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Changing Deskmail

Customize Your Toolbar

If you frequently want to change font sizes or styles, or have other tasks you use regularly, you may want
to customize your toolbar to include the buttons that will meet your specific needs.

1. Select ‘File’ (upper left corner) and then select ‘Preferences...’

IHE Edit Wiew Create Acti

Mew L4
Open 4
Close Esc
AutoSave L4
Application 4
Replication 4
Locations L4
Page Setup...

Preferences...
Properties Alt+Enter

Security 4

Sametime L4

Close all
Exit

2. The “Preferences” screen will appear, expand ‘Toolbar’ then select ‘Customize’

ﬁ Preferences

Customize
Accounts
Activities Toolbar to Customize
Basic Mokes Client Configur atior " . L
o | Universal v | [] Show Context Sensitive toolbars in list

Calendar and To Do
Composite Application Editor

Available Buttons

Contacts
Feeds % Categorize 7 Create Folder L_ﬂ Create Hotspot Rectan:
Fonts |Z|9 Edit Document & Create Fom ﬁ Create Hotspot Text Poy
Haome Portal Account ] Forward as Mail =, Create Graphic Button fﬁj Inzert Column in Yiew
t::a;::z P‘_f Create Agent “Q Create Hotzpot Button Eﬁ Append Columr in Wiew
Log Sektings 0 Create Ellipse @ Create Hotspot Circle fﬁ Inzert Shared Field
Tail lf"! Create Field 8 Create Hotspot Polygon I'E'IJ Inzert Subform
Mates Ports
Regional Settings £ | >
Replication B -
Sametime Sort Buttaris v| Add Button | Remove | Mew v| Edit...
Search

Toolbar Contents

P@sﬁs%%@@@&@&aﬁ

[=- Toolbar
Custamize

‘Web Browser | Reorder Right '::>|
Widgets
Windows and Themes |

Restore Defaults

Ok ] [ Canicel




3. Select the ‘Toolbar to Customize’, scroll through ‘Available Buttons’ selecting those that are
wanted and select the ‘Add Button’ button to add them to the contents list. To remove a toolbar
button, in the ‘Toolbar Contents’ select the button to be removed and select the ‘Remove’ button.

@ Preferences

Customize
Accounts
Activities Toolbar to Customize
Basic Motes Client Configuration - .. .
Calendar and To Do |Un|versa| V| [ Shaw Contest Sensitive toolbars i list
Composite Application Editor @able B@
Contacks - -
Feads % Categorize 5 Create Folder L_ﬂ Create Hotspot Rectan:
Fonts |Z|9 Edit Document 8] Create Fom ﬂ Create Hotzpot Test Po)
Home Partal Account iZl Forward as Mai &, Create Graphic Button  f[j  Insert Column in View
tlve :-_EXt P‘_f Create Agent g Create Hotzpat Buttan Eﬁ Append Column in igw
ocations - ) ) )
Log Settings » Create Elipse @ Create Hotspat Circle Lf'ﬁ Inzert Shared Field
Mail lf"! Create Field a Create Hotzpot Polygon IE'IJ Inzert Subform
Motes Parts
Regional Settings | >
Replication
Sametime Sort Buttons v| Add Buttan | Remove | Mew v| Edit...
Search
Spell Check Toolbar Contents
= Tookar EiEFERXRLEADSRACEDE 2 &
Customize
Toolbars
Web Browser Reorder Righ
ght o>
widgets Q Q
Windows and Themes | Festore Defaults |

- [B)X)

Select “Toolbars’ and verify that the toolbar that has been customized is visible. If the toolbar has

a check mark it is visible, if not select the box to place a check mark next to the toolbar.

