K
e Smal B Move to Folder... Call
c -4 pod Mark as 3 Invite to Meeting Room... r Banner Oct 28 7:45 AM 3K
e T pod Add Sender to Contacts... Instant Meeting r Banner Oct28 T-45 AM 1K
[ ] - Folders = Assol B Reply 3 Send Oct28 6:12 AM 10K
Presi
& B AllRequests Bilbr 3 [iensl ' Alert Me When Available
Forward
B Antonio (1) = Zaird ARl Oct27 454PM 226K
Copy Into New v Remove Alerts
B Appworx (137) = = Mat . S Oct 27 4:13 PM 3K
T Dar " Oct 27 3:20 PM 3K
& Print... Cirl+P Refresh Person Info
Dale =W Jeff s o Edit Nickname... Oct2] 252PM 243K
Elete €|
I Daryl (3) Veror — Business Card Oct 27 2:33PM 3K
% Evisions Techi Reminder: Argos Rep, i o L Oct 27 10:01 AM 40K
T Training Reminder: Smartshee B Chat History Oct 27 9:07 AM 33K
Smartsheet
I Iron Mountain : Collaboration History
e = Robert Hughes Wilton Tan - Sr. Syste Find Available Time... Oct26 3:18 PM 1K
R Eric Turner Fw: [ANNOUNCE] Get Q  Search Oct 23 814 PM 10K
I Jean Su earcl
-4 Trainin Smartsheet 201 Training Session Confirmation Oct 23 9:56 AM 33K
9 9
I JobSub (7) Smartsheet
B Kate rest
.I ‘ B Maria Cardenas to: Evelyn Ojeda 10/28/2015 09:50 4
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LOTUS NOTES 8.5
Follow Up Flags

Set a Follow Up Hag to be remunded to take
action on a message.

From Mail view, select the message you want to
flag then select the Follow Up icon. Select Add or
Edit Flag and from the resuling Menu check
either the High Priorty, Normal Priority, or Low
Prionty box.

Specify the action in the Enter a Follow Up
Action Box, this can be a brief description for the
action you will take at the time specified for
follow up.

Enter a date and time m the When to Follow Up
box. To set an alarm, check the Set an alarm on
this message box and fill in the appropriate
options.

Click the OK button when you are finished. The
Follow Up icon will appear next to the message
in the mail view and in the header of the message.

Saving Mail in Folders

Mew - Reply -  ReplytoAll - Forward - BE- P - 10 -~ | More- | C | Q-
= lwho Subject Quick Flag
H Add or Edit Flag...
Mt_SAC Printing_ S Order 46028 10/28/2015 { Bl completed and
i has shipped or is ready Remove Flag
- Aranda Nial DAN Nnanina Trainina'e lanuan: Cohruan: and March IME
Flag for Follow Up 7%
Flagged documentis) will alsc appear in the Follow Up view OK
1 Document will be flagged for Follow Up Cancel
" High pricrity
* Mormal priority
" Low priority
High: Normal: F Low: &
Optional Follow Up Settings
Enter a Follow Up action
‘Send pictures to Maria
When to Follow Up [10/28/2015 | [05:00 PM @

In order to set an alarm, you must enter a Follow Up date and time.

¥ Setan alarm on this message

Alarm will go oﬁ[Mlnute(s)

When alarm goes off

)

'] [Before

W Display alarm message box
[” Playsound

[” Send mail notification with subject

Recipients

8l

The recommended way to save and organize messages is to file them in folders (ot in Trash, Trash is not
a lolder and contents will be permanent deleted after 48 hours).

To save a message n a folder, click on the down arrow next to the button and select Move to Folder where
you can choose to Move or Copy to a particular folder and/or just drag and drop it in desire folder.

File Edit View Create Actions Toels Window Help
@ Discover A Home 5 Evelyn Ojeda - Calendar % Evelyn Ojeda - Mail x
A New - | Reply - ReplytoAll~ Fforward~ Bm~- P~ I - morer C | Q- Show + (&) Sametime Contacts =
= @ Iwhno Subject Datev size o p | DAANEDET
& & More -
& = Mt_SAC Printing S Order 46029 1012812015 from RSA WebCRD has been completed and has Oct2812:54PM 13K L More
1 shipped o is ready for pickup. Find a person Q
[_ X Mt_SAC Printing S Order 46028 10/28/2015 from RSA WebCRD has been completed and has Oct2812:54 PM 13K IT Staff (22/78) B
shipped or is ready for pickup. ® Antonio Bangloy | |
4] T Brenda Dial POD Ongoing Training’s: January, February, and March 2016 Oct28 11:49AM 69K 1 ® Betty Zhao
1 = B Beverly Heasley
o = Zack Smith Thanks for attending the Smartsheet 201 webinar! Oct28 11:00 AM 13K i Chis Schroeder
. + Maria Cardenas ~ » Test Oct28 950AM 154K [> Chuong Tran
S . B Oaudia Coronado
B T Sandra Boliier [CSEAZ62-AIl] Special Meeting Notice October 28, 2015 TODAY Pease Oct26 820AM  26Ke | Dale Vickers
- Attend! Darren Stahl
= Training Reminder: Smartsheet 201 Training Session starts in 1 Hour Oct28 B0BAM 33K eE 1 Dave Dieckmeyer |
>4 Smartsheet Eric Carpenter
4 = pod POD Facilitation Reminder Argos 4.2 Report Viewer Training for Banner Oct28 7:45AM 3K W Eric Tumer
[l - Folders @ Evelyn Ojeda
b T pod POD Facilitation Reminder Argos 4.2 Report Viewer Training for Banner Oct28 7:45 AU 3K @ Heather Zhang
a ? Hector Garci
B AR = Association Celebrate our military veterans at free community celebration Oct28 6:12AM 10K E et
B Antonio (1) President Michael |
Bilbrey Jacquelyn Grier
B Appworx (166) o B ) B Joanna Yin
= @ Zaira Jimenez [ANNOUNCE] Updated Employment Opportunity Bulletin Oct27 4:54PM 26K @ B Julic Anderson B
= @ Matthew Bidart Re: Campus Directory(April2015) Oct27 4:43 PM 3K Kate Morales
™ Dale W Lee Jones
T Darren Stahl Re: ITStaff share on ITFS1 full Oct27 3:20 P 3K i B Leonard Cardona
B Daryl (3) @ Lori Truman
il Marcell Galatiano
Test Rick Nguyen
I Maria Cardenas to' Evelyn Ojeda 10/28i2015 09:50 AM 8 Robert Hughes
Show Detail:
[ |l untain ow Uelals o [ ] Rcmﬁrean —
Follow Up: Normal Priority 1 —— —
B Jacquelyn (3) History This message has been replied to. =|| BY Feeds =
P
Hi [%5] Day-At-A-Glance =
JobSub (7
el Mon, Nov 2, 2015
Justtesting to see ifyou receive this email.
Day 306 -
& | Today | Nov 2, 2015 3
MLSAC ufoday 5
POD I November 2015

