Lotus Notes
Summary of New Features

Enhanced Calendar Printing -
Includes weekly and daily printing with detailed descriptions.

Calendar Management @D

All calendar communications, such as invitations, responses
and confirmations, will automatically be present in a new view:
2, Calendar Notifications. The notifications will still be present
in the € Inbox unless the AutoFile feature is enabled.

The optional feature, % Calendar AutoFile, automates

removal of all calendar notifications from the Inbox but retains them in-the Calendar Notifications
view. If this option is chosen, the Calendar Notification view must be tised to process any calendar
messages. This can be more convenient than processing calendar messages co-mingled with other
mail in the Inbox.

» Principals can allow othérs access 46 manage their calendar only, via the new view, without also
providing access to their régular mail messages.

Detach and Remove File from Message ]

This feature proyides an onscreen button that has the ability to detach'and-remoye a file froma
message ot delete the file from the message. An automatically generated text Jabel is saved into the
original mail message, indicating to what location the file was detached, or that the attachment was
deleted. The purpose of this feature is to clean up mailboxes in order to gain hard drive/and/or
server space.

Server-Based Password Checking 4

Clients who use more than one workstation or access Notes using the function will
now be able to synchronize the Notes password on the workstation with the password validated on
the server. If the current Notes password is different on the network from the workstation or the
Switch ID access diskette, the client will be prompted for the valid current password. This feature
provides an additional measure of security for those who use Switch TD.

Viewer for Office 97 %
Users will now be able to select the View... option from the [_View.. | Launch,, | Detach. dialog

box in order to view Office 97 documents. This will work even if the client does not yet have
Office 97 installed.

\
Dictionary Standardization &4

All Notes users who reside in the USA will have the default spelling dictionary reset to American
English, instead of the current International English.
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Enhanced Calendar Printing

A new enhanced calendar print utility is now available. This new feature
includes three print formats:

*  Weekly — prints one week at a time, including weekends.
¢ Number of days — prints specified number of days.
¢ Monthly — prints one month at a time.

Printing Your Own Calendar |EEERESZIETITS

1. From within the @ Calendar View, select
the Print Your Calendar button.

Select the format and any preferenées that
need to be included in the printed,calendar
(see explanation of prefe};:?t“é's orgrhe g’v‘a‘

following page).

L
Printing Someone-Else’s
Calendar )

Boverly Smith/US/NA

1 || Deborah Thomas/US/NA
1. To print someone else’s calendar, you must
have access to read or manage that calendar.

REE<d Actions 8l Calendar Printing £8
Someone else’s calendar .\) LY
~N

Names which have been added through the
Calendar Print Profile display on the list of

selections.

3. To add additional names to the list of
choices, select the Name... button and
choose names from the Global or
Personal Address Books.
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Server-Based Password Checking

Clients who use more than one workstation or access Notes using the [SWIts§[BIEY function wi
now be able to synchronize the Notes password on the workstation with the password validated on
the setver. If the current Notes password is diffetent on the network from the workstation or the
Switch ID access diskette, the client will be prompted for the valid current password. This feature
provides an additional measure of security for those who use Switch ID.

‘When using the © - [SWICRIPR function with a password not current with the server
password, the following dialog box displays:

Lotus Notes Desktop

Setec Y - R - [T

password to the current passw

from the B

box ifi order to view Qﬁﬁgef b‘f

williwork even if the client does not yet have
\Of ce 97 installed.

All Notes users who reside in the USA will
have the default spelling dictionaty reset to
American English, instead of the current
International English.

| Canadian French
C:
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Detach and Remove File

A new detach feature is available which allows the user to detach a file from a message and keep a
record of where the file is actually detached. Currently, a file can be detached multiple times and
retained inside of the message. This feature detaches the file once and then records its location.
The purpose of this feature is to free up space on the mail servers.

1. From the < Inbox, select a message that contains an attachment &. Select the E Detach and
Remove File button. This can be done by highlighting the message entry or by opening the
message.

The Detach and Remove File from
Message wizard displays.

