IBM iNotes

Social Edition

iNotes
Version 9
Reference Guide

Rev. 8/24/2015



iNotes Version 9.0.1 Reference Guide

Accessing iNotes

In your browser’s address box, type the url: https://notes.marist.edu

Note: You must allow popups for this site.

Logging in to iNotes

From the following screen click Log In!.
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= Forgat vour password?

Type in your Marist Account(omit @marist.edu) for the User name, then enter your password.
Click the OK button.
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Windows Security ﬁ

The server notes.marist.edu at / requires a username and password,

Warning: This server is requesting that your username and password be
zent in an insecure manner (basic authentication without a secure
connection),

Fr) | Uzer name ]
| m | Password |
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["] Remember my credentials

| ok || Cancel



https://notes.marist.edu/

At the next screen, click the link for Your InBox.

“Y Your InBox
& Create new personal link!

You will be brought to the Home screen. Click the envelope icon to access your Mail.
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New - Edit Layout...
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You can create your own Home Page by clicking Edit Layout on the action bar above.

Sample Home Pages

Internet Security

Important: if the following screen appears, click the Allow button

Internet Security _E‘

| Ascrpt from “International Business Machines Corporation” is requesting enhanced abilities that
*  are UNSAFE and could be used to compromise your machine or data:

Run or install software on your machine
Read private data fram any site or windaow |
Read and upload local files

Allow these abilities anly if you trust this source to be free of viruses ar malicious programs.

[7] Remember this decision

Allow ] [ Deny J

Install Active X
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If the following screen appears, click the Install button

Internet Explorer - Security Warning &J

Do you want to install this software?

Name: Lotus iNotes 8.5 Control (International)

Publisher: International Business Machines Corporation

E More gptions Install ] [ Don't Install

& ) ‘While files from the Internet can be useful, this file type can potentially harm
g your computer. Only install software from publishers you trust. What's the
risk?

Security: Changing Your Password

To change your iNotes password, click on your account name in the upper right-hand corner of the
screen. From the drop down box, select Preferences.

Test Student! ~ @

Preferences
~+ Full Mode ¥
Log Cut

A new Preferences tab will open. Select Security from the left side bar, then click the % button
under Change Internet Password.

4 Home x4 Mail-inbox »x W Preferences X

Save and Close | Cancel '@

[E Basics Change Internet Password

(& msil
Notes ID management for secure mail features

[& Calendar *Your Notes ID, & file thet your administrator oreates, allows you to decypt, sign, and encypt documents, and to recall messsges. Your Notes D contsins your name, security certificates, and
cther information.

Intemational Your mail file DOES HOT CONTAIN 3 Notes ID

Import Notes 10:
Imports @ copy of your Notes ID file into your mail file. You must import your ID fo deaypt,  (Tm——mes
sign, and encrypt documents, and to recall messages. =

Archive Change Notes ID Password:

Change password on your Notes I1D.

Cffline

From the following window, enter your old Internet password in the first box. Enter your new Internet
password in the second and third boxes(twice for verification of spelling). Click the OK button and then
the Save and Close button.



Note: Changing your Internet password requires the following steps:
1. Complete this dialog and click OK. This submits a request to the administration process to change your Internet password.
2. Wait for your old password to stop working, before using your new password.

Type old Internet password | |

Type new Internet password | |

Type new Internet password again | |

OK Cancel

Home Page

Upon logging in to iNotes, the default Home screen is displayed. This page can be customized according

Edit Layout...

to your personal preference. To select a new layout click the button.

1BM iNotes b-q i 3

4 Home x| i maibinbox X [ Preferences X

&  MNew - Edit Layout...
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You can create your own Home Page by clicking Edit Layout on the action bar above.

Sample Home Pages

The following screen will appear. You have the option of selecting from a variety of layouts and
choosing the contents. Click Save and Close when done.



Save and Close

Page Layout

Default View 1 1 2

3 3 3 4

Panel Contents

Ps: 2 Type Opticns

Mail Inbaox v Title |Mail Inbox

1 IMessages to display | Last 10 messages T
Cnly Mail Erom
High Pricrity Mail Only

Schedule v Title (Schedule

Days to display El

Navigating iNotes

Along the top of the iNotes window are buttons which allow you to move between iNotes functions.

