BRAINWORKER"®

From Microsoft Outlook to HCL Notes

A

Hogne B. Pettersen of Brainworker AS — hbp@elfworld.org



FROM MICROSOFT OUTLOOK TO HCL NOTES

Table of Contents

7Y 011 o [o ) T PPV PUTOPPRIOUPUI 5
INEFOAUCTION ..ttt e h e st et e bt e b e e s bt e s aeesab e st e e bt e b e e beenbeesmeeenseenteen 6
=T = To TS LT LT PPNt 6
MICTOSOTE OQULIOOK ... ittt st et e st sbt e e s bt e e sab e e s b e e sbeeesareeennes 7
1 O PP VPP UPTPURTOTST 7
(671 1=1 oo =T o T PO P PO UPP ORI 8
CONTACES ..ottt e s era e e s ra e e e s sanes 9
Lo XN (o TSSO P PSP PR PRRPRRUPRUPRO 10
SUIMIMIAIY e e e e e e e e e e e e e e e e e s e e e s e s e s e e s e e s s sasaasssaaasssasssasasassssssassasssssasasnsasssesssnansnsasanasenns 10
Notes client settings and fUNCHIONS. .......iiiiiiiiie e s e e e s sareeeeas 11
Open docUMENS IN NEW WINAOWS ....ooiiiiiiiieiciiiiieeecieee e ectee e e eeite e e e e era e e e esatreeeesasseeeenssaeeesansaeeesnnsseeanan 11
V=LY o - | o 1PNt 11
SNOFTCULS .ttt ettt et e bt e s bt e s at e s a bt et e e bt e bt e s heesae e s ab e e bt e bt e bt e nbeesneeeneeentean 12
SROMECUL DUTEONS ..ttt st e st e e sabeesbe e sbeeesabeeeane 12
BOOKIMAIKS ...eeiiiieiieeet ettt ettt ettt et e s bt e s bt e e st e e s be e e s ab e e s be e e sabeesabeeenbeesbeeenns 13
Y011 | ol Y=o {1 = 15
TUN ON SPEILCRECKING <o e e e et e e e et e e e e e aae e e e nsaeeeean 15
LU T oY= oY1 | Il o T=Tol 4 o V=P 15
Rich text formatting in HCL NOTES ..ocouuiiiiciiiee ettt e e e e raae e e enba e e e e nreeas 17
VLT e e st e b et s a e st b e bt e b e e s re e sre e st e e reenreesneenane e 19
Creating @ NEW €Ml .ococeuiiii et e e e et e e e e et e e e e e eabae e e e ataeeeeantreeeeanaaaeanan 19
Sorting email folders AN VIBWS .........eeiieuiiiieceee ettt ettt e e rte e e e b e e e e eeatae e e enaaaeaeas 20
Newest Mail 0N toP OF DOLLOM ..cc..eiiiiiieecce e e e bee e e 20
Sorting @Mail BY COIUMIN c...uviii e e e et e e e sbre e e e sbaeeeesntaeeesanes 21
(G o TN oI o3V B | PRSP 21
(01T =T 1o e o F= 11 W) o 1Y 2 PSP 22
SEAICH FOI @MAIIS...eieeeie ettt ettt et sttt e b e be e b e s ae e et et an 22
Flag an email for fOlIOW UP ...eeie it e e e aee e e e sbae e e e areeas 23
Turn an email iNto @ MEEtING OF TO O ..iiiiiiiiiicciiee e e e e e e e e e sra e e e e areeas 24
See your calendar while USINg YOUr €mMail .......cooooiiiiiiiiiie e 25
QUUICK FUIES ettt st s e s s e e s bt e e be e e me e e s beeesmreesnreesneeesaneeanne 25
Y T Y F=d 0 T U1 USSP 27
Creating the SIZNAtUIE .......ooi e e e s et e e e e bee e e e ebaee e eareeas 27
BRAINWORKER®



FROM MICROSOFT OUTLOOK TO HCL NOTES

(D T Y A F=d g | U] Y PSP 29
Ml CONVEISATIONS ...ttt sttt ettt be e st st st e b e b e e sbe e s bt e s st e eabeenbeesbeesaeenas 30
N o1} {ToF: | A o] o IS T PP PPTOPSR PP 31
OUL OF OFfICO ettt ettt st st e e st e s bt e e sab e e s beeesabeesabeesneeesareeanns 31
Spellchecking YoUTr €MAl .....cc..eviii et e e et e e e et e e e e bre e e eanaaeeeean 33
Spellchecking While WIITING.........viii it e e e e bre e e s ebt e e e e e rraeeeeanes 33
Spell-checking before SENAING .......ooc i e e s sreeeeesnes 33
Prevent sending emails with blank SUBJECt lINE ....ccoovviiiiiiiii e 34
FOrmatting @mMail tEXE ...eiiiiiiie e s st e e e s e e e e ae e e e reeas 35
Set default @mMail fONT .....ooii e e 35
Add another @mMail ACCOUNT......ocuiiiiiiie ettt b e st st s e b e beens 36
(671 1=1 o To =T o O O OO OO T OO T OOV PPTUPPOTOURRR 37
Y AT o T0 g of- | 1= o Yo F- | USRI 37
Add a shared calendar to your CaleNdar.........oocviiiiiiiiiice e e 38
Colour COde CalENAAr ENTIES .....eiitiiiieeieee ettt ettt st sttt e be e b e b e saeeeaeeeneees 39
Change CaAlENUAN VIBWS ......oeiiiiiee ettt ettt e e ettt e e e et e e e e e ata e e e e aaaeeeensaeeesnsaesesansseeesansrnaenan 42
PIIOM VIBWS ..ttt ettt et e et e st e s bt e e st e s bt e e sabeesabeeesabeesabeesaseeesabeeennnes 42
SUMMAIY OF tIMESIOTS ..eiiiiiiie it e e e et e e e sbte e e e sbteeeesnreeessantaeeesanes 43
WEEK NUMDEIS ...ttt et s e et e bt e sbe e saee st e et e e beenes 43
FiNd @Vailable TiMe ..co..ei ettt sttt b e sae e saee e 44
Check one Person's SCNEAUIE ............uii ittt e e e ree e e e e e e e eareeas 44
Check the schedule for meeting partiCipants ........cccccevieiieiicciie e e 44
ViIEeW INVITEE STATUS ...eiiiiiiiiiiiict e 45
CONEACES e e e s s s e e s s e e s e es 45
Ao [0 [ olo] o1 =Tt U TSP PR PSPPRTI 45
FROM IVIGI1 .ttt sttt et e b e b e s re e st e an e e r e e b e e s reesane e 45
From CONTACES ...ccoviiiiiiiiiiiiii s 45
Create CONTACT BIOUP cooeeeeeeeeeeeeeeeeeee e e e e e e e e e e e e e e s e e e e e e e e e e s eeesaaesesasasasaannenas 46
RECENT CONTACES....ciiiiiiiiiiiiiiii e e e e e s 47
B o TN [ TR TP PR POTTOPRRRRINN 47
(O (- T o I [o TSPV PRRPOPR 47
Mark a To do as completed or iNCOMPIELE.....ccccviiiiieiie e e e 49
(6073 Vol V1o 1o DTS PR PR TOUS 49
RESOUICES ... ettt s et e s et e e et e e s e s e e e e s e nr et e e s nre e e e snn e e e e snneneesnreeeesannneeenan 49
BRAINWORKER®



FROM MICROSOFT OUTLOOK TO HCL NOTES

BRAINWORKER®



FROM MICROSOFT OUTLOOK TO HCL NOTES

Author

This document was created by Hogne B. Pettersen

Bio

Hogne Bg Pettersen has developed solutions with and used HCL Notes
and Domino since 1997. He is an expert in the use and adoption of
social collaboration tools and is frequently used as an instructor. He was
an IBM Champion and then HCL Ambassador from 2016 — 2022 and is

z. also working with HCL Connections, HCL Sametime, Microsoft Outlook,

Hogne B. Pettersen Microsoft SharePoint, Microsoft 365 and Microsoft Teams. He is also a

Company: semi professional photographer and journalist. If you ask nicely, he will
Brainworker AS also tell you all about the HCL Connection plugins for HCL Notes,

Microsoft Office and Microsoft Outlook.

