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our To Do list

Assigning a category to a To Do item

To make managing your To Do list easier, you can assign categories to your To Do items. You will then
be able to sort your To Do items according to category.

1. Click on the To Do icon on the Home page to access your To Do list.

2. Click on the New To Do Item button on the Action bar.
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Samantha Garrett 11 7] New |+ Mar)ICompIete 9% CopylInto New ~ More ~ = show - || @
domino-train-a
) Subject Due Date Status Assigned To E
[fj] Incomplete + Documentation -
LAl To Dao's @ Validate new documentation & 08/M15/2008 Mot Started Julie Spencer
& Personal  Facilitator Management
?% Group @ Complete parking permits 08/04/2008 In Progress
s
BY- Eaican w Training Labs
Complete
(& other To Do

3. The new To Do item form will open. Type in your details.

m | |4 Home o ||B& Samantha Garrett-Mail 3 || @8 Samantha Garrett- Calendar Samantha Garrett- To Do 3¢ | JER -0 R EeY o s RES

flEmD=20-Ha& b 2 &% =T = =8 ¢« B [&- (s
Save and Close Mark Complete Display™
@ . I~ Mark Private |
Priority, | Medium > - |
‘ Subject | |
When: Due by: 23
Start by: =
Repeat: This entry does not repeat
Wha Assign to “ e  Others
| Category:
Description
4. To assign a category to the To Do item, click on Category.
Who: Assign to i Me i Others
Category:
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5. Select from one of the keywords in the list and click on OK to complete your action.

You can also create a new category by clicking in the Add category section. Type the category then

click OK and the task will be assigned to the new category.

Categories h E

Choose one or more categories: QK
| Holiday Lad ;
[ | Vacation Cancel

[ | Projects G+— |
[ ] Clients
[ Phone Calls =

[ Travel
[ Facilitator Management bl
| —

Add category:

Select a keyword
OR
Add a new category

The category you selected will now be displayed in the Category text field.

Subject: Email Friday's facilitators
—
When: Due by: Thu O7/08/2008 15
Start by: Wed 06/08/2008 15|
Eepeat: This entry does not repeat
Whao: Assign to: = e " Others

Category: Facilitator Management

6. Save and Close the new To Do item.

Save and Close |Mark Complete Display~

[~ ToDoEntry
L ~4 prioity Medium =
‘_\_'J d

Tip: You can assign more than one category to a To Do item.
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Expand or collapsing To Do items in the by category view

B Click on the V¥ icon to collapse (hide) your To Do items for that category.

@ To Do - By Category - IBM Lotus Notes
File Edit View Create Actons Tools Window Help

m @ /n\ Home B Samantha Garrett - Mail B3 Samantha Garrett - Calendar Samantha Garrett - To Do
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Samantha Garrett Bl %] New = Mark Complete 52 CopyInto New » More ~ ‘El Show ~|| @&
domino-rain-a i

Subject Due Date Status Assigned To
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L&) Al To Do's @ Validate new documentation &  0BM5I2008 Mot Started Julie Spencer
& personal + Facilitator Management
r_??) Eroin @ Complete parking permits 08/04/2008 In Progress
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gining Labs

Compiete 5 Setup Matheson training 12b 08/08/2008

[ Other To Da...

B Click on the » icon to expand (view) your To Do items for that category

samantha Garrett B ¥] Mew ~ [ owner Actions = Mark Complete $2 Copy Into New - More ~
domino-train-a
Subject Due Date Status Assigned To
[ incomplete w Documentation
Nl To Do's : ‘Validate new documentation s 15/08/2008  NotStated  Julie Spencer
& Personal p Facilitator Management
8, Graup _ b Training Labs
[/ By Categary » (ot Categorized) %
Complete

! Other To Do...

Linking tasks to calendar entries
A task can be linked to a calendar entry. If the calendar entry was a group meeting, the recipient would
only be able to access the task if they had delegate access.

1. Click once on the To Do item to select it.

2. Click on the Edit menu > Copy As > Document Link.

& To Do - All To Do's - IBM Lotus Notes
File §=:[i# View Create Actions Tools Window Help
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o il B> Document Link
E Delete Del CICUI'I'.'.'FI I
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% 28 FindjReplace...  Ctrl+F @ Review updated T
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IFEI Unread Marks 3
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3. Click on the Home tab and click on the Calendar icon to open the calendar tab.
4. Open the calendar entry by double clicking on it.

5. Position the cursor in the Description area.

Description l Find Available Times ]

| sttach... |

6. Click on the Edit menu > Paste.

@ test colour, coding of messages - IBM Lotus Notes

File Bl View Create Actions Text Tools ‘Window Help

E"’-T N T e ot T TR ) te:st colour coding of messag
B S @ |DefauItMuItiLinguaI v||9 v| b 7
copy As 3
alendar...
Dok (=t |
pt
i 4V

B The To Do item will be displayed as a document icon in the description area.

Description l

| @ attach.. |
[

B The To Do item can be opened in the calendar entry by double clicking on the icon

Tip: Copy as Document link is also available by a right mouse click on the To Do item.
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