X E LA B B &

E - Mail function

- Calendar function

E - Contacts function
- ToDo function

E - Notebook function

Refresh

To refresh the view in any of the functions, click on the circular arrow icon.

C

Preferences
Click on your account name in the upper right-hand corner of the screen and then select Preferences.

Automatic Signatures
You can have your signature automatically append to all outgoing messages. From the Preference
screen, select Mail from the left side bar, then select Signature. Type a personal signature which will
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automatically append to all of your outgoing messages. Be sure to check the box next to “Automatically
append a signature to the bottom of your outgoing mail messages”.

ﬁHome x zl‘.'lail-lnbox x . Preferences X

Save and Close | Cancel

(@ Basics Signature:
Create and store e-mail signatures. If you want to include a signature in ultra-light mode, you must create a plain text signature.

Email Plain text

General

Display

Signature

Follow Up

Attenticn Indicator Rich text

EzsrEEA- | Y Patak

Sans Serit ¥ |10 ¥ ﬁ|bigA\DlE|

[& calendar

Internaticna

Delegaticn

Security

Archive
You have the following Notes signature (Preview only)

Cffline

g= of e-mail signature. Note that plain text is used sutomatically for ultra-light made, ne matter which type you choose

Automatically append a signature to the bottom of your cutgeoing mail messages

15753
* Plain text
Rich text

Notes

Click the Save and Close button located at the top of the window when done.

Delegation
You can allow others to access your mail and/or calendar. From the Preference screen, select

Delegation from the left side bar, then select Mail, Calendar. Click the Add Person or Group button.
The Add People/Groups window will appear.




") Add People/Groups - Mozilla Firefox =lojx|
& hips:/) marist.edu fnst 1.nsf} [Provy/20penDocumentirorm=s_PrefDelegAddUserDighptiFresetiieids-s_Dialogid;0 |

1. Enter the name of the person or group to whom you want to grant access to your mail file

@ Enter o choose a usergroup

5 for eveeryane

2. Choose how much of your mail file to delegate to this person or group
' Mail, Gader, T O and Contacts
@ Calandar, To Do and Contacts
© Nene

3 Choose how much access you want to give to this person ar group

| Read any Calendar Entry. To Do or Contact -]

4, Automatically forward to this person calendar neotices sent to you
Enabling auto-forwarding makes it eagier for someone to manage your calendar if they do not normally keep your calender open and on display.
Forward notices where you are the imaee of the meeting

I™ Eorward notices where wou are the chair of the mesting

i the message is marked as private [ Do ned forwand :I

Hote. This setbng allects all suto-lorwarded messages

OK Cancel Help

1. Enter the name of the person or group to whom you want to grant access to your mail file
Click the down arrow and select entries from Marist’s Address Book
2. Choose how much of your mail file to delegate to this person or group
You can give access to your Mail, Calendar, To Do and Contacts
OR
Just Calendar, To Do and Contacts
3. Choose how much access you want to give to this person or group
Click the down arrow to select how much access to grant

Mail

To enter the Mail function, click on the Mail icon located along the top of the iNotes window.

The Inbox will open up as a new tab.



IBM iNotes TestStudent! ~ @

2 Mail

& Home * % Maildnbox X
Test Student1
Pinstixe b feet C Hew ~ Reply ~ ReplyToAll ~ Forward ~ [ - & ~ MarkAs ~ [l More ~ = Show ~
Inbox = who Subject Date v Size G * D
Drafis

Sent

Follow Up

All Documents

Junk

Trash

L

Folders

+ Tools

+ Other Mail

Along the left sidebar you will see a navigation panel containing a list of views and folders.

Inbox

Drafts

Sent

Follow Up

All Documents

Junk

Trash

F Views
Folders
v Tools

v Dther Mail

Inbox

The Inbox view contains all the mail that has been received, not including mail that has been moved or
deleted. The e-mail will show up in two basic formats: read and unread. Unread documents will be
highlighted. Double click on a message to open it in a new tab. The opened message can be read,
saved, replied to, forwarded, printed or deleted.

