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1. Lotus Notes 8 user interface
<> Default home page

<> Traditional workspace
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2. Elements of Lotus Notes 8
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Navigator

The navigator displays the views and folders that are available in the

currently opened application. For example, in your Calendar, you can

choose from several views, such as One Day or One Week. In your Mail

application, you can you can create folders to organize your messages.

Menus

The menu bar displays menu choices that apply to an application or

document. There is a standard set of menus, plus optional menus that

change depending on the application. There is also a set of advanced

menus that you can enable (View > Advanced Menus). Context menus

appear when you right-click an object (a message, for example) or area.

Toolbars

Toolbars are made up of buttons. You can set Toolbar Preferences to specify

which toolbars display, and you can add or remove buttons from each

toolbar.

Action bar

Each window tab optionally includes an action bar, specific to the

application or document open in the window tab. Action bars may include

icons and text, or be comprised of text only. Items on the action bar are
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also available from the Action menu.

< lIcons
Icons display throughout Lotus Notes. To see a description of an icon, move
the mouse pointer over the icon.

<> View pane
The contents of what you select in the navigator display in the view pane.

<> Window tab
Each tab displays a page. As you work, you can open multiple tabbed pages.
If the row of tabs exceeds the width of your screen, left and right scroll
icons display that you can use to access tabs that are out of view.

< Status bar
The status bar displays action buttons and messages about current status
and activity.

< Views
Views display specific sets of documents within an application. For example,
your Mail application has an All Documents view that displays every
document contained in Mail, and a Sent view that displays only documents
that you have sent.

<> Bookmarks
Bookmarks are links that point to Lotus Notes or Internet elements, such as
applications, views, documents, Web pages, and news groups.

<> Getting Help
Help is available throughout Lotus Notes on all the areas you are using. In
addition, context-sensitive Help, specific to the task you're performing, is
also available when you press F1.

<> Notes Minder
Notes Minder is a feature that checks your mail and monitors your
Calendar alarms when Lotus Notes is not running. When Notes Minder is
active, it displays an icon in your Windows taskbar.

<> Preview pane
The preview pane displays a preview of a selected message or calendar
entry. You can also hide the preview pane.

<> Home Page
The home page (previously called the Welcome page) is the first item that
appears if you do not have a view set to open when you first launch Lotus
Notes. The default home page gives you a central location from which to
access your Mail, Calendar, Contacts, To Do list, and Personal Journal.

< Switcher menu
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You access the switcher menu using the arrow located at the top of your
navigator. Use this menu to switch to another application, for example, to
switch from Mail to To Do.

<> Workspace
The workspace, the legacy user interface for Lotus Notes, displays pages
containing application icons. The workspace is available and accessible
through a folder on the Bookmark bar.

3. Create a new message
<> Open your mail.

<> Above the message list, click New Message.
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<> Address the message by typing at least one name or e-mail address in one

a4 Startl a8 &= I wi¢) April Chan - InboX - I...

of the address fields, To, Cc (carbon copy), or Bcc (blind carbon copy). To

select addresses from your contact list or a directory, click the To field label.

<> Type a subject in the Subject field.

<> Click the message body and type your message.

<> (Optional) Do either of the following:

<> To attach one or more files, click the paper clip icon above the message list.

<> To specify delivery options such as To add a signature delivery priority or
automatic spell check, click Delivery Options above the message list.

<> Click Send to send the message, click Send and File to send the message
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and save it in a folder, or click Save as Draft to save a copy of the message

in your Drafts view without sending it.
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4. Reading message

<> Toread a message, in your Inbox message list (or the message list in any
other view or folder), double-click the message
<> To preview a message and keep the message list open at the same time.

»  Click the message in the message list.

»  Click Preview in the bar at the bottom of the message list to open the
preview pane and display the selected message in it. To hide the
preview pane, click Preview in the bar again.

» The next time you open your mail, Notes remembers whether you left

the preview pane displayed or hidden.
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5. Checking for new message
<> Your mail is set to refresh the Inbox with any new messages you receive
automatically by default
<> To refresh the Inbox manually, click the Refresh button above the message
list or press F9
6. Reply a message
<> Open the message.
<> Click one of these buttons above the message = Reply or Reply to All
<> Depending on the button you clicked, click one of these drop-down menu
options:
»  Reply with History or Reply to All with History
»  Reply without Attachment or Reply to All without Attachment
»  Reply or Reply to All
»  Reply with Internet-Style History or Reply to All with Internet-Style
History (Sends a reply that includes the text of the original message
formatted in the line length and marked with the left-margin character.
This style of reply includes no pictures, attachments, OLE objects, or
collapsible sections)
<> (Optional) Add addresses to the To, Cc (carbon copy), or Bcc (blind carbon

copy) fields. To select addresses from your contact list or a directory, click
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the To field label.
<> Type your reply. If the reply includes history, type your comments above or
within the previous messages.

» Tips: Use permanent pen to add comments in a color that stands out
from the original message. Use the highlighter to hightext in the
original message for emphasis.

<> (Optional) Do either of the following:

<>

To attach one or more files, click the paper clip icon above the message.

<> To specify delivery options such as delivery priority or automatic spell
check, click Delivery Options above the message.

<> Click Send to send the message, click Send and File to send the message

and save it in a folder, or click Save as Draft to save a copy of the message

in your Drafts view without sending it.

Reply with History Only
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Reply to All with Internet-Style History

P.9 of 40



User Manual of Lotus Notes Client (R8)
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7. Forward a message
<> Select the message or document. To forward multiple messages or
documents as a single message, select the messages or documents.
<> Click the down arrow on the Forward button above the message list, and
then click a forwarding option:

» Forward

»  Forward without Attachments

» Internet-Style Forward

<> Address the message by typing at least one name or e-mail address in one
of the address fields, To, Cc (carbon copy), or Bcc (blind carbon copy). To
select addresses from your contact list or a directory, click the To field label.

<> (Optional) Type comments above or within the original message or
document.

» Tips: Use permanent pen to add comments in a color that stands out
from the original message. Use the highlighter to hightext in the
original message for emphasis.

<> (Optional) Do either of the following:

<>

To attach one or more files, click the paper clip icon above the message.
<> To specify delivery options such as delivery priority or automatic spell
check, click Delivery Options above the message.
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<> Click Send to send the message, click Send and File to send the message
and save it in a folder, or click Save as Draft to save a copy of the message
in your Drafts view without sending it.

