Lotus Notes to Office 365 for business  uniteunorgoticesss g Kojiiles

Make the switch

Microsoft Outlook 2016 may look different from Lotus Notes 8.5, but you'll quickly discover that Outlook lets you do everything you're used to doing. Here are just a few
of the time-saving features of Outlook 2016.

Quick actions on the ribbon Filter your messages Take action on a message
Use the ribbon to quickly act on your messages Find unread messages or messages sent with Reply, forward, or IM the sender all
I I
and folders or set options. attachments, high importance, flags, or categories. within the Preview Pane.
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Outlook on your desktop

The clean, uncluttered look of Office 2016 desktop app helps you quickly find and do the
tasks you're used to doing in Lotus Notes. With online file storage, instant messaging,

Add a contact

. . . You can stay better connected with ® S o -
and other online services, Outlook lets you collaborate seamlessly with others. 4 , _ N e e ‘
others by adding their contact gl e B X | @ B
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Things you might be looking for in Outlook 2016

Here are some key Lotus Notes tasks that you can also perform in Outlook.

Task In Lotus Notes

In Outlook 2016

Send email to Separate multiple recipients with a comma. Separate multiple recipients with a semicolon.

mu|t|p|e peOple E: | akﬂwa|5ka@CCIﬂtUSU.CUE”ﬂ@CUﬂtUSG-CUm Ta.. Anne WE“arq JE}'T'IE
[ |
Forward a Open the message or select it in the message list, Select the message, and then, in the & @ 9 [F2 Meeting
message and then Choose Forward. : Home tab > Respond group, choose Reply Rep(l: Forw?d wesf ¥ B
E Forward Forward. All E-E Mare =
Respond

Delete a message Choose the message you want to delete, and then press Delete.
from your list

Select the message you want to delete, HOME | SEND/RECEIVE

|T| (G Ignore x

Your message is moved to the Trash. and then choose Delete.

W M Your message is moved to the Deleted s Clean Up
MNew Delete
Items folder. | Bems- 4o Junk~
Mew |  Sent ltems
31
Restore a From the Trash view, select the message, and then choose Restore. In your Deleted Items folder, right-click or press and hold the
message %o dunk = Qian Lian message, and then choose Move > Inbox.
¥ ove dsKs
77 Trash | RE- Q2 sales fore = M
H}- OneMote -m
..ﬂ- Chat Hlstﬂr}' & Ignore
< 9 Deleted Items
Festore %2 Empty Trash Restore All More - ¢ O] - & lunk , N
L x Delete
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Things you might be looking for in Outlook 2016 (continued) — uniteun.orgiofiiceses

In Lotus Notes In Outlook 2016
Create a new Click the folder arrow, choose Create Folder, | rogers Right-click the Inbox folder or a subfolder, or press and hold the
folder and then type a new name for the folder. Folder name folder name. Click New Folder, e

Place the new folder within another folder by S:"‘Ed ’TEC S and then type a new name. Drfte T8 Open in New Window

ect a location for the new folder
selecting the folder and then clicking OK. s Sent If
. 3 .
Create an out-of- 1. Choose Actions > More > Out of Office. 1. ChooseFile > Info > ¢ P =
Offlce message 2 Enter the dateS J My Absence ” Tools -” Help | AUtomatic Replies A::;T:I( () Do not send automatic replies
:
Of your absence |Dut of office configurations for Alicja Kowalska/Contoso 2 Choose Send aUtomatlc = C:I"Ily s:!nd :LI.II'ir'Ig this time range:

replies. enter the dates starttime: |Wed 2/19/2014 || [800AM  [+]
3- ChOOSG the Absences Add Edlt @Delete p ! B |Thu 2/20/2014 E |5:00 o E

From: Until: Message:
Standard Of yOU ra bsence’ and Automatically reply once for each sender with the following messages:
Notification tab, and then type your then type your message. & wsiae wy organization | @R outside My Organization (off)|
message. |Times MNew Roman |ZI B I U A:=i=
Thank you for your email I'm away from the office. For any urgent
requests, please contact my manager.
Createanemail | 1+ ch o ano _ Choose File > Options, [N N
I tu re TETErEnces . Seneral @ Change the settings for messages you create and receive. =
. Mail I Calendar & To Do | Access & Dele . Calendar EEeTEETE
2. Choose the Signature tab, Signatures. Y ——
H ; ; F Tasks Compose messages in this format:
and then type your email Basics | User Details | I Follo .
sianature Language ABS [ Aways check spelling before sending
g : dvenced Ignore original message text in reply or forward
;:::::f:sh::;bar Q' Create or modify signatures for messages.
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Things you might be looking for in Outlook 2016 (continued) wniteun.orgioficeses

Functionality In Lotus Notes In Outlook 2016

Offline Mode It was not possible to see the contents of a mailbox Outlook allows you to see the contents of your mailbox even when
without entering your Lotus Notes password first you are not connected to your network. this allows you to manage
and connecting to your email account. your mailbox in "offline mode” and even "send" emails which will

be moved to your Outbox folder and sent out once you connect to
the network.