- A&
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LOTUS NOTES 8.5
Receiving Mail with Attachments

When you recerve an attachment it will be located n the body of the message at the point where the sender
placed their cursor when they attached the file; simply double click and select Open to open it.

File Edit View Create Actions Attachment Tools Window Help

@ Discover A Home {5 Evelyn Ojeda - Calendar % Evelyn Ojeda - Mail > 2015 Can
B Neww Reply~ ReplytoAll~ Forward~ B~ P~ M Displayr O~ More~
P}
e = 2015 Campus Directory
2 u Jerry Tzeng to: Evelyn Ojeda
i Cc: Laduana Lawrence
0 _i-
* 2015_Campus_Directory. pdf
Gk
Open Attachment 7%
.- To protect your computer from malicious files, do not open a file urless you tust the
source. If you aren't sure, view the file or save it to your computer and scan it with an
L1 antivirus program before opening
0= Fie: 2015_Campus_Directory pdf
@ Length: 2821 Kbytes
Working Directory:  C-\Users\sojeda’AppData’\Local\ Temp notesBC1AS
0 Modfied: 09/09/2015 07:38:59 PM
@
Encoding None
Click Open if you want to launch a temporary copy of the file in an application. Any
changes you make in the file will not be saved back to the attachment in the Notes
document
Click Edit if you want to edit the file and save any changes back to the attachment
inthe Notes document. After saving the changes be sure to save the Notes
document, or the changes will be lost
Open ‘ Edit | View | Save... ‘ Cancel ‘

Edit - Open the attached file for editing and save the changes back to the mail message
View - Notes displays the file using a built-in viewer, 1f available

Save - Copy the attachment to a separate file

To remove an attachment from a message highlight the attachment and press Delete

You must have the application mstalled, in which the attachment was created. For example, if opening a
pdf file you would need Adobe Acrobat Reader mstalled.

Replying to Received Mail

When highlighting or reading a message, there is a button at the top of the screen labeled Reply. Clicking
on the down arrow next to Reply will provide several options, all of which will open a new message.

The To: field will be filled in with the original Sender’s address and the Subject field will contain the
original subject pre-pended with Re:

Reply with History Only - This is the preferred option. Replies to the sender without any attachments that
were included 1n the original message. It appends the body of the original message.

Reply with History & Attachments - Replies to the sender and appends the body of the original message,
including any attachments.

Reply - Replies to the sender without appending the body of the original message.
Replying with Internet-Style History - Creates plain-text reply with lines prefaced by “>“.

Reply To All - The message will be sent to all recipients of the original message and they will be placed in
the CC: field. Warning: Do not reply to all for messages received from listservs unless you intend for all
listserv recipients to receive your reply.

*Note: When you reply to a message, a Replied-To icon appears next to the message.
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LOTUS NOTES 8.5

Forward Messages

1o forward a received message to another party, click on the button marked Forward, when highlighting or
reading the message. Clicking on the down arrow next to Forward will provide several options, all of which

will open a new message.

The Subject field will contain the original subject pre-pended with Fw:. The Forward options are similar to
the Reply options. *Note: When you forward a message, a Forwarded icon appears next to the message.

Mail Rules and Quick Rules

Using Quick Rules is a simple and effective way to organize mail. The following steps will gurde you

through setting up quick rules.

To Create A Quick Rule For A Message You Have Received:

1. Open the message you want to create a quick rule
for and click the More tab.

2. Click Create Quick Rule (this will automatically
fill in the Sender / Domain / Subject fields with
the information from the open document).

3. Check off which fields you want this Quick Rule
to check for.

4. Check off when the rule should take action.

5. Check off what the action should do under the
above circumstances and click OK.

To see your rules, click on More/Mail Rules in here
there 1s a list of all the rules you have created, you may
edit your Rule by clicking on the rule and selecting
Edit.

Searching Emails and Documents

Finding all email/documents that contain a specific word

Create QuickRule
Create a Rule based on information in the selected document.

Mote: The rule will act on new incoming messages. Mail in your Inbox will not be affected.

1 Select the conditions to match

¥ When Sender [mmains v] |Beverly Heasley/EAS/InfoTech/MISAC
™ When Domain [IS ‘I |
[ When Subject [mntains vl |

2 Decide when to take action
(¥ When at least one of the selected conditions is met
" When all of the selected conditions are met

3 Choose the action to perform

" Move to Folder
{+ Change importance to High

" Do not accept message

To work with this rule in the future, go to the Rules folder, under Tools.

| oK || cancel

While looking at the document titles in the view pane choose View/Search this View and Notes will display

the search bar above the view pane.