Forward with attachments

8. Delete and restore undeleted message
To delete a message or conversation
<> In any mail folder or view except Trash, select one or more messages or
conversations to delete.
<> Click Edit > Delete. Notes moves the selected items to your Trash folder and
out of all other folders and views in your mail application.
To work with messages in the Trash folder
<> Messages appear in the Trash folder until they are permanently deleted.
You can remove them from the Trash folder and restore them to the view
or folder from which they were originally deleted. You can also
permanently delete selected messages or all messages.
» In the mail navigation pane, click Trash.
» (Optional) To work with only some of the messages, select them.
» Do one of the following:
A. Toremove the selected messages from the Trash folder and

restore them to view or folder you deleted them from, click
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Restore.

B. To restore all messages in the view, click Restore All.
To permanently delete the selected messages, click the X icon and
select Yes in the message that displays.

D. To permanently delete all messages in the view, click Empty Trash

and select Yes in the message that displays.
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9. Display All or Unread message

<> By default, all message (read and unread messages) will display in the view
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<> You can choose to show only unread message by tick on View Unread
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10.0rganize message with folder

<> You can put a message in one folder or multiple folders. When you move a

<>

message to a folder, Notes removes the message from its current folder

and puts it in the target folder. When you add a message to a folder, Notes

keeps the message in its current folder and adds the message to the target
folder.

»  Caution: There is only one message. If you delete a message that is in
multiple folders or views, the message is deleted from all of the
folders and views

You cannot move messages from most views (such as Drafts or All

Documents) because views automatically select the messages they contain.

You can only add messages from views to folders. The Sent view is an

exception because you have the option to remove a message from the Sent

view while keeping it in any folders it is in

To move or add mail to a folder

» Select one or more messages.

»  Click the folder icon above the message list, and then click Move to
Folder.

» (Optional) To create a new folder to use, click Create New Folder, type
a folder name, select a folder location, and then click OK.

» Do one of the following:

A. Select a target folder and click Add to keep the selected messages
in the current folder or view, and add the selected messages to
the target folder.

B. Select a target folder and click Move to remove the selected
messages from the current folder, and put the selected messages
in the target folder.

11.Deleting, removing, or tracking messages from the Sent view

¢

¢

The Sent view of your mail application displays all messages you have sent,
by date and name of first recipient. In the Sent view, you can either delete
a message from all folders and views in your mail application or remove it
from the Sent view only. You can also track sent messages to learn what
servers they move through.

To delete or remove messages

» In the mail navigation pane, click Sent.

»  Select one or more messages.

» Above the message list, click the trash can icon.

» Do one of the following:
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A.

To delete the messages from all folders and views in your mail
application, click Delete. The messages are placed in the Trash
folder.

To remove the message from the Sent view but keep it in any
other folders and views (such as All Documents), click Remove.
(Optional) To always either delete or remove messages without

seeing this dialog box, select Make this choice my preference.

<> To track a message that has been sent

>

When you choose this command, the mail tracer appears as a

message in your Inbox. The tracking result is posted as a response to

the tracer message.

A.
B.
C.

Open the Sent view and select the message.

Click Actions > More > Track Message.

Select the recipient(s) to whom you sent the message that you
want to track.

(Optional) To add any additional recipients, type or select a
recipient name in the Additional recipients field and click Add.

Select Delivery status only or Trace entire path and click OK twice.
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& *++Tracking Request*** - [BM Lotus Notes =1=] x|

File Edit View Create Actions Link Tools Help

IEB-00%%d ¢= QPO |
[ Warkspace lrv_|1 Apiil Chan - Inbax Xl E‘J **Tracking Request™ »

[Close ][ c=% Forward ']

Tracking Request

Target adrinilotus@ibm
recipient{s):

Fequest date: 101152008 09:54:11 PhA
Responses: 1

[ £ (=E (o7

R

Tracking response information fl:lr

Tracking Response - DOMINO302/LOTUS - 1071172008 9:54:15 PM
Message to: adminslotus@ibm 3tatus unknown

C 2] [=0 4][2_<][0nine = (=T

ﬁstartl a @ I"‘-':':') ***Tracking Request... €« 954 FM
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12.Finding a mail message

<> To search by sender

¢

¢

¢

>

>

>

In the mail navigation pane, click All Documents, or click a view or
folder that you know the message is in.

Click the Sender column heading to sort messages alphabetically by
sender.

Start typing the name of the sender to open the Starts with... dialog
box. You can type some or all of the sender's name.

Click Search. Notes selects the first message sent to you by the sender

whose name starts with the characters you typed..

To search for words in the subjects of messages

>

Y VvV

In the mail navigation pane, click All Documents, or click a view or
folder that you know the message is in.

Click any message title to shift focus to the view or folder

Choose Edit > Find/Replace.

Type the word or words to find and click Find Next. Each time you click
Find Next, the next message in the view or folder whose subject

contains the word or words is highlighted.

To search for words in the full text of messages

>

>

>
>
>

In the mail navigation pane, click All Documents, or click a view or
folder that you know the message is in.

Make sure that your mail application is full-text indexed.

Note If you don't have access to index your mail application on the
server, ask your Domino™ administrator for assistance in creating and
indexing a local replica of your mail application to use for searching.
Click View > Search This View to open the search bar.

Type the word or words to search for in the Search for field.

Click Search.

Finding which folder contains a specific document in Mail

>

>

In the All Documents view, select the document for which you need to

find the folder.

On the action bar, click the arrow next to the Folder icon, and then

click Discover Folders.

Do one of the following:

A. If the document is in more than one folder, select the folder, and
then click Open to open the folder so that all documents in it
display in the view.

B. Toremove the document from the folder, click Remove from
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Folder and then click Exit. Removing a document from a folder
does not delete the document from the application or remove it
from other views.
C. To add the document to another folder, click Add to Folder, select
a folder, click Add, and then click Exit.
13.Manage message using rule
<> You can use mail rules to act automatically on new messages you receive
that meet certain conditions
<> Tocreatearule
In the navigation pane of your mail, click Tools > Rules.
Click New Rule.

Specify a condition

YV V V V

Specify a action

» Click OK to enable
The following rule automatically changes the importance of all messages from
Tom Jenkins to high (which means they display an exclamation point in the
Inbox to catch your attention).

