Moving from Microsoft Outlook 2007 to IBM Lotus Notes 8.5.2
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Table 1. Viewing and sending e-mail

Table 3. Managing e-mail

Outlook 2007

Lotus Notes

Outlook 2007

Lotus Notes

To view your inbox, click

b= vl

Click and select

Mail.

To delete a message, select

the message and click s

Select a message and drag

it to the "M 1msh folder.

To view messages without
opening them, click View
> Reading Pane.

Click — "™ = and then
select a view.

To reply to a message,

Click #EERERET:

To recover a deleted
message, click the Deleted
Items folder, and
drag-and-drop the
message to the Inbox
folder.

Select the 1= folder.
Select the message and

CliCk Heziom

To empty deleted
messages, right-click the
Deleted Items folder and
select

f&) Empty "Deleted Tems” Folder

Select the M1 folder

and then click EmENRA

message, click (& 7 .

click [hBesty
To repl_y to all recipients, Click ‘&/Retvtosi~
click Reivindl
To forv_vard a message, Click o=
click [sfomend
To create a message, click Click l Haw=
Sdbew -
To attach a file t

o attach a file to a Click é?

To save a message to a
folder, select the message,
then click

A Move to Folder..,

Select the message in the

Inbox and click =R
You can also drag the
message into the folder.

Table 2. Managing your calendar

Outlook 2007

Lotus Notes

To create a new folder,

click 2w = and then
click S Felder...

Click I , and then
click Create Folder...

To view your calendar,

Click and

choose Calendar.

To flag a message or to

remove a flag, click | ®

Click P i

To change the calendar
display, click a button:

In the Views pane, click a
display type, for example,
One Week.

Table 4. Managing contacts

Outlook 2007

Lotus Notes

To schedule a meeting,

click 24 = and then
choose Meeting Request.

Click I == , and then
choose Meeting.

To view your contacts,

Click and select

To schedule a recurring
appointment, click
Actions on the menu bar
and select New Recurring
Appointment.

When creating a new

meeting, click Eeaeat

To find available meeting
times, click the Meeting
tab, click Show, and select
Scheduling Assistant.

Click Find Available Times

in the meeting invitation.

click 8= contacs Contacts.

To create a new contact, Click ¥l b

click itew -

To search for a specific Click ‘8 Browss tor Coritact

contact, enter the name in
the Find a Contact field:

[EE Search Address Gooks -

7
or type the contact's name
in the search box:

To import a holiday
calendar to your calendar,
from the Tools menu,
click Options » Calendar
Options > Add Holidays.

Click i and select

Import Holidays.

[} - Sgarch |
To schedule a meeting =
with a contact, click Click :I ]
Contacts and then ﬁ .
To send a message to a Ao
contact, click Contact and | Click ]

then click -4 1.

To find an event, type the
event name in the search

Type the event name in
the search box

ir) [ | Seanh

2 Moving from Microsoft Outlook 2007 to IBM Lotus Notes 8.5.2

To view contacts as
address cards, click
Address Cards in the
Current View pane.

To view contacts as
Business Cards, click
= Show =
121 and choose
Business Cards.
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