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I. Lotus Notes Calendar

a. What is it?

Lotus Notes Calendar is a collaborative calendar system. This type of calendar system allows for group calendaring and scheduling and provides a method for delegating account access (making one account available to multiple people). Because calendar events are managed on the Domino server calendars are easily accessible from multiple machines and different types of hand held devices.
II. Calendar
a.       Displaying Your Calendar

b.      Creating Calendar Entries (Creating an Activity)

1. Different types of calendar entries

i. Appointment

ii. Anniversary

iii. Reminder 

iv. All Day Event

                                                             2.      Exercise: Creating an Appointment
i. From the Welcome Page select Calendar

ii. Select New Appointment from the Action Bar

iii. Enter the Subject for the appointment

iv. Enter the Start and End date and time

v. Enter Location

vi. Set Repeat

vii. Set Reminder by selecting Notify Me

viii. Save and Close

c.       Scheduling Meetings

1. Scheduler
i. Scheduler is a tool that allows you to review available times for meeting invitees, rooms and resources prior to scheduling a meeting.
2. Notifications
i. Notify Me, Mark Private, Pencil In
3. Exercise: Schedule a Meeting
i. Select Schedule a Meeting from the Action Bar

ii. Enter the Subject for the meeting

iii. Enter the Start and End date and time

iv. Enter the location, rooms, resources

v. Enter the people to invite: required, optional, fyi

vi. Select Scheduler to view availability of the invitees

vii. Attach document for meeting

viii. Set an alarm to Notify Me

d.      Responding to Invitations 

1. Email Notification

2. Responding

3. Viewing meeting in Calendar

4. Exercise: Accepting Invitation

i. Receive email of invitation to meeting

ii. Open email

iii. View details

iv. Respond

e. Deleting a Calendar Event
1. Select the item you wish to remove.

i. Delete v. Decline
a. Remove the item
f.         F1 Help
III. To Do
a. Creating To Do

1. Exercise: Create a New To Do

i. Open the To Do tab by clicking the To Do Icon

ii. Click New To Do Item

iii. Enter a Subject for the To Do

iv. Choose to assign the To Do to Others 

v. Enter the people to invite: required, optional, fyi
B. Adding people to your To Do will create multiple To Dos not one To Do that is accessible by a group of people
vi. Select Priority: High , medium, low
vii. Select a category: Projects, clients, etc. or enter your own

viii. Enter Due By and Start By dates

ix. Mark private to prevent others from seeing the details of your To Do

x. Click Save and Send Assignment
b. Responding to a To Do
1. Exercise: Respond to a To Do request

i. Open a To Do Item notice from your inbox.

ii. Click Respond with Comments

iii. Choose your response: Accept, Decline, Delegate, Propose New Date, Completed

iv. Enter a comment

v. Click send
IV. Lotus Notes Preferences
a. Preferences are set for your ‘Mail File’. Lotus Notes includes your Mail, Calendar and To Do list in your Mail File.
i. Review your preferences

1. Open a Mail, Calendar or To Do tab
2. Click the Tools button and select Preferences

3. Review available options
V. Questions / Answers

a. Open floor for questions and answers.

b. Next class –Lotus Notes Advanced Calendar
