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The Home Page           GE15 
 
Lotus Notes 8 provides you with a customisable Home Page which links to Mail, Calendar, 
Contacts and To Do. You can edit the default Home Page to suit your work requirements. 
 
1. Open Lotus Notes 
 
2. The default Home Page will open. It displays icons which are links to the main tools in Lotus 
Notes. 

 
 
 
 
 
 
 
 
 
 
 

 

The icons on the left hand side of the Home Page access the following tools: 
 
Mail 
 
Calendar 
 
Contacts 
 
To Do 
 
Note: After clicking on an icon to open a tool, the Home tab remains visible at all times in the 
top left hand corner of the Lotus Notes window. 
 

Customising the Home Page 
You can customise the Home Page to view your essential organisational items. You may also 
choose to create your own Home Page to display tools you use regularly, such as your mail and 
calendar. 
 
1. Click on the Ƹ icon beside Click here for Home Page options to view the options available. 
 
 
 
 
 
 

2. Click on the drop down arrow beside Basics and select one of the options. 
 
 
 
 
 
 
 



 
Monash Messaging  ï Lotus Notes  

The Home Page - ge15.doc) 
v1.0 

2 

Here is a preview of the different Home Pages. 
 
 
Basics with Calendar 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

My Work 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Basics Plus 
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Creating your own Home Page 
 
1. Click on the Ƹ icon beside Click here for Home Page options. 
 
2. Click Create a new Home Page. 
 
 
 
 
 
 
 
 

 The New Page wizard will open. 
 
 
3. Type a name for your home page in the Give your page a name: field. Click Next >. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Select a Home Page display option and click Next >. You may select from: 
 

Â  Frames: Allows you to display up to six different Lotus Notes tools and items on the Home 
Page. Would be a good choice if you would like to see all or some of your email, calendar, 
contacts and To Do on the one page. 

 

Â Personal Page: Puts buttons on the Home Page which allow you to quickly view a tool on 
the Home Page screen. Also allows you to add items pictures, web links, colours, patterns 
and the date and time. Would be a good choice if you want a visually pleasing Home Page 
that only shown one tool at a time. 

 

Â My Work: Has up to five configurable tabs which are divided into multiple panes to show 
your email, calendar and To Do lists. It can also display items such as a web search 
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engine, logo and group calendars. Would be a good choice if you wanted lots of different 
tools and functions available from the one place. 

 

 
Note: A preview of each type of Home Page can be found on the next page. 
Frames 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Personal Page 
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My Work 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: The settings available in steps 5, 6 and 7 vary depending on the type of home page you 
have selected. However, all relate to selecting the content you would like on your home page.  

 

Read each option carefully and make choices to suit your work style. 

 
 

5. Select the content you would like on your home page and click Next >. 
 
6. Configure further home page options and click Next >. 
 
7. Click Finish. 
 

Â Your new custom home page will now be displayed. 

 
 
Thumbnail view 
The Thumbnail view allows you to quickly see all the tabs you have open at the one time. This 
function reduces all tabs to a thumbnail size and shows them in a new window. 
 

To open thumbnail view 
 

1. Click on the Thumbnail view button, which is located next to the Open button. 
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Â  The Thumbnail view window will be shown. From here, you can click on one of the 
thumbnail tabs to open that tab. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To close the thumbnail view 
 

1. Click on the close button in the top right hand corner. 


