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Using the Notify Me option

If you created and assigned a task to a person or group, a copy of that task is kept in your To Do list.
You can view when the person or group completes it or if it's overdue.

You can set the option to “notify me” which sets a pop up alarm to notify you when the task is due. The
Notify Me option will need to be set when you are creating the To Do item.

Creating a new To Do item and assigning it to another person
1. Click on the To Do icon on the Home page to access your To Do list.

2. Click on the New To Do Item button on the Action bar.

| Samantha Garrett B 7] New|~|Marf Complete 52 Copy Into New - More ~ = show ~|| @
domino-train-a ; . @
) Subject Due Date Status Assigned To L
[ incomplete + Documentation B
L7 a1To Do's ® Validate new documentation & 0BM5/2008 Not Started Julie Spencer
8 Personal w Facilitator Management
?8 Group @ Complete parking permits 08/04/2008 In Progress
|
171 By Category w Training Labs
Complete
Other To Do...
m ] 4 Home | B Samantha Garrett-Mail 3 ||§3 Samantha Garrett- Calendar Samantha Garrett-To Do =
(XBep=n-B2@ bi2uEBREES=STE=EQ (B (B |
Save and Close Mark Complete Display~>
=
To Do Entry —
- ™ Mark Private |
5 Priorit Medium > i |
‘ Subject | ‘
When: Due by 18|
Start by: 18
Repeat: This entry does not repeat
Who Assign to & Me " Others
‘ Category:
Descn’pﬁon]
I 1
4. In the section titled Assign To, click on the option Others to assign the task to another person.
Subject: Review updated To Do documentation
When: Due by: Mon 18/08/2008 18|
Start by: Fri 08/08/2008 1&!
Repeat: This entry does notrepeat
Who: Assign to: & Me @& Others!
Eequired:
Optional:
FYL
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5. Click on the Required to access your directory list.

Who: Assign o " Me

Fequired:

Cptional:
F¥l:

6. Select the appropriate directory then find the person’s name.
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Select Addresses [ x|
Choosge the directory, then type all or part of the name,
Directary: | Spencer's Contacts v | Wi by | List by narme v |
Find names starting with: | | Beoile
S Alexiou, Peter ~ | Bequired ‘*] = Required
8 Gornik, Tess = = Optional
& | ocalDomainServers M = Fl
& (OtherDomainSerers r
Frl »
& Srnith . John —
8 Sohal. Sirmran
8 Spencer, Julie w
] >
ﬁn.elt.ails... ]: e et [ Eemove I ’ Fi.emove .&II]
Tip: Y'ou can drag and drop the names ] oK. ] I Cancel ;i J

7. Click on the Required button to add the person’s name to the recipient list and click on OK when you

have completed adding all recipients.

-
Select Addresses

Chooze the directary, then type all or part of the nane.

Directory: | Spencer's Contacts w | e by

Find names starting with; |sp |

8 Spencer. Julie A [Requied =

2 Stuart, Liza

B train?1 . ws | Optional »
& Training Staff A

A

£ |

|

Doz, [ o Corfac:

Tip: You can drag and drop the names

=

H

: | List by name

¥

Recipients:

= Required

Y Julie Spencer
= Optional
=1 Fl

[ Eemove I ' F.l-emove Al ]

—

Cancel . J
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8. The recipient’s name will be displayed in the Required text field.

When: Due by: 18
Start by: 16
Repeat: This entry does not repeat
Who: Assign to: e & _Other
Required: Julie Spencer/StafiiMenashTrain@MenashTrain,
Optional:
FYL

9. Enter a due date in the Due by field. Tick the checkbox for Notify Me in the To Do item.

Save and Send Assignments Save as Draft Display~™ Delivery Options..

oy [T Returnreceipt I Sign [ Encrypt I —_—
~.: Group To Do Entry —ertePreat
S8 ¥ Notify e [

_j. Priority Medium -

10. The Alarm Notifications Options dialog box will open.

-
Alarm Notification Options m

H Alarm Motification is Enabled

I~ Disable an alarm notification before this event occurs: Cancel

YWhen Motification Should Be Dizplayved

Alarm will go off |Day(s) V| |Elef0re V|

YWhat Happens When Alarm Goes Off

¥ Dizplay alarm message box

[T Play zound

[ Send mail notification with subject

11. Select the duration you would like Notes to display a natification prior to the start of the event.

When Motification Should Be Dizplayved

Alarm will go off |Day(s) V| |Elefore hd

12. As an extra security measure, you can tick the box for Send mail notification with subject as a
reminder.

13. Click on OK to complete the action.
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14. After you have typed in all required details, click on the Save And Close button to save your new To
Do item and close the window.

Save and Close |Mark Complete Display=

To Do Entry

S [ T MarkPrivate |
edium - -

B The recipient will receive the To Do item from you and it will be placed directly into their To Do list
with details of the To Do item in the subject line.

Disable notification

You can disable the notification for a To Do item.
1. Select your To Do item, and then double click on the To Do item to open it.

2. Click on the clock icon to open the Alarm Notifications Options dialog box.

Clock

Save and Send Assignments  Save as Draft Display= Delivery Options... icon

A ] ™ Return receipt [ Sign [ Encrypt I

o GI’OI..IFI To Do Entry [~ Mark Private /
&y W Motify Me 7

3 Priority Medium - L e

3. The Alarm Notifications Options dialog box will open.

4. Remove the tick from Disable an alarm notification before this event occurs.

=

Alarm Notification Options

H Alarm Motification iz Enabled

I~ Disable an alarm notification befare this event ocours, Cancel

5. Click on OK to complete the action.

Marking a To Do item as completed

If you have been assigned a To Do item, the sender of the item is automatically notified when you mark
the task complete.

1. Click on the To Do icon on the Home page to access your To Do list.
2. Open the To Do item by double clicking on the To Do item.

3. Click on the Mark Complete button.
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Paricipation is required for Samantha Garrett
Show Details Qwner Julie SpenceriStaffiMonashTrain
Friority,:  Medium

Required: Samantha Garrett/StafiiMonashTrain@MonashTrain

Description

@Edit Participant Actions=  Mark Complete | Request Information... Q'

; Revise online transition program: In Progress
@ Start by Due by:

4. You can choose to continue receiving updates about the To Do item by selecting Keep me informed

of updates.

5. If you would like to include comments in the completion message sent to the owner, select Include

comments on the reply message.

Lotus Motes

™ Keep me informed of updates:

A meszage will be sent to the owner of this request.

[ Include comments on the reply message

Y'ou can continue receiving to do update notices from the owner if you wish.

B The To Do item will remain in your To Do list, but the status will be noted as completed on a date

and the icon will be a green tick.

Subject Due Date Assigned To Catend
& Setup Matheson training lab 08/08/2008 Mot Started Trainin
(E) Feview updated To Do documentation S 18/08/2008 Mot Started Julie Spencer
7 8 Complete parking permits 04/08/2008 Completed on Facilita
080442008
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