Preview Pane

iNotes offers a preview pane that lets you preview the text of your e-mail messages as you scan through
your inbox, without actually opening the message. To open or collapse the preview pane, click on the
series of 5 dots at the bottom of the Inbox window. Clicking on the message once will open it in
preview, which is displayed along the bottom half of the screen.



A i
D] Mail 4 Home * 3 Maildnbox X

Test Student1
NotesMailTest/DominoTest

C Mew - Reply - ReplyToAll -~ Forward -~ [ - & - MarkAs - [T More - &
Inbox = 1 who Subject
Drafts Test Student2 Test

Sent

Follow Up

All Documents
Junk

Trash

v Views

Folders

+ Tools

+ Other Mail

Threads MNew Window Edit

Test
Test Student2
To: Test Student1

Testing 123

Composing Mail

From the Mail function, click on the New button that runs along the top bar.

Message window will appear.

Show ~
Date v size @ h

02:07PM 1K

Wednesday, July 30, 2014 02:07PM
Show Details

The following New

@ Home % & maikinbox X | [ New Message X

Send Send & File.. Save = Delivery Options... * ~ & Format ~ Display = 9 More -
High priority Return receipt Sign Encrypt Keep Private Wark Subject Confidential
To: |
Ce
Bee
Subject:
From Test Studentt/DomineTest 07/30/2014 02:09PM

Smsenl|wll® b i u A DE

S v E P

Locating Addresses
1. Manually type an address in the To field.

New = Show -

2. Type Ahead feature: begin typing a person’s name in the To field. Next to the To: button, a contact
icon with a green check will appear ; to see names that match what you have typed, click the icon.
If the name is unique, the only person with that name will be inserted in the To field; if there are
multiple matches, a list of names will appear. To select a recipient, click on their name from the list.




Ta test

cc Daominao TestTST/DominoTest
Bro Test Student1/DominoTest

Subject: Test Student2/DominaTest

3. Another way to locate an address is to click the To: button; a window will appear from which you can
browse through address books and search for contacts.

Select Addresses x

Search in: | Contacts ¥ View by: | List by name T
Search FDF:l |[ Search ]
Search results: Recipients:
[ Toxe ] Ta:
2 Domino Test/TST/DominoTest
[ Co=>= ] Cc:
Boc:

[Hsm:vs][ﬂsrﬂ:vs AII]

Sending Mail with Attachments
There are two ways to attach a file:

1. At the bottom of the Message window you will see a space for adding attachments. Click on
the folder icon to find a file to attach.

Aftachments
i}

File Mame Size Modified

Next find and select the file you would like to attach and press Open.

10



@ * 1 @ v Libraries » Documents » Search Documents

Organize « New folder

~ .
457 Favorites MName Date modified Type

B Desktop . Adobe 3/2/2013 5:07 File folder
& Downloads . Adobe /272013 5:0 File folder
=] Recent places . Analysis Services Tutorial SQL Server 2012 ! File folder
.. Customn Office Templates /2014 8:35 AM  File folder
4 o Libraries . GitHub /2013 5:11 PM File folder
> @ Apps . MATLAB 20131213 PM  File folder
(@ My Shapes /3/2013 10:34 AM File folder
> J’ Music w] My Web Sites 2172013 4:28 PM File folder
> [=] Pictures . OneMote Motebooks 21/2013 6:22 PM File folder
> E Videos ./ 50L Server Management Studic 013 10:38 AM File folder
) Visual Studio 2010 8/3/2013 11:45 AM File folder
418 Computer - Visual Studio 2012 /3/2013 12:16 PM File folder
> |=5_ Frozen (C:) . workspace /2013 2:37 PM File folder
> =g Thawed (D) || .Rhistory 7/21/2013 5:05 PM RHISTORY File
> files (\\campussk ¥

File name: w | All Files

2. At the top of the Message window, click on the paper clip icon. &

Formatting A Message in Plain Text
If you would like to format a message in plain text, click on the Format button at the top of the Message
window and then choose Plain Text.