In the search bar, type the text you want to find in the Search for box and click the Search button. (This
tells Notes to display only the titles of documents that contain the text you're looking for.)

View Create Tools Window Help

A Home 5 Evelyn Ojeda - Calendar i Evelyn Ojeda - Mail x

Evelyn Ojeda Mew ~ Reply ~ ReplytoAll - Forward -~ B~ P -

Pigeon 3 resulis in "Inbox’.

m B~ Moe- C Q-

Show ~

@ ot indexed 2 x

Inbox {47) Search for ‘ITAwards\
Drafts

= Who Subject
Sent

Z [ Beverly Heasley O Re: IT Awards Website

Follow Up

I Beverly Heasley IT Awards Website

All Documents = Uven Mai

Re: Journalism Proaram web paae

Search | | CiearResuls | </ > | [#]

Date v Size & P
Yesterday 11:26 AM 40K
Yesterday 10:40 AM 19K €
Nov2 413 PM MK

1o display all the document titles again, click the Clear Results button and o close the search bar, click the
X button next to the ? symbol on the top right of the search bar.
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LOTUS NOTES 8.5
Sorting Messages

Sorting messages can make it easier to find a particular message you are looking for. By default,
Notes sorts your messages by date in ascending order.

Notes also lets you sort messages by date in descending order or alphabetically by the names of the
people who sent the messages to you (or to whom you sent the messages).

The Who and Date column names have little triangles next to them. This tells you that you can click
those column names to sort the document titles. When you do this, the triangle and column name
become bold. When you click the column name again, Notes returns the document titles to their
original order and returns the column name to its original color.

|.m

) Discover A Home §# Evelyn Ojeda - Calendar i Evelyn Ojeda - Mail
Evelyn Ojeda Mew ~ Reply - ReplytoAll -  Forward - [E - P - [ ~ | More~ C | y Show~
Pigeon = IWho Subject Datev  Size @ P
Inbox (47) Chris Schroeder JRE 767 Fix 10/31/2014 11:46 AM 3K o
Drafts Hector Garcia via Accreditation Training 10/31/2014  1:28 PM 10K
= Smartsheet
Sen
Smartsheet Welcome to Smartsheet (save this 10/31/2014 311 PM 16K
Follow Up emaill)
All Documents Neftali Correa Fw: Support Groups list 11/5/2014  1:47 PM 17K &

Setting an Out of Office Message

You can set an out of office message to let others know when you are away from the office. From the mail

View Pane, select More, Out of Office.
Once the following window will appear - fill in the appropnate fields and press Enable and Close.

Window Help

€ Discover % Home 5 Evelyn Ojeda - Calendar 2% Evelyn Ojeda - Mail % Out of Office for Evelyn Ojeda x
R D BBt e % % F

Address i CIET IR EE e
e} Enable and Close Save and Close Cancel
- Use out-of-office notification to send an automated reply to incoming messages while you are away. The notification service sends replies only between the leaving and returning times you specify and sends only one reply to each
e sender. You must click Enable and Close to start the nofification service.
f'-_ Out-of-Office Notification Status: OFF
ey

Leaving 11/062015 16 I~ Specify hours

]

** Returning: |11/11/2015 16
= W 1am unavailable for meetings

v
i

l

5 Alternate Notification: Mo one will receive an alternate notification
— Exclusions: You have specified no exclusions
<
@
o Standard Notification I Alternate Notification | Exclusions ]
3 Specify the contents for the out-of-office notification

Reset Defaults
Subject: ‘Eva\yn Ojeda is out of the office. | (returning 11/11/2015)

¥ Append return date to subject
Body: | am out of the office until 11/11/2015

Additional
body text: Thank you for your email. | am out of office and will return November 11, 2015. If you need immediate assistance please contact the

Help Desk at x4357 or helpdesk@mtsac.edu.
Thank you
Evelyn Ojeda
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LOTUS NOTES 8.5
Composing Mail

1o create a new message, Click the New Message button in the View Pane and manually type an address
m the To field or use Notes Type Ahead feature:

Begin typing a person’s name in the To field, pressing enter at any point while typing will either: Insert the
address of the person mto the To field if the name 1s unique, or if there are multiple matches, a list of
names will appear. To accept type comma or press Enter.

To keep searching, continue typing and Notes will search for the next match.

© Discover % Home §F Evelyn Ojeda - Calendar % Evelyn Ojeda - Mail & New Message x
=+ Flrda b & bisiu 4

Address - #x Cc: 4TI+ HF[ M a ¢
M Send SendandFile.. Save as Draft Delivery Options... P Select Addresses FAE
4]
P To: |Robert Hughes/EAS/InfoTech/MISAC Choose the directory, then type all or part of the name.
i?i N [ oy D [MSAC Directory v Viewby: [Lstbynams -
i 3 Bec I Find names starting with: Recipients
] B & Aasi, Fazal o = To
] & Abadie , Katelyn 2 FRobert Hughes/EAS/InfoTech/MtSAC

& Abatay, Victoria M = cc:

*! & Abate, Amy =2 bee:

=8 Evelvn Oled & Abbott, James _e=
. veyn beas & Abde-Rahman , Ahmad
Information Technology 8 Abdel Hag . Moh d becc  »
'l Mt San Antonio College - &lhag, Mahamma v
% - « (2
I 0 Details... Add to Contacts Remove Remove Al
L= Tip: You can drag and drop the names 0K Cancel
o
L.

Another way to locate an address 1s to click the To: button; a window will appear from which you can
browse from the MtSAC directory or through your contact books. Select contacts accordingly through the
To >, CC> or bee > buttons.

Sending Mail with Attachments

Place the mouse pointer in the Message body. The attachment will be placed exactly where your cursor
lies. Click the Attachment icon located along the View Pane menu bar. Select the files you want to attach.
(To select multiple files, press the Ctrl key while you click on each file). Finally, click the Create Button.

