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Lotus Notes (Notes) provides an integrated solution for
managing documents associated with electronic Mail,
Calendar, To Do (tasks) and Contacts. These are
accessible from the default Monash Lotus Notes home
page or alternatively you can choose from the
customised home pages. L8] coom

Each Notes user will connect to the Monash University o o
network via an allocated user name to send and
receive mail messages. Mail boxes will be protected from unauthorised access via a password.

Notes stores all documents that are mail, calendar, To Do entries in a single database known as the mail
file. This mail file and all its entries, known in Notes as ‘documents’, can be viewed using the All

Documents view accessible from the mail tab. Other views such as the Inbox, Sent and Trash are filtered
views of the All Documents view. All mail, calendar and To Do items contribute to your messaging quota.

A filtered view contains pointers from specified documents in All Documents and does not duplicate the
documents. It is possible to store a document in many folders or views without increasing your
messaging quota. The default messaging quota for each user is 300mb.

It is important to note that if a document is deleted in any folder that document is deleted and all
associated pointers are deleted.

Notes supports the ability to work offline (i.e. not connected to the network) with a simple to use
synchronise process.

Here are some features and highlights of using Notes.
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Preferences

B Notes preferences can be set in a single location. The mail,

calendar, contacts and To Do settings can be changed to suit -
your preferences. o filter text |
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