
T
t
N
y
7
 
M
s
 
1

2

3

This documen
he instruction

Notes 6.5.x cli
you have any 
7:30 a.m. ‒ 1

Mail tracking o
sender, visual

1) To add a “
click on a 
submenu 
Inbox.  “A
where you
follow up f
with your 
 
 
 
 
 
 
 
 
 
 
 
 
 

2) To custom
Inbox, clic
“Preferenc

3) From the 
access the
 
 
 
 
 
 
 
 
 
 
 

LLOOTTUUSS  NN

nt contains info
ns in this docu
ients.  Howev
 questions, ple
1:30 p.m. CS

options within
 indication of 

“Follow Up” re
 message and
 or click the “F
dd or Edit Fla
u can specify 
flag.  “Quick F
customized fo

mize the defau
ck on the “Too
ces”  

“Mail” tab, clic
e follow up se

NNOOTTEESS  MMA

ormation pert
ument are spe
ver, there may
ease contact 
T at 472-3970

 the Lotus No
 the number o

eminder to a m
d find the “Fol
Follow Up” me
ag” will bring u
several option

Flag” will flag 
ollow up settin

ult follow up s
ols” menu and

ck the “Follow
ettings. 

P

AAIILL  TTRRAACC

taining to mail
ecific to Lotus 
y be slight diff
the University
0 or toll-free a

otes 7.x.x clien
of recipients, a

message, righ
llow Up” 
enu in your 
up a window 
ns for the 
the message 
ngs. 

ettings, in you
d select 

w Up” subtab t

Page 1 of 3 

CCKKIINNGG  AANNDD
 

l tracking and
 Notes 7.x.x c
ferences in fea
y of Nebraska
at (866) 472-3

nt include colo
and marking m

ht 

 

ur 

to 

DD  FFOOLLLLOOWW

 follow up set
clients, the ins
atures or sett

a-Lincoln Infor
3970. 

orization of In
messages for 

WW  UUPP  OOPPTT

ttings in Lotus
structions sho
ing locations 
rmation Servic

box message
 follow up at a

TTIIOONNSS  

s Notes 7.x.x. 
uld be similar
between vers
ces Help Des

es based upon
a future time. 

  While 
r for Lotus 
sions.  If 
k from 

n the 



4

5

6

4) From this 
importanc
settings.  
automatic
to a mess
 
 
 
 
 
 
 
 
 

5) To automa
specified s
subtab an
 
 
 
 
 
 
 
 
 
 
 

6) Click the s
and then a
preference
colors by 
button in t
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 area, you can
ce, follow up d
The settings s

cally applied w
sage. 

atically highlig
senders, click

nd then the “S

small grey box
adjust the hig
e.  If needed, 
clicking the “R
the lower left. 

n change the 
date and time,
specified here

when adding a

ght incoming m
k the “Messag
enders” subta

x to add name
hlight colors t
 you can resto
Restore defau
 

P

 default 
, and alarm 
e are 
a “Quick Flag”

mail from 
ge Marking” 
ab. 

es to a field 
to your own 
ore the defau
ult Mail colors”

Page 2 of 3 

” 

lt 
” 



7

8

7) To indicat
message 
Marking” s
(Note:  Th
Notes 7.x
 
 
 
 
 
 
 
 
 
 
 

8) Here you 
e-mail add
box below

te whether yo
or one of man
subtab and th
his feature is o
.x clients and 

can indicate w
dresses to be

w. 

u are a single
ny, click the “M

hen the “Recip
only available 
 templates.) 

whether you a
 treated as yo

P

e recipient of a
Message 
pients” subtab
 on Lotus 

are the sole re
our own (such

Page 3 of 3 

a 

b.  

ecipient of a m
h as coworker

message, or o
rs or @unl.edu

one of many re
u addresses) 

ecipients.  Ad
 can be specif

dditional 
fied in the 