@ Preferences

bype filer text

Accounts
Activities
Basic Motes Client Configuration

Toolbars

Ayallable Toolbars:

Calendar and To Do Wisible | Toolbar Title & Context Sens. | From RS | Default

Composite Application Editor V] Uriversal Ma Mo Yes
Contacts Editing Mo Mo Yes
Feeds Mavigation Mo Ma Yes
Fants | Addresz Mo Mo es
:3:?::::3 Acount Wiew Mo Mo es
Lacations Test Properties Ma Ma Yes
Log Settings Table Properties Mo Mo Yes

Mail Mobile Mo Mo Ma
Motes Porks V| Instant Meszaging Mo Mo Yes
Regional Settings

Replication

Sametime
Search - o
spell Check [] Shaw Contest 5 ensitive toolbars in list

(=) Toolbar

BFSEXRDADAEACE B i

Mew Toolbar |

Impaort... | |




5. When changes have been completed, select ‘OK’ to save the changes.

Windows and Themes | Restore Defaults |

|
hd

@ Cancel

Modify Your Columns

If you need more space to view your mailbox, expand the view area by selecting column bar on the left
side of the view and dragging it further to the left

(#) || Email Administrator B ] mew - =] Reply ~ &EReplyto Al » (2 Forward » [ ~ = + T More - & Q) ~ ‘I%I Shiowe
stemla
& || = Sender l» Suhbject Date v Size & |
1 Inbox (1) - -
4 Carl R Prince New Email 08/06/2009 01:41 PM 2K
&} @ Drafts
=1 gent
@ = Follow Up Select this column, hold down mouse
(@ || Al Documents button and drag to the left
@ || C@dJunk 7
[ ﬁ Trash
|| 27 Chat History
F'P [E=N T
(7= || Email Administ... B || & noy - g Reply - &EReplyto Al - 62 Forward + [+ = - T More - @ Q - H show
stemlla
& B 15ender I Subject Drate v Size &
& Inbox (1) - -
r Carl R Prince New Email 08/06/2009 01:41 PM 2K
= @ Drafts
=1 gent
G‘:B ]> Follow Up
1@ L) All Documents
@ LA Junk
[ ﬁTrash
|| 27 Chat History
F'P T iemare

These changes are automatically saved when the mailbox is closed.



Creating eMalil

Text Formatting

Although you can change the font, size, style and color of your eMail text, please remember that the
receiver may not be using Webmail or Deskmail and, therefore, may not see your formatting.

The primary options for formatting text can be broken into the following categories:
e Font

e Sijze
o Style
e Color

The easiest method for changing text formatting is to start by displaying the Text Properties box. Then,
select the text and apply the options desired.

To display the Text Properties box:
Select text to be changed, right-click on the text and select ‘Text Properties’

Send Send and File... Save as Draft  Delivery Options.. ]/' (? Display~ More~

mgla == bt thic toeet sl mod e cnloct

. - Cut Chrl+¥
Email Administrator Copy Chrlac
Cleveland State University
Paste Chrl+y
Forall computer related quest)  yarmal Text Chrl+T he IS&T Call Center at:
. Tkalic Chrl+1 .
LUREL hitp: pwenewe csuohioedy,  goy Chrl+B trml to report anissue 24 hours a day
P&Dnle: 2 ﬁ-BB?;EDéD (SB'EF‘ o Underline Chrl+U
ebail : call center@csuohioed ,
Align Paragraph 3
Lisk »
Find/R.eplace Chrl+F
v Instant Spell Check
Print Chrl+P
Search 3




The ‘Text’ formatting screen will appear you can change the format of the text or by selecting the second
tab add bullets, change the alignment, etc. Note: not all of the bullet type may work on your PC.

Fant Size Style
Corbel oA 10 A Plain A~ dignment £ E E =
Cordia Mew T . _
Courier Firstline = = "=
Courier Mew - 4 nderl .
Curlz MT £ Strikethrough List

' Default Monospace % 14 % Superscript %

Spacing

= Roman [lowercaze)

Additional text formatting options can also be located by selecting ‘Text’ (located at the top of the
screen). Select the text in the body of the note that is to be altered and make the appropriate changes by
selecting the option in the list. Note: your cursor must be located in the body of the eMail for this list to
display properly.