Contact: hbp@elfworld.org

BRAINWORKER®



FROM MICROSOFT OUTLOOK TO HCL NOTES

Introduction

While Notes is so much more than just an email, calendar, and contacts application, these features
are nevertheless some of the most important features of the client.

Outlook is the email and scheduling client with the largest user base. This means that if you get new
employees in your company, they were most likely Outlook users in their previous position. If you
are using Notes for email and calendaring, there will be a period of adjustment for the employee.

In the past 15 years | have held several user training sessions for users moving from the world of
Outlook to the world of Notes. This whitepaper is therefore built on my long experience with the
usual questions and challenges.

This document will hopefully help you make the transition smoother and make it easier for the
employee to adapt to working with Notes. To this end | have included tips on how you can set up the
client to mimic Outlook behaviour (like opening everything in new windows).

In addition, | have described how you use a lot of the functions that Outlook, and Notes have in
common, but that might be a bit different in Notes.

| also think this document will be of great help to users who have used Notes for years.

Prerequisites

While there are really no prerequisites for using this document, a basic understanding of email and
electronic scheduling will come in handy.

Also, it would be a good idea to give your users an overview of Notes and how you are using Notes
and Domino inside your organisation.

Other than that, the users should have no trouble following this document, especially if they are
already familiar with Outlook or Notes.

BRAINWORKER®
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Microsoft Outlook

Before we start going through the Notes client, | will give a brief overview of the of the same
functionality in the Outlook application in Windows.
Mail
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The picture above shows the email interface in Outlook. You have a menu at the top for various
actions you can perform: Creating new emails, replying to received emails, creating mail rules, and a
lot of other mail-related functions. You can also change how emails are listed and sorted in the
various folders. You can also choose whether to:

e Hide the left side menu
e Show the preview pane and, if so, where to display it
e Show the right sidebar, and if so, what it should contain.

To the left, below the top menu, you have the menu for mail accounts and folders. In Outlook you
can add several mail accounts that will be listed in the left menu, and you can then work with the
folders belonging to each account.

To the right of the left menu, you find all the emails in the currently selected mail folder. You can
perform various actions on them by right clicking and choosing from the menu items that will
appear. You can also mark an email and use the functions in the top menu.

In the picture above, the preview pane is to the right, but it can also be set to show at the bottom.
Here you can see the email you have marked in the folder. You can also reply to emails in the
preview panel, just like in Notes.

Furthest to the right you have a sidebar where you can add a view for your calendar, for primary
contacts (which can be connected to Teams), To do items and so on. This is customizable and you
can set this to fit your needs via the top menu.

To open the mail part of Outlook you click on the envelope icon in left side menu.
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Calendar
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Just as in Notes, you have a calendar in Outlook. In the top menu you can create new meetings,
appointments, and reminders. If you have Microsoft Teams configured, you can also create Teams
meetings. You can also choose various calendar views (daily, weekly, work week, monthly and
others) and whether to display the right sidebar and what it should contain. You can even turn on
and off the preview pane or choose to show it below the calendar entries instead of to the right (in
the photo above it’s turned off).

In the left side menu, you see a small calendar showing this month and the next one. Click on the
dates to set focus to them. Any meeting you create will be set to that date (which you can change).
Below the mini calendars You can add and turn on and off the calendars of all email accounts you
have connected to your Outlook. You can also do this with other people’s calendars (if they have
shared them with you), group calendars (Teams and SharePoint) and external calendars that are
open to the outside world.

In the main calendar field, you see all the calendar entries for any given day, week, or month you
have chosen. You can navigate back and forth via arrows. By right clicking on a calendar entry, you
get a menu where you can do many actions like replying, cancelling, colour code and many more
things. You can also choose whether you want all the calendars you have set up should overlap each
other, or if they should be displayed side by side.

If you decide to turn on the preview panel it will either show to the right of the calendar, or beneath
it, depending on your choice. The preview panel displays the currently selected calendar entry.

Furthest to the right you have a sidebar where you can add a view for your calendar, for primary
contacts (which can be connected to Teams), To do items and so on. This is customizable and you
can set this to fit your needs via the top menu.

To open the calendar part of Outlook you click the calendar icon in the left side menu.
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Contacts

= Al Hiem Sidogmotta Mppr \Vening Halp Sek

Q= [ Gjeldence mappe 0 m

o ~Mine kontakter
Kontaktes - ogne n pettemen

ABC Nyheter
Q swandamale [ Sanchet 51 Sendepot v

o0eer

3]

You also have a personal Contacts functionality in Outlook, which works similarly to the Contacts
application in Notes.

In the top menu you can create new contacts, as well as contact groups where you can collect
several contacts to make it easier to send email to many people at once. You can also choose various
ways to display your contacts or groups and you can select whether to display the right sidebar or
not, and what it should contain. Like with calendar and email you can choose whether you want to
show the preview pane or not, and if it should be at the bottom or to the right.

In the left side menu, you can choose which contact list you want to show. Each of your email
accounts have their own contact list.

To the right of the left menu, you see all your contacts listed. You can sort them in various ways. By
right clicking on a contact, you get a menu where you can do many actions like assigning a task,
creating a calendar entry and a few other things.

If you have turned on the preview pane, you see it to the right of the contact list or beneath it. The
currently selected contact or contact group is displayed there and you can then edit it or perform
other actions on it within the preview pane.

Furthest to the right you can have a sidebar where you can add a view for your calendar, for primary
contacts (which can be connected to Teams), To do items and so on. This is customizable and you
turn it on and off and set it to fit your needs via the top menu.

To open the Contacts part of Outlook you click the person icon in the left side menu.
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Both Outlook and Notes have a To do app/function. Here you can set up tasks that you can assign to
yourself or others. You can also right click an email and turn it into a task, or just drag it down to the
To do icon at the bottom of the left side menu. The tasks can have a due date and be set to various
priorities. You can do this by using the top menu or right clicking on a task.

In the top menu you can change how tasks are displayed, create new tasks, create emails, and
choose whether the left side menu, preview pane or right sidebar should be displayed and what they
should contain.

The left menu gives you the option to choose whether to see all tasks, regardless of which email
account they have been created with, or if you want to see completed tasks for each mail account.

To the right of the left side menu, you see the list of tasks. Which tasks depends on what you have
chosen in the left side menu.

The preview pane can be turned off or on, and if it’s turned on you can set it to the right or bottom
of the tasks list. When you click a task, the contents are displayed in the preview pane.

Just like with email, calendar, and contacts you can choose to display the right sidebar panel, where
you can add calendar, contacts, and other functionality.

To open To Do you click the check box icon at the bottom of the left side menu

Summary

This gives you a general idea of the functionality of Outlook, as a comparison point for HCL Notes.
Since this is a manual for HCL Notes, we will of course take a much deeper dive into the Notes Mail,
Calendar, Contacts and To do apps than we did in Outlook.

BRAINWORKER® 10
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Notes client settings and functions

In this section, you learn how you can set up the Notes client to behave as much like Outlook as
possible. In addition, you learn general functionality in Notes that will be available no matter what
Notes application or database you are using.

Open documents in new windows
In Outlook, any document that you create or open will appear in its own window. This is of course
possible in Notes as well.

1. Go to the menu File and choose Preferences.
2. Click on Windows in the Preferences screen.

3. Select Open each document in its own window under Window Management:

type filter text Windows (=g

g :ac:i:ul\;‘:ies Client Configii On restart, reopen any tabs that were open when | closed the client

\ Calsaas andTe b Use large icons in the Open List

» Composite Application Edi Inform me that | can return a panel to an application from the View menu
Contacts Inform me that | can return a panel to the sidebar from the View menu
Fonts, Colors and Themes Window Management
Live Text Choose how you want to open documents. Documents that are already open will not be affected until you close and reopen
Locations
kj’glseﬁi“gs (® Open each document in its own window

> Mai

@) Open each document in its own tab
Notes Ports

» Regional Settings
» Replication and Sync [
> Sametime

(O Group documents from each application on a tab

» Search

Spell Check N
» Toolbar

Widgets

Windows

XPages Performance

4. Click Apply and then OK.
5. Every window and document will from now be opened in its own window.

PS! You can also open any Notes document in a new window at any time by right clicking on it in the
view or folder and choose Open in New Window.

