In Lotus Notes

In Outlook Web App

In Outlook Desktop Application
Read and View messages for quick review and response through the preview View messages for quick review and response through the preview pane. Reply, View messages for quick review and response through the preview pane. Reply, reply
reply to pane. Reply, reply to all, or forward from within the preview pane. reply to all, or forward from within the preview pane. to all, or forward from within the preview pane.
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send anew | your message, and then choose Send right from the message message, and then choose Send right from the message window. choose Send right from the message window.
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Create a 1. Right-click the folder arrow, click New m_ 1. Right-click on a folder or click on the + sign to create a new folder. 1. Right-click on a folder, New Folder. T
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Task In Lotus Notes In Outlook Web App In Outlook Desktop Application

Create an 1. Choose Actions > 1. Choose Settings & > Automatic replies. m 1. Choose File > Automatic Replies (Out of Office).
out of office More > Out of _ 2. Choose Send voe  x 2. Choose Send Automatic Replies, enter the dates of your absence, and then
P Office. ] automatic replies type your message.
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Create an 1. Choose File > Preferences. 1. Choose Settings & > Your app settings > Mail. 1. Choose File > Options > Mail. Under Compose messages, select
email 2. Choose the Signature tab, and then  — .. "7 2. On the left pane, expand the Mail section, then Layout and select Email Signatures.
signature type your email signature. e : signature. 2. Type your signature, and choose default signature options (as desired).
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Access and 1. Choose File > Preferences. 1. Right click the applicable folder (e.g. — 1. Choose File > Account Settings > Delegate
Delegation | 2. On the left pane, expand the Mail section, then choose Access Inbox), choose Permissions. A AT - Access. Click Add.
and Delegation. 2. Choose the + sign and enter the name [] = 2. Type the name of the person whom you want ngs
3. Add the person to be assigned access. of the person to be assigned access to A to designate as your delegate, or search for
4. Assign permissions. the folder. Rt L susthen and then click the name in the search results
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