Delivery options
Delivery options determine how your message 1s delivered to the recipients.
Basic tab
*  Importance
*  Return receipt
*  Out of Office response preference
*  Digital signature and encryption options
* Mood stamp
Advanced tab
« “Please reply by”

Change reply-to address
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LOTUS NOTES 8.5
Mail Preferences
Basics

* Message options

. Auto spell-check
. ‘Warn about blank subject
. Return receipt

*  Message recall

*  Name display

* Trash delay
Letterhead

* Select small graphic to display on messages to other Notes users
Signature

* Create text and/or graphics to be appended to outgoing messages
Follow Up

*+ Set defaults for follow-up flags applied to messages
Sender Colors

+  Change message display color based on sender
Recipient icons

* Identity messages sent only to you or to a specified number of recipients or CC’d to you

! Preferences EIL

type filter text Mail (=1 v
> Accounts gl
Basic Motes Client Configurz A T
. Calendar and To Do . "NOTE: Your administrator has locked some preferences.
Contacts
Feeds Mail I Calendar & To
Fonts.and Colors Basics I Letterhead | Signature | Follow Up | Sender Colore | Recipient lcons |
Lecations
ogSettings Owner: ‘Eve\yn OjedalERASTMO TeCm oS AG *
@ Mail security preferences
Wotes Ports

M ge Options
¥ Spell-check messages before sending
¥ Warn me about blank message subjects

Regional Settings
Replication and Sync

Sametime o A :

Sametime Meeting Rooms [ Always show details in received Mail messages L

S h 9 [~ Send me a Return Receipt when recipients read mail | send 1
sare ¥ Automatically close original e-mail when replyingforwarding

Spell Check

» Toolbar View and Folder Management

Web Browser L i

Widaet [~ Prohibit access to folders for users with Calendar, To Do's, and Contact access only
idgets

¥ Allow others to recall mail sent to me*
Windows and Thernes

XPages Performance Display names in mail in this format:

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

st. =
la [
van - |

‘When | delete a collapsed conversation:

Askme vl
When | delete any document in the Sent view:
Delete -
« m b This is the protected text area of the form

[ ok |[ cancal

Revised Fall 2015
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LOTUS NOTES 8.5

Calendar

The calendar application allows you to organize appointients, events, meetings, reminders, and
ANNIVErsaries.

Navigating the Calendar

To open the Calendar, click Open list then select Calendar or click the Calendar icon on the Bookmark
Bar. Use the calendar format tabs at the top of the View Pane to change the number of days the calendar
displays. Click the Back and Forward buttons next to the month in the Navigation Pane to cycle through
the months. Use the shider bars on the right side and bottom of the View Pane to move through the
Calendar. Chck on Today at any ime to return to the current date.

Creating a Calendar Entry

To create a calendar entry click on the down arrow next to the New button and a menu will appear. From
here you can choose what type of entry you would like to create; once an option 1s selected, a form waill
open. Fill out the appropriate nformation and then click Save & Close at the top of the window; the entry
will then be added to your calendar.

Save and Close Display~ Check Calendar.

[ sign [ Encrypt I~ Mark Private

e Calendar Entry @ ity e
Tipe Appointment . I™ Mark Available
Subject: ‘Omm Update Training: Basic
When Starts [Wed 1110412015 [r1sam [ [Localtime
1 hour

Ends |wed 1110412015 [1215PM [ [Locatime

Repeat This entry does not repeat
Where: Location ‘5-148 ‘
Cateqgory | ‘ | Assign Colors |
Description 1
& Attach.. |

Here are the files that will be used.
=

PrepOUT docx OUTabShestdocx
Type a subject - the subject will appear on your Notes calendar view and mobile devices.
Set the start and end dates from the calendar picker.

Set the start and end times from the time picker.

(Optional) Type the Location.

(Optional) Type or select the Category.

(Optional) Type a Description - description may be used for driving directions, meeting agenda, etc. and
can include graphics, formatted text, and file attachments.

Select Mark Private to hide details of this entry from delegates and Department Calendar.

Select Notify Me to enable/disable/customize and alarm for this entry.

Select Mark Available to “pencil n” this entry so that you will remain “available” during this time.
For repeating entries, click “Repeat” and select repeat options:

Daily, Weekly, Monthly by date (e.g. the 15th), Monthly by day (e.g the 1st Mon), Yearly or Custom.
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LOTUS NOTES 8.5

Use “Custom” to specify exact dates - specity starting date and ending date or period.

Calendar Entry Types

Appointment - to schedule time on your calendar.

Meeting - schedule time on your calendar and invite others. See Creating and Sending Meeting Invitations.

Anniversary - to add an annual event to your calendar.

Reminder - to remind yourself of something at a particular time.

All Day Event - to schedule an entire day or block of days.

Event Announcement - invite others to an event, no mnvitee reply options.