Preview pane
As in Outlook, you can choose whether you want to use a preview pane for your email, calendar and
to do entries, and whether to display it at the bottom or to the right.

Click the Show button at the upper right, above the mail, calendar or to do folder you are currently
working with:

BRAINWORKER® "
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Show v% () Sametime Contacts

Preview on Bottom
® Preview on Side

Hide Preview

You can also control whether you want the email or document to be marked as read or not when it's
been displayed in the preview pane:

1. Go to the menu File and choose Preferences.
2. Click on Basic Notes Client Configuration in the left side menu.
3. Inthe big Additional Options field, check Mark documents when opened in preview pane if

you want the emails or documents to be marked as read after being displayed in the preview
pane. If you do not want that, uncheck this option:

n Preferences O
| type filter text ' Basic Notes Client Configuration A
! ACC_OUMS = = Startup and shut down
Basic Notes Client Configu Empty trash i e e
E rash on application close cal application folder:
» Calendar and To Do {f not emptied at a timed interval): : -
5 Composite Applicatior} Edi ‘,N . i lC.\Program Files (x86)\HCL"Notes\Data
v
Contacts st b ! Check subscriptions
Fonts, Colors and Themés [JAsoSaye every [15 = minutes [[] Scan for unread
Live Text =
e ex [[] Enable scheduled local agents
Locations
Log Settings '
Displ
Mail i

Notes Ports ] Default Fonts... |

» Regional Settings

> Replication and Sync \ Additional options %
Sametime v Mark documents read when opened in preview pane |
» Search T T HOTSpOTS
Spell Check Textured Workspace
4. Click OK.

PS! You can also mark a read document as unread, or an unread document as read, by hitting the
Insert button on your keyboard

Shortcuts
In Outlook you have shortcut icons for the mail, calendar, and To do in the lower left corner. In
Notes you have several ways to get shortcuts for Mail, Calendar, and Contacts:

Shortcut buttons
Click on View -> Show Shortcut Buttons and choose Mail. Then repeat this for Calendar and
Contacts:

BRAINWORKER®
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lit View Create Actions Tools Window Help

l Refresh Fg

v Search This View
Toolbar >
Show >

Expand/Collapse >

f# Hogne Bg Pettersen - (
% & % = [ [Q
New v  Reply ~

Customize This View...
Search in View ‘In|

Go To... i
Starts With... Searchfor |
Agents
Design T Scott Vrusho
Image Resources...
HCL Nomad fd
v Advanced Menus Good Day, For
Right Sidebar >
Right Sidebar Panels >
v Dock the Open List
Show Shortcut Buttons > v  Mail l:
Calendar
Chat History Contacts
Views Home
Workspace
~ Folders i
Discover
I Archive Thumbnails
D8 |

You will now see these shortcut buttons under the menu line:

File Edit View Create Actions Tc

Unfortunately To do is not available as a shortcut button.

Bookmarks
However, To do is available as a bookmark, together with Mail, Calendar and Contacts.

You find these bookmarks under the Open button:

BRAINWORKER® .
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T.-,‘pr:tc find

= Mail
B Calendar
2 Contacts

¥ To Do
(') Replication and Sync
Domino Administrator
#5 Domino Designer

% Favorite Bookmarks
2 Applications

More Bookmarks
© Internet Explorer Links

@ Discover
A Home

You can pin the bookmarks under the Open button to be permanently visible by right clicking on the
Open button and choose Dock the Open List. You can also choose Use Large Icons. Now Mail,
Calendar, Contacts and To do will have permanent shortcuts to the left in the Notes client:

Hogne Bg P

on Local
Inbox
Drafts
Sent
Follow Up

All Document

Chat History

Views

~ Folders

LFSeEHKN O

8 Archive
M Drafts
M Ferdig

DO 3
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Spell checking
Spell check can be done in any rich text field, both in emails, calendar and to do entries, and
documents in other Notes applications.

Turn on spell checking
1. Go to the File menu and choose Preferences.

2. Click on Spell Check:
type filter text | | Spell Check

> Accounts

: . . Installed dictionaries for Norwegian
Basic Notes Client Configu

. Calendar and To Do Primary Dictionary: Supplemental Dictionaries:
> Composite Application Edi Hungarian A

Contacts ltalian {Standard)

Fonts, Colors and Themes ftalian (Switzedand)

Live Text ¥ Norwegian (Bokmal)

Focations Norwegian (Nynorsk)

. Polish

Log Settings Do imnicoa iRrsvild i
> Mail - S

Notes Ports I Set as Default I ’ Edit User Dictionary... |

> Regional Settings

> Replication and Sync Defaults for Norwegian
> Sametime [[] lgnore words containing numbers
» Seaich [Jignore words in UPPERCASE
Spell Check
s Toolhr [[] Keep on the fly dictionary changes until next language tag change
Widg
Windo [] Enable Instant Spell checking
XPages Pgrformance ~Tnstant Comections - L}

Comect common typing emors {for example, replace teh with the)

[ Capitalize first letter of every sentence:
Comect TWo INitial CApitals

3. To activate spell checking, click on Enable Instant Spell checking.

4. You can choose the default language from the list Primary Dictionary (if it is not there,
contact your administrator to have it installed), by clicking on it and then clicking on the
button Set as Default.

5. Set any other settings you want and click OK.

Using spell checking
After turning it on, you can spell check text in any rich text field. Notes underlines spelling errors
with a red line:
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=

m
C

|

Cc: |
cC: |
ct: |

Subje

From: Hoagne Be Pettersen/ELFWORLD

This is a wrad thatis spelled wrong

Hnnna Rax Dattarcan

The spell check in Notes is not as advanced as in Outlook but it is still very helpful.

Spell checking several languages at once

Outlook automatically detects what language you write in while spell checking. So if you change
from Norwegian to English and both of these languages are installed on your computer, it will
change the spell checking to the language you are currently writing in.

Notes does not do that. If you want to spell check in another language than the default language,
you manually change to the language you want to use for spell checking.

Here is how you can spell check more than one language at once in Notes:

1. Write the text:

Norsk:
Dette er et ordd som er stavt feil

English:
This is a wrod that is spelld wrong| I

2. Highlight the text you want to spell check in a different language from the default language:

Norsk:
Dette er et ordd som er stavi feil

-nglish:
This is awrod thatis s

elld wrang

3. Hold down the CTRL key on your keyboard and hit the K key. Or go to the menu Text and
choose Text Properties:

ns | Text Tools Window Help

l Text Properties h Ctrl+K

datti Permanent Pen > 3
* Highlighter >
BRAINWORKER®
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4. Inthe popup window, go to the Language field at the bottom and choose the desired

language:
Text A LS ah 4 o
a l |§- & I |(--)| lT I E 2y I |

Font Size Style -
Corbel Light A 8 A VPan A
Courier S Bold
Courier New b | ttalic
Curlz MT . 11 ¥ Underine
Debussy b § _ Strikethrough
Default Monospace 10 ¢  Superscript ¥
Default MuttiLingual
Default Sans Serif Mool R4
Language | v

Norwegian Bokmal A

English l:

Untagged

Unknown

Afrikaans

Albanian

Arabic

Arabic(Algeria)

Arabic(Bahrain) v

5. The language will now be changed for the highlighted text:

Norsk:
Dette er et ordd som er stavt feil

English:
This is a wrod thatis spelld wrong

Rich text formatting in HCL Notes
Rich text fields are fields in Notes where you can format the text with colours, photos, tables,
different types of fonts and so on. The email body field (where you write the message text) is one

example of a Notes rich text field. Rich text fields are also in calendar and To do entries and they can
also be in any Notes applications and databases that you use.

You can format the text in a rich text field in most of the ways that you are used to:
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Description I

Attach...