Lotus Notes
Actions WA Tools  Window  Help
Text Properties Ctrl+kE

Permanent Pen L4
@ Highlighter 4
Pass-Thru HTML
dFile... s =
Mormal Text  Chr4T
Ia: 7 Italic Chrl+I
o b Bald Ctrl+B i
Underline Chrl+U —
dee Strikethrough ——
Subject: EFfects | S
Calor T
Enlarge Size Fz
Reduce Size  Shift+F2
stratar Align Paragraph 4
ite Uniy| LSt i’
Spacing 4
% Indent Fé
ter relat & outdent Shift+Fg  BBSE COr
i, CS L Aipply Style ' afcall ce

Cut & Paste
You can cut, copy and paste in Deskmail, just as in Word...

Highlight text, right-click, “cut” or “copy
Move to new section, right-click, “paste”

You can also add these buttons to your toolbar



Delivery Options

Delivery options are set for each eMail at the time it is created. Changes made to the delivery options
cannot be stored and made as the default for future mailings. However, if a stationary is created and used,
these settings can be customized and saved within the stationary.

When creating an eMail, select ‘Delivery Options’

Send Send and File... Save as Dr: Delivery Options.. - (& Dizsplay> More™

— Tor |

Select the desired options and when complete, select ‘OK’ and continue with creating/sending the eMail

| Acvanced]
Delivery Options Cancel

Impaortance: |N0rma| V| [ Return receipt
Delivery report: |On|y an failure V| ™ Prevent copying
Delivery priority: |N0rma| V| W tuto spellcheck

™ Mark Subject Confidential

[T Do not notify me if recipient{s) are running Out of Office

[~ Do not expand personal groups

Security Options hood Stamp
[ Sign Mormal e
[ Encrypt

[T Save these security options as the default

Delivery Options m

Basic ] Advanced l
workflow Administration Cancel

Stamp meszage with a 'Flease reply by' date
(Flaces message in sendet's and recipients' To Do list)

Expiration date:

(Used by archive criteria that select based on expiration date)

FReplies to this memo should be addressed to:
e
| Mote: You can prevent Out of Office notices from being sentto this address by

selecting the "Do not notify me if recipient(s) are running Out of Office”
checkbox on the Basics tab.

Internet Message Farmat

MIME Character Set: | Default v

[T Send this erail to other Notes mail user(s) through the Internet




Change Your Letterhead

You can change your letterhead by selecting a new one from a list of system supplied letterheads. This
change will become your default letter head and will be used on all eMails you send. When using a
letterhead, only those account that use Deskmail will be able to view the letterhead. Any account outside
of the CSU domain will handle the letterhead based on the settings as defined within their system.

1. Select ‘More’ and then ‘Preferences’

¥] Mew ~ /=1 Reply ~ &EReplyto all + L2 Farward ~ [ - [= - T Mo@gﬂ Q-

& !Sender I» Subject

Carl R Prince Mew Email

2. Select the ‘Mail’ tab and then the ‘Letterhead’ tab; select the desired letterhead and select ‘OK

when complete

Preferences. ..

Out of Office. ..

Copy Inko Mew

Add Sender to Contacts. ..
Block Mail from Sender...
Schedule a Meeting ...

Mew Message with Stationery..,
Mark/Unmark Document As Expired...
Create QuickRule. ..

Mail Rules

Preferences [ x|
kil l Calendar & To Do ] Accesz & Delegation ]
Basics ] Letterhead l Signature ] Follow Up ] Attention Indicators ] Cancel

Letterhead: Preview:

Mo Letterhead fas

Adirondack Chair

Architect -

Bruchu ;ng Kail _ Letterhead preview

Clouds Samantha Daryn to: Cathy Robhins
Ervelope

Fizhing Gear b




Add a Graphic to Your Signature

You can change your signature from simple text to also include a graphic design. You can have the
graphics in place of the text signature or in addition to.

1. Expand ‘More’ and then select ‘Preferences’
¥] Mew - /=1 Reply - &l Replyto All » 2 Forward - [ - [= -~ [ Mo@C;J Q-

Prefel 5.
Quk of Office. ..

= !Sender [ Subject

Copy Into Mew 3
Add Sender to Contacts...

Block Mail from Sender...

Schedule a Meeting ...

Mew Message with Stationery...
MarkfUnmark Document As Expired...
Create QuickRule...