Scheduling a Meeting

*  Invite multiple people, rooms and resources
* Inwitees receive and respond to mvitations via email

* Invitee calendar is updated automatically based on response(s)

* Allinvitees are notified if meeting 1s rescheduled or cancelled

*  Rooms are scheduled depending on availability and security options

* A delegate can create and manage meetings on behalf of a calendar owner
* Meeting entries are consolidated on Department Calendars

*  Create a new calendar entry of type “Meeting” to begin

Creating and Sending Meeting Invitations

To send out a meeting invitation, create a Meeting entry from within the calendar section. Fill out the
appropriate information as you would for any other calendar entry, but here you have the option of
sending out meeting invitations to other people. To do this, insert the names of those you wish to mvite

and choose Save & Send when you are done. Save and Send nviationsSave as Drafl Display Dilvery Oplions..._Check Calendat
- - [~ Highimportance [~ Returnreceipt [~ Sign [~ Encrypt
Meeting options 9 CalendarEntry
*  Subject will appear on nvitee calendars so be
Clear a.nd COIlClSC Subject: \Omni Update Meeting
* When describes the date and time of the rer stars [wea voazoss s G |uoca ume Ahour
. Ends \wm 1110412015 \1215 PM ﬂ| ‘ana\l\me
nleeung Repeat This entry repeats daily every day for 5 days  Cancel Repeat
s . . . Repeat Options LX)
*  Select “Repeats” if this meeting will occur more -
n leeting repeats. lumber of schedul leeting
‘When the M Number of scheduled M days: 5
than once. — 5 [
. [Tuesday. March 13, 2012
*  Repeat options cannot be changed once saved 7 on © e
bllt. e | 15th day -
.. . | I Count from the end of the month
*  Individual instances can be canceled or ——
rescheduled.

1 Don't Move b
Move to previous work day
Move to next work das I
oK Cancel
Pt st oncet|
= Delete.

| Starting [12/152011 s Tt 5 v [Months) v

@ continuing for

Starling date: 01/1312012

Continues for. 5 Month(s)

Ending date: 05/13/2012
Speciy Exceptions

Revised Fall 2015
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LOTUS NOTES 8.5

Meeting invitees

Type mvitee names (use Notes type-ahead!) or select them from the MtSAC Directory by clhicking

[ Donotreceive responses from invitees [ Prevent counter-proposals [~ Prevent delegation

|Snaron Shriver/EAS/INfoTech/MESAC@MISAC, Werner Vorster/EAS/InToTechiMSAC@MISAC, Julie Anderson/EASANTOTechiMSAC@MESAC

Required
*  Required - These are " i
the people that should Optionat:

attend the meeting. =

|Kals Kusaba/EAS/InfoTech/MSAC@MISAC, LaJuana Lawrence/EAS/InfoTech/MISAC@MISAC

|R0berl Hughes/EAS/InfoTech/MSAC@MISAC

The meeting mnvitation
will include an option to respond.

*  Optional - These people may attend the meeting
but their attendance 1s not required. The meeting
mvitation will include an option to respond.

« FYI - These people will receive notice of the
meeting but are not requested to attend. Other
mvitees will not know that these people have been
notihied. The meeting mnvitation will have an option
to add the entry to the mvitee’s calendar but the
mvitation will not include an option to respond.

Select Addresses (x|
Chooss the directory, then type all or part of the rame
-
Endnames stating with: | shived Recipients

S Shriver., Sharen

2 Shull, Stephen

2 Shum. Mee

2 Shumake, Carrie

2 Sidhu, Rajinder

& SIG

2 Silva, Azzel

& Silva, Lawrence

& Silva. Sandra

£ Simen , Curtis

2 Siu. Kwokwai

2 Skelion, Tom
& Sladek. Dave

‘

Optional = ——

=2l Required

4 Sharon Shiiver/EAS/InfoTech/MtS
2 Wemer Vorster/EAS/Info Tech/MtS
4 Julie Anderson/EAS/InfoTech/MS
= Optional

4 Kats Kusaba/EAS/InfoTech/MSAL
4 Laluana Lawrsncs/EAS/InfoTech,

4 Robert Hughes/EAS/Info Tech/MtE

Details_| | Addto Contacts Remove | | Remove Al
Tip: You can drag and drop the names Cancel

You can invite a non-Notes user by typing an Internet email address in the appropriate box. Depending on
the recipient’s scheduling software, they may or may not be able to add the entry directly to therr calendar.

Reserving a Room for a Meeting

Location: |

™ Include conference call information in the Location

You have not entered any conference call infermation into your Calendar conference call preference.
Rooms: | | | Find Rooms... |
Resources: | | |  Find Resources.. |

Online Meeting: There is no online mesting

Location indicates the general area or the specific room but you will not be reserving a room via Notes

* For example, “MtSAC” or “Bldg 25A Room 101".

* Note: Typing a room name in “Location” does not
reserve the room.

* There is no need to type a Location if vou will be
reserving a room.

Click Rooms to select one or more rooms that you
wish to reserve for this meeting

Click Find Rooms to search for a room that 1s
available for your meeting date and time.

Click Resources to select other resources that you
wish to reserve.

Click Online Meeting to select a Sametime online

Rooms

Directory: IMISAC Directory LvD Rooms:
Prefered Rooms
e |MSAC Diectory | 4+ Rooms

¥ Main Campus ‘n
@ 1-1 Test Room/Main Campus

@ 1-2 Alternate Test Room/Main Car

@ .14-51 History Conference Room/M
Campus

@ 16-5 School 3 Conference Roomi|
Campus

@ 184 Business Meeting RoomiMai
Campus

@ 19B-3 Fireside Conference Suite/!
Campus

@ 23-4110 Conference Room/Main
Campus

@ 23-4119 1T Conference Room/Ma ~

] +

Details...

Add name ngt in list

Tip: You can drag and drop the names

3

4 234119 T Conference Room/1

4 3

Bemove Remove Al

o

meeting room for a web-based meeting

Use the drop-down arrow to switch between your preferred rooms and all rooms in the directory. The
symbol @y indicates that the room may be restricted or require owner approval for reservations. It does

not necessarily mean that you cannot reserve the room.
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Finding Available Times for a Meeting - Details View

Checks the current schedules of vour mvitees and any rooms you have requested.

* Provides a graphical display of mvitee and room availability

 The bar 1s green if all are available, red if there is a contlict for any of the selected people or resources

* Schedules for FYI imnvitees are not checked
* Drag the bar to change the time of the meeting

Description | Find Available Times }

Select Invitees to find free time for just those individuals.