You can format a text in many ways. I

Like creating a headline

Create a table:

IChanging the font Change the colors Change the font Have a list
size 1. Orone
2. Ortwo
3. Orthree
And use Have it in bold, /s/ic, ‘
underlined and so on
* Bullet WY# HCL Ambassador
oin
e To =
o Get And have pictures!
® Your
e Point
® Across

There is a toolbar for all these formatting options above the document, under the row showing all
your open windows and documents:

o— 1=

-

i
b
(I
([

Default Sans Serif vile v|p 7 1 AZ Z~+~"

1= 4 B

(]

@ 3:

If you cannot see this toolbar, it could mean that it's either turned off, or that you aren't in a rich
text field right now. You can check this in the menu View -> Toolbar:

View Create Actions Text Tools Window Help

Refresh Fa

" Ruler Ctrl+R Ra Pettersen - Calendar ‘1 Hoane Ra Pet
Toolbar > Address
Show > & Editing

Parent Preview Language

@s Document Link Preview Mohite

Navigation

Image Resources... Table Properties

Expand All Sections Shift + Text Properties h

Collapse All Sections Shift- '« Universal

Switch Form... View
[tJ Go up to Parent View v Widgets

Encading : Show Toolbars Only When Editing
v Advanced Menus Hide All Toolbars
BRAINWORKER®
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Make sure Text Properties is checked. If you choose Show Toolbars Only When Editing, the toolbar
will only show up when you are in a rich text field. If Hide All Toolbars is checked, all toolbars will be
hidden all the time.

Mail

In this section you will learn how to use the mail application in Notes efficiently. You will see how
you set your signature, how you can use different signatures, how to spell check, how to flag emails
for follow up, how to sort and search your mail folders and more.

Creating a new email
Creating emails in Notes is very similar to how you do it in Outlook.

1. Click CTRL + M to create a new email (or click the New button if you are in mail folder). You
can do this even your mail application is not even open in Notes.

2. To add email addresses, you can simply start typing the name or address in the To, Cc or Bec
field (if the Bcc field isn't displayed, click on the button called Display above the mail form

and choose Bcc).

If the email address or name of the person you are sending the email to doesn’t show up

-

From: Hogne Be Pettersen/ELFWORLD

you can click on To:

a) You now see this popup:

Select Addresses IE' IE'

Choose the directary, then type all or part of the name.

Directory: ELFWORLDs Directory s View by: List by name v
Find names starting with: | Recipients:

2 Domine , Admin & = To:

& |BM Notes/Domino Fault Reports = eo

= 1BM Motes/Domino Smart Upgrade Tracking Re = bce:

& LocalDomainf&dmins ' E

& LocalDomainServers

& OtherDomainServers

& Pettersen , Hogne Ba v
| Details... | Add to Contacts | Bemave I | Remove Al |
Tip: You can drag and drop the names I oK I | Cancel

4
BRAINWORKER®
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b) You can now select people from your company directory. If you want to add people from
your personal Contacts, select your Contacts application in the Directory pull down field:

Choose the directory, then type all or part of the name.

Directory: ELFWORLD's Directory

Pettersen's Contacts
Find names starting with: [E| FWORLD's Directory
Local Address Books
i Administration A Bigfoot

1k domino-42 elfwliensign

¢) You can use the Find names starting with field to type the beginning of a person's name
to find the person you are looking for if you do not want to scroll through the list.

d) Use the buttons to the right of the address field to add people and addresses to the To, Cc
or Bcc fields.

e) Click OK.

3. You can now write your email. To add attachments, you can simply drag and drop files into
the email.

Sorting email folders and views

Newest mail on top or bottom
To make sure the newest email is always on top or bottom in your inbox or other mail folders do
this:

1. Go to File -> Preferences and choose Mail:

Basic Motes Client Configu
Calendar and To Do
Composite Application
Contacts

Fonts, Colors an
Live Text
Locations

Mail | Gelendar & To Do | Access & Delegation |

Basics | Letterhead | Signaturel Follow L.IpI Se

Chaner |H|:g|'|e Be Pettersen/ELFWORLD

Mail security preferences

Leg 5 Message Options

Mail ¥ Spell-check messages before sending

Motes Ports ¥ Warn me about blank message subjects
Regional Settings ¥ Always show details in received Mail messagi
Replication and Sync [T Send me a Return Receipt when recipients re
Sametime ¥ Automatically close original e-mail when reply
- ! = ora v C S [y

2. Click the tab Basics

3. Scroll to the bottom and choose your setting here:

v Automatically sort date columns (takes effect after reopening mail tab):

¥ Most recent on top
i Most recent on bottom
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4. Click OK

5. Close Mail and re-open it again

Sorting email by column
You can sort your email folders by clicking on the column names at the top:

= Iwhos Subject Date Size @ @ P

Web Senices Complete order for nummeriinorge.com... Congrats on your new domain! The next step you need to take 2feb10:33

WeTran®er rboccadoro@amail com sent you files via WeTransfer rboce mail.com sent you some files 9 10jan 19:36 48K

Click Who to sort by sender alphabetically or Subject to sort by subject alphabetically. Click once
more to go back to the standard sorting

If you click Date you switch between having the newest email on top or at the bottom

If you click Size once, the largest emails are on top. If you click once more, the largest emails are at
the bottom. If you click a third time, the folder goes back to the standard sorting.

Clicking on recipient icon, attachments, or flagging sorts the folder based on these. If you click once
more, it goes back to the default sorting.

Group by Date
Just like in Outlook you can group emails by date as well. Click on the Show button in the upper right
of the folder and choose Group By Date:

Show v ./ Sametime Contacts

Preview on Bottom
Preview on Side ar
® Hide Preview
® -+ Individual Messages ita
. Conversations e
Unread Only
< . Glﬂupﬁyﬂﬂttb
Ite
£ ~  Beginning of Message ar
[ timc

All emails in that folder will now be grouped like this:
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O Today
D Yesterday

0 Rest of Week

D Last Week (total: 85)

0 Rest of October
D Month of September

0 Older Messages

To see the emails under any given date, click on the twisty to the left to expand the list.

If you click the Date column to change the sorting, the grouping will reflect this. However, if you click
any other sorting, the Group by Date sorting is paused until you sort the folder by date again.

Unread mail only

You can also choose to see unread mails only inside a folder. Click on the Show button in the upper
right of the folder and choose Unread Only. Read mails are no longer displayed until you turn this off
again. All sorting options work.

PS! If you have a preview window, and it’s set to mark an email as unread after being previewed, it
disappears from the folder when you move to the next email. Do not panic, just turn off Unread
Only.

Search for emails
To search for emails in Notes, simply click inside the folder you want to search and start typing:

[ Find X
Eind in Whao w (R

Starts with ~ fad &

Facebook I
Close

In the example above the folder was sorted by Who when | started typing. You can see this by the
fact that Who is listed in the Find in field.

You can change this by clicking on the pulldown list:

Eind in Who <
. Any column
Starts with
Subject
Drate

If you change this to Subject or Date, the folder is re-sorted in the background.
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After choosing the column you want to search, you simply write what you want to search for and
click on the Find button. If any email has your search expression in the start of the selected column’s
value, it will take you to that email.

If you choose Any column you can search for any expression in any column. It does not even have to
start with that expression:

M Find X
3

Eind in Any column  ~ (2

Containing |tickets v|.-:g.

# More Options...

The example above finds any email containing the word tickets in either Who or Subject, even if the
column value started with another word. Example: It would find both Tickets for you, Your tickets
and Bus tickets.

Flag an email for follow up
You can flag an email for follow up simply by right clicking on the email and selecting Quick Flag:

Q  Search >
P Quick Flag

B  Moveto Folder..,

Mark as »

Add Sender to Contacts...

1 Reply »
£2  Replyto All »
F} Forward
Copy Into Mew >
Open in Mew Window
=1 Print... Ctrl+P
M Delete Del
Connections »
Advanced Properties »

You can also mark one or more emails and then hit the flagging button above the folder:
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v P v m v More ~
Quick Flag
—_ Add or Edit Flag... h

Remove Flag

Cnrt hu Nato - H

Under Add or Edit Flag... you can set due dates and a lot of other settings. Read all about flagging of
emails in this blog posting.

You can see a view of all your flagged emails if you click on Follow Up in the left side menu in your
email. You can also see them constantly listed in the left side menu by scrolling down to the bottom
of the left side menu.

Click on the small arrow:

» Archive

» Tools

» Other Mail

PS! If you have Notes V11 or newer, you do not need to look for this small arrow. You can just
expand the menu item called Show Mini View.
After clicking on the arrow, you can choose Follow Up in the pulldown menu that appears:

L —
| New Notices ™

Follow Up E}

MNew Notices Su

To Do u Tea
N zZovz Fore

Now the list of emails you have flagged will be displayed in the left menu.