Mail Rules

2. Select the ‘Mail’ tab and then the ‘Signature’ tab

Preferences

4 ail l Calendar & To Do l Access & Delegation l

Basics l Letterhead l Signature l Fallow Up l Attention Indicators l

3. If you already have text in the signature field, it will appear in the signature field; otherwise the
field will be blank. Locate the cursor where the graphic is to be located. Expand the font button
in the ‘Signature’ field and select ‘Graphic’. Expand the same button, and select either ‘Paste’ or
‘Import’. Select ‘OK’ when complete

hdail l Calendar & To Do l Accesz & Delegation l

Basics l Letterhead l Signature l Follow Up l Attention Indicators l Cancel

Add a signature, such as your name and contact information, to the messages you send. You can add text,
graphics and attachments (such asz wCards) uzing the 'T' control below. To usze additional rich text features
(such as fonts and HTML links), create vour signature in a rich text field elsewhere (zuch as the body of a
Motes message) and then copy and paste it here.

Mote: The rich text signature iz stored in your mail file o that the signature is available on any computer
where you uze Motes,

V¥ Autornatically append a signature to the bottorn of my outgoing mail messages

Signature
i

E mail Administratar
Clesveland State University

For all computer related questions ar problems. please contact the [S&T Call Center at:

IUEL - hitp: /A ceuchio.edu/officesfistineedhelp/call_center html to report an issue 24 hours a
clay

Phone: 216-687-5050 (select abo
2hdail © call. center@csuohio.gdu T~
Graphics...

Attachments. ..
Text

Paste
Import...




Re-usable “Form” Letter (Stationary)
Create a Stationary

You can create a message template that you can save and reuse. This eliminates the need to recreating an
eMail that is sent out numerous times, such as eMail welcoming new students to a specific program,
monthly reports to a supervisor, etc...

When you create a stationary, enter all of the standard information that you want to include, can include
eMail addresses in the “To”, “Cc” and “Bcc” fields, the subject and the body of the eMail. Please note:
when the delivery options are defined in a stationary, they remain in effect for each time the stationary is
used, there is no need to define the delivery options for each send, as you do in a standard eMail. Once

completed, save it and assign it a name associated with the purpose of the eMail so it will be ready for
when you need it.

1. Expand ‘Tools’ and select ‘Stationary’

Email Administrator 5|
stemlla

&]Inbox

jT Drafts

=7 sent

= Follow Up

L) All Documents
LA dunk

L;I]‘Trash

¥ Chat Histary
e | -

Wiews
Folders

_ Archive

“g Tools

@ Rules

& /

gz Cither Mail

2. Expand ‘New Stationary’ and select either ‘Message’ or ‘Personal’. Message is in the format of
the standard eMail, whereas, the personal format includes are area for header and footer
information for such things as letter heads or other forms of graphics and text

¥ Mew » Mew Statione@jl

= & Sta Message |

Personal
* Memo Stowewes .




3. Enter the contents of the new stationary. Once it is in the form you desire, select ‘Save’. At this
point the system will request you enter a name for the stationary. This is so it can be easily
identified and located in the list. It is recommended that the name reflect the purpose of the
eMail.

Lotus Notes

= To: I
EE Co what would you like to call this stationeny? | 0Ok |
- | ' I
Bce: Cancel I —
Subject:

Use an Existing Stationary

=

Expand ‘Tools’ and select ‘Stationary’

Locate the stationary to use, double-click on it to open it

3. At this point, the system treats the stationary as a regular eMail. Fill in the eMail address or any
other information needed within the body and send as normal

N

Email Administrator B || ¥ Mew + Mew Stationery = [& Edit Rename i More - @ Q) -
stemlla

= & Stationery Recipient Date
&]Inbox -

» Memo Stationery

@ Drafts
. o Mew Name 11/0852006 10:26 AM
=7 Sent

o Mew eMail address assigned 110952006 09:12 AM
= Fallaw Up

il ehdail address does not match listed name 1102872007 09:00 AW
=) All Documents
[ unk o forwarding removed 0901952008 10:56 AM
@Trash :
(ﬁ Chat History il Mewy fac staff from student 0972372008 10:10 AW
i il userid userid 05/0172009 08:31 AM
e Views
Folders
Archive
—@Tools

@ Rules
& Stationery

58 other mail

10



Printing eMail — Display All Name

When you receive and eMail with numerous addresses listed it the “To” and “Cc” fields, when printed
there are times you would like the list of all of those addresses to also be listed on the print out in their

respective fields.