Send and File Send & File allows sender to save a copy of the sent message Il vessece et FORMATTEXT  REVIEW
. . Tad B colors Py a— == — S— [ ]
in a folder other than the default Sent items folder. 4] PR =5 SR | | Request a Delivery Receipt = %
P e 2 [l [ Mie Crepens ot 2, i,
Themes Show Fields Permission Tracking (F 4 Other Folder... F}
] |T| i «  Use Default Folder

:| | Do Mot Save —_—

1. When composing the message, choose Options > Save Sent Item To >
Other Folder

2. Choose the folder in which you would lik to save the sent nessage

Note: Outlook will only save one copy of a sent message. If you have outlook configured to save
all sent message, and you use this option, the message will be in the folder you select and will
not also appear in Sent Items.
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Things you might be looking for in Outlook 2016 (continued) unite.un.orgofiiceses

Functionality In Lotus Notes In Outlook 2016

Message Lotus Notes doesn't have this functionality. I R .
2 D E!(LM in F inancial EE‘, o Manager =3 Rules = o [ 1]
Reca” e x @ (&i E% @SIMeft ’ El'FFeam En:a\\ v ;o:: ’ l-' ais E * @ III -
&5 Junk - Delete  Reply R;ITI‘)‘ Forward [ More- =3 Reply & Delete Y R - Movd ] ;j?gn. U’:‘::d Cate%onze FE\:}:;V
Delete Respond Quick Steps P Edit Nﬂaﬁqa I5 P

. Thu 7/16/2015 1:00 PM IRv Recll This Messsigec; I
Sara Davis T Resend This Message...
4 New template View in Browser
3

To [ Project Team [ Other Actions

Some recipients may have already read this message.

1. Open the message you wish to recall

2. Choose Message > Actions > Recall
This Message

3. Select Delete unread copies of this
message or Delete unread copies and
replace with a new message, click OK

Message recall can delete or replace copies of this message in recipient
Inboxes, if they have not yet read this message.

AT you sure you want to

(®) Delete unread copies of this message
() Delete unread copies and replace with a new message

[w] Tell me if recall succeeds o fails for each recipient

Note: Please be aware of the following limitations:
1. Message can only be recalled from other Office 365 users, not external accounts.
2. Messages can only be recalled if they have not been read
3. The user from whom you are recalling must be using Outlook for Windows, and
have Outlook open at the time of recall
4. Recipients using Outlook Web Access, Outlook for Mac, or a mobile device will not

have their message recalled
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Things you might be looking for in Outlook 2016 ontinued) uiteun.orgrofiicesss

Functionality In Lotus Notes In Outlook 2016

Replying to a You can reply to a message and include the original Outlook does not include the attachment in the reply when replying to a
message with attachment. message with an attachment.

attachment Users can copy the attachment from the original message and paste it in

the reply message, or forward the original message, which will keep the
attachment, however it will require you to re-address the message to the

recipients.
Filing Emails In Lotus Notes, it is possible to have the same e-mail message In Outlook, it is not possible to have an e-mail message appear in more
appear in multiple folders. than one folder. Therefore, all copies of sent messages would only

appear in Sent Items folder after the migration, even if they were filed in
other folders in Lotus Notes while being sent out.

Also, messages stored in Inbox folder would no longer appear in any
other folder that they may have been added to in Lotus Notes.

This is a limitation of Outlook software for which currently there is no
workaround.

i\fi
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Things you might be looking for in Outlook 2016 (continued) unite.un.orgiofiicesss

Functionality In Lotus Notes In Outlook 2016

BE o

HOME

Lotus Notes has a view entitled All Documents which would show you
all messages in your mailbox - Inbox, Sent Items, and messages filed

All Documents

SEND / RECEIVE FOLDER VIEW
Copy Folder (\ = Al 7= Clean Up Folder =
& B 2

in fold i MoveFolder  ——  ~2 &% & DeleteAl
INn Tolaers. F:fd':re x Delete Folder asalrlead uau’:es Fu\de‘:_:vntoz ’.?’Rem\rer Deleted Items
Mctions Clean Up
Outlook does not have this ability out of the New Sesrch Folder e
Select a Search Folder:
box, However, you can create a search folder T - .
that provides similar functionality. e
Categorized mail
1. Click on the Folder tab in the ribbon N |
Old mail
2. Choose New Search Folder > Custom > TS -
Custom
Create a custom search folder > Choose L]