Turn an email into a meeting or To do
To turn an email into a calendar entry, such as a meeting invite, or a To do, right click the email and
choose Copy Into New:

DI AR : 1mar 9:48|
3 Forward

ne

& Copy Into New %> Message

e Open in New Window CalendatEnly

Gi f= Print.. Ctrl+P To Do
M Delete Del H
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If you click Calendar Entry you can choose what kind of calendar entry it should be. A pop up
appears, and if you select Meeting, it prepares a new meeting document. Notes automatically
populates the invite fields with all the people in the To, Cc and Bcc fields.

See your calendar while using your email

In Outlook you must actively choose to display your calendar in the right sidebar. In Notes, it's
always there for you, and unlike Outlook it also shows entries from any imported calendars (Outlook
only displays your main calendar).

Simply click Day at a Glance in the right sidebar panel to see all your appointments for today:

W/ SUINTUNG LUNaLe —_—

=] Day-At-A-Glance

{ Thu, Mar 4, 2021 )

09:20 - 10:20
Legetime
Derjeger

11:00 - 14:00

Digital Week Comes To You EMEA - Day 2
Join the event at hitps://hclsw.co/ds-dw-emea-
attend

hcl_digital_solutions_events

16:00-17:00

Meet-Up - HCL Connections Guide Program
Exchange
hitps://ht-group.zoom.us/j/95794941629

Week 9 - 43 weeks leftin the year ~

| Today | Mar 5, 2021

{ March 2021
M TWTTF S S
1 2 3[4/ 5 6 7
8 910 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
203031 1 2 3 4

You can click the arrows to navigate from one day to the next, and you can navigate through the
months in the calendar underneath the calendar entries.

To get back to today, click the Today button.

PS! If the right sidebar panel isn't visible, just click CTRL + 9 on the keyboard.

Quick rules
Like in Outlook, you can create quick rules based on the currently selected email:

1. Click the email you want to create a rule from.

BRAINWORKER® -


http://domino.elfworld.org/wp-content/uploads/2021/03/07.jpg

FROM MICROSOFT OUTLOOK TO HCL NOTES

2. Click the More button above the folder and choose Create Quick Rule...:

Iv‘Morev;“;Q';

Preferences... like ¢
— QOut of Office...

— Copy Into New b o —
it by Add Sender to Contacts...
Deliver Sender's Mail to Junk... wel
3 tnet 1
Schedule a Meeting ...
VIoos
New Message with Stationery...
Mark/Unmark Document As Expired... bisakic

Mail Rules ' ol

I v
3. You will then get a popup window where you can choose what should trigger the rule:
[~ When Sender contains w |nurep|y@'ﬁm.mm |
[~ When Domain i w |fon.mm |
V¥ When Subject  contains v |PrﬂjectAECD |
v ’\I"h"hen at least one of the selected conditions is m-et
i~ When all of the selected conditions are met
i* Move to Folder |I_.|nder arbeid | Select
* Change importance to High
" Do not accept message
| RunNow Onlnbox... || RunNow On All documents... | | oK || Cancel |
In the example above | have set it to the following:
Under 1 | have set the condition to match the displayed Subject.
Under 2 | have chosen that at least one of the selected conditions under 1 should be met.
BRAINWORKER®

26


http://domino.elfworld.org/wp-content/uploads/2021/03/25.jpg

FROM MICROSOFT OUTLOOK TO HCL NOTES

This is not necessary here since | have only selected one condition, but you do have the
option for selecting more than one.

Under 3 | have selected that emails matching this rule should be automatically moved to the
folder Under arbeid. You choose a folder by clicking on Select... and you can also create new
folders in the popup window that will appear

4. Bonus tip if you have Notes V10 or newer: If you want this rule to be triggered on emails
that already are in your inbox, you click on Run Now on Inbox....If you want it to trigger on
matching emails no matter what folder they are in you click on Run Now On All
documents....

5. Click on OK when finished
From now on all emails with that subject are automatically moved to the selected folder.

You can administer your rules, as well as create even more complex rules, by clicking on the More
button and then selecting Mail Rules -> Manage Rules:

Morev Q) Q~

Preferences... like current view _'J O Inde
- Out of Office...  EEE—
Q
Copy Into New > §
% Add Sender to Contacts...

" web private beta on-g
inet to targeted compa

vroosh

Deliver Sender's Mail to Junk...

Schedule a Meeting ...

r New Message with Stationery...
Mark/Unmark Document As Expired...
Create QuickRule...
Mail Rules > Manage Rules h [»

Gooooay. Run Rules...

Mail signature
You can create email signatures that are automatically added to the bottom of your emails. You can
set up different signatures for whether it’s a new email, reply or pure text email.

Creating the signature
You create your email signature like this:

1. Open any folder in your email.
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2. Click the More button above the folder and select Preferences...:

[+ Morev ) Q-~

Preferences...

like c
—_— Out of Office... I} ‘
= Copy Into New >
irt by Add Sender to Contacts...
Deliver Sender's Mail to Junk... wek
: inet 1
Schedule a Meeting ... o
New Message with Stationery...
Mark/Unmark Document As Expired... b

Create QuickRule...
Mail Rules >

—'H"UVVU’U'Hy,

3. You will now be taken to the Mail preferences window. Click on the Signature tab:

Mail I Calendar & To Do I Access & Delegation I II
Basics I Letterhead | Signature r ollow Up I Sender Colors I Recipient Icons I Swiftfile I ﬂ

v gAutomatically append a signature to the bottom of my outgoing mail messag&eé

New Messages I Reply and Forward Messages I

A signature for new messages.
Type of signature: I
% Rich Text " Plain Text " HTML or Image File

Use a rich text signature to use text formatting, graphics, and other rich text features. Once you set it, the
signature will appear on any computer where you use Notes.

To add text, graphics and attachments, use the "T" control below.

To use additional rich text features (such as fonts and links), create your signature in a rich text field
elsewhere (such as the body of an email) copy it, and paste it here.

Note: Rich Text signatures will work only if all users of this mail file are using Notes 8.5 or higher.

‘ Append My vCard @

P

Hogne Bo Pettersen

IT-consultant, writer, photographer and speaker
+47 911 93 144

hitps://domino.elfworld.org

hitps://about. me/hbpettersen/

\‘l HCL Ambassador

I'TI+

4. Check Automatically append a signature to the bottom of my outgoing mail messages to
make sure the signature is always added to your emails.
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You have the following signature types:

Rich Text: Here you can add formatted text, hypertext links and images (like in the image
above).

Plain Text: Here you can add nothing but a pure text signature. This will be added whenever
you send an email as pure text, or you manually select it before sending an email.

HTML Image or file: If you choose this, you will be asked to upload an image file or an HTML
(web) file.

5. Some people like to have a different signature when they reply to, or forward, a message.
You can therefore click on the tab Reply and Forward Messages, where you will get these
options:

[V Automatically append a signature to the bottom of my outgoing mail messages

New Messages | Reply and Forward Messages

A signature for reply or forward messages. If default is selected. the new messages
signature is used.

Type of signature:

" Rich Text " Plain Text " HTML or Image File

Default: If you choose this, it will use the same signature you set for New Messages

Rich Text: If you choose this you get a rich text field where you can create a totally different
signature with formatted text, hypertext links and images

Plain Text: If you choose this you can create a different pure text signature

HTML or Image File: You can upload a different image or HTML file to use as a reply or
forward signature

6. Click OK when finished
The signature is now always added to your emails.

Different signatures

In Outlook you can have different signatures for different purposes and email accounts. This is not
possible in Notes, but what you can do is create image or HTML files with alternative signatures. Add
them to a folder on your PC or network drive.

If you want to use an alternative signature, you do it like this:

1. Create a new email or reply to an email.
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2. Place your cursor just above your standard signature (this is important!).

3. Click the Signature button and choose New Signature from File...

& | Signaturev  Displayy More~

——— « Default Signature
— New Signature from File... %

No Signature

4. Your standard signature will now be removed from the email, and you will see this popup
window:

* Include Signature a5

Import from File (TextHTML/Image):

" | Cancel

Browse |

Youcanaubmaﬁcallyl'ppmdas»gnahxebm 7
messages on the Signature tab in Mail Preferences.

5. Click Browse to find the signature file.
6. Click on OK.

7. The signature will now be added to your email, instead of the standard one.

Mail conversations
Just like in Outlook, you can in Notes choose whether you want the emails in a folder to be displayed
as conversation threads.

