@ MONASH University

N A.,e!

Monash Messaging — Lotus Notes
Modifying contact details CO08

You can update your contacts at any time to include new or updated details such as addresses,
telephone numbers and email addresses. You can also include a photo of the contact.

How to edit a contact

1. Open your contacts by clicking on the Contacts icon on the Home page.
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2. Click on My Contacts in the View Selection panel.
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3. Double click on the contact name to open the contact details.
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4. Click on the Edit button on the Action bar to open the editing screen.
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E-mail Addresses
Business jemith@executiveoutfits com. au Busingss 14101 Collins Street
Melbaurne, Victoria 3184
Phone Numbers Australia
Business: 03-989-2222
hobile: 0412 222 222
Other Information
Messaging ID: jsmith@exe cutiveoutfits.corm.au
Category: Training
Comments | Mame Information | Certificates

Tip: Another way to access the editing tab for a contact is to click once on the contact name to open the
contact details, and then click on the Edit button on the Action bar.
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B The contact’s details screen will open.
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1] CortactMame:  John Smith I
Gornpany Narme: [Executive Outfs Job Title: [Consuftant ]
E-mnail Addresses
Business: Jsmith@exe cutiveoutits com.au Business:
Stest 1101 Collins Street
Personal
Melbourne
Assistant City
Wictoria
Business 2: .
3184
- ZIPPostal code
CountiylRegion ustralia
Phone Numbers: ersonl
Business: 03-009-2222 -
Home: ity
Mobile: 0412222 222 State/Provinse:
Fax ZIPPostal code
Pager. CountiylRegion

Other Information:

Messaging D jsmith @ exe cutive outts.com, au
Deparment: ]
Locstior
Manager,
Assistant
s >
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5. Add any additional details, including a category.

6. Click on the Save and Close hutton to save your changes and return to the contacts list.
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Contact Name: |DE|!"T|E Sikma |

Company Name: |Monash University Job Title: |Client Senvices Officer |

Tip: To add a picture to a contact, click on the picture icon in the top left of the contact details
screen.
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