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Domino Web Access — To Do

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:

View To Do items
1. Select the To Do tab.

view To Do items,

create a personal To Do,
create a group To Do, and
create a repeating To Do.

2. The complete To Do list will be displayed in the window.

Tip: Use the view panel on the left side of the window to change the view. You can view To Do’s in a daily,
monthly or yearly view.

Welcome, Samantha Garrett

H I Am Active -

Welcome Mail Calendar o Contacts Notebook
My To Do To Do List
To Do List @ @Newv .EﬂFurward - Open Q - ‘9 ‘ﬁ‘ More »
To Do
falone Day ITS Student Service Desk DR Plan
One week Darrell Stitt
I'U'Icmth Faciitator Knowledge building information
ear Finish off Peninsula stragglers

E;lother To Dos
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George Lambiris

Julie - Mozilla Firefox 3.0.x and 3.5 Does not support Lotus Sametime awareness on 2 MAC
Julie Spencer

Kathy Blair

MNew Master Class topics

Record voice over for Captivate movies

Review [EM Multimedia Library

Review training server

Script for information session - JULIE TO FOLLOW UP
Tania Horton

To Do template - Update vB learning cards

Update web cient learning topics

Arrange digital certificate

To do: Bundle master classes for end of project
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Create a personal To Do

1. Click the New button.

Welcome, Samantha Garrett @ I Am Active r

Welcome Mail E Contacts Notabook

My To Do To Do List
To Do List ﬁ @Nel{jv .;SFuerlrdv Open Qv % ‘ﬁ B
ne Cay

E One Week

ITS Student Service Desk DR Flan

Darrell Stitt
Munth Faciitator Knowledge building information
El aar Finish off Peninsula stragglers

E;,Dther To D George Lambiris

LT T T (D

Julie - Mozilla Firefox 3.0.x and 2.5 Does not suppo

B The To Do window will open.

2. Enter the subject of the To Do in the Subject field.

-iiél' https://staff-au-cluster-2a.its. monash.edu.au/mail7 /samg.nsf/($ToDo)/Snew,/ TEditDocument8Form=h_Pagel - % |

] Newir Save & Close Sawve Delivery Options Assign  GF
£l

Persanal Ta Do ~

Subject: IRevise DWA, training matenal

Start Date:lMun 14/09/2009 j Status: Cument = Categor\f:l j
Due Date: Il'\u"lnn 14/09/2009 j Priority: Medium ~ EIf Contidenti

[l milestone
il [Clalarm |'! | Day(s) -| | Before g
SansSeif ~ 10~ ®|b iU A& |EE|EXFEEA—|H &8

Attachments-

Done [# & Internet | Protected Mode: OFf

®
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3. Select a start and end date for the To Do in the Start Date and End Date fields.
4. Select a Priority and Category if needed.

5. Enter details of the To Do in the bottom text box.

Personal To Do -

Subject: |F{e'u'ise DWWA training material
Start Date: |I"u'1|:|n 14/09/2009 j Status: Current - Category: |C|:|rnputer j
Due Date: |Wed 16/09/2009 ~|  Priority: Medium ~ g;ﬁ;:::::'a'
" Alarm l_ Day(s) Before
SansSerif ~ 10 - @& | b i Wt | EE|E*2FEEN - | 8 & &
Revise learning cards DWAQ1, DWA 03 and DWAD4

7. If you want an alarm on the To Do, tick the Alarm box and select a timeframe.
Personal To Do ~ (I
Subject: ]Revise DWWA training material
Start Date: il"u'h:rn 14/09/2009 j Status: Current - Categcw:iﬂnmputer j
Due Date: |Wed 16/09/2009 +|  Priority: Medium ~ S;ﬁ;:::::a'
Iﬁlarm F— Day(s) ~ Before ~
SansSerif v 10~ @ | b i Uk | BHE| EEFEEA—|EH &L

Tip: If you want to create a repeating To Do, please see Create a repeating To Do on page 5.

6. When the To Do is complete, click Save & Close from the top of the window.
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Create agroup To Do

1. Click the New button.

Welcome, Samantha Garrett @ I Am Active

Welcome Mail Calendar Contacts MNotebook
My To Do To Do List
To Do List : Mevl= || Forward » Open () - } b
To DEIF-._I'I
D”F—‘ Day ITS Student Service Desk DR Plan
Dne Week Darrell Stitt
Mcmth Faciitator Knowledge building information

Finish off Peninsula stragglers

EEF

EDther To Das George Lambiris

OO T (D

Julie - Mozilla Firefox 3.0.x and 2.5 Does not suppo

B The To Do window will open.

2. Click on the arrow on the Personal To Do tab. Select Group To Do from the drop down box,

'Icl"_-lNEWT EESEVEB.C'DSE Sawve Delivery Options Assign 3@

Personal To Do - =
B E

ersonal To Do

Start Date:ann 14/09/2009 j Status: Current - C

Cue Date: ||"u"|ﬂr1 14/09/2009 v| Priority: Medium -

3. Click the Assigned To button.

Group To Do - Repeat

Assigned tp: |
Opticnal: |
2 |

Subject: |

4. Select the Monash Directory from the Search in drop down box.

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

Search for; Contacts Search

Monash's Directory
Extended Directory

[ JFSUPI [N T —— [ RS I
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5. Type the surname of the person you want to search for in the Search for field. Click the Search button.

Search in:  Mopash's Directory View by: List by name -
Search for: |Spencer Searp:h |
T

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

B If you want to assign the To Do to the person, click the Assign to button.
B |f you want to add a person as optional, click the Optional button.
B If you want to just inform the person of the To Do, click the FYI button.

Select Addresses b
Search in:  Monash's Director ~ View by: List by name -
Search ﬂ::r:lSpencer Search |

Search results: Recipients:

8 Spencer , Julie #

8 Spencer , Marcus

Aﬁaignsﬂ to: ==

Optional: ==

F¥I: ==

Details

Remove Remowve All

OK | Cancel Help

7. Click the OK button. The person will now be added to the To Do.

Group To Do ~ Repeat

Assigned to:|[Julie Spencer/Adm/StafiiMonash
Optional: I
[

Subject: |

8. Now proceed with Steps 2-8 of Create a personal To Do on page 2.
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Create a repeating To Do

Both personal and group TO Do’s can be set to repeat.

To create a repeating To Do:

1. Create a new personal or group To Do by following the steps in the relevant section above. Do not close
the To Do.

2. Select the Repeat tab.

|}_-| MNaw~ Save B Send Save As Draft Delivery Options... Cancel Assignment % @

Grou p To Do

["|Set Repeat

Repeats Duration
Weekly Start Date: [Mon 14/09/2009 |[+]
Even . _ o

y @ Untl I vlon 21/0S200H j
Sunday

Far I Week(s)

1T%|es-:|a-_f At weekends
Wednesday :
Thursday Don't move
Friday
Saturday

3. Tick the Set Repeat box.

Iff_-| MNaw~ Save B Send Save As Draft Delivery Options... Cancel Assignment E@ @

Grou p To Do

Repeats Duration

Weekly v Start Date: [Mon 14/09/2009 [+]

Every " ® unti [Mon 21/09/2009 |~
© For I‘I Week(s) =

Tuesday .

Wednesday AE1]: wleekelnds

Thursday on'tmove

Friday

Saturday

4. Select the frequency and duration of the repeat.

5. When you have finished, select Save & Close (personal To Do) or Save & Send (group To Do).
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