You do this by clicking on the Show button in the upper right corner of the folder, and choose
Conversations:

Show + &) Sametime Contacts

Preview on Bottom {
® Preview on Side

Hide Preview --

v Individual Messages -

Conversations h
> 1K
202 Unread Only 5
lid g
= Group By Date [

v Beginning of Message

T
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Notes does have a functionality here that Outlook does not have.

Whenever you click on an email that is a part of a conversation thread, even if the entire
folder is set to display Individual Messages, you still get a twisty to the left of the email:

© Re: Bjork nytt album 30:e Sep ®
Hej Adne, Tack! Fint!

If you click this, you can still see the entire conversation, even if the folder is set to display
individual messages only.

Notifications
Like in Outlook a sound plays, and popup notifications and/or slide in summaries, and an envelope
icon appear in the taskbar when a new email arrives.

You can control these notifications by clicking on File -> Preferences and then expand Mail and
choose Sending and Receiving. Under the section called Receiving you can choose what
notifications, if any, you want:

v Mail [C] Sign messages that | send
Access:and Delegation Add forward prefix to the subject of forwarded mess
Internet
Sending and RecT‘éing Receiving
Notes Ports
» Regional Settings Check for new mail every minutes
. Replication and Sync When new mail amives:
» Sametime Refresh Inbox automatically
» Search g :
Spell Check [JPlayasound | Browse..
. Toolbar Alerts:
Widgets
Windows © Show a popup
XPages Performance (O Slide in a summary
(® No alert
[] Display an icon in the system tray

Out of office

Like Outlook, Notes gives you the ability to set up an automatic reply that should go out to people
who send you an email. In Outlook it's called Automatic Replies, while in Notes it's called Out of
Office:
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1. Click the More button above the folder and choose Out of Office...:
B~ Morer QD Q-

Preferences... 1
_— ‘QOut of Office... h —
— Copy Into New > b
Sort by Add Sender to Contacts...

2. You now get the Out of Office form in Notes. Here you can set the date for when you are
leaving, whether you are available for meetings (people will see you as busy when checking
your schedule if you choose not to be), a subject for the automatic reply and the mail
message itself.

3. You can also set an Alternate notification:

Standard Notification | Alternate Notification l Exclusions I

To send an alternate out-of-office notification to certain people, specify the people in

| Reset Defauts |

| I

Subject: lHogne Be Pettersen is out of the office

¥ Append return date to subject

Body: | am out of the office until 07.03.2021.

Additional
body text:

By clicking on To, you can choose people from your personal contact list, as well as the
corporate directory, who should receive an alternate notification.

You can also add emails directly in the field to the right of the To function. You then set an
alternate subject and message text.
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4. You can also set up who should not get an Out of Office message from you under Exclusions:

Standard Notification I Alternate Notification | Exclusions

To cancel the out-of-office notification when certain conditions are met, specify the conditions below.

‘ Reset Defaults ]

[T Do not automatically reply to mail from Internet addresses.

A message is sent by any of these people:

Sentby: [*hotmail.com l
A message subject contains any of these exact phrases:
| N Add Phrase |
z : : e Ay "
Nigerian prince Roinirne Pises J

In this example | have set that any email sent from hotmail.com you should not get an
automatic reply. | have also added that any message containing the phrase Nigerian prince
in the subject should not get a reply either. You add a phrase by entering it in the field A
message subject contains any of these exact phrases and then click on Add Phrase. To
remove a phrase, click on it in the big square, and then click on Remove Phrase.

5. When you are finished, you can click Enable and Close at the top to activate the Out of
Office agent. If you have set it to start at a later date, it won't start sending out automatic
replies until the selected date and time is reached. If you click Save and Close, you only save
this as a draft, and it will not be activated.

Spellchecking your email

You learned how to turn on and off spellchecking in Notes in the section Notes client settings and
functions above, as well as how to use it. In this section you will learn the extra functions Notes has
for spellchecking emails.

Spellchecking while writing
Check the spell-checking sub sections in the Notes client settings and functions section above

Spell-checking before sending
You can also do a last spell check before sending the email. It will also spell check the Subject line.

To turn on this feature:

1. Go to File -> Preferences.
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4.

Choose Mail in the preferences window:

Log Settings Message Options
v Mail [V Spell-check messages before sending
Access and Delegation [V Warn me about blank message subjects
Internet [V Always show details in received Mail messages

~ - n e o . - -

Make sure the Spell-check messages before sending option is checked under Message
Options.

Click OK.

When you now write an email and hit send, Notes spell checks the Subject line and the main text
of the message:

s oo, L
Subject pa norsk og English
From: Hogne Be Pettersen/lELFWORLD
Norsk: Speitthbeck b [—_ﬂ E]
Dette er et grdd som er gtavi feil
Not in dictionary [E:.—:._] | [na Skip | I Skip All I
English: s
This is a wrad that is spelld wrong bages Sggtse‘ { n Replace |
%g:a ’ Replace Al I
Hogne Bo Pettersen |__Addto Dictionary _ |
[T-consultant, writer, photographer ¢ [ Edk Dictonary... |
+47 91193 144 | |
https://domino.elfworld.org Dictionary: | Defautt - Norwegian (Bokmal) |
https://about. me/hbpettersen/ Syielig Opions...
w7 HCL Amba 2= e hoctnies

You can choose which language you want to use as Dictionary.

You can skip a word and jump to the next or you can skip all by just clicking Send As Is.

You can choose a suggested word from the list, or type your own correction, and then click
Replace. Notes jumps to the next misspelled word.

You can add a word to the Dictionary so that Notes won't claim that it's misspelled the next
time.

You can click Spelling Options... to tell Notes to ignore words in uppercase and with
numbers.

When all errors are corrected, Notes sends the email. If you want to skip over spell checking, you can
click Send As Is.

Prevent sending emails with blank Subject line
1. Go to File -> Preferences.
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4.

Choose Mail in the preferences window:

Log Settings Message Options
v Mail [V Spell-check messages before sending
Access and Delegation [V Warn me about blank message subjects
Internet [V Always show details in received Mail messages

~ - n e o . - -

Make sure the Warn me about blank message subjects option is checked under Message
Options.

Click OK.

Notes now warns you if you try to send an email without a subject line

Formatting email text
Check the Rich text formatting in HCL Notes sub section in the Notes client settings and functions
section above on how to format text in an email.

Set default email font
To change the default font in email:

1. Write a text with the font that you want to set as a standard font.
2. Highlight it:
;] his is the font | wantto use
Hogne Bo Pettersen
[T-consultant, writer, photographer and speaker
+47 911 93 144
BRAINWORKER®
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3. Go to the Text menu and choose Set Current Font as Mail Default:

15 Text Tools Window Help

I Text Properties Ctrl+K I

atti Permanent Pen > |
+ Highlighter >
Pass-Thru HTML 3
Normal Text Ctrl+T Jn
7 ltalic Ctrl+l [
l b Bold Ctrl+B =
[ U Underline Ctrl+U
l Strikethrough =
t l Effects > 8
= Color > |
Enlarge Size F2
Reduce Size Shift+F2
5€ Align Paragraph >
er. List >
Spacing >
ﬁ *=  Indent F8
*=  Qutdent Shift+F8
» Apply Style >
¥ I' Set Current Font as Mail Default N

4. Notes confirms your choice:

Set Current Font as Mail Default X

You have set the following as the default font to use when composing
mail messages,

Font: Default Sans Serif

Size: 10

| At |

5. Click OK.

Now Notes uses this font as your default font in emails.

Add another email account
Unfortunately, you cannot add another email account to Notes like you can in Outlook.

What you can do is create group mail applications that you can open like you open your own email.
You can also be given access to other people’s email, which you then can open like your own mail
application.
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However, are opened as separate Notes applications or databases in the Notes client, and not
collected in the left side menu in your mail, like in Outlook.

Calendar

Notes has a very good calendar that you can use to schedule meetings, appointments, and
reminders. In this section you will learn how to get the most out of the Notes calendar so that you
can set up your work schedule in the most effective way.

Share your calendar
You can share your calendar with other users.