3. In the Custom Search Folder dialog box, enter || ..oz sexc ouen
the name as All Documents and click OK. ey aer S hens

| iI Choose.. I
4. Click OK to exit the Custom Search folder
dialog, and click OK again to leave the search | — |

folders dialog. Custom Search Folder (=]

H H ame: | ocumants | |
5. Now at the navigation pane on the left hand gl_w_ — I '
?;'ch:r cc;::tear:; s.m specify what items this Search

side of your Outlook client, you should see a
Mail from these folders will be included in this Search Folder:

new folder under your account called Search  |[cissouneuminsor JETT

Folders and your All Documents search folder
will be inside. Click on this folder to see "all
documents.”
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Things you might be looking for in Outlook 2016 (continued) unite.un.orgoficeses

Functionality In Lotus Notes In Outlook 2016
. . Declined: |
Folders Folders are sorted alphabetically by default. Outlook allows you to have folders in any order you cuacomsomnovee. | o
choose - you can re-arrange them however you see 4Tnbox 3 S
. . . Project Falcan 4 F2 Openin New Window il
fit. By default, they are not sorted in alphabetical A New Folder.. A
order but you can resort them alphabetically if you ;‘Jgtcctmr" T Rename Folde F
. . Copy Folder
choose. To do so, right click on your account on the Drafts [1] TR :
. Sent Iterns _ ey _)
left hand side of your Outlook screen, and select Deletsdtems L | W% DeleteFolde e
Junk Ermail 1 Mark All as Read
Sort Subfolders A to Z. e % Clean Up Folder
R53 Feeds (¢ Delete All h
Searchiolders Remove from Favorites
SRR R =l T‘nr.:lrtSubfoIdersAtoZ
hE o - Project Falcon - Katie)@contosemail.onmi:resoft.com - Microsoft Outiook Preview » Move Down

HOME SEND / RECEIVE FOLDER VIEW

=] Properties...
Copy Falder ( . r- Al Clean Up Folder~ ] [ E . -
= = s’ =
I Move Folder E Z [} P<; Delete All =
New New Search Rename g Mark All Run Rule: Show All 7 Showin  Autofrchive  Folder Folder
Folder Folder  Folder ' Deletefolder  ypead  Now [Folders AtoZ |l Recover Deletedftems  fayorites  Settings.  Permissions Properties

AFA\IO::ES '“'m‘ | Search Project Falcon (Ctr 5*“’*;::';9““'“ e '“W" Sf_;mn qw::i;: 63} FORWARD

- B :J{;/:;vsshnﬂlnldelsina\phuheﬂ(al [ SR

Sent tems 4 OLDER m Junmin Hao
Unread Status The "unread™ message status changes to "read" as soon as The status will not change until you click on a different message. It is
and Preview the message was displayed in your preview pane. possible to change this functionality in Outlook by changing Reading
Pane Pane Preferences in Outlook Options.
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Things you might be looking for in Outlook 2016 (continued) unite.un.orgiofficesss

Functionality In Lotus Notes In Outlook 2016

Drafts Click Save As Draft button for saving unfinished email. There is no Save As Draft button in Outlook because your newly
composed messages get saved automatically as drafts. You can
abandon a newly composed message without having to click any
button, and you will be able to resume composing of it by accessing it
in Drafts folder.

Directory You can use the Select Addresses dialog to browse When you use the Address Book button to lookup names in the
names from the directory. Directory, Outlook sorts those by first name. It is not possible to
change that.

Read Receipt The read receipt was sent automatically without user having to If you request Read Receipt before sending your messaage to someone who
explicitly allow it. was already migrated, the recipient's Outlook will prompt him/her if they want
to send one back to you or not.

Addressing Emails | Lotus Notes has a feature called Type-ahead which searches Outlook has a similar feature but it works only
your local address books for matches as you type the text into after you sent a message to someone and that HEAETERE R e
- - 1= T .
your To, Cc, or Bec fields. address gets cached in a hidden view. |24 |’-’*;.£i :'}‘@

= | &= 3= | Addr Check § A
Book § Mames

You can choose Check Names after you type

someone's name to search for possible matches. ¢ Rl Names
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Things you might be looking for in Outlook 2016 (continued) unite.un.orgioficeses

Functionality In Lotus Notes In Outlook 2016
Room and Resource Reservations database that included only To access and view a room schedule —
Resource and resources managed by that department. and bookings in Outlook: : (=7 Lea
Reservations 1. 0O Calendar section in Outlook s = Calenda: ik Share.
pen La Calendar = Groups~ (Calendar Calend;
2. Click Open Calendar > From Room % From Address Book...
List. =2 From Room List...
3. Select the desired room from the list og From [ntemet..
and click Room, then OK.

