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Monash Messaging — Lotus Notes
Contact categories C002

Each contact you include in your Contacts list can be assigned a category. Contacts with categories
can be easily sorted and filtered. You have the flexibility of creating categories to suit your work
preferences.

1. Open your contacts by clicking on the Contacts icon on the Home page.
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2. Double click on a contact name to open the contact details.
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3. Click on the Edit button on the Action bar to open the editing screen.
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4. Scroll down to view the Category text field

5. Click in the text field for Category and type in your category.
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B Alternatively, you can click on Category to access the list of Categories. Select a category. Click on

OK.
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6. To create a new category, click in the Add category text field to create a new category.
Note: you can have more than one category assigned to your contact.
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7. Click on the OK button to complete your action.

8. Click on the Save and Close button on the Action bar to save your changes.
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P Contact Name: |DE|3'T1€ Sikma |
Company Name: |Monash University Job Title: |Client Services Officer |
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To view your contacts by category

1. Click on By Category in the View Selection panel.
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2. Expand the category to view the contacts by clicking on the » icon.
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3. Your contacts will be listed alphabetically.

4. Click on the ¥ icon to collapse the list of contacts.

To view your contacts as business cards

1. Ensure you are in the My Contacts or Recent Contacts view.
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2. Click on the Show button and select Business Cards.
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3. To return to the list of contacts, click on the Show button again and select List.
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