" Summary & Defails ()
Monday, December 12, 2011 + Tuesday, December 13, 2011 v Wednesday, December 14, 2011 v Thursday, December 15, 2011
Invitees n 4pm 7am Bam Sam 10am 11am 12pm 1pm 2pm 3pm 4pm  7am Bam Sam 10am 1lam 12pm 1pm 2pm 3pm 4pm 7am Bam 9am f0am Tiam 12pm 1pm 2pm 3pm 4pm Tam Bam Yam 10am Ham 12pm 1pm 3
1 Allveonle .
/| Lisa Baas/EAS/InfoTech/MESAC
7] &1 Required . | I - | I - | I . N
| Julie Anderson/EAS/InfoTech/MESAC E
V] Sharon Shriver/EAS/infoTechiMESAC
| Wemner Vorster/EAS/InfoTech/MtSAC [ | |
/| & Optional ~ N - | | | | | | ||
V| Kats Kusaba/EAS/InfoTech/MISAC -
Scheduled Rooms n d4pm 7am Bam Yam 10am ifam 1zpm fpm 2pm 3pm 4pm 7am Bam Sam {0am fiam 12pm 1pm 2pm 3pm 4pm 7am Bam 9am 10am fiam 12pm fpm 2pm 3pm 4pm Tam Bam Yam 10am f1am 12pm 1pm 3
V] .23-4118 IT Conference Room/Main Campus D
Scheduled Resources n 4pm 7am Sam Sam 10am 11am 1zpm 1pm 2pm 3pm 4pm 7am Bam Sam 10am 1iam 12pm 1pm 2pm 3pm 4pm 7am Sam 9am 10am Tiam 12pm 1pm 2Zpm 3pm 4pm Tam Sam 9am 10am f1am 12pm 1pm 3
< m v
Avgilable ™ Already Scheduled Unavailabl No Info Info Restricted

Finding Available Times for a Meeting - Summary View

Suggests times when all or a percentage of mvitees and resources are available

Description I Find Available Times I

Select Invitees to find free time for just those individuals

* Suggested times for selected day

Scheduled Resources
Use Selected Time

* Summary (" Details |lc*|

Invitees ~ Suggested times for selected day’y { Check if all required can attend

v All people
7 Lisa Baas/EAS/InfoTech/MtSAC 7 December 13, 2011

/| = Required When Requred | Optional | Rooms | Resources | % December 2011 =/
V| Julie Anderson/EAS/InfoTech/MtSAC = 9:00 AM - 10:00 AM 3013 20f2 1 Su Mo Tu We Th Fr Sa
v| Sharon Shriver/EAS/InfoTech/MtSAC 10:00 AM - 11:00 AM 3013 2002 1 27 28 29 30 1 2 3
v| Werner Vorster/EAS/InfoTech/MtSAC 41:00 AM - 12:00 PM 30f3 20f2 1 4 5 6 7 8 9 10

/| B Optional B 303 2012 1 . n 1415 16 17
7| Kats Kusaba/EAS/InfoTech/MtSAC - 30 PM P 3ol 3 ol 2 1 B 19 20 N 2 B

Scheduled Rooms 25 26 27 2829 30 N
¥|.23-4119 1T Conference Room/Main Campus

v Suggested times for selected day
Suggested times for next 7 days
Suggested times for next 30 days
Suggested times for selected week

Suggested times for selected month

- Check if all required can attend

UesCrpuon | Fing Avaniaoie 1mes |

v Checkif all required can attend
Check if at least 75% required can attend
Check if at least 50% required can attend
Check if all can attend

SelectInvitees to find free time for just those individuals
" Summary © Details 2
Monday, December 12, 2011 Tuesday, December 13,2011 v Wednesday, December 14,2011 w Thursday, December 15, 2011

Invitees n 4pm Fam 8am 9am 10am 11am 12pm 1pm 2pm 3pm 4pm 7am Bam Sam 10am 11am 12pm 1pm 2pm 3pm 4pm 7am 8am SYam 10am 11am 12pm 1pm 2pm 3pm 4pm 7am 8am Sam 10am i1am 12pm 1pm 2
7 Allpeople - I

/] Lisa Baas/EAS/InfoTech/MISAC M
71 B Required N | I - I | | I . N

VI Julie Anderson/EAS/InfoTech/MtSAC = |

V| Sharon Shriver/EAS/InfoTech/MtSAC | |

| Werner Vorster/EAS/InfoTech/MISAC [ | |
71 & Optional I | I | [ | I ||

/| Kats Kusaba/EAS/InfoTech/MISAC -
Scheduled Rooms n 4pm 7am 8Bam 9am f0am 11am 12pm f1pm 2pm 3pm 4pm 7am 8am Sam 10am 11am 12pm 1pm 2pm 3pm 4pm 7am 8am Yam 10am Mam 12pm 1pm 2pm 3pm 4pm 7am Bam Sam 10am 11am 12pm 1pm 2

7| 23-4119 IT Conference Room/Main Campus
Scheduled Resources n 4pm _7am Bam 9am 10am f1am 12pm fpm 2pm 3pm 4pm 7am Bam Ham 10am 11am 12pm 1pm 2pm 3pm 4pm 7Fam Bam Ham 10am 11am 12pm 1pm 2pm 3pm 4pm 7am Bam 9am 10am 11am 12pm 1pm 2

« i
Available ™ Already Scheduled Unavailable ™ Nolnfo Info Restricted
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Meeting Owner Actions

-
iir Calendar - One Day - IBM Notes

File Edit View Create Actions Tools Window Help

D=

© Discover ¥ Evelyn Ojeda - Mail { Evelyn Ojeda - Calendar x
=] Evelyn Ojeda New -  Owner Actions -
P Pigeon
=] Today Nov5, 2015
3 Fri
& 4 November 2015 | Nov 2015
& . .

