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Managing your To Do list tasks            TD06 

Viewing incomplete To Do items 

To effectively manage your workplace activities, you can change the way you view your tasks by sorting them 
according to due date. 
 

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

 

 

 

 
 
 

2. Click on Incomplete in the view selection panel to view the status of each To Do item. 
 
 
 
 
 
 
 
 
 
 
 
3. Click on the column heading Due Date to sort the To Do items by their due date. 
 
 
Viewing completed To Do items 

 Click on Complete in the view selection panel to view the completed To Do items. 
 
 
 
 
 
 
 
 

Viewing all To Do’s 

 Click on All To Do’s in the view selection panel to view all your To Do items. 
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Viewing personal To Do items 

 Click on Personal in the view selection panel to view only the To Do’s you created and assigned to 
yourself. 
 
 

 

 

 

 

Viewing group To Do items 

 Click on Group in the view selection panel to view To Do’s you assigned to other people, and those other 
people assigned to you. 

 
 
 
 
 
 
 
 

 
Viewing your To Do list By Category 

 To sort and view your To Do’s by their category, click on By Category in the View Selection panel. The 
categories will be alphabetically sorted from A to Z. Click on the Subject heading to view your To Do items 
by name alphabetically sorted from A to Z. 
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Displaying overdue To Do items in your calendar 

To be able to view overdue To Do items in your Calendar, you will need to modify your calendar and To Do 
preferences. 

1. Click on File menu > Preferences > Calendar & To Do tab > Display tab > Views tab. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Tick the checkbox for Display To Do Entries, and then tick the checkbox for Display overdue To Do items 
on the current day. 

3. Click on OK to complete setting your display preference. 

Adding the To Do list to the Mail tab 

You can customise the Mail tab to include a Mini View of your To Do items. By default, the Mini View will display 
the Follow Up list. 
 

1. Open Lotus Notes 8 and then click on the Mail icon to open your email. 

2. Click on the drop down arrow beside Follow up and select To Do.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Mini View 
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 A mini view of your To Do list will be displayed. 
 

 

Sorting your To Do list 

You can change the sorting order by clicking on the column headings in the To Do list.  
 
 
 

 

The items will be sorted alphabetically or chronologically ascending. By clicking on the column heading again, 
you can sort your items in descending order. 
 
The To Do list can be sorted by: 

 subject, 

 date, 

 status, 

 assignment, and 

 category. 
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