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Initiating Notes Minder MAO3
How to Use Notes Minder

If you have Notes open and minimised, you will receive natification of new mail. However, if you close
Notes, you won't know that a new mail message has been delivered to your Mail box and you will not
receive any calendar or To Do alarm notifications.

The Note Minder utility notifies you of new mail and displays any calendar alarms, even if Notes is
closed.

To open Notes Minder
Click on Start > All Programs > Lotus Applications > Notes Minder.
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If Lotus Notes is not running, then you will be prompted for your password.

Enter your Password and click OK.

Notes Minder - Enter Password

Enker the password for Julie

@ E Spencer/AdministrationfMonash;:

=) —k‘ | Cancel

Note: Notes does not have to be open for you to use Notes Minder.

When Notes Minder is running, you will see an envelope icon on an orange circle displayed in the
system tray of the Windows taskbar.
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1. Move your mouse over the icon to view a pop-up message of when you last checked your Mail. The

Notes Minder icon flashes red if there is new mail. If there is an X through the icon, it means Notes
Minder can’t connect to the server.

2. Double click on the Notes Minder icon to open Notes and your Mail file.
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3. To view a list of unread Mail, right mouse click on the Notes Minder icon to select View Mail
Summary. The Notes Unread Mail Summary dialog box opens displaying a list of the unread
messages.

4. Double-click one of the messages to open Notes and display the message.

Lotus Notes - Unread Mail Summary §|
Fram | Date | Subject -
w5 krainz4 Training/Monash 24/07/200... Accepted: Invitation: (25 Jul 01:00 PM ZE10)
ws krainz4 Training/Monash 24/07/200,.. Tentative: test meeting
Desires JoubertMonash 25/07/200,,.  Accepted: Meeting has been scheduled with Mark Ava
Desiree Joubert/Monash 25/07/200,..  Invitation: Testing responses meeting invites to Inbaox
ally Dickson/Monash 27/07/200,.. Example of using Lotus Mokes
ally Dickson/Monash 30/07/200... Farinfo: Examples of using Lokus Mokes
ws brainzg 1§ Training/Monash 30/07/200...  From Tess Gornik: YPR Installation Successiul
ws kraing 1/ Training/Monash 01/08/200... Re: From Tess Gornik: YPM Installation Successful
! Julie Spencer/administration/Monash  04/08/200..,  lokus notes now working For Tess Gornik
Julie Spencer/AdministrationfMonash  04/08/200... lokus notes now working For Tess Gornik
ally Dickson,/Monash 10f08/200,,,  Invitation: Discussion on beam meeting agenda (10 Se .
< >

5. To close the dialog box without viewing a mail message, click on OK.

6. To close Notes Minder, right mouse click on the Notes Minder icon and then select Exit. The icon
will be removed from the systems tray.
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