Send Send &File.. Save - DeliveryOptions.. W =~ ¢’| Format - Disjlay = &= More ~

[T High priority [ Return receipt [© Sign [T Encrypy | Rich Text ¢ [ Mark Subject Confidential

To- + Plain Text

Spell Check

o
To check the spelling of a message before you send it, click on the “*= button from the icon list that runs
along the top of the body field within the Message window.

Sending Mail

Once the message (new, forward, or reply) has been composed, there is a choice between Send, Send &
File..., Save. The Send button sends the message out to all the addressees and saves a personal record
in the Sent folder. The Send & File... button sends out the message to all the addressees, saves a
personal record in the Sent folder, and allows filing in a folder. The Save button saves the message in
the Drafts folder and holds it there until a later time.

Receiving Mail
To open a newly received message, double click on it. This will open the message in a new tab.

Replying to Received Mail
When highlighting or reading a message, there is a button at the top of the screen labeled Reply.
Clicking on the down arrow next to Reply with provide several options, all of which will open a new
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message. The To: field will be filled in with the original Sender’s address and the Subject field will
contain the original subject pre-pended with Re:.
Reply = Reply To All = Forwarc

Reply with History Only
" Reply with History & Attachments
Feply

Feply with Internet-Style History

Reply with History Only
This is the preferred option. Replies to the sender and appends the body of the original
message without any attachments that were included.

Reply with History & Attachments
Replies to the sender and appends the body of the original message, including any attachments.

Reply
Replies to the sender without appending the body of the original message.

Replying with Internet-Style History
This method of replying is useful for Marist listservs (MARSTAFF, MARFAC, course listservs).

Reply To All

The Reply to All options are the same as Reply. The message will also be sent to all recipients of
the original message and they will be placed in the CC: field. Be careful not to select this option
when replying to a Marist listserv.

Forward

To forward a received message to another party, click on the button marked Forward,

when highlighting or reading the message. Clicking on the down arrow next to Forward with provide
several options, all of which will open a new message. The Subject field will contain the original subject
pre-pended with Fw:. The Forward options are similar to the Reply options.

Forward ~ [ - &

Forward with Attachments
Forward

Internet-Style Forward

Receiving Mail with Attachments

When you receive a message with an attachment it will be at the top of the message window; simply
click to launch it, provided you have the appropriate application installed on your desktop. For example,
if opening a .pdf file, you need Adobe Acrobat Reader installed. To save the attachment without

B .

launching, right click on the filename for the option to save or press the save icon

* Attachments (1}

File Mame Size Maodified

Book1 xsx 12K 071302014 14:42.45
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Saving Mail in Folders
The recommended way to save and organize messages is to file them in folders.

To save a message in a folder, click on the down arrow next to the button and you can choose to

Move or Copy to a particular folder.

Bm - & - Mar

Move to Folder...
Copy to Folder...
Remave fraom Falder

Delete Folder...

Create Faolder...

Select the desired folder and press the OK button.

Move to Folder x

Select a folder
Inbox
Junk
Trash

= Folders

Test

OK | Cancel | New |

Please refer to the Folder section of this document to learn how to create and delete
folders.

Setting an Out of Office Message
You can set an out of office message to let others know when you are away from the office. From the
Mail function, select More, Out of Office.
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Maore - g

Preferences...
|| Ot of Office... | I

Copy Into Mew ¥
Add Sender to Contacts..

Deliver Senders Mail to Junk...
Schedule a Meeting...

Mew Message with Stationery...
Mew Stationery

Wiew Stationery

Create QuickRule...

Mail Rules

Mew Rule

Show MIME Header
Show MIME Full

The following window will appear; fill in the appropriate fields and check the box ‘Specify Hours’ if you'd
like to set a specific time period. Click the Save and Close button when done.

Sawve and Close | Enable & Close

Out-Of-Office Notification Status:Off
Alternate Notification:Mo one will receive sn alternste notification
Exclusiens: *¥ou have specified no exclusions

Estesl l l

| will be out of the office...