SMTWTEF S

11.00 i

] 1234 5/67 gy Omni Update

[ g 910 11 12 _ b i Ninda
12:00

b= om

'

=18 1:00

@

;‘2 2:00

o 3:00

#
4:00
5.00

Reschedule

View Invitee Status

Test Room/Main Campus @MtSAC

«  Invtees, rooms and resources will receive

notification ot change and can respond

dsain

*  You can also reschedule by dragging and

dropping the entry on your calendar

Cancel

*  The meeting is removed from mvitees’

calendars
*  Rooms and resources are released

Responding to a meeting invitation

Meeting invitations appear in your Inbox
You may respond by

* Accepting
* Declining
* Delegating

* If allowed by chairperson
* Proposing a new time

* If allowed by chairperson
* Tentatively accepting

* Same as “pencil In”

Response may include comments

“Ill be a little late”

Copy Into New ~

More - (O -

Friday, November 6, 2015

[ Evelyn Ojeda
Reschedule
Cancel
Confirm

View Invitee Status

¥  Send Message » | ] ToAlllnvitees
5 | Forward To Invitees Who Have Responded
Copy Into New » To Invitees Who Have Not Responded
Open in New Window
=i Print., Ctrl+P
Confirm

*  An email notice is sent to mvitees
View Invitee Status

*  Uses mvitee responses
Send Message to Invitees

* Al mvitees
* Those who have responded
* Those who have not responded

@Accept @Decline @Respond' Request Information... Check Calendar..

*

Invitation: test

Thu 11/05/2015 2:15 PM - 3:15 PM

Attendance is required for Evelyn Ojeda

Chair: B Jacquelyn Grier/ATl/InfoTech/MtSAC
Mo Location Information

‘ [ Jacquelyn Grier has invited you to a meeting. You have not yet responded.

Required:

Description |

You may request information without responding

| E Evelyn Ojeda/EASInfoTech/MISAC@MISAC

“Check Calendar” displays your calendar for the date of the meeting.
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LOTUS NOTES 8.5
Adding Holidays

The following can be performed at any time to update your calendar with new and updated holidays.

Under Calendar view, press More/Import Holidays select holiday group(s) to be added then click OK.
* General Holidays
* District Hohdays
* Academic calendar

*Press F9 to refresh your calendar screen.

Calendar Preferences

File Edit View Create Actions Tools Window Help

@ Discover

% Evelyn Ojeda - Mail @ Evelyn Ojeda - Calendar x

Evelyn Ojeda New -~ | More ~

Pigeon Preferences...

Today Mov 5, 2015 Out of Office...

{ November 2015 ) Import Holidays...

Import I-Inlida:.'s E E [

Please select the 'Holiday' group(s) to
import.

2007-08 Academic Calendar Cancel
2008-09 Academic Calendar Q
2009-10 Academic Calendar
i [ 2010-11 Academic Calendar
¥| General Holidays
¥ MtSAC District Holidays

Under Calendar More/Preferences you can customize and adjust some options for your personal calendar
such as setting up your work days and work hours.

* The days and times you enter here are used when you create calendar entries or when others invite you

to meetings

* Your schedule will appear busy outside of these days and times, even if there 1s nothing on your

calendar

Preferences

* NOTE: Your administrator has locked some preferences.

Mail€.Calendar & To Do L#ccess & Delegation I
Display Alarms | Autoprocessing | Colors | Rooms & Resources

Scheduling JScheduler Display |

Availzbility

(21
Cancel

Day

" Sunday:

W Monday:

¥ Tuesday:

W Wednesday:
¥ Thursday:
¥ Friday:

™ Saturday:

‘Specify the days and times you are available for meetings.

Time zone: [l 4]

Time (example: 09:00 AM - 12:00 PM, 01:00 PM - 05:00 PM)

09:00 AM - 12:00 PM, 01:00 PM - 05:00 PM

08:00 AM - 05:00 PM

08:00 AM - 05:00 PM

[08:00 AM - 05:00 PM

08:00 AM - 05:00 PM

08:00 AM - 05:00 PM

09:00 AM - 12:00 PM, 01:00 PM - 05:00 PM

Scheduling Notification Options

¥ Check for conflicts when adding calendar entries
¥ Mote as a conflict if entry occurs outside of your available hours

¥ Inform me when | send invitations to non-Notes users

Best Practice: update your availability with your actual working days and hours.
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Access to your mail and calendar

Grant others access to view or change your calendar but can only see times for private entries, not their

details.

* Can be individuals or members of Notes groups
* If a group, it must be i the MtSAC Directory, not your local contacts

Preferences

* NOTE: Your administrator has locked some preferences.

Mail | Calendar & To Do{ Access & Delegation |

Access to Your Mail & Calendarp Access to Your Schedule | Shoricuts to Others' Mail

You can give one or more people of groups access to your contacts and to all or part of your mail file
{Mail, Calendar and To Do), and you can control the actions that each delegate is allowed to perform

To delegate access to your Contacts, you must also enable the Contacts preference labeled "Enable
'Synchronize Contacts' on the Replicator.”

Mail. Calendar. To Do. and Contacis

Delegate access to these people or groups:

Add.

Remove

IT Staff is allowed to do the following

Read any Calendar Entry, To Do or Contact

Change Access..

[7l[x]

Change Access for IT Staff

Person or Group

To whom doyou want to give your mail file?

@ Justthis person or group: |IT Staff

Components

Which companents of your mail file do you wantto give access to?
¢ Mail, Calendar, To Do and Contacts

{¢ Calendar, To Do and Contacts

" None

Access

How much access do you want to give for Calendar, Te Do and Contacts?

Read -

s Read, create, edit, and delete r

Enabling automatic forwarding makes it easier for someone to manage your calendar when itis not
open and on display. These settings apply even if no components are delegated, and they apply to all
auto-forwarded messages.