Rule iz & On C O
Create: ) Condtion ' Excepbion

""I I;tnd:r __ﬂ Il: __ﬂ ITl:l'ﬁJFhm |

Sender is Tom Jenbing LI
Ramave
Remerve Al

[chergemponarca e ) |High |

Pirfoare thas | achonts
charge mporlanics 1o Hgn Al Action
Remaove

Remave A1
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The following rule automatically moves all messages that have the word "status"

in the subject from the Inbox to the Status Reports folder unless the subject also

has the word "sales" or "project" in the subject (which are exceptions)

Auleis: & On O O

Create: O Condtion (8 Exesphbon

|UH jl:j‘.h:h:l __ﬂ I:{n‘a'c. __‘IJ I?-lh!

Euhe-:-l conlaing slatu w
S _Remore_|

Subpecl conlin peogect Flamove

0R Subiect corlain: sales Remave Al

| mewe o foide = ISIM-:. Feopocts Chooss Fekdes |
Perfoae thae g achons
erd 10 lolde Stalus Repot: o e
Remaove
Remaye &1

[ Ok | Coml|

14.Housekeep by archive

<> Create and enable an archive profile If you haven't already done so

>
>
>

A\

A\

Open the mailbox to archive.

Click Actions > Archive > Settings > Basics.

Click Basics, and then specify the computers where archiving runs and
where the archive is stored.

Click Criteria.

Click Create or Edit. The Create Archive Criteria or Edit Archive Criteria
dialog box opens.

Type or edit the name of your private criteria set.

Click Selection Criteria to choose which documents to archive. You can
archive documents in these ways:

Based on their activity (date last modified), expiration setting, or
creation date, and their folder or view in the application.

Based on those selected individually by the user. In this case, the date
criteria is no longer required and is not an option. This setting applies
only to documents that you manually select in a mailbox view.

Set cleanup options for your mailbox file by doing one of the
following:

A. To archive documents in a separate archive and remove them
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from the current mailbox, select “Copy old documents into my

application specified here, then clean up this application”, then

click the folder icon to specify the file name and path of the

archive mailbox.

B. To delete documents instead of archiving them, select “Just clean

up this application without archiving”.
Open mailbox = Actions = Archive = Setting

h Ling - Inbox - IBM Latus Mates
File Edit View Create | Acktions Tools Help

J B (ERGR ]  rchive
—  ———————  Domino Web Access

Archive Mow

Archive Selected Documents

Create Criteria, ..

=18l

Edit:
& @ Mail ~ Mew Message
e | far Andrewitione  REPY
18 Reply to all
£ B T Inhox Forward
‘j U Folder
j Dratts Follow Up
: =1 Sent Mowe ko Trash
|]_ = Foliow  hat
Mare
&) All Do Refresh
. @ Junk Wi Unread
Jﬁ il Trash | w viewal
Cilg ':-ﬁ'f ChatHis  Falder Options
: l_z.i Wiews
] = Folders
- &
& EL Archive
_[_ﬂ .- Ai Toals &
&
i<
Follow Up ~ Bl I I
ot mailserergl2iatus

Open Log »
Settings... toAll > [ Forward v 2 2 wiView All ) View Unread
Sender ~ |Subject -~ Date ~ |Size ~
The Code Project  [CodeProject] Daily Mews - ASP.NET 08/18/2008 12:59 P4 ;I
gets no rezpect
The Code Project  [CodeProject] Mewsletter (18 Aug 08715972008 10:27 Abd 2
2008)
The Code Project  [CodeProject] Daily Mews - Windows 081972008 01:31 P
7 Serverto be 'minor releass’
Digital China 30 Incentive Programs for IBRA 081952008 08:58 Phd
POWERE & LTO4 Tape - Up to
$2.000 rebateiunit
The Code Project  [CodeProject] Daily Mews - Microsoft 0872072008 12:49 Phi
may have 2,000 developers working
or Windows 7
The Code Project  [CodeProject] Offers - Experience 08/2002008 10:31 Pr4
Hosting at [tz Best
macro adserver : Power Failed on Agent 08/2152008 12:36 Akd
adserver
rmacra adzerver: Power Restored an Agent 0872172008 12:39 Akd
adserver _I
macro adzerver : Power Failed on Agent 0872152008 12:39 Ak

adserver

Freview a

o

C I

[ ) ) (o

+) [ 4]

[ 2] Startl a8 (= I . KevinLing - Inbox - I...

on Edit

© | S:03PM

Two default archive profiles, you can change their name and archive criteria and click
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Change the profile name and tick Enable this criteria, select the archive

database location. To change the criteria, click on Selection Criteria
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Select the appropriate archive criteria

You can enable schedule archive
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Running an archive
» To perform archive, click Action = Archive = Archive Now, it will
based on the archive criteria to archive the mails that match. Or you

can select any mails that you want to archive and click Action 2>

Archive = Archive Selected Documents

hg - Inbox - [BM 3 =81 x|

File Edit View Create | Acktions Tools Help
J év ‘9 & (ﬁ} % 5 Archive Now l
— ————————  Domino Web Access » Archive Selected Documents

) Workspace | & Create Criteria. ..

Edit:
- Open Log
rﬂ = Mail ~ [t iteeetre Settings... to Al » [ Forward v _: viview Al View Unread
e=i| | for Andrevwinong  RePlY >
18 Reply to &l v | Sender ~ |subject ~ Date ~ |size ~
Zj &] Inbox Forward > The Code Project  [CodeProject] Daily Mews - ASP.NET 08/18/2008 12:59 P4 ;I
= Folder 4 gets no respect
= ﬁ Drafts Follow Up 3 - -
— The Code Project  [CodeProject] Mewsletter (18 Aug 08715972008 10:27 Abd 2
: =1 Sent Mave to Trash 2008)
] i J/ Follorw L Chat 3 . . . .
I [ M N The Code Project  [CodeProject] Daily Mews - Windows 081972008 01:31 P
1 AlDee R:Fr:esh Digital Chi ;QSTNBrt_D bilminorre:‘ear;l;d 08/19/2008 08:58 Phd
i Junk View Unread igital China ncentive Programs far :
B @ ol POWERE & LT04 Tape - Up to
m Tragh v View $2.000 rebateiunit
B " ChatHic  Falder Options ¥ | The Code Project  [CodePraject] Daily Mews - Micra soft 08/20/2008 12:49 PM
) T2 wiews may have 2,000 developers working
= - onwindows 7
) Folders . . .
. = . = The Code Project  [CodeProject] Offers - Experience 08/2002008 10:31 Pr4
_BJ Eé' Archive Hosting at Itz Best
= J\? Tools 2] macro adserver : Power Failed on Agent 08/2152008 12:36 Akd
—‘-'-j adzerver
2] rmacra adzerver: Power Restored an Agent 0872172008 12:39 Akd
adserver _I
23] macro adzerver : Power Failed on Agent 0872152008 12:39 Ak
adserver -
Follow Up~ Bl I I 5
ot mailserergl2iatus Preview a
[ ~| [ «] (72 ][Tnine (€2 4