1. Go to the menu File and choose Preferences.

2. Click Calendar and To do and then Access and Delegation:
. Preferences o

type filter text || Access and Delegation e

> Accounts

Basic Notes Client Configu y 7
« Calendar and To Do Mail | Calendar & To Do I Access & Delegation
Access and Delegation Access to Your Mail & Calendar l Access to Your Schedule | Shortcuts to Others' Mail
Regional Settings . i
» Composite Application Edi You can give one or more people or groups access to your contacts and to all or part of your mail file

(Mail, Calendar and To Do), and you can control the actions that each delegate is allowed to perform.

Contacts
Eonts Colgrsiarnid Thermas To delegate access to your Contacts, you must also enable the Contacts preference labeled "Enable
L 'Synchronize Contacts' on the Replicator.”

Live Text

Locations For Mail-In-Database Only:

Log Settings I” Enable Alternate From Feature
> Mail [T Automatically use internet address of Mail-&database as sender

Notes Ports
> Regional Settings Mail. Calendar. To Do. and Contacts
> Replication and Sync Delegate access to these people or groups:
» Sametime ’ Add ]
> Search :

Spell Check [ Remove ]
» Toolbar

Widgets

Windows

AeagesTetiommance No other people or groups have been delegated access to your mail file

Change Access...
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3. Click Add...:

Add People/Groups ‘Zj

]

Person or Group

To whom do you want to give access to your mail file?

" Everyone .

& Just this person or group: | . ~

Components

Which components of your mail file do you want to give access to?
" Mail, Calendar, To Do and Contacts

@ Calendar, To Do and Contacts

" Calendar and To Do

" None

Access

How much access do you want to give for Calendar, To Do and Contacts?
|Read v

Automatic Forwarding

Enabling automatic forwarding makes it easier for someone to manage your calendar when it is not
open and on display. These settings apply even if no components are delegated, and they apply to all
auto-forwarded messages.

Forward calendar notices | receive for meetings where:
™ 1 am the chair
I~ 1 am a participant

For notices associated with calendar entries | have marked as private:

‘ Do not forward b

Under Person or Group choose if everyone should have access or just the people or groups
that you add by clicking in the field to the right of Just this person or group.

Under Components select what they should have access to.

Under Access choose if they only should be able to read your calendar, or if they should also
be given full access (there's nothing in between).

4. Click OK when finished.

5. You will now see the person and how much access they have in the list under Delegate
access to these people or groups.

You can later change the access via the Change Access... button or remove the person from the
access list by clicking on Remove

Add a shared calendar to your calendar
To add a shared calendar:
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1. Inthe left menu of your Notes calendar, expand Show Calendars and click Add a calendar...:

~ Show Calendars

Add a Calendar... “

A% Hanna Ra Dattarcan

2. This window appears:
Add

Add: | Notes user's calendar V|

Add Notes user's calendar

*User name: (2) %

[[] View this calendar when offline (2

Calendar Entry Formatting

Set display options for the added calendar's entries: (2)

Background: Text: Entry icon:
v | | - | | colendar gray v
oK | Cancel

3. You can now search for a Notes user and then choose the colours you want this user's
calendar entries to be displayed with.

4. Click OK when finished.

5. Totoggle on and off this users calendar, check and uncheck the calendar from the list of
your calendars:
~ Show Calendars
Add a Calendar...

“% Hogne Bo PettafSe

Colour code calendar entries

Just like in Outlook, you can also colour code your calendar entries. This means that calendar entries
matching certain criteria that you set will be colorised so that you can differentiate the various
appointments with a quick glance.

You do this by adding a category to a calendar entry:

BRAINWORKER® 2


http://domino.elfworld.org/wp-content/uploads/2021/03/11.jpg
http://domino.elfworld.org/wp-content/uploads/2021/03/12.jpg
http://domino.elfworld.org/wp-content/uploads/2021/03/13.jpg

FROM MICROSOFT OUTLOOK TO HCL NOTES

1. When you create a calendar entry, like a meeting, you can add a category by clicking here:

When: Starts: [tir 16.03.2021 B| [15:00 o |u
Ends: [tir 16.03.2021 ™| [16:00 @] [u

Where:

Category” | |HCL

NacArintinn I

If the Category option is not there, click the button Display and choose Category:

Save and Close | Displayv  Check Calendar...

V] Cotegoy |y
Vv  Additional Mail Options

Calendar Entry
Type: Appointment

l Subject: [l_et’sConnectconnects! Confirmation
When: Starts: [tir. 16.03.2021 ™| [15:00 o] L
Ends: [tir. 16.03.2021 ™| [16:00 o] L

2. After clicking Category, you see a list of all your categories in a popup window:

Choose one or more categories:

v HCL E A
[ Holiday

["] Vacation

[ ] Projects

["] Clients

["] Phone Calls

| Travel N v

Cancel

Add category:

3. You can add more than one category by checking the checkboxes next to the category title.
To add a new category, simply type it in the Add category field and hit the Enter key on your
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keyboard.

4. Click OK.

5. To the right of the Category field, you find an option called Assign Colors...:

Where: Location: |

|

Category: [HeL

| Assian Colors...l

Nacerintinn |

6. Click it and this popup appears:

|

Preferences

Mail

I Access & Delegation I

Display | Scheduling | Alarms | Autoprocessing | Colors | Rooms & Resources

| Calendar - Colors

-+
nE

Calendar Entry Category Colors

Calendar Entry Colors I Category Colors I

'You can use Mail - Sender Colors for your Calendar Entries as wel
Note: You can add Categories on the Calendar & To Do - Display - Entries tab.

Select Categories and the Color to associate them with:

| |'\'?:‘»

HCL

NCUG, Collabsphere

Konsert

Brainworker

Familie, Venner

Moldejazz

Kurs

|Tc> add categories to this color set, click ...

lTo add categories to this color set, click ...

|To add categories to this color set, click ...

| Restore Default Colors

Note: You can add Categories on the Calendar & To Do - Display - Entries tab.

Click one of the buttons that looks like the button the arrow in the illustration above is
pointing at to select the category or categories you want to give a certain colour.

Then choose the background colour and text colour for this category.

7.

8.

9. Click OK when finished.
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The calendar is immediately updated with this colour. Here is an example of a calendar with colour
coded entries:

Mon Tue Wed Thu Fri Sat Sun
Oct 26 27 28 3 Nov 1
[Collabsphere | Coliabsphere | » [Coliabsphere |
(17:00 , _ Actwities Plus| 16:00 Notes/Dom| (9:30 Hogne Be £
(19:00 Get plugged if17:00. _ What's new [11:26 Vaksinasjof
120:00 Wine Tastings|18:00 Domine - 3 u
{1a:an Mirrasni B V (1500 Shant mal ¥
Nov 2 3 4 5 6 7 8
[10:00 | banken for oy
Nov 9 10 11 14 15
\HCL Digital Week _____ HCL Digital Week . ~ HCL Digital Week W M
(18:00. PreviewofHC 100 Styevote| (1600, Keynote:R (1630, Showthec |16:30. . HCL Digital ¢
1500 Reschedul  MSCEDONN USSSSShouling  iSabistisdsl
— ; -
19 20 21 22
19°00 Lutefisk
Nov 23 24 25 - 26 27 28 29
10.00.__ Webmte WN Boo 1.4
Nov 30 Dec1 2 3 4 5 6
| 10-:00 Sette opp Offi{

Change calendar views
In Outlook you choose in the top ribbon menu if you want to see a calendar displayed as a day,
week, work week, month or as a schedule.

