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Alternatives to tagging mail messages for follow up MA32

To effectively manage your incoming mail you can use the Follow up Flag feature in Notes. This provides
a simple technique to flag your messages as Urgent (red flag), Normal (green flag) or Low priority (white
flag). In addition to flagging a message for follow up, you can also add the follow up action required for
the message. To learn more about the Follow up feature, see quick reference card Mail follow-up
options (MA10).

If you use the follow up feature along with mail views in Notes, you are provided with an effective
solution for managing shared mail accounts between a group of people, where different individuals are
responsible for particular items.

Alternatively you could use this feature to create action items for yourself (e.qg. ‘for action’, ‘for info’,
‘delegated’ etc.)

Some preparation is required
You need to decide on a list of key words to be included in the follow up action.

Here are some examples of values you can assign to mail:

Manage your own mail by adding a | For shared mail accounts, assign an
follow up action to items action to a particular person

For Action Assign to Julie

For Info Assign to Richard

Delegated Assign to Desiree

Add a follow up action to an incoming mail message
1. Open the Mail tab.

2. Select the mail message in the Inbox.

3. Click on the drop down arrow beside the Follow up P button.

4. Select Add or Edit Flag.

v+ & Replyto Al ~ (2 Forward - [ A = ~ Eﬁ Mare = (] LD -

Suhject Quick Flag
ncer Cht-of-office reminder W
Remowve Flag
i-03 Soft Copy of RefCard Update Doywans

5. Add key words to the Follow Up action text box.

Qptional Follows Up Settings

Enter a Follow Up action
Far Action

Note: If you are using the Follow up action together with Mail Views, the text is case senstive. Whatever
case you use in the Follow up action text needs to be duplicated when you set up a View.
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6.Click OK

Tip: View the Follow Up action using the Preview Pane:

i Helen Palmer For action: Leading discussion on 121172007 04:28 P 3k [
Change team IM protocols in Lotus
Motes

|4

For action: Leading discussion on Change team IM protocols in Lotus

Motes
Helen Palmer io: Desiree Joubert 121142007 04:28 Phd
Show Details
Fallowe Lp: Marmal Priarity.
Action for next change team meeting
Create a View to filter on follow up action key words : Aqert
i gents
1. Open the Mail tab. H Design

Image Resources. ..

4. Add a View Name. v  Dockthe Open Lisk

2. Click View > Advanced Menus (Advanced Menus must be ticked to 4

create views). il sdvarced e ——— |
-]- Toolbar 3

3. Click Create > View. ! Sidebar G
d Sidebar Panels »
3

Tip: Associate the View name with the Follow up action text. If the action is ‘For Action’, name the View
‘For Action’.

Create View

“iew name iew type

A View type set to Shared will
enable users with delegate access
to access the Views.

| Far &ction Shared v |

Select alocation for the new view
E - Views -

T ally

T Desiee

T Records & Archives

[ Mail Threads

[J' Entries and Motices

[} Calendar Entries

Copy style from view  |nbox Copy From...

Selection conditions
(%) Simple Search ) By Formula

2
"

Add Conditior..

()8 Save and Customize Cancel

5.Click the Add Condition button. The condition needs to look at the Follow up action text.
6. Select By field for the Condition.

7. Select FollowUpText for the Field.
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8. In the Value field add the key word. The key word must match the text and case of the value you are
adding to the Follow Up action.

=

Add Condition [ x|

| Condition | By field hd

Search for documents whose. ..

Field | FollowlpT ext w contains ~

“alue |For fctior|

Motez will find documents which contain the specified value in the identified field. You may
enter more than one valus by separating the values with commas.

Add Cancel

9. Click Add and click OK to save the View.

To view messages that have been tagged with the key word

10. In the Mail window, double-click Views. The View you created will display, and all messages you
flagged with corresponding keywords will appear in the View.

n&] Inbox (6)

ﬁ Drafts

=7 gent

}/ Follow Lp
=0 All Documents
L dunk

ﬁTrash

S5 Chat Histary

Yiews
'j ForActian

11. Flagged messages will appear in the View until you remove the flag.

12. To remove the flag, click on the drop down arrow beside the Follow up P button.

13. Select Remove Flag.

Tip: If you are working with a shared mail account, items not read by you will display in bold. Use the
flags to determine whether someone else has processed the mail rather than relying on read/unread
marks.

Update or remove Views

You can only rename or remove a View. You are not able to update the conditions.

1. Double-click on the View you wish to rename or remove.

2. Click on Actions > View Options. To rename, choose Rename. To remove, choose Remove.
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