' 2] Startl & [ | ) KevinLing - Inbox - L. « (] 5:03PM

<> To open the archived mailbox, expand Archive on navigation pane and
select an archive profile
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@April Chan - Inbox - IBM Lotus Notes 18] x|
File Edit Wiew Create Ackions Tools Help
[5-90%% *=- BRASD ]
Wwiorkzpace I|_—'_>|April Chan - Inbox X]L—‘_>|April Chan [&rchive] - Inbox X]
rﬂ @ Mail ~ ﬂ Mews Message =1 Reply = <R:=| Replyto Al = 2 Forward = E: v Wiewe Al ) Yiew Linread
i-id for April Chan
|v Sender ~ |Subject -~ |Date ~ |Size ~
B & Inbox (151) E S Wings Leung Flanned Schedule on coming O7i3172007 08:15 Akd 1@
Diratts zoftware project
— Sant =] Ken Wong esprit zerver indexizzue 08/0172007 10:32 Ak
— =7 Sen
FI N = =] Kevin Ling RE: Reboot serer automatically at - 080152007 02:13 Phd Gl
(2 > Follow Up rrid night
@) £l AllDocuments | % | Jackie Chows Fus GID 38524: Kwok Hang (B DSM02/2007 0325 Ab
[ Junk TCE)
@ ﬁ Trash * 5 Grandis Chan Fuw: Mon Stack PO Documentation  DB/02/2007 10:12 Abd 5
% Chat History x O |E Jordy FPang Fuv: Re(1): Fus uszer at Hotel Jen 02/02r2007 10:40 Akd k
E Yisws E S jacky.hio error frarm Edvard wong and co 08/02/2007 02:38 Phd 1
r..!] Falders x O |E Toby Chan Fuw: 000 Group Senze — Quaotation 08/02r2007 05:32 P
ATl . request for adding HOD to Domain
= E % Archive Controller
~-|ae Defaulticrlas| » | narm.chan Pending BackupExecproblem  08/03/2007 1056 40 1¢
= :
& Tools & Wings Leuna Fuv: Email Systemn Upgrade Mesting D8/03/2007 1250 P 1.
E_E_i ] Jackie Chow hlashregbank request. Please helpl 080452007 06:14 Phd
0: hi
E S Toby Chan Ieeting on Tue 10am (TR} O8/06r2007 11:42 Akd
Follow Up~ el | EF‘
ot damingd02flotus Preview a
[ a|[E || 72 =] [#pil Chan RIEE
:t,*startl |[@ @ | [ domnosozfiotus: Lotus ... || april Chan - Inbox - L. W 51 pm
<> The archived mailbox

@April Chan {(Archive) - Inbox - IBM Lotus Motes 18] x|

File Edit Wiew Create Ackions Tools Help

[5-90%% ¢= 2AA2© ]

[ Wwiorkzpace l |_—'_>| April Chan - Inbox Xl |_—|_>| April Chan [Archive] - Inbox X]

f : + .
@. Mail AI’ChIVE‘ﬁ 7] Mew Message =] Reply = @'Repl\;toﬁ«ll' = Forward = E: v iew Al ) View Unread
for April Chan

| |v Sender ~ |Subject -~ |Date ~ Size

& Inbox (3) LA ha RE: Reboot server autornatically at - 0753172007 10:58 Ak 230k
Diratts rmid night

=] Toby Chan Fu: P for bDaeman Server O07r3152007 02:31 P Bl

Sent Cluatation - kacro Swstemns Limited

Follow Up * |&@ Ken Wwang Fu: HKLMST and HKLNSS 08/01/2007 08:33 Ak 1.3h
All Documents breakdown

Jurik,

Trash

Chat History
Wiews
Falders
Archive

v &

® ® = &
e &

)

3]

=
2]
S

]
w

Tools

KNI [+
Local Preview a

[ a|[E7 ~][ 72 =] [Api Chan =
:t,*startl |[@ @ | 1) domnosozfiotus: Lotus ... |[) april Chan (Archive) .. W 5z pm

P.24 of 40



<>

<>

User Manual of Lotus Notes Client (R8)

15.Using follow-up
You can mark a mail message with a flag icon to indicate that the message
requires follow-up action. Flagging messages places them in the Follow Up view
and in the Follow Up miniview, which you can keep open in the mail navigation
pane so that you can maintain an awareness of those messages.
To flag messages for follow-up with a quick flag
If you add a quick flag to a message, the default follow-up preferences are
applied.
» Select one or more messages in a folder or view (other than Trash or
Junk).
»  Click the flag icon above the message list.

onpril Chan - All Documents - IBM Lotus Notes 18] x|

File Edit View Create Actions Tools Help

[5-00%% ¢= EAQASD |
) Workspace IE,_'I Apiil Chan - All Documents X]

rﬂ = Mail ~ I Replyto All v [2) Forward » [ (=R Eﬁ )~ Morew It_Jz viview AL View Unread
=0 | for April Chan ick Fl
18 |~ who ~ |50 QuickFlag Date ~ |size
— 5, = P Add or Edit Flag... ] ;I
:j £ Inbox (136) = & Toby Chan .?.an Remove Flag JYTIIEE00, 111972007 12:41 P
- ﬁ Drafts
0 ent * |5 matn.chan 4D group policy 111972007 02:17 P
= Sen
71 5] narm.chan Fe: aD group policy 111952007 03:08 Phd
() = Faollow Up i o i
[} Gideon So of Email Delivery - Mizuno 1111972007 06:03 PhA
2 All Documents Smartweb Ltd
'ﬁ -‘_@ dunk Kevin Ling zcreen cap for cocg doc prep 11192007 11:15 Phd
(W [ Trash * (& nam.chan Re: £D group policy 1112012007 08:26 &b
B o ChatHistory =] |4 Christy Na Staff Phone List updated on 2007-11-20 11/2012007 08:02 Ph
'_] Follow Up ~ | * (5 Kevin Ling CCG DOC unfinished 112002007 07:42 Phd
) Rermove Flag 2] Jane Lau i Product Plus 112172007 10:571 &k
_BJ A~ ho o~ Due ~ Su ) Peter Chan Fu: CAINND00000000000 1162152007 11:27 Ak
_l._J] E S Jackie Chow Fui: E-mail server problem 1102212007 04:30 Phd
2] S.M. Chung RE: Fuw: E-rnail zereer problem 115222007 05:18 Pha
* |5 | “Warning on MFGSERYER 112212007 10:31 Phd
[} Wilson Wan RE: exchange 1152212007 1137 Pk —I
241 | Erroron MFGSERVER 11232007 12:27 A hd
L i K | | 2
ot damingd02flotus Preview a
[Notes configuration gettings have been refreshed A] ['#3 ‘] [ ‘] [Dnline A] [@ A]

