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our Contacts with others

In everyday use, Contact details are stored on the PC in the personal address book, and Mail, Calendar
and To Do data is stored on the server. The Replication process within Notes allows the two-way
synchronisation of this data, so that:

e Contacts are available for user access via the Web Client (Domino Web Access) when remote.
e Contacts can be shared with other Notes users (via delegate options).

e A User (e.g. on a laptop) can operate Email, Calendar and To Do’s disconnected (Offline) from
Monash servers.

Setting up Contacts Replication
1. Open Lotus Notes. Ensure your location is Online.

|

User name: |Dave Botherwap/|T5/5taff/Monash V|

Password: “ I'-':;'H—:'I 5| . ., DI'IlII'IE-' b

o | — ) | _

Lagln Cancel |

Tip: Alternatively, if already opened, check the location status shown in the bottom right of the screen.

3. Click on the File menu > Preferences > Contacts.

4. Ensure Enable “Synchronize Contacts” on the Replicator is ticked. Click OK.

@ Preferences

type filter text Contacts
Accounts
Calendar and To Do Contacts owner: |bave Botherwaw|TSStafifMonash =1
Contack: .
Ortacts W Sortthe names of group members alphabetically
Home Portal Account W Optimize index for advanced searching of Contacts
Live Text W _ahways acceptthe default name assignment when adding contacts
toca:ot:s W Enable "Synchronize Contacts" on the Replicator
09 Sethings X ’ .
Magil < (Required for Contacts delegation and Domino Web Access Contacts fync
Naotes Parts [" Do not automatically add names to the Recent Contacts view
E:g:iz‘:ilnsnettlngs Delete documents in my Trazh after hours
Search Default dizplay for contact names:
Spell Check v|
Toalbar Last Mame. First Mame
‘Wb Broviser W Apply format o all entries
W!dgets The default name dizplay applies to new contact entries only. Check th
Windows and Themes apply the default narne display to existing entries also.
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5. Open the Replication window by selecting the Replication button from the Open list. Ensure that
“Synchronize Contacts” is enabled. The check box should contain a tick.

@ Replication - IBM Lotus Notes

File Edt Wiew Create Actions Tools ‘Window Help

[ ERE WAL 7) Replication
B Re pl |Ca t| on -~ [Start ) o "] [ Schedule ~ ] [Application-Specific Options.... ] [ Preferences. ..
=]
izmi ko el Wad Last Hun ~ Scope | Summary ~
7 I 6 unchronize Contacts 08:46 AM « 0 Received, 1 Sent
i Today - with staff-au-chuster-da/Ser
ﬂ,j V| g Send outgaing mail ?EﬁfﬁM - 0 Pending, 0 Sent
G r‘ 0: 46 AM - 2 Recaived, 0 Sent
s » v 9] Dave Botherway Today - with staff-au-chuster-da/Ser
o 05: 46 AM - 1 Received, 0 Sent
=" v ® Local free time info Today with staff-au-chuster-da/Ser
& - - -
- m Application templates [MTFs)
]
]ﬁl

6. Click the Start Now button to initiate the replication process manually, or

7. Click on the Schedule button and Set Replication Schedule to set-up a schedule to ensure the
replication process occurs automatically.

Tip: On completion of the replication process the Contacts data on the workstation and the Notes server
will match.

Sharing Contacts
To enable sharing of your contacts the appropriate access needs to be given.
1. Click on the File menu > Preferences > Calendar and To Do.

2. Click on Access & Delegation.

@ Preferences |

l__t.?’EE filter text | Calendar and To Do <

Accounts
Basic Maotes Client Config |

& Calendar and To Do b ail l Calendar & To Do | Accezz & Delegation ]
Conkacts
Feeds Access to Your Mail & Calendar | Access o Tour Schedule | Shortcuts to Gthers' Mail
Home Portal Account You can give one of more people or groups access to your contacts and to all or part of your mail file
Live Text {dail, Calendar and To Do), and vou can control the actions that each delegate is allowed to
Lacations perfarm.
Log Settings To delegate access to your Contacts, vou rmust also enable the Contacts preference labeled "Enable

[*l- Mail ‘Bvnchronize Contacts' on the Replicator.”
Mokes Parks -
Regional Settings Mail, Calendar. To Do. and Contacts

[#- Replication Delegate access to these people or groups:
Jeuen Desires JouberfITS/Staftitonash | add ]
Spell Check 3 |

i1 Julie SpencerfddmiStafiibdonazh B

& Toalhar )
Web Browser HEmpe J
[EET PP
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3. Click on the Add button.
4. Select the nominated person from either the personal or Monash Directory.

5. Select either Mail, Calendar, To Do and Contacts or Calendar, To Do and Contacts from the
Components section.

6. Select Read, create any document, send mail on your behalf within the Access section.

Tip: These options need to be selected if you wish the nominated person/s to have the ability to send a
mail message from your contacts.

Add People/Groups | x|
Person or Group
Ta whom dao youwantto give access to your mail file?
Canicel
" Evervone

& Justthis person or group: [ 4=

Comp
‘Which components of vour mail file do you wantto give access to?
% Pdail, Calendar. To Do and Contacts

" Calendar, To Do and Contacts

" Mone

Howe much access do you wantto give?

Juh:lma‘lc Torwardmeg

Enabling automatic forwarding makes it easier far someone ta manage your calendar when itis not
open and on dizplay. These settings apply even if no components are delegated, and they apply to all
auto-forwarded messages

Forward calendar notices | receive for meetings where:
™ lam the chair
[ lam a participant

For notices associated with calendar entries | have marked asz private:

Do not forward v

Accessing another person’s contacts

1. Open Notes and then open your Contacts tool.

2. Select Other Contacts > Open Other Contacts.
@ Contacts - My Contacts - IBM Lo

File Edit “iew Create Actions Tools

4@ Home 2 ||F& Dave Bothe

E;E ' rDave Botherway

on Local
[&
= bty Contacts
=3 %Recentt}nntacts
&9_;. Groups

W [, By Categony
el ﬂ By Company
?g. @ Birthdays & Anniversaries

= ﬁ Trash
@' ﬁ Other Contacts

=k % open Other Contacts. .
=T e
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3. Open your personal or Monash Directory to find the desired person, and then click OK.

Open Contacts

Chooze the directom, then tupe all ar part of the name.

Directary: | Maonazh's Directary

Find names starting with |sp

|8 cooonolo Jiea

'5 Spencer Julie

2 Spencer Maroy

2 Spindler, Richard

ik staffau-cluster-1afServeritdonaszh

The Contact details for the selected person should then be available in a new tab.

@ Contacts - My Contacts - IBM Lotus Notes

File Edit Wiew Create Actions Tools ‘Window Help

| |4 Home | & Dave Botherway - Contacts 3¢ | JESR LR s LN s e e b r

2 || Julie Spencer E ] Mew + [ Edit Mare - o -
staf-au-cluster-3a ;
B All| Mame E-mail
E':, iy Contacts A Cvens Matthew. Ovens@its. monash.edu.:
B
&2l &EJGFDUDS = Cwens, Matthew
@Eﬁr Categany D
Ah I'ﬂ]] By Company =

Tip: You can only open another person’s contact list if they have uploaded their contacts to the server
using the replication process and they have assigned you the appropriate delegate access.
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