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Monash Messaging 1 Lotus Notes
The Home Page

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.
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1. Open Lotus Notes

2. The default Home Page will open. It displays icons which are links to the main tools in Lotus
Notes.
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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 & icon beside Click here for Home Page options to view the options available.

Click here for Home Page options w

Lotus. Notes. 8 Home

2. Click on the drop down arrow beside Basics and select one of the options.
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Here is a preview of the different Home Pages.

Basics with Calendar

{ Search p)

Calendar Contacts To Do List Personal Journal

You can choose any sound as your new mail noification by selecting its sound file through File - Preferences - User Preferences. For
windows users, the WAV file must be stared in the Windows Media directory.

0 Day ~ | Week~ |3 Month ~ | Formating  August 2007 ~
4
Tuestay- 7 August 2007 Fritiay - 10 August 2007
Wetnestay - 8 August 2007 Gaturday- 11 August 2007
Sunday - 12 August 2007
Week 32 20 weeks left
i
This is the protected text area. of the form,
- =8 A a Offine_~
Click here for Home Page options w
7 MONASH Unversty
Today Collaboraion Team #Edithis page 2
Recent Messages Lounch sl mo  ChanaeView Open Thieads o
Re: Quicks - Percy & James SimonLansbury 19052009 TIS4AM 14K +
s notes StevenLind 10052000 1272PM 2K
© Re:Local Folders Leon Troeth 190520000189PM 7K
Re: LocalFolders testing - light change ofplans Elzabeth Madin  19/0520090507PM 12K
© Re:Local Folders Piyush Khandelwal 201052009 0848AM 11K
Re: Local Folders. Piyush Khandelwal 20/05/2009 11:39 AM 14K
a & & blank inbox screen Paula Todd 20/05/2009 11:42 AM 102k
@ v
w Lounch Calendar o
UL -GalUDI 200 atny on eave .
1810512009 - 2810572000 2o msp
[fomom orsorm T Moving 1o Notes workshop
Clayton-G11
¥ Thursday, 21 May 2009 (
201052009 - 04/06/2009 = sthy on leave
21052009-26052009  © © Mum&DadQLD
2110512000 20 Faciliators due back oday
18/05/2009 - 28/05/2009 7 O IMsP
Week 21 - TR weeksleft -
incomplete To Do's. Lounch ToDos _ NewToDo o
[) TP -
» For action: Update Quickr Learning Topics 29/05/2009 Computer !
(screenshots)
®  Retum creditcard appiication forms o 01062009 Offce New House
Homeside
®  GeorgeLambiis People
lulieSpencer People
®  TaniaHoron People i
o v
< = 5 onine-
Click here for Home Page options w
& Inbox L)
%] NewMessage ) Reply~ 5 Replyto All~|2 | viviewAl iview Unread
|+ gender ~ |5ubject ~ |Date ~ ,’ N
Julie Spencer testoolout coding of messages _ UBIBR2L A il Colender Contodts  IoDolst EersonalJoumal
* & Mail Router DELIVERY FAILURE: User Julie 07/08120— NewMemo § MewEntry | MewContact | NewToDo X Newenty | —
Spencerfionash {Julie (" Gstioumsl ) v
Spencerfilonash@its monash.edu. 4
~
& wes rain21 Testing Lotus Mates 078t =
* & ws train21 Repert request 0710820 Search | Notes Application Catalag W
& Julis Spencer veport as requested 078t 4
& Simran Sohal Far Info: contacts 06I0BI2L \
& Julie Spencer = Lotus Notes Reference Card  0B/D8I2( 3

Selectthe item you want to search.
& Calendar - Thursday, 8 August 2007

] Mew~ Morew Filter by~

M Doy~ |G Week~ |3 Month ~ Formating~  August 2007 »
4
Tuesday - 7 August 2007 Friday- 10 August 2007
Wednestay - 8 August 2007 Saturday - 11 August 2007
Sunday- 12 August 2007
Week 32 20 weeks left
] | 2]
Launch pad &
- =B A Offine =~

The Home Page - gel5.doc) 2
v1.0



Y

t MONASH University

Monash Messaging i Lotus Notes
Creating your own Home Page

1. Click on the ¢ icon beside Click here for Home Page options.

2. Click Create a new Home Page.

@ Current Home Page selection:
|Eiasics j

<=Return to

first-time:
setup Create a new Home Page

b

The New Page wizard will open.

3. Type a name for your home page in the Give your page a name: field. Click Next >.

MNew Page | E3

Lse this wizard to customize your Home Page. Click
Mext to continue. You can also click Finish at any
time, and use the default settings for the wizard tabs
that you haven't edited yet.

Give your page a name:
|Sam'5 Home Page

Cancel | <Back | MNext= | Finish |

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

A 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.

A 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.

A 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
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My Work

Click here for Home Page oplions
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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.
A 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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A 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.
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