' 2] Startl & (2 [\ April Chan - Al Docu... <« (] 11:49 &M

To flag messages for follow-up with a regular flag
If you add a regular flag to a message, you can change any of the default
settings such as the flag's priority.
» Select one or more messages in a folder or view (other than Trash or
Junk).
»  Click the down arrow next to the flag icon above the message list, and
then click Add or Edit Flag.

For Importance, select a priority to set the flag to display.

A\

» (Optional) Do any of the following:

P.25 of 40



User Manual of Lotus Notes Client (R8)

In the Enter a Follow Up action field, type an action.

B. Specify a follow-up date and, optionally, a follow-up time.

Select Set an alarm on this message, and then type a number,
select Day(s), Hour(s), or Minute(s), and select Before or After to
set the amount of time before or after the follow-up date or time
to trigger the alarm.

D. If you set an alarm, select Play sound and select a sound to play
to play a sound when the alarm goes off. Click the speaker icon to
test the selected sound.

E. If you set an alarm, select Send e-mail notification with subject to
send an e-mail when the alarm goes off, and then type the
addresses of those you want to receive the notification in the
Recipients field.. Click the address book icon to select names
from a directory.

F.  Click OK.
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onpril Chan - All Documents - IBM Lotus Notes 18] x|

File Edit View Create Actions Tools Help

|2 00%% += BAQAZD |

) Workspace IE,_'I Apiil Chan - All Documents X]

rﬂ = Mail ~ tReplyto Al » [2Forward > [~ =~ Eﬁ )~ Morew It_Jz viview AL View Unread
=0 | for April Chan
18 |~ who ~ |subject ~ |Date ~ |size ~ | ~~ |
j EY Inbox (136) 21* |& Toby Chan  Angela Chiu, tel:341647507 11192007 1241 PM 1K » A
= ﬁ Diratts 97338500, (For Sharepoint )
0 ent * |5 matnchan  AD group palicy 11A9/2007 0217 Phd 222K @ &
=1 Sen
71 5] narm.chan Fe: 4D group policy 111952007 03:08 Phd Gl @ =
G B Follewup . R .
[} Gideon So of Email Delivery - Mizuno 1192007 06:03 P4 10K @ &
2 All Documents Smartweb Ltd
ﬁ -‘_@ dunk =1 Kevin Ling zcreen cap for cocg doc prep 11792007 11:15 Prd - 1.80 &
(W Eﬂ Trash * & namchan  Re: 4D group policy 11/20/2007 09:26 &b 225k @ & %
B o ChatHistory =] |5 ChristyMa  Staff Phone Listupdated on 110202007 DB.D2PM 27K & %
. Follow Up~ 2007-11-20
_] Hx (& Kevin Ling CCG DOC unfinished 1152002007 07:42 Ph4 - 2,904 & 4
. Remove Flag
i) Jane Lau Fw!: Product Plus 1142102007 10:51 &M 46K @ ¢ 4
_ﬁ A~ ho o~ Due ~ Su
| [P e 0717 o & Peter Chan  Fuw: CAIIIOON0O0N000 112102007 11:21 &M 10K &
) P nam.chan Re|* & Jackie Chow  Fuy E-mail server problermn 1112262007 04:30 P 100 & &
= WMl W
P SM. Churg RE S Chung  RE: Fw E-mail server problem 110222007 0518 Pk 15K & =
x O |E W | Warning on MFGEERVER 1162252007 10:31 P k=] =2 _I
(= Wwilson'wan  RE: exchange 11/22/2007 11:37 Phd 3.00 O & & =
4 L 4 I I DI
on dorninoB02iotus Preview
[ | (=9 4f (22 ](@riie <J[es 4

' 2] Startl & (2 [\ April Chan - Al Docu... < (] 11:56 &M

16.Using message recall
You can retract a message that you have already sent and saved in the Sent view.
This is useful if you sent a message in error, or if you want to edit the content of
a sent message and resend it.
In your mail, open the Sent view.
Select the message.
Above the message list, click Recall Message. If this button does not display, your
Domino™ administrator has disabled this feature.
If the message was sent to more than one recipient, select the recipients to recall the
message from.
(Optional) To recall the message from a recipient even if the recipient has already
opened or previewed it, select Recall the message even if it has been read.
(Optional) To suppress recall status reports, clear Send me a recall status report for
each recipient. Recall status reports confirm whether a message is recalled
successfully or not.
Click OK.
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@ april Chan - Sent - IBM Lotus Notes T

File Edit View Create Actions Tools Help

[5-90%% = BAAZ0 |
Wwiorkzpace IE,_'I April Chan - Sent X]

rﬂ = Mail ~ V1 MewMessage [ Forward > B v [~ ﬁ Recall Message.. () = Marew (&
far April Chan
|~ Recipient ~ [subject ~ Date ~ |siz
B 2 Inbox (136) A = =dmin test TOM1/2008 05.51 PM
- @’ Dirafts = admin Mezzage Tracking ->test 101152008 09:53 P
= Sent = admin Message Tracking ->test 1001142008 09:54 Ph4
Cal iy
'ﬂg = Follaw Up
2 All Documents
Ly Junk
ﬁ Trash
= G ChatHistory  «|
Follow Up ~
X
Remove Flag
E_E A~ ho o~ Due ~ Su
I@ [ Kevin Ling 10412 o
[ nam.chan Fe
= WMl W
[ 5.M. Chung RE
1 Y KN i3
oh domino202ilotus Preview
[ | (=9 4f (22 ](@riie <J[es 4

E*Startl a8 @ I"?"-'] April Chan - Sent - IB... o ) 1204 PM
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@Message Recall Status - IBM Lotus Notes 18] x|