Forward calendar notices | receive for meetings where:

I lam the chair

™ |am a participant

For notices associated with calendar entries | have marked as private:

Do not forward -

Cancel

HIE

Access to your schedule

Granting access to your schedule does not allow others to see the entries on your calendar unless you elect
to make detailed information available or you delegate access to your calendar

* Your “schedule” is when you are free or

busy, not the details of your calendar
entries

* These are the recommended defaults
and restricting schedule nformation 1s
not recommended as others will not be
able to see your availability for meetings

Preferences

* NOTE: Your administrator has locked some preferences.

Mail | Calendar & To D& igeoss & Delegatiog D

Access to Your Mail & Calendar fAccess to Your Schedulg? Shortcuts to Others' Mail

You may control how much information about your schedule (when you are busy and available) others
may see when scheduling a meseting. For people who are not allowed to see your schedule, the
Scheduler will display "Info Restricted ™

Schedule Access

wed to see your schedule information?

" Only these people and groups:

What schedule information are they allowed to see?

" Details about my calendar entries

" Only my availability

" Only my availability, except show details to the following people:

¥ Do notinclude the subject of calendar entries in details

The level of detail is set by your system administrator, but it usually includes when you are available.

Mote: Granting access to your schedule information is different from granting access to your calendar. Go
to Access & Delegation to grant access to your calendar.

[2]{x]
Cancel
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Sametime Instant Messaging

Sametime Is a chat prograin, part of the IBM/Lotus collaboration suite, which enables mstant messaging

and presence awareness functionality and more.

Adding People/Groups

1o simultancously contact multiple Sametime users, create your own group by selecting names, or adding

an existing Notes group (1.e. I'T Academuc Technology Support).

1. Click the Select icon, and from the popup menu, choose the "New Sametime Group" selection.

&) Sametime Contacts =
D.AuailableE“ et my geographic locatian...

& ;- More -

Find Mew Sametime Contact... Q

Mew Sametime Group...

Mew Sametime Server Community... | |

Bty Flhan

2. In the Add sametime Group dialog box, select either the "Add a new personal group"
or "Search for a public group".

3. To create a new group, click the Add a new personal group radio button, type in the name
of your group, and click OK

4. Chick OK to acknowledge the creation of your group by clicking

.
it Add Sametime Group

() Add a new personal group

@ Search for a public group

Search group name: it

Groups:

Name Description -

IT Academic Technolog..,

[T Do not show me this message again

IT Enterprise Applicatio...
IT Hourly Staff

m

IT Printing Services

IT Staff
IT User Support

Tl lece Covmmnnt @1 Rk,

[] Add as a subgroup to the selected group below

[ ok |[ cancal |

Your new group will display as a new entry under the Sametime Contacts panel:

(&) Sametime Contacts =

[ Available = | Set my geographic location...

& &- Mare -

Find a person Q
I IT Academic Technology Support (5/25) I
Chris Schroeder
B Dale Vickers
Eric Carpenter

Karen Long
Kate Morales
IT Staff (34/78)

Revised Fall 2015

20



LOTUS NOTES 8.5

Starting a Chat

H I=l

. . . . ) Add Contact...
Right click on the Group/Individual name listed in Add Subgroup. .. st
your Sametime Contacts panel you want to chat Rename Group. .. e
. g burgner
with, and select Chat. ?
Chat Zanet
On the Tools menu select Invite Others, review the call i Davis
list of invitees. If you wish to include other ] n
users type in the individual’s Lotus Notes name or cCullagh
the group list name in the name field. When the pne
list 1s complete, click the send button. Send ¢ JKeams
R f S time Contact List e
r B emove rrom sametime Contact LIS
iir Invite Cithers M yles
i Show Server Communities 4 ‘
Topic: | >
Evelyn Ojeda's group chat Show Online Contacts Only E 3
Choose invitees r 3t : L o T

To add people to the list, enter all or part of a name in the field below.

This will notify the mvitees to login and access the

@ Evelyn Ojeda’s group chat [started: 3:13:50 PM]

Name:
ol a chat, while launching the standard chat window on
your screen.
Invitees (3) E-mail
=] Jacquelyn Grier JGrier@mtsac.edu I
7] LaJuana Lawrence LLawrence@mtsac.edu
7] Neftali Correa MNCorrea@MtSAC. ed -

File Edit View Tools

w g o

Participants (5} Jacquelyn Grier
@ Beverly Heasley
@ Evelyn Ojeda I 1 am available I
[0 Jacquelyn Grier ~
Remove Selected B  Laluana Lawrence
Neftali Correa hello i
@ Neftali Correa .
LaJluana Lawre... hi
Beverly Heasley hi
s .« @
L [
: = ﬁ
lacquelyn Grier joined the chat. / a
~ -

To post a message, enter your text in the lower frame and click the send button.

Various formatting options are provided to change the text color and emphasis (i.e. bold, italics,
underlining, font type and indents, font style and size) as well as background color Other useful
features include emoticons, screen captures, spell checking capabilities, adding external web links, as

well as file uploads/attachments.

Revised Fall 2015

21




LOTUS NOTES 8.5

Using/Getting Help

Lotus Notes has several kinds of help that can give you immediate program and online assistance:

Notes Help (F1). Help 1s context-sensitive and provides excellent step-by-step instructions for most
tasks.

Help Search. Search help based on keywords or topics and get detailed description of the subject
or related subjects.

Learning Resources. Online learning resources including demonstrations, videos, tutorials,
reference cards, and web seminars to help you get started.

Notes Documentation. Technical documentation originally authored by IBM and released with
the product edition.

Online Support Request. help.mtsac.edu self-service portal.
Email. helpdesk@mtsac.edu
Call us. (909) 274-4357
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