Period views
In Notes you use the left side menu item called Views to switch between a day, two days, a work
week, a week, a month, or weekly planner:

Today Mar 5, 2021

4 March 2021 p
M TWTF
10 2 33 4158
8 910 11 12
15 16 17 18 19
22 23 24 25 26
29 30 31 1 2

v Views

One Day

One Month
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Summary or timeslots

You can switch between viewing the calendar as a summarised calendar or as timeslots by clicking
on the Switch button in the upper right of the calendar:

show ~ I © sametime Contact:

Preview on Bottom
Preview on Side

® Hide Preview

Filter by >

Summary

Calendar Footer

ATETTY

ht

Timeslots display the calendar like this:

Tuesday, March 2, 2021

Expanded Twistie Icon )

09:05 - 10:00

10:35 - 12:05

© Wednesday, March 3, 2021

11:00 - 14:.00
© Thursday, March 4, 2021
09:20 - 10:20
11:00 - 14:00

Week numbers

Bodo, Norway, March 2021
Bodo, Norway

SK4519 Molde to OSL
Molde

SK4106 OSL to BOO
Oslo (OSL)

Digital Week Comes To You EMEA - Day 1

March 2021 )

Join the event at hitps://hcisw.co/ds-dw-emea-attend

hcl_digital_solutions_events

Legetime
Derjeger

Digital Week Comes To You EMEA - Day 2

Join the event at hitps://hclsw.co/ds-dw-emea-attend

hcl_digital_solutions_events

Week numbers are displayed in the calendar footer at the bottom of the calendar. To turn on week

numbers:

1. Make sure the calendar footer is turned on by clicking on Display and then choose Calendar

footer:
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2. The calendar footer will now be visible under the calendar view. Click on the little pulldown

You can also do this in Day at a Glance in the right sidebar panel.

Show ~

Preview on Bottom
Preview on Side

® Hide Preview
Filter by

Summary

® Timeslots

- Calendar Footer

Ls

() Sametime Contac

arrow to choose Week [Number]:

3N

Apr 1

Day 64 - 301 days left in the year
Week 9 - 43 weeks left in the year
Month 3 - 9 months left in the year

Show Calendar Footer

Find available time

Check one person's schedule

To quickly check if a colleague is available, rightclick an email from this person, choose the name of

the person, and then select Find Available Time...:

CL Nomad
gne. | rese
fy

mende endi

ra og med

ICL Nomad

Hogne. | he

nvoice from

You will now see a pop-up window where you can select a time where both of you are green and

Search

Quick Flag
Move to Folder...
Mark as

BRYV o

Add Sender to Contacts...

Reply
Reply to All

Forward

a4

Copv Into New

>
>

>

then you can click Create Meeting.

Chat

Send

Alerts

Add to Contact List...
Edit Nickname...
Chat History

Collaboration History
Find Available Time...

Show in Organization View

Check the schedule for meeting participants

If you are creating a meeting, you can check when people you have added to the meeting are free.
Click the Find Available Times tab, next to Description:
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I T IR M R R T W W R W [ b R DR e T e e

" Summary * § Refresh Schedule Information
fredag 14. oktober 2022 -
Invitees 07 080910 11 1213 14 1516 17 18 19 20 21 22 23 00 01 02 03 04
/| All people EEEEREEEEEEEn
[+] Hogne Be Pettersen/ELFWORLD
/| El Required EEEEREEEEEEEE A EEEEEEE
[+] foobar
Scheduled Rooms 07 080910 11 1213 141516 17 18 19 20 21 22 23 00 01 02 03 04
'_I Eirmd thm et Himas

If the bar turns green, it means everybody whose schedule you have access to is available. If it's red,
it means one or more of the invitees are busy at the proposed time.

M the bar around to change the date and time of the meeting. You can even increase or decrease
the size of the bar to change the length of the meeting.

View Invitee Status
It is very easy to check who has replied to your meeting invite, and whether they have accepted or
not. Simply open the meeting document and click the button Invitee Status.

Contacts

Like in Outlook, you have your own personal Contacts app in your Notes client. In this section you
will learn how to add contacts and organise them in groups. You will also see how you can take
control over the addresses that are displayed when you type email addresses into the To field in a
new email.

Add contact

From Mail
You can add a contact from an email by right clicking on the email and choose Add Sender to
Contacts....

A popup window appears with the email address and name fields filled out. You can then add more
details if you want.

After clicking on OK, the contact is added to Contacts.

From Contacts

Open your Contacts application and click the My Contacts item in the left side menu and then simply
click the New button above the contacts’ view. A popup window will appear where you can add
some basic information about the new contact.

If you want to fill in more details about a new contact, click on the pulldown arrow to the right of the
New button and choose Contact. A form now appears where you can add a lot of details about the
new contact.
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Create contact group
You can also organise your contacts into groups.

1.

Open your Contacts application and click the Groups item in the left side menu.

Click the button New in the upper left corner above the Groups folder:

Me Edit Send [1] Browse for Contact...
'.‘.
Group Category

All| & | gcalDomainServers

Give the group a name and a description:

[~ Mark private

. Group Name: lNew Notes users

Description:  |A group for previous Outlock users who need user training in Notes

T

Members:

ate multinle entries ith 3 comma csemicolen or new line

Go to the field Members.

Start typing the name of the contact you want to add. Notes suggests names from already
existing contacts. Click the one you want and click the enter key on your keyboard to start
adding a new one. You can also add the email address of contacts that aren't in your
Contacts register. Just type the email address and hint the enter key.

You can also click Members. You then see this popup:
Select Mames

H E

Choose the directary, then type all or part of the name.
Directony: ELFWORLD's Directony ~ Miew by: | List by name

Find names starting with: Ffool MNames

IEM Motes/Dominc Fault Reports 4 Mames:
IEM Motes/Dominc Smart Upgrade Tracking Re &
LocalDomainAdmins

LocalDomainServers
OtherDomainServers I

Pettersen , Hogne Be

ro B R EREDE

You can now select people from your company directory.

If you want to add people from your personal Contacts, change to your contact application
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in the Directory pull down field:
Choose the directory, then type all or part of the name.

Directory: ELFWORLD's Directory

Pettersen's Contacts
Find names starting with: [E| FWORLD's Directory
Local Address Books
3 Administration f Bigfoot

1k domino-42 elfwllensign

You can use the Find names starting with field to type the beginning of a person's name to
find the person you are looking for, if you do not want to scroll through the list.

Click OK.

6. Click Save and Close.

You can now use the group when sending emails or meeting invites.

Recent contacts
When you create a new email and start typing the address or name of a person in the To, Cc or Bcc
field, Notes suggests names and addresses for you:

Send SendandFile.. Save asDraft  Delivery Options.. [~ %  Signature~ Display™ ! =
To foo

°e foo@foobar.com (Foo Foobar, foo@foobar.com)

Bce @), Search Directory for "foo”

Subject

Sometimes Notes suggests email addresses or contacts that you do not want to see in the
typeahead. You can fix this in Contacts:

1. Open Contacts.
2. Click the Recent Contacts item in the left side menu.

3. Find the address or person you do not want to see in the typeahead anymore and click him
or her.
4. Now click the button over the view called Hide in Typeahead

It will now no longer show up in in the typeahead. If you want it to show up again, you just repeat
step 1-3 and then click Show in Typeahead in step 4

To do

In Outlook you have an application called Tasks. In Notes this is called To do.

Create a To do
As described under the section Mail, you can turn an email into a To do, just like in Outlook. But you
can also create a To do from scratch:
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1. Open the To do application.

2. From any folder inside To do, you can click the New button in the upper left corner above
the folder. This form appears:

To Do Entry
@ oty Medium i

Subject: |
When: Due by: |
Start by: =
Repeat: This entry does not repeat
Who: Assign to: ' Me " Others
Category:
=
in
Description
Attach...

3. You can set a priority, a due date, a start date and whether this is a To do that should be
repeated or not (if you click on Repeat you can choose a whole range of repeating patterns).
You can also assign this To do to another person.

In addition, you can categorize it and add further details in the rich text field Description.

If you choose a due date, an option called Notify Me will appear in the upper right corner of
the form:

[ Mark Private
¥ Notify Me

T

If you click the clock icon you can choose when you should be notified, and how.

4. Click Save and Close when finished.
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Mark a To do as completed or incomplete
To mark a To do as completed, simply right click it and choose Mark Complete. You can also open it
for editing and click the button Mark Complete.

You mark a completed To do as incomplete in the exact same way.

To see your completed To dos, click the menu item Complete in the left side menu in the To do app.

Conclusion

In this document you have seen how you can ease the transition moving from Outlook to Notes. You
have also mastered how to use the settings in the Notes client and how to use the standard
applications Mail, Calendar, Contacts and To do, so that Notes works best according to your needs.

The next step would be to dive even deeper into how to use email and calendaring, and maybe even
give the users some tips on how to set up their own Notes/Domino low code applications.

Resources
Go to the following resources to learn more:

e Hogne B. Pettersen’s Notes tips

e HCL Notes documentation

e HCL Notes/Domino forums

e HCL Notes/Domino blogs

e HCL Notes/Domino product’s page
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