File Edit View Create Actions Link Tools Help

[2-00%%d = AQARD |

[ ) Workspace lrv_|1 April Chan - Inbox Xl |:'J Message Recall Status »

)
=4
18
= Message Recall Status
N o Request date: 101272008
MNumber of recipients: 1
_L Recall Request:
Summary
j] |Recipient Status Servrer Details
5 |admin,-’lotus@ibm Fecalled DOMINOSO0Z/LOTUS Message has not been read
5
3
=
=
)
Kl | i
[ ~)[=2 4] (72 _][@nine <=4
' 2] Startl a8 & I\.rMessage Recall Statu... € 12:06 PM

17.Customize the view
You can customize how entry information displays in your views.
Open the view whose display you want to modify.
From the menu, click View > Customize This View.
Check the names of columns you want to display in the view.
Highlight a column and do any of the following to customize it:
Click Move Up or Move Down to move the column to the left or right respectively.
Change the sort order for a selected column:
Ascending - the most recent documents appear at the bottom of the column.
Descending - the most recent documents appear at the top of the column.
None - to not allow column sorting
Change the column width.
Under Entire View, make changes to line spacing and display for the entire view.

Click OK. Changes will take effect the next time you open this view.
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18.Message indicator
You can specify foreground and background colors to identify messages from
certain senders in your Inbox. You can also display icons in your Inbox that
identify messages in which you are the only recipient, a primary recipient, or a
secondary recipient, based on the number of message recipients and whether
your name is in the To or cc field.
<> To specify colors that identify senders
» If necessary, open your mail.
»  Click More above the message list, and then click Preferences.
»  Click the Attention Indicators tab.
» In the first Sender names field, enter one or more names of people
whose messages you want to display in the first color combination.
Separate names by pressing Enter (rather than using a comma as a
separator). To select names from a directory, click the down arrow
next to the field.

A\

You can enter individual names only; you cannot enter group names.
»  You can enter a first or last name such as Fred or Smith to use a color
combination for all people with that name. For example, you could
identify people with your family's last name.

» Select a background color and a text color.
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>

(Optional) Repeat steps 4 and 5 for the second and third Sender

names fields to specify additional color combinations for different

people's messages.
Click OK.

L L —
File Edif g4 I Calendar & To Do | Access & Delegation I ;I

—
&
4

>

Baszics | Letterhead I Signature | Follow Up | Aftention Indicators ———

| Mail - Attention Indicators |

Cancel

Sender Indicators

nread

m—rlp

Sender names: (Enter one ar maore) Backaround: Text:

hake it easw to spot messages from important senders in your Inbox by aszigning unique ~ |
background and text colors. Sender names are not case-sensitive. Group narmes are not supported.

‘bhristy Mg

= & [ [ (o

Kevin Ling

Peter Chan

[ Restore Default Colors

Recipient Indicators

B8 EE

Usze recipient indicators to identify mail in your Inbox that haz been zent anly to you, arto just a few
people.

¥ Dizplay @ when | am the only recipient
W Dizplay @ when | am one of no more than IE 'l recipients in the To field
¥ Display  when | am in the ccfield or one of more than 2 in the To field

The selected icons apply to vour Notes address. To digplay them for ather addresses {(zuch asz yvour
internet address or the name of a group you are in). specify one or more addresses: L

kevinling@macro.com hk

ki

[:[ al[=D <] «| | Drline

ﬂ -
_'lJ

]

' 2] Startl & [ | ) April Chan - Inbox - L. € 12111 PM

To display icons that identify your recipient level

>

>
>
>

If necessary, open your mail.

Click More above the message list, and then click Preferences.

Click the Attention Indicators tab.

Select one or more of the Display fields to display solid-circle,
half-circle, or empty-circle icons with messages based on the number
of message recipients and whether your name is in the To or cc field in
them.

If you are the only recipient but your name is in the bcc field, the solid
circle does not display.

If you change the number in the half circle field, the number in the
empty circle field changes to match.

(Optional) To display the selected icons when mail is addressed to you
with an alternate e-mail address or group name, specify one or more
alternate addresses or group names in the field below the Display
fields.

P.31 of 40



<>

User Manual of Lotus Notes Client (R8)

@April Chan - Inbox - IBM Lotus Notes 18] x|

File Edit View Create Actions Tools Help

[5-00%% ¢= EAQASD |
Wwiorkzpace IE,_'I April Chan - Inbox X]

& & Mail ~ v &l Replyto Al v (2 Forwardy B~ B~ [ Q~ More': i view Al ) View Unread
i-id for April Chan
] | |v Sender ~ |Subject -~ |Date ~ |Size ~ | A|A V|
a &] Inbox (136) = =] Gideon So of Email Delivery - Mizuno 1112007 06:03 Prd 10K @ & ;I
@a Diratts Smartweh
> Ltd
= Sent .~ Kevinling screencapforcegdocprep 112007 11:A5PM  18M
|J-’ \
e > Follow Up * & nar.chan  Re: 40 group policy 1102002007 09:26 AM 225K @ & &
2 All Documents
Ly Junk
m ﬁ Trash *
D!E '% Chat History j (5] Jane Lau ' Product Plus 11212007 10:51 &kd 46K @ & &
B Follow Up ~ \l_ o
Remave Flag E S Jackie Chow Fwe: E-mail server problem 112202007 04:20 PR 1.0 & &
PRTTN Due ~ Su 5.0 Chung RE: Fw: E-mail server problermn 1112202007 05:18 Phd 16K @ =g
I@ P _Fevin Ling 1012 sol & |5 bl “Warning on MFGEERVER 12202007 10:31 Prd =] I
E'; narn.chan Fie 23] Wilgon wan RE: exchange 112202007 1137 P 200 O & &
T WMl W
I S M. Chung FE =] wihdl Errar on MFGEERVER 112302007 12:27 &b 3k @ b
2] April Chan  Meszage Tracking -»test 10/1152008 09:53 P Tk
1] April Chan hezzage Tracking ->test 10102008 08:53 Phd 1k -
1 i K | | b|
ot damingd02flotus Preview a
[ ~)[=2 4] (72 _][@nine <=4

i Startl & (2 [\ April Chan - Inbox - L. « 12:12 PM

19.Advanced mail preferences setting
You can use the Preferences dialog box to specify preferences for your mail
application

To set basic mail preferences, click More above the message list, and then click

Preferences.
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Oﬂpril' Preferences [ B |
Filz  Edif

J E' é 4 ail I Calendar & To Do | Access & Delegation I r

_E Basics I Letterhead I Signature | Follow Up | Attention Indicators |
& | Mail - Basics | nread
I%‘l i