Leaving: |'.-‘.f5 d

7/20/2014 | =] 02:45F N |~

0
td Specify hours
Returning: [wed 07/2002014 | =] pecify 0E:00FM Ad

During this time:

| am unavsilable for meetings

Drafts
When composing a message, it is possible to save the current message and send it out at a later date. In
order to save the message in draft form, click the Save button. This automatically stores it in the Drafts
folder. To retrieve an unsent message that has been stored, click on the selection for Drafts from within
the navigation panel that runs vertically along the left-hand side of the screen. From this section, unsent
messages are listed; double click on the message to open, edit, and send.

Save = Delive

Save
Save As Draft

Sent
This folder contains all of the messages that have been sent out(new, forward, and reply). As in all views
and folders, you have the ability to sort by the columns to help you locate a message: by clicking on any

heading (Recipient, Subject, Date, Size or & attachment) this will cause the view to be organized by the
respective heading.
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All Documents

All Documents is a reference view. It contains links to all documents that are located in the mail
database. This is a useful view for searching purposes. To organize the documents, click on any of the
headings (Who, Subject, Date, Size or & attachment) to sort the documents by that column. Note: All
Documents is a view, not a copy of documents. If you remove a document from All Documents, it
removes it from the mail database.

Trash

When messages are deleted from any of the views or folders, they get stored in the Trash folder where
they remain until the Trash is manually emptied or after the default time of 48hours. To quickly free up
space, you should empty your Trash folder regularly.

To delete a message from your mail database, highlight the message and hit the delete button on the
keyboard, right click and select delete, or click on the trash icon. This will move the document into the
Trash. To empty the trash, select Trash from the navigation panel and click on the Empty Trash button.

Un-deleting Documents

While the message is still in the Trash folder, it can be restored to the location from which it was before
deletion. Once a document is deleted and before refreshing the database, a document that has been
marked for deletion can be un-deleted by highlighting it within the Trash and clicking on the Restore
button.

Once the trash has been emptied, the message is permanently gone.

Folders

To create a folder, click the down arrow next to the New button and select Folder.
New = Forward

Message

Phone Message
Meeting

Contact

Group
Appointment
Feminder
Motebook Page
To Do

Faolder

Type the name for the folder and Click the OK button.
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Create Folder ®

Folder name:
Lntitled

Select a location for the new folder:

Folders

QK || Cancel

The newly created folder will be displayed under the Folder section within the navigation panel that
runs vertically along the left-hand side of the screen.

To delete folders, you must first delete or move all message contained within the folder. Once the
folder is empty, right click on the folder name in the navigation panel and select Delete.

Calendar
To enter the Calendar function, click on the Calendar icon located along the top of the iNotes window.

Creating a Calendar Entry

To create a calendar entry click on the down arrow next to the New button and a menu will appear.
From here you can choose what type of entry you would like to create; once an option is selected, a
form will open. Fill out the appropriate information and then click Save and Close at the top of the

window; the entry will then be added to your calendar.

New = Forward

! Message
Phone Message
Meeting
Contact
Group
Appointment
Reminder
Motebook Page
To Do

Folder

When viewing your calendar, you can also create an entry by right clicking on an open date or time
(depending on your view), choose New and select what type of entry you would like to make from the
menu that appears.
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Qpen
Refresh

Mew " Meeting
Forward * | appointment
Delete All Day Event
Mare p | ANNivVersary
Print Reminder

Message
Phone Message
Contact

Group

Motebook Page
Tao Do

Accepting a Meeting

When someone sets up a meeting and includes you on the invitation list, you will receive an e-mail in
your inbox from that person. To accept the meeting and add it to your calendar, simply choose the
Accept option from within the e-mail. Upon doing this, Notes will automatically enter the meeting into
your calendar. Whether you choose to accept or decline the invitation, Notes will send a notice to the
person chairing the meeting to let them know your decision.

Accept Decline Respond = Forward = Check Calendar g Im]

Creating and Sending Meeting Invitations

To send out a meeting invitation, create a Meeting entry from within the calendar section. Fill out the
appropriate information as you would for any other calendar entry, but here you have the option of
sending out meeting invitations to other people. To do this, insert the names of those you wish to invite
in the Required: field and choose Save and Send Invitations when you are done.

