MONASH University

Create new contacts in the contact list

Monash Messaging — Lotus Notes

You can create a contact directly in the Contacts tab, or based on the sender of a mail message you

received.

Create a new contact based on the sender of a mail message

1. In your Inbox highlight the mail message.

2. Click on the More button on the Action bar and select Add Sender to Contacts.

£] New - &) Reply - & Replyto Al - [ Forward = [ < [ - ﬁl Wore } Q-

|§I S -

= 1Sender Subject
& Wail Router Message Recall: test colour coding of messs
& Julie Spencer test colour coding of messages

& wis train1 Testing Lotus Motes

= Julie Spencer report as requested

& gimran Sohal Far Info: contacts

& Julie Spencer ** Lotus Motes Reference Card Developrment]
Gormnik

s Blai Boear P o = T PSP

Preferences. .,
Qut of Office...

Block Mail from Sender...
Schedule a Meeting ...

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

Mail Rules

Size
Tk

[

|3

irre far T Carnils

ALAGANNT ATES DN

3. The Add Sender to Contacts dialog box will open with the sender’'s name in the relevant fields. Add

any additional details in the Basics tab.

Add Sender to Contacts
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Title:
Firstname:  |Megan |
Middle name: | |
Lastname:  |Brownlie |
Suffix: | v|

4. Click on the Advanced tab to view the mail address.

Add Sender to Contacts
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Mail system:

N

E-mail address:

|Megan.Elrownlie@med.nwnash.edu.au |

Routing domain(s): |
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5. Click on OK to complete adding the sender to your contacts list.

Tip: You can also use right-mouse click on the mail message to select the Add Sender to Contacts
option.

Create a Contact in the Contact tab

1. Open the Contacts tab. If the Contacts tab is not open, click on Contacts from the Home Page.

2. Click New to create a new contact.
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3. The New Contact form will open. Complete the required fields and click Save and Close to save
your changes.
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>'< Save and Cloze Save and Add Another | Select Address Format...

ﬂ Contact Marne: " |
Company Mame: | | Joh Title: |

E-mail: Addrezzes:
Business: | | Buzinesz
Fersonal: | | Strest ‘ ‘
Azsistant: | | City: ‘ ‘
Eusfincss 2 | | StatefProvinoe: ‘ ‘
R, | | TIPPostal code: } }

Countr/Region:

Phone Mumbers:

Personal:
Buziness: | | Street: ‘ ‘
Harne: | | City: ‘ ‘
tobile: | | Statel/Province: ‘ ‘
Fax: | | IIPiPostal code: \ \ j
Fager | | Country/Region: ‘ ‘

Dther Information:

kMeszaging ID:

Department:

Location:

kManager:

Azgistant:

Wwehzite:

Elog Site:
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