Chiwner: |!ﬂ.pri| Chanichinaflotus | Change \’|

Mail security preferences

@
3

i

<P )

Qutgoing Mail Checking

AN I Spell-check mezsage: before sending
il I™ “wam me about blank message subjects
. Yiew and Folder Management
—ﬁ] ¥ Allow others to recall mail sentto me
O

[;
B

“When | delete any document in the Sent wiew:

IAsk me j

“When | delete a calendar document from any Mail view or folder:

I.&sk ne if [want to rernove or delete j

Delete documents in my Trash folder af‘ter hours

8 & i)

k =
4] »
al|l<D o [ ‘][Dnline
i‘startl & (2 [\ April Chan - Inbox - L. « 12:23 PM

You can select a graphic from a list of supplied graphics to display as letterhead at the

top of your messages

Oﬂpril' Preferences [ B |

File  Edif I | I ;I
Iail | Calendar & To Do | Access & Delegation —
Ak
E Basics | Letterhead I Signature | Follow Up | Aftention Indicators |
Mail - Letterhead

& k| | | nread
1=

[Tél i Letterhead: Previgw: w |
;j Envelope = & ;I
= Fizhing Gear

2 Frank Llovd .

Gateus Letterhead preview

e

Samantha Daryn to: Cathy Robhins

|§I ]

m]

=T

L -
4] 3

] a|[=2 «][.724 =] [Online

' 2] Startl a8 & I wii! April Chan - Inbox - L. € 12126 PM
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You can create personal signatures from a text, HTML, or image (graphic) file. You can

add a personal signature to individual messages or have Notes automatically add a

personal signature to all messages

L —

A £ Bk

Filz  Edif

o
K

[d

Y

1]

= 8D £ [ (o

E?'

m]

=T

] +][=0 4|

Il ail I Calendar & To Da | Access & Delegation I

Basics | Letterhead I Signature I Follow Up | Aftention Indicators |

]

d | Mail - Signature

Add a signature, such az wour name and contact information, to the messages you send. You can
create a plain signature using text. For a more elaborate signature that includes rich text.a logo, or a
photo, uge an HThL or image file.

Signature

¥ tutornaticall append a sighature to the bottorn of my outgoing mail messagesé

= Lze an HTML or image file:

 Usetext: Eest Regards,
April Chan
Technical Support
Tel: 23456784

Kl |

o

nread

A] [Dnline

]

a4 Startl a8 &= I wi¢) April Chan - InboX - I...

€« 12:29PM

You can set the default priority flag, a default follow-up date and time, and a default

alarm for flagged

messages
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Qﬂpril' Preferences [ B |
File  Edif ;I
m Il ail I Calendar & To Da | Access & Delegation I —
E Basics | Letterhead I Signature | Follow Up I Aftention Indicators |
_ Mail - Follow Up

& k| | | nread
=) | These settings are the defaults that apply when you flag a meszage for follow-up using the Quick Flag

18 |’ command. You can change the settings for a paricular meszage by choosing Actions - Follow Lp - V|
:j Add or Edit Flag. & ;I
= Priority

& Urgent =]
71p &+ Mormal =

I [ C Low [

Follow Up Date and Time
¥ Setfollow-up date

5 Iday(s) j from date flagged

¥ Setfollow-up time
08:00 40 &

Alarm
V¥ Setalarm to go off

15 IMinute(s) j IBefore j follows-up date and time

88 NdE

‘when alarm goes off —
¥ Display alarm meszage box

Pl d ;
[~ Play soun I j & | _
4] 3
] a|[=2 «][.724 =] [Online
.'.t.‘startl a8 & I-w-npril Chan - Inbox - L.. € 12125 PM

You can set the background and text colors for calendar entry types, to do items,

unprocessed meeting notices, and cancelled meetings

L — )51 x|
File  Edif ;I —
m e | Calendar & To Do I Access & Delegation I
E Displayl Scheduling I Alarms | Autoprocessing I Colors I Rooms & Resources | Tored I
rH » | Calendar - Colors |
=g nread
[1:31' |I Calendar Entry Colors v|

0

Tvpe: Background:

Meetings:
Appointments: l:l
Reminders: l:l
Al day events: l:
Anniversaries: l:
To do items: l:
Mew funproceszed)

meetings: l:
Cancellations: l:

[ Restore Default Colors l

-
@
A

ks

2

i

S

|§I ]

(- o]
Eod

8 & i)

L -
4] 3

] a|[=2 «][.724 =] [Online
.'.t.‘startl a8 & I-w-npril Chan - Inbox - L.. € 1Z2:29 PM
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You can specify preferences for access to your mail, schedule information that
displays in meeting entries, and shortcuts to other people's mail and contacts (for

people who have delegated access to you)

Oﬂpril' Preferences [ B |
Filz  Edif ;I

? Il ail | Calendar & To Da | Access & Delegation I I ok I
]
|

(—|

_E | Access & Delegation
I

r"‘ Access to Your Mail & Calendar I Access to Your Schedule | Shorouts to Others' Mail
| N | ; o nread
w=il |1 You can give one of more people or groups access to yvour contacts and to all or part of vour mail file
18 (Mail. Calendar and To Do), and you can control the actions that each delegate is allowed ta v|
perarm.

i
3

i

g g

To delegate access to your Contacts, vou must alza enable the Contacts preference labeled "Enable
‘Synchronize Contacts' on the Replicator.”

Mail. Calendar. To Do, and Contacts

Delegate access to theze people or groups:

[ Add... |

Remave ]

E‘ ]

(- o]
Eod

adminflotus iz allowed to da the following:

= Read any Calendar Entry, To Do or Contact Change Access...

& i

k =
4] »
al|l<D o [ ‘][Dnline
d.‘5tart| & [ | ) April Chan - Inbox - L. « 12:31 PM

Oﬂpril' Preferences [ B |
Filz  Edif

? Il ail | Calendar & To Da | Access & Delegation I ;I I ok I
]
|

(—|

_E | Access & Delegation
I

r"‘ Access to Your Mail & Calendar I Access to Your Schedule I Shortcuts to Others' bail
= g nread
w=il |1 You may control how much information aboutwyour zchedule fwhen vou are busy and available)

18 others may see when scheduling a meeting. For peaple who are not allowed ta zee vour schedule, v|

the Scheduler will dizplay "Info Restricted."

