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Monash Messaging — Lotus Notes

Domino Web Access - Contacts

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:
B view contacts,
B create contact groups, and
B create groups.

Note: Lotus Notes can be configured to replicate contacts between the desktop client and DWA client. This
means that any contacts created in the desktop client are available in the web client, and vice versa.

To learn more about this, please see Accessing Contacts via Web Client (CO13).

Viewing Contacts
1. Click the Contacts tab.

Welcome, Samantha Garrett @ I Am Active -

Welcome Mail Calendar Ta Do Notebook

My Contacts Contacts

®  All your contacts will be shown in the Contacts window.

2. Use the view panel at the left of the screen to select how you wish to view your contacts.

Welcome, Samantha Garrett @ I Am Active

Welcome Mail Calendar To Do Contacts - [ EN1E

My Contacts Contacts

&,Vl'ew by name ﬁ ffNew~ [ZiForvard ~ Open 5 ﬁ
ﬁ\flew D=L All Namea Phaoi

[ielView by company A Garvin ., Rhonda
WﬂD’ther Contacts B, Gay , Mark Office
C Cell: 1

Tip: All contact groups are displayed in the contacts window as a bold font.

Domino Web Access - Contacts (DWAO04)
V2.0 1



MONASH Universi
&

Monash Messaging — Lotus Notes

Create Contacts
1. Open the Contacts tab.

2. Click the New button.

Welcome, Samantha Garrett @ I Am Active -

Welcome Mail Calendar To Do Contacts - [T AT

My Contacts Contacts
L view by name : New |« | ) Forward ~ Open :
Ay EETmE 5 a
@ View by a-mai _A" "., é — Phon
d-_m_‘u"lew by company ‘Sl Baker ., Candice

@Dther Contacts B B Elair , Kathy Cell: O

c Brwpen

B The Contact Information window will open.

3. Enter all the required details for the contact.

'FTE Contact information: - Windows Internet Explorer

|11-r' https://staff-au-cluster-2a.its. monash.edu.au/mail?/samg.nsf/(SContacts)/Snew/?EditDocument&Form=h_ - ﬂ |

|'>_-| MNew - [—IEEESEVE & Close Save 3 @
D Confidential I
Title First name Middle  Last name Suffix
M. =[[sohn | [Smith | -
Default E-mail: Workleohn_Smith@hotmail.cum
WL Home | General | Certificates
Phones: Business:
work ~| [9576 5409 Job title: |
Work faxj I Company: I
Pagerj | Department: |
Assistantj | Assistant: |
E-mail and Web address: Business address:
Work 2 -
J I Street
Work Bj |
- URL | | City |
. State |
[ Zip |
Country/ I
Region
Done [ € Internet | Protected Mode: Off H100% -

4. When you have finished, click the Save & Close button at the top of the window.
B Your new contact will be added to the Contacts list.
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Create Contact Groups

1. Open the Contacts tab.

2. Click the arrow next to the New button, and select Group.

Welcome, Samantha Garrett @ I Am Active -

Walcome Mail Calendar To Do
My Contacts Contacts
&"Hl’ew by name £ B New - ,;_::', Forward f Open
i@ View by e-mail All Contact
ihview by comeany || I W [y
E;,Dther Contacts B Message
C Phone Message
Meeting
D Appointment
E Motebook Page
F Reminder
To Do
=
[ T [N [ J——

B The E-mail Group window will open.

3. Enter a name for the group in the Group Name field.

r i |
€& E-mail Group - Windows Internet Explorer - - - - E@lﬁ

|11r' https://staff-au-cluster-2a.its.monash.edu.au/mail7 /sarmg.nsf/(5Contacts)/Snew,/7EditDocument&Form=h_P: - % |

I}j Mew~ Sawve B Close Save B@ @

D Confidential

Group Mame: ||"u"|'y" team

Description: |

Members:

Done [:§ €D Internet | Protected Mode: Off #100% ~

| ——= —

4. Click on the Members button.
B The Select Addresses window will open.
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5. Select the directory you want to search in from the Search in drop down box.

Tip: Monash staff who have migrated to Lotus Notes can be found in the Monash Directory. Those who
have not migrated are in the Extended Directory.

Search in: Contacts - View by: List by name

Search for: ontacts - Search |

Extended Directory
aormkh rem e REClFHEntE:

= Baker, Candice s Add #
& Blair, Kathy |_| Add ==
= E=

6. Type the surname of the person you want to search for in the Search for field. Click the Search button.

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

Search for: |5pencer Search

7. Highlight the correct person’s name in the Search results box. Click the Add button.

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

Search for: |spencer Search

Search results: Recipients:

Add ==

2 Spencer , Marcus

Details
Copy

Remove ‘ Remowve AII|

oK | Cancel ‘ Help |
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8. Repeat steps 6 and 7 for each person you want to add to the contact group. Click the OK button when
you are finished.

B Your selected contacts will be added to the contact group.
|"|

@ E-mail Group - Windows Internet Explorer - |ﬂ

|l[l' https://staff-au-cluster-2a.its.monash.edu.au/mail7 'samg.nsf/ (S Contacts)/Snew/TEditDocument&Form=h_Pz - ﬁ |

|}_-| Neww| Save & Close | Save 3 @

D Confidential

Group Mame: |I"u'13-rtearn

Description: I

Members: | [Julie Spencer/Adm/StafffMonash, George Lambiris/ITS/StaffiMaonash, Tania
Horton/ITS/StafffMaonash

Done IF3i [§ €D Internet | Protected Mode: Off #100% ~

9. Click the Save & Close button at the top of the window.

B Your new contact group will be added to the Contacts list.
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