1. Print the eMail as you normally would
2. When the ‘Print Document’ screen appears, select the ‘Page Setup’ tab and select ‘Expand Names

field contents. Select ‘OK’ to send the document to the printer.

Print Document [ |
% Printer 1
Above header | 01.5" — Size | Paper in printer w
Above body |1 —
Below body |1 »—’f =
Below footer | 0LE"
AJ L (%) Partrait
Left |0 Right |0 () Landscape
First page Auto Select v Start page numbers at - |1 E|:
Frint k:
Other pages | Auto Select v O [_m IS
[ L etprstTelt and ngre marg
Expand Mames field contents
Reset Ok Preview... Cancel

Managing eMail
Sort Your eMail

You can quickly sort your mail by moving your cursor over the heading of a column. When this is done,
a sort arrow will appear (if no arrow appears the column cannot be sorted), select the column heading and

it will be sorted.

Arrow definitions:

- Currently unsorted, will be sorted in ascending order when selected
-* - Currently sorted in ascending order

v . . .

— - Currently unsorted, will be sorted in descending order when selected

¥ - Currently sorted in descending order

11



In the example below, the email is sorted by the subject in ascending order.

¥] Mew ~ /=] Reply ~ &l Replyto All » (2 Forward = [ ~ [= ~ [l more - & Q) ~ ‘l% Show ~
& !Sender l» Subject 4 Date Size & P
~

Carl R Prince new email 080772009 01:59 Pl 2k

Note: you can only sort by one column at a time.

Locate eMail by Specific Word

If you need to locate an eMail that contain a specific word(s) in the “who’ or the “subject” field, you can
use the ‘Find’ feature. When this feature is executed, it will only search those items listed in the current
view. If you have created personal folders, or are unsure as to the location of the particular eMail in

question, it is best advised that the ‘All Documents’ view be opened before executing the ‘Find’ feature.

The ‘All Documents’ view is just what the name implies; it will list all items in your mailbox. The item
could be in any personal folder, any system folder, such as sent or Inbox, or could even be a calendar or

To Do item. To open the ‘All Documents’ select ‘All Documents’ listed on the left.

Email Administrator 7
stemlla

£ Inbox (2) 4
ﬁ Drafts
=1 gent
Follow Lip
) All Documents

N\

ﬁTrash
S5 Chat Histary

.,
Az Views

To start the ‘Find’ feature

1. Open the view to search
2. Select the ‘Find/Replace’ icon (binoculars) located in the toolbar

AreSxaXDXR)oHE & L1190

12



3. The ‘Find’ screen will appear, enter the criteria to search for and select the ‘Find Next’ button.
To refine the search, expand ‘Find Options’

Find [X]
Find | new mail b
ind Options...
Match: [] Case sensitive Direction: | Farward v
[ Accent sensitive wirap at startfend
[J'wihale words
Find M ext Close |

4. If anitem is located that matches the search criteria, the view will automatically advance to the
item and highlight it. If you want to continue the search, select ‘Find Next’ until the item you are
searching for is located. If no item is located, an error will appear indicating this. To exit this
feature select the ‘Close’ button

Search for Text Anywhere
More useful than the ‘Find’, the ‘Search’ feature allows you to search in any document for the text

anywhere, in other words, searching for the word “lab” will display all the emails with the word “lab” in
and of these fields:

e Who
e Subject
e Body
You can also set it to search regardless of type of document, so you can search in:
e Email
e Calendar
e ToDo
e Journal

To start a search
1. Select the ‘All Documents’ view (this enables you to search everything in your mailbox)

