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I. Lotus Notes
a. What is it?

Lotus Notes is a client-server application created by IBM. The Notes client is used for accessing email, calendars, address books and other applications on an IBM Lotus Domino server. The SFSU campus began using Domino servers in 2005.
b. How to access Lotus Notes.

Lotus Notes may be installed by anyone who has an SFSU email account on the Domino servers. Instructions for installing the software are available at http://www.sfsu.edu/~helpdesk/email_move/campusemail.htm Email accounts on the new servers can also be accessed on the web at http://inside.sfsu.edu 
II. Setup of Lotus Notes
a.       Welcome Page
1. Icon overview

2. Customize your welcome page

b. Toolbars/Bookmarks

1. Tool bars, Address box, Window tabs, Action buttons

2. Status bar

3. Bookmark bar
III. Mail/Messaging

a. Creating and Sending Mail

1. Creating an email message (Ctrl +M, or select Mail Icon and New Memo)
i. From the Welcome Page select Mail

ii. Click New Memo from the Action Bar

iii. Enter an email address in the To: field or select Address… from the Action bar to view the directory

iv. Choose the address book you want to view: San Francisco State University Directory

v. Select the names of the people you want to send an email message to and click OK

vi. Enter a Subject

vii. Enter the message in the body of the email

2.      Send an email message
i. Send options – Send, Send and File, Save As Draft, Delivery Options, Follow Up, Tools
b.      View Incoming Mail

1.      Select an unread message from the inbox. New messages are marked with red text and a star.
2.      To preview the message, click the Preview arrow at the bottom of the screen

3.      Double-click on the email to read the email message

c.       Reply to Mail

1.      Open an email message from the inbox

2.      Click the Reply or Reply to All button from the Action bar

3.      Select how you want to reply to the message

4.      Enter text into the body of the email message

5.      Click Send

d.      Deleting messages

1.      Select a message to delete

2.      Click the Delete button the Action bar or hit delete on your keyboard.

3.      Click and open the Trash icon on the left hand side of the screen
i. Soft delete v. Permanent delete

4.      Click Restore from the Action bar to place it back in the original folder

e.       Organizing Mail/Folders

1. From your inbox, click the Folder button from the Action bar

i. You can also right click the inbox or an individual folder to create a subfolder.

2.      Select Create Folder

3.      Enter the Folder Name and click OK

4.      Verify that the new folder is listed on the left hand side of the screen under Folders

5.      Select an email message and drag and drop it into the folder
i. All Documents View

f.        Tools and Preferences

1. Basics – Spellcheck, Soft delete
2. Letterhead

3. Signature

g.       Other Tasks
1. Sending an Attachment

i. Create a new message

ii. Select the attachment icon from the toolbar at the top of the screen

iii. Select a document to attach and click Create

iv. Send message

2. Forwarding an Email

i. Open an existing message from your inbox

ii. Select the Forward button from the Action bar

iii. Enter the email addresses in the address fields

iv. Enter text in the body of the message if necessary

v. Send forwarded message

h.       Help Function

i.         Preferences

1. User Preferences 

2. Toolbar Preferences 

IV. Contacts / Address Book
a. Viewing address book

i. Display preferences
b. Adding new contacts

i. New

ii. Directories
V. Questions / Answers
1. Open floor for questions and answers.

2. Next class – Introduction to Lotus Notes Calendar
