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Getting started with Lotus Notes

Getting started

To open Lotus Notes

1. Select Start > All Programs > Lotus Applications > Lotus Notes 8
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2. Enter your password, Select your location, Click OK

.Lutus Motes EE

|ser name: ISamarrtha Gamett/1T5/5taff /Monash ;I
Password: I
At location: Online LI
Home
Cffline

Tip: Online is the default and refers to the Monash network.

B If you mistype your password, Lotus Notes will display the following message.

Lotus Motes

Wwrong passward. [Paszwordz are case sensitive - be sure to use corect upper and lawer case. ]

Click here if pou fargot pour pazswaord Recover Password |

If you have forgotten your password refer to Managing your Notes password (GEQ7).
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B Click the Close button and re-type your password. Click OK

Monash Messaging — Lotus Notes

Lotus Notes (2]
User name: [samantha Gamett./ITS/Staff Manash =B
2 Password: {2000
‘Sﬁ At location: |offine =]
[ Logh | | Cancel |

B Notes will open and display the default Home page
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Click here for Home Page options ¥
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(@ Shortcuts: Press Control + Shift + L to get a list of all shorteuts
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Accessing your Mail, Calendar, Contacts and To Do

There are two ways to access these functions.

Option 1. Option 2.
B Click on the correct icon to open the function B Click on the Open button to display the Open
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The Open List can also be displayed as a set of bookmarks.

W Right click on the Open button File Edit ‘iew Create Actions Te
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1. Left click on Dock the Open List

The Open List will now display as a series of Bookmarks on the left hand side. W
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