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Domino Web Access - Calendar DWAOQ3

Perquisite learning card: To learn how to login to Lotus Notes webmail (Domino Web Access) please see
Overview of Lotus Notes Webmail (Domino Web Access) (DWAO1).

This learning topic outlines how to:
create a new meeting,
invite participants,

check availability, and
make the entry repeat.

1. Select the Calendar tab.

2. Click the New button on the action bar.
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B The new Calendar Entry window will open.

Tip: The default entry type is a new meeting. You can change the entry type by clicking the arrow next to
the word Meeting at the top of the window.
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3. Enter a subject in the Subject field.
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4. Select a start date and time in the Starts and Time fields.
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5. Specify the duration of the meeting in the Duration box. Use the + and — buttons to adjust it.

6. If you would like to set an alarm for the meeting, tick the Alarm box. Specify the time the alarm should
occur.

7. Enter a location for the meeting in the Location field or book a Room.

When Where
Starts: Time: Duration: : :
Location: |F'en|nsula, Bld A, Rm 2.23
Wed 09/09/2009 | |[10:30AM |+ I[]Eh 0om -*
I J I . :l Room: I
Ends: Time: .
Wed 09/09/2009 12:30PM Resource:||
Wlalarm |30 Minute(s) = Before = ] online Meeting

8. To invite participants to the meeting, click the Invite button.

Invitees

Invite: |

Optional: I
B |

B The Select Addresses window will open.
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9. Select the Monash Directory from the Search in drop down box.

(& Select Addresses - Windows Internet Explarer lEIEI&J
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10. Type the surname of the person you want to search for in the Search for field. Click the Search button.

View by: List by name -
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Search in:  Monash's Directony -

Search for: |Spencer

11. Highlight the correct person from Search results window. Then:

B If you want to invite the person, click the Invite button.
B |f you want to invite the person as optional, click the Optional button.
B |f you want to just inform the person of the meeting, click the FYI button.
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12. Click the OK button.
B The person will now be added to the meeting.

Invitees
Invite: |Ju|ie Spencer/Adm/StaffiMonash

Optional: |
B

13. To check the availability of all invitees, click the Schedule tab at the top of the window.

I}_-l Mew~ Save B Send Save As Draft Delivery Options
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14. Use the colour legend to identify if all invitees are available at the specified time.

B A green vertical line indicates that everyone is free.
B Ared vertical line indicates conflict.

Meeting Schedule

Date: Time: Duration:
Wed 09/09/2009 | ~][10:30AM  ~[02h 00m */

Wednesday, September 09, 2003

Invitees <] 07:00 ag:00 059:00 10:00 11:00 12:00PMO1:00 0z2:00 L=
Samantha Garrett/ITS/5t

In this example, the
< meeting time is not
suitable as there is a
conflict in availability
(the red vertical line)

Julie Spencer/Adm/Staff/

D Free time D Busy time D Info Restricted I:l Mo Info D Ok D Conflict

Change iz L15t| Recommended meeting times:

07/09/2009 10:45AM - 01:00PM .
07/09/2005 02:00PM - 06:00FM —
08/09/2009 12:30PM - 03:00PM | = |
09/09/2009 03:00PM - 06:00PM —
11/09/2009 08:00AM - 11:.00AM
11/09/200% 01:00FM - 06:00PM
14/09/2009 08:00AM - 11:00AM
14/05/2009 12:00PM - 03:30PM ~

Tip: Use the Recommended meeting times box to find a time when everyone is available. Alternatively,
use the Change Invitee List button to remove busy attendees from a meeting.
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15. To schedule a repeating meeting, click the Repeat tab at the top of the window.

Note: If you do not wish to make a repeating meeting, proceed to step 18.

16. Tick the Set Repeat box.

Mesting Schedule

[/|Set Repeat

Repeats Duration

Weekly v Start Date: [\ed 09/09/2009 [+]
Every T O Until [Mon 14/09/2009 |+
Sunday

Monday @ For |3 Week(s) ~
Tuesda .

e

Thursday Don't move

Friday

Saturday

17. Select the frequency and duration of the repeat.
18. When you are satisfied with the meeting, click the Save & Send button at the top of the window.

|}_—| New~| Save & Send |Save As Draft ,;_5 Forward ~ Delivery Options... Find Room or Resource = 9 'ﬁ' % @
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