Email Administrator Tl
steml1a

&Inbox

_ﬁ Drrafts

= Bent

= Fallow Up

) All Documents
LA Junk
ﬁﬂTrash

¥ Chat History

13



2. Select ‘All Documents’ from within the search bar

=0

v B= All Documents r

ate Lo Al Mail
— 5] Al Calendar
— Al contacts

BIOE 37 Yahoo! Search
Google Weh Search

BIOE

(4, RecentSearches b
BOE [ Advanced 4
RING

3. Enter the search criteria within the search bar

@ Baf(N-202%2=-RBHeD G be > Q
(_'l Mew ~ =1 Reply ~ GEReplvto Al + (2 Forward ~ [ - [F - [ More - & Q) ~ ‘l%l Show ~|

If there is no search bar on the client, right-click on the toolbar, select ‘Toolbar’ and then select ‘Search’.
The search bar will then be made available.

1RE9
padres L
= I @ Q Toolbar Preferences. .. Editing |
Ei e Language [_
Folder Date Mabile
Mavigation

Backups 08/05/2009 1

Search
Backups 08/06/2009 0  Table Properties

Texk Properties
v Lniversal

ition Process ran with no Accounts 08/06/2009 0
Deleted

Wiew
ast 5 min. Purge in 7 08/06/2009 0=

The results will be all documents (regardless of type or folder currently located in, that contain the search
criteria entered. A search bar will appear at the top of the view, to return to your full ‘All Documents’
view, select ‘Clear Results’ on the bar.

¥] Mew + /=1 Reply + &ElReplyto All » 2 Forward = [ » [= ~ [ More - & Q) ~ ‘El Show -

0§ 705 documents in Yiew 'All Documents' matched your search. Not indexed ? X
Search far |bEleUp Searcl Clear Rezults | | > | b hore
\

14



Manage Your Folder
Once you have created folders, you may want to delete or rename them.
Delete or Rename Folder

Right-click on the folder name and select the desired option:

[z Folders

=) Addressed (9
[~ Backups (696
[} Change Requ
[ Hires & Term¢
=i Purge in 7 days (4
[ spam

Remove Folder
Rename Folder .,

Create Nested Folders

To create a folder within a folder, right-click on the folder that is to be the parent folder, and then select
‘New Folder’.

[[=| Folders
=) Accounts Deleted (14)

.= Addreg=ad tm
......................................... o

Mew Folder...

= Change
[ Hires 8
= Purge i
[ sparm

Archive

Remdve Folder
Rename Falder ...
Design Folder. ..

Color Code eMail for Easier Identification

To quickly indentify eMail received from special people, you can change the color of either the
background or text of the eMails.

1. Select ‘More’ and then ‘Preferences’

i More ~ & Q3 -

Pref Booo
Qut of Office. ..

Copy Inbo Mew ]
Add Sender to Conkacts. ..

Block Mail from Sender...

Schedule a Meeting ...

Mew Message with Stationery. ..
MarkfUnmark Document As Expired. ..
Create QuickRule...

Mail Rules

15



2. Select the ‘Mail’ tab and then the ‘Attention Indicators’ tab. Enter the eMail address, or select
the addresses from the directory, in the ‘Sender names’ field, set the ‘Background’ and ‘Text’
colors, when complete, select ‘OK’

Preferences m
kdail l Calendar & Ta Do l Access & Delegation ]

Basics l Letterhead l Signature l Follaw Up l Attention Indicators l Cancel

Sender Indicators

hake it easy to spot meszages from important senders in your Inbox by assigning unique background and
text colors. Sender names are not caze-sensitive. Group names are not supported.

Sender names: (Enter one or more) Background: Text:

\' - .
‘ Select to open the

‘ directory
Restare Default Colors

Recipient Indicators

Selectthe recipient indicators to display in your Inbox. These icons identify mail that has been sent to you
only orto a few people only.

@ [ dail sentta rme only
@ [ bail zentto no maore than this number of recipients in the To field

O [T hail sentto me as a cc

The zelected icons apply to your Motes address. To display them for other addrezzes (zuch as vour
internet address or the name of a group you are in), specify one or more addreszes:

=

16



Advanced Calendaring

Color Code Calendar Entries for Easier Identification

To quickly indentify calendar items by type of entry, you can change the color of either the bacjkground
or text of the entries.