Schedule Access

i
3

i

g g

Who i
& Everyone
Mo one

 Onlythese people and groups:

allowed to zee your schedule information?

E‘ ]

What schedule information are they allowed to zee?

m]

¢ Details about my calendar entries
& Only rmy availabilite
 Only ry availability, except show details to the following people:

¥ Da notinclude the zubject of calendar entries in details

[
[

& i

The level of detail iz set by vour systern administrator, but it usually includes when you are
available.

Mote: Granting access to your schedule information iz different frarn granting access to your calendar.
Click on the Access fo Your Maif & Calendar tab 1o grant access to your calendar.

L -
4] 3
al[=D <] «| | Drline
' 2] Startl & (& I wii! April Chan - Inbox - L. € 1231 M
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ﬁnprill Preferences [ B |

File  Edif ;I

F Il ail | Calendar & To Da | Access & Delegation I I ok I
vy

| Access & Delegation |
I
r"‘ P Access to Your Mail & Calendar I Access to Your Schedule | Shorouts to Others' Mail I
=g i - nread
[%I 1 Shortcuts in Your Mail File
|— When others grantyou access to their mail files, you can create shortcuts to open them. The v|

shorcut: appear in the menu that drops down from the word "Mail." "Calendar,” "Ta Do, " ar @ ;I
"Contacts" at the top-left corner of the navigation frame.

i

Create shortcuts to open the mail files of these people:
Andrew YWongichinaflotus
adrninilotus

2[4

i’

[

|£;| ]

Shortcuts in an IMAFP Mail Client

m]

[
[

f'ou can alzo canfigure an IMAP-bazed mail client to give vou accezs to other peoples' Naotes
mail. Each perzon's mail appears as a shared folder in the IMAP mail client.

- ] Create shared folders for mail owned by the following users: "

: I I
5 »
= %

14 — o
al[=D <] «| | Drline NIER
IE'Startl & (2 [\ April Chan - Inbox - L. « 12:32 PM

April Chan - Inbox - IBM Lotus Notes 18] x|

File Edit View Create Actions Tools Help

[5-00%% ¢= EAQASD |
) Workspace IE,_'I Apiil Chan - Inbox X]

& |@ Mail ~ | |v Q@'Replyto Al [ Forward = 5] * J>' W Q = More': v Wiew AL ) View Unread
= Switeh ka Calendar : -
18 ' Sender ~ |subject ~ |Date ~ |size v | ~|~ |
X Switch o To Do
Zj Switch ko Contacts Gideon So of Email Delivery - bizuno 1192007 06:03 PR 10K @ & ;I
= Smartweh
Open Mail For Andrew Wongfching)lobus Ltd

2[4

i’
|

Cpen Mail Far adminglatus
Cpen Another Person's Mail,.. |
112002007 09:26 &b 225K @ & &

har.chan  Fe:AD group policy
2 All Documents
: Ly Junk
(5 il Trash * ra—y
[5" '%r Chat History j (5] Jane Lau ' Product Plus 11212007 10:51 &kd 46K @ & &
- Follow Up ~ | +
—] E S Jackie Chow Fwe: E-mail server problem 112202007 04:20 PR 1.0 & &
. Rernowe Flag - —
ﬂ PRTTN Due ~ Su 5.0 Chung RE: Fw: E-mail server problermn 1112202007 05:18 Phd 16K @ =g
- P _Fevin Ling 1012 sol & |5 bl “Warning on MFGEERVER 12202007 10:31 Prd =] I
—Q)] E'; narn.chan Fie 23] Wilgon wan RE: exchange 112202007 1137 P 200 O & &
T WMl W
I S M. Chung FE =] wihdl Errar on MFGEERVER 112302007 12:27 &b 3k @ b
2] April Chan  Meszage Tracking -»test 10/1152008 09:53 P Tk _I
1] April Chan hezzage Tracking ->test 10102008 08:53 Phd
4 L 4| I
ot damingd02flotus Preview a
[You zaved your preferences. A] ['#3 ‘] [ ‘] [Dnline

a4 Startl e I""‘:' April Chan - Inbox - I...

20. Change your password
To change your Notes password
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Click File > Security > User Security.

Click Security Basics, and then click "Change Password" under "Your Login and

Password Settings."

In the "Change Password" dialog box, enter a new password in the "Enter new

password" field, and then enter it again in the "Re-enter new password" field.

(Optional) If you are not required to set a password for your User ID, you are able to

click "No Password" and Lotus Notes sets your User ID to not prompt for a password.

Click OK.

@ ~0il Chan - Inbax - 1BM Lotus Notes
File Edit W¥iew Create Actions Tools Help

=18l

Hews VLA l
Clase Chrl-+H
x|
AukoSave 4
Application » Q'J'Replyto Al [ Forward = 5] * J>' W 'i_} * Morew : A Wiew Al ) View Unread
_— ,
Rephc_atlon |v Sender -~ |Subject -~ |Date ~ |Size ~ | A|A V|
Lacations 3
Instant Messaging y &2 Gideon So of Email Delivery - Mizuno 1112007 06:03 Prd 10K @ & ;I
Smartweh
Impart... Ltd
Epot.  Kevnling screencapforccadocpren 112007 11A5PM 1AM
Page Setup... 2] har.chan  Fe:AD group policy 112002007 0926 &b 225K @ & &
Print Prewiew &
PrinE. .. Chrl+P
Praferences 3 &
Properties Alt+Enter 1 dane A Pt Product Plus 1102102007 10:51 A 46K @ & &
y User Security. ..
) Lack Display Ctrl+FS
lose All Cipen Window Tabs - E-mail server problem 11/222007 04:30PM 10M & %
S Window Stat
ave Hintow Sate 5. Churg FE: Fw: E-mail server problem 117222007 0518 P 16K @
Eay & Wil Waming on MFGSERVER 11/22i2007 10:31 P wa M
—‘DJ E'; narn.chan Fie 23] Wilgon wan RE: exchange 112202007 1137 P 200 O & &
T WMl W
I S M. Chung FE =] wihdl Errar on MFGEERVER 112302007 12:27 &b 3k @ b
2] April Chan  Meszage Tracking -»test 10/1152008 09:53 P Tk _I
1] April Chan hezzage Tracking ->test 10102008 08:53 Phd 1k -
1 i K | | b|
ot damingd02flotus Preview a
[ ~)[=2 4] (72 _][@nine <=4

a4 Startl e I'.\.r.' April Chan - Inbox - I...

8 12:41PM
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