2. The document can be detached to
the network or hard drive. It can
also be deleted from the messa;
and the message can be

- without the documedftatiched. e atic -
The w&?"‘x ile: Glooal Office Products volume 2.doc (22 KB)
W Sentto: Tracey Olsan/US/NA

Subject INFORMATION: Global Office Products
? Delivered on: 6/29/38 9:26:08 AM

&f
/’*’3

3. Once the do dmc ed, the paper dxp will pear. The lomiﬁ{r:@geﬂhe document

was detached e rec inside the messag

INFORMATION: Global Office Product Quarterly Update

‘These are th: products detailed in the attached docum:nt —_—

Lotus Notes Desktop Client
Lotus Notes Mail Server

d o JAKOFFICEAD 1331 0

Note: If the document is moved from the place where it was originally detached, the reference
inside the message will not be updated.




Calendar Management

Calendar Notifications View

Toward the bottom of & Folders and Views is a new view called @ Calendar Notifications. This
contains all calendar-related mail, which can also still be viewed in the < Inbox.

Users wishing to file all calendar-related mail automatically must enable the Calendar AutoFile feature.

Calendar AutoFile

The AutoFile feature is a new calendar function that automatically files any calendar-related entries
(invitations &4, acceptance K5, decline K2, or reschedule & notices) in the Q, Calendar Notifications view.

This feature is useful for users who have their calendar managed by of everal people. Anyone
with manager access can view and manage that person alefidar entries;\without ever needmg mail
access. C omcquendv AutoFile now makes it easie n assistant t.s %cﬁ‘édule meetings from his
or her manager’s calendar, and nager appeats as the chairperson of"the invitation. All meeting
fCsponscs will be filed auton?ﬁ‘ the @ g;nféndar Notifications vic

%ﬁmﬁx thlrk mml-ﬂaﬁ:ase select

1/ ,Advance ;!gndarOpt ns\ér;:\“\
D}(uto?\atlcal@ile incoming notices and m

; :
To oﬁen the\mariag etg s calendar, select
Select the name of %‘:i;mnager{‘ﬁom the Perst ry{

Name and Address k, TCCC’s Address Book or
TCCC Global Directory, )

7

5. Click on the OK button. '\ -1
5
The calendar displays on the screen

6. Toseethe® Céiendar Notifications view, p]zce the mouse on
the left border unti i turns into a two-sided arrow . Click and
drag to the right.

Click on the  Calendar Notifications view to see all calendar-
related entries.

Note: Calendar entries will no longer be found in the &# All Documents view. Calendar entries can
still be viewed in the & Meetings view.




One or several names can be selected by clicking to the left of the name and placing a
checkmark v in the margin.

Select the format and any preferences that need to be included in the printed calendar (see
explanation of preferences below).

Printing Preferences

Preference Description

3-Month Header Prints three small monthly calendars at the top of the page.
Location Not available at this time., i

Time slots Prints hour time slots before, between and at the end of the
calendar entries. o \

Detailed description - | Prints detailed deScription Whic@been included as part of
e |.the calendar Jgﬁ% ‘

Chairperson .~ ()"WJ Pri ﬁ;emeenng s chairperson’s p&

Required invitees gf .\ e list of required i mvltees

Optional invitees the lgt}i)‘f"hpuonal mvltees

_Q \§'¢ oY
Worki ﬁZm‘h th? Calend?r Print file

The print prof
These names wlﬁ"behs ed’& a default when selecting
c Calendar Prmt\ng Scmeone else’s ca\endar £

s usy identify names of ple for, hlch you most quendy rm.ta calendar.
}> AN [;?

1. To sel ecalen print roﬁl select
ma Calendar Printin, ;

Calendar Print Profile §

The Calendar Prmt Profile s n'dlsPl‘*YSA | Add and remove names rom e LastSelectedists vl
e ey Used anes Wl evomaicaybe updetedwhen
and rom e Frequenty Us d

2. Type a list of the most Frequenﬂy Used o Repiod s s
Names.

i Frequently Used Names Neme(s) Last Selected
" z *Beverly SmtVUSNA
3. When finished, select |~ @Save and Deboreh Thomes/US/NA

Close. Frequently Used Replicated Files Filo(s) Last Selected

i o
" gl

e

© Farseek.com