Save and Send Invitations Save as Draft Delivery Options... New -~ Show ~
What Meeting A

Subject: | | Category

Required: Add: Optional | FY1

Starts: Wed 07/30/2014 v 04:30PM * Ends: 05:30PK (1h 0m) - Find Availaple Time | Show Time Zones
Repeats: This entry does not repeat

Location: . Add: Rooms | Online Meeting | Resources

Options: Remind me: 30 minutes before ¥ | |« Requestresponse | Show as: | Busy v Mark private

+

sl ][ b i ua@E

TEEB- Y B P
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Contacts

To enter the Contacts function, click on the Contacts icon located along the top of the iNotes window.

This section of iNotes organizes specific people that you place within your network of connections. You
can also enter personal or off campus information for e-mail addresses that are not located within the
realm of IBM Notes. To create a new entry, select the down arrow next to the New button and select

Contact.
New = Reply =

Message
FPhone Message

Meeting
Contact

Group
Appointment
Reminder
Motebook Page
To Do

Faolder

A new screen will pop-up with a number of fields that can be filled in. The most important fields to fill in
are first and last name as well as e-mail address. Be sure to click Save and Close at the top of the

window when you are done.

Save and Close | Save | Insert Fhoto

Mark private

Title: First name: Middle Last name

Rd] I I

I &

Default E-mail: Work|w| [

g e o G

Pheones:

Work | +

Work fax +

Pager v

Assistant +

Job title:

Company.

Phanetic company name:

D

E-mail and Web address:

Assistant:

address:

Work 2

Work 3 =

URL -

Street

City

State

Zip

Country/ Regicn

An easier way to store a contact is from a received message. With the message selected or opened,

click on the More button and then select ‘Add Sender to Contacts...”.

More =~ =k

Prefarences...
Cut of Office...

Copy Into Mew ¥
Add Sender to Contacts...
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The same form will appear with the Name and e-mail address already filled in. You have the option of
entering additional information if desired. Click Save and Close when done.

Managing Your IBM Notes Mail Database Size

To check the size of your mail file, click on the iNotes logo in the top left corner.

IBM iNotes

You will see a popup that displays information about your account. It lists the number of documents you
currently have in your mail file, its size, and if you are near your quota limit. If you reach the warning
threshold, you will need to clear out your mail. Refer to the link
http://www.marist.edu/it/pdfs/managingsize.pdf on the Marist College web site for more information
on managing your IBM Notes mail database size.

iMNotes 9.0.1

Social Edition October 6, 2013
Database title: Test Student
Filename: mailitstud1.nsf
Server MotesMailTestDominoTest
Server build: Domino Release 9.0.1 (AlX/G4)
Template: StdRaMail
Language: English
Documents: 5
Size: 0MB
Quota size: none
Warning threshold: none

Licensed Materials - Property of IBM Corp. L-GHUS-5528PRV @ Copyright 1585, 2013 IBM Corporation and by
other(s}. IBM, the IBM logo, Lotus, iMotes and Motes are tfrademarks of IBM Corporation, registered in many
jurizdictions worldwide. Java and all Java-based trademarks and logos are trademarks or registered
trademarks of Oracle and/or its affiiates. Thiz Program ig licenszed under the terms of the licenze agreement
accompanying the Program. This license agreement may be either located in a Program directory folder or
liprary identified as "License” or "Mon_IBM_License”, if applicable, or provided as a printed license agreement.
Please read thiz agreement carefulty before using the Program. By using the Program, you agree to these
terms.

This product is Eclipse Ready&#2482; (hitp/wiww . eclipse.org)

Logging Out of iNotes

Click the your name in the upper right-hand corner of the screen, then select Log Out from the list.
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Preferences
+ Full Mode ¥
Log Out

If you get this message, click OK and close your browser to fully log out of iNotes.

The browser does not support removing private information automatically.
Please clear the information manually

]

Assistance

There is a Help facility provided with iNotes. Just press the button that looks like a question mark

located in the upper right-hand corner of the screen.

For further assistance with iNotes, please contact the Help Desk at 845-575-4357, x4357, or e-mail
HelpDesk from the Marist Address Book. Provide as much detail as possible about the issue and include
the type of browser, browser version, and operating system. (For example: Firefox, version 14 on
Windows 8.1)

20



	Structure Bookmarks
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure


