Using IBM® Lotus Notes® 8.5.1 -
& & e SN RN s AT

WIS

File Edit Wiew Create Actions Text Tools  Window tTabS row to access
Search
> Center
=

H2® 2]
Click here for Home Page options w —

4

) Pérsonallie the
Welcome Page

|| 6] Oh [E
Open Mail, Calendar,
To Do, Contacts, or

other applications

Lotus. Notes. 8

Home

Standard Toolbar

T— docked position
| & hdail | Mew - j | ‘ Presentations | Mew | ‘
— | | Calendar | Mew R | ‘ _—I ‘ Spreadsheets | Mew | ‘ Lotus
Lotus Applications I < _ _ >- Productivity
| — |
I B Contacts | Mew | | | _—I ‘ Documents | Mew | ‘ Tools
5 R '
| 1] | ToDo | Hepw | | | M ‘ Notebook Mew ‘ 4
| i G [ New |
=i

Click to create a
new entw I

Click to open the
aBBIication I

Sidebar Shortcuts in

Open Sidebar Pane I

| Motes configurstion settings have been refreshed

e

=@ 7+ Office (Network)  «
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User interface

Shortcuts

To... Do This... Do This ...
Home Page Restore Press Alt+Spacebar.
Customize your Home Page Click here for Home Page options w Minimize Press Alt+Spacebar.
Open Mail, Calendar, or pen § | Maximize Press Alt+Spacebar.
other applications Click L ~
Stop operation Press Ctrl+Break.
CllckF LS o then type a Switch windows Press Ctrl+F8.
keyword. Move to next window Press Ctrl+Tab.

Find an application

M@ Home x| Open Search Press Shift+Alt+S.
[ crear] Close active window Press Esc.
Customize application Click File=>Preferences. Dynamic help Press F1.
Mail Lock user ID Press Ctrl+F5.
Preview the selected =i Move to next pane Press F6.
document Click| Open Menu bar Press F10.

View thumbnail images of
open windows

Click .

Click an application.

Use Advanced menus

Click View=>Advanced
Menus.

Identify Action bar icons

Hover over icons.

View next document

Press Enter.

View previous document

Press Backspace.

Edit a document

Press Ctrl+E.
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il Feeds = Create a memo Press Ctrl+M.
|’F —. Mark a message read Press Insert.
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Selects several messages

Press Shift+Click.
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Working with mail Working with calendar

To... Do This...

Do This...
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[l show - process meetings '
Use conversation Click | "7 choose Autoprocessing.
view Conversations, and then click a twistie Click an option in the View pane.
to view a discussion thread. FEviews =
i ; Switch the number 5] ane ey
View recent Right-click the senfjers message, of days you are 5] rwoDars
collaborations choose the sender’s name, and then | ue = e ok iiask
click Collaboration History. viewing 54 one ek
| [ one Month I
: = o L\sts
View only new or Click | S , and then click Unread
unread messages | only. Clean up your Click " and then click
File messages into | Click and drag the message into the calendar Calendar Cleanup.
folders folder. Create a Click = "~ and then the repeat
Mail Message reccurring entry link from within the entry dialog box.
To a

Working with contacts

o

Use type ahead

Ann Reed/Sales/wiw'Corp (AnnReed@wiwcorp.com)

(AP @unesrp.com). f‘

-~

- To... Do This...
Mikol AmidasiSupportiwWWCorp (Mikolamidas@wwcorp.com)
Configure mail ST Customize contact | Select a contact name, click (4 Edit,
header Click —=F& information and update the fields.
; ; |
Click the display menu and choose i i  EHehow -
) N Ee— %:me- ::/;er(\;vsbusmess C|ICk| “7 and choose
Display additional e Business Cards.
mail options Y ::::;n;:f’:fr:;i:ms Start a Chat or Select a contact name, then click
Oplions | Beratenoare Send an E-mail the Chat “! ~ or E-mail = icon.
Add a Follow up _P § ) .
flag to a message Click ! and choose Quick Flag. View by company | cjick ﬂ, By Company
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