1. Select ‘More’ and then ‘Preferences’
2. Select the ‘Calendar & To Do’ tab and then the ‘Colors’ tab. Select the color of the background
and the text for each “Type”. When complete, select ‘OK’

Preferences | %]
I il l Calendar & To Do l Accesz & Delegation l
Displayl Scheduling l Alarms l Autoprocessing l Colors l Rooms & Resources l Cancel

Calendar - Colors

Calendar Entry Colors

Twpe: Background: Text:
Appointments: l:l _Z|
All day events: l:l _z|
Anniversaries: l:l _Z|
Mews (unprocessed)

meetings: l:l _3
Cancellations: l:l _Z|
Restore Default Calars

17



Set Default Alarms

When creating a calendar entry, you can set an alarm for that entry. You can also set defaults for entries.

1. Select ‘More’ and then ‘Preferences’

2. Select the ‘Calendar & To Do’ tab and then the ‘Alarms’ tab. Select the type of entry to set the
alarm, and the time for that alarm to activate.

Preferences | x|
e ail ] Calendar & To Do l Access & Delegation ]
Display] Scheduling ] Alarmsz l Autoprocessing ] Colors ] Fooms & Resources ] Cancel

Calendar - Alarms

Alarm Motification

¥ Dizplay alarm notifications

Turn on alarms for:

W Appointmentsiteetings 15 minutes in advance

™ Reminders a minutes in advance

[T Al day events 1 days in advance

r A i aries 1 days in advance

W ] 2 daws in advance of due date

Default sound v| Play

*Mote: To zet an alarm for Event Announcements, use the Appointments/Meetings entry

Note: alarms are set for ‘Appointments / Meetings” and ‘“To Do’. The remaining entry types do not have
any alarms settings.

From eMail to Calendar or To Do

If you receive an eMail with information you would like to either schedule ion your calendar or turn into
a To Do item, you can quickly do this by, from the view or from within the eMail, selecting ‘More’,
selecting ‘Copy Into New’ and then selecting either ‘Calendar Entry’ or ‘To Do’.

W@ e Q- E
Preferences... Size
Qut of Office. ..

[2009 01:47 PM

Copy Into Mew Message T
Add Sender to Contacts... Calendar Entry

Block Mail from Sender... ToDo
Schedule & Meeting ...

Mew Message with Stationery..,
MarkfUnmark Document As Expired. ..
Create QuickRule, .,

Mail Rules
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Notes Minder — Notification Even When Deskmail is Closed

Notes Minder checks your mail and monitors your Calendar alarms without Notes running. When Notes
Minder is active, it displays an icon in your system tray. The icon changes depending on the current
status of your mail application; for example, to let you know you have unread mail or to remind you about
a calendar entry that you had set an alarm to.

If you want to open Deskmail just double click on the Notes Minder icon and Deskmail starts up. When
done, shut Deskmail down and Notes Minder will continue to run. It uses the same password as
Deskmail.

Set-Up Notes Minder
1. Select ‘Start’
2. Select ‘All Programs’
3. Expand the ‘Lotus Applications’ folder
4. Select ‘Notes Minder’

1:56 PM

Notes Minder will display a red blinking envelope when new mail is received.

Menu Options

Right-click on the Notes Minder icon

Open Notes
Check Mow
Wigw Mail Surmmary. ..

Properties. ..
| v Enabled
| Exit

Open Notes: launches Deskmail and opens your mail application
Check Now: checks for unread mail

View Mail Summary: displays the sender, date and subject of unread messages. To read the full context
of a message, double click on the item

Properties: displays the Notes Minder properties dialog, which is used to change the configuration
settings, such as setting visual and audible notification

Options for Lotus Notes Minder E\

Enabled: toggles Notes Minder on and off without shutting e Natean % S b
—_— Udible Motncatoh v [nlR et armE

down Iv Visual Motification for Mall m

. . Frequency
EXIt ShUtS dOWﬂ NOteS Mlnder Check for Mail Every |19 Minutes
[ Disable Checking
Notes Minder Properties
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