Create Mew Blank Calendar...
4. All room calendars will show in a 7

Open Shared Calendar...
separate section on the left side. you

can check/uncheck the box next to

room's name to include/exclude the

particular room's calendar from your

calendar view.

NOTE: in order for you to see all details of the room bookings, you must have full admin
access to that room. By default, you will only see the availability information for all rooms.
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Outlook on the web

Your Office 365 subscription includes Outlook Web App—giving you online access to
your email, calendar, and contacts. To open Outlook Web App from any computer or
device with an Internet connection, sign in to Office 365, select the app Iauncherﬁ,

and then choose Outlook.

Read and reply to email
Receive and reply to messages from nearly anywhere, on practically any device.

Responses
Reply, reply to all,

adventureworks sales promotion brainstorming 2

Eunr gl S ome: @ or forward from

i Aliga Kowalska - within the

s T A0 RSP )

s it 5 Preview Pane.

¥ Mcje Kcwabis The 42 I xXr To C00a U

* Alcgs Kowshia Tha 43 «r © This vt i seed otk High smpotence
SRR Preview Pane
i i Grest plan. Looking forward to  alsol View messages
sdverturworia Ot budget ol

" . .

s for quick review

and response.

Create and send a new email

With just a few steps, your new message will be on its way.

* = s e W o

£ 4 oo [Ee] = ososs wraw mow - o I
- @

£ Enled ek g U e iy +

Ca

1. Choose New.

[ S —
Catte e -lm oY EEE RN

o as

2. Compose your
message.

— We're kocking Forward 1o 8 speclosler wring sale weaon | Wik that bn mied, plesns sk yous
ekl 10 kg dhi Baigphtietr bk £ thes rable.

Farwr g Pragriabiy,

e

@
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Add a contact

When you get an email message, you can quickly add the sender to your contact
list. You can also start a chat, a call, or an email right from the person’s card.

Qian Lian Contacts
Just one click to add
© ¢ contact information.

contact notes organization groups

Chat
Reach a contact
quickly with an IM.

send email profile

qlin@ContosoB65.cesctpunet httpsi//contosoB65-my.spoppe....

IM business address
sip:glin@contoso865.cosctpunet United States

3. Choose Send.

Schedule a meeting

While you have your contact’s information card open, you can schedule a meeting
right from there.

Alicja Kowalska

OEP©® -
[

contact notes organization groups

Calendar

Schedule a meeting
with a co-worker from
their contact card.

send email
akowalska@ContosoB65.cosctp.net

IM

sipakowalska @ 865.cesctp.net

profile
httpsy//contosoBB5-my.spoppe.com/person.asp...

business address
United States




What is Office 365 for business?

Just as Lotus Notes 8.5 is a suite of desktop apps, your Office 365 for business
subscription gives you a suite of powerful online services—including the latest version
of Office desktop apps. Office 365 lets you:

* Install Office desktop apps on as many as five computers.
» Create, view and edit documents from anywhere using Office Online.
» Work offline and your changes automatically sync when you're back online.

+ Use mobile Office apps on your Windows Phone, Android, iPad, or iPhone.

How do | use Outlook in Office 3657

You can use the Outlook 2016 desktop app, Outlook Web App, or Office 365 mobile
apps to create and edit files.

Outlook 2016 Outlook Outlook
Web App mobile apps

Useitif -+ Your Office 365 You want to work  You want the most editing
plan includesiit. online and use features available on your
* You want offline the newest device.
access. features.
Runson Laptop and desktop Your browser Specific devices
computers
Howto  Comeswith some, but Always available = Windows Phone
getit not all Office 365 from your iPad
plans (*Word 2011 for  browser. iPhone
Mac) Android phone and tablet
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How do | sign in to Office 3657

1. From your web browser, go to https://portal.office.com.

2. Enteryour work or school account and password, and then
choose Sign in. For example:
j.doe@contoso.com or j.doe@contoso.onmicrosoft.com

] Office 365
Sign in with your work or school account

alicja kowalska@adventureworks.com

Find your way around

From anywhere in Office 365, click the app Iauncherﬁ for quick access to all

services, including all the Office Online apps:

Calendar People
Schedule meetings Get contact
and appointments. information.

Outlook
Read and
send email.

Office Online
Create and collaborate on
documents from your browser.


https://login.microsoftonline.com/
http://go.microsoft.com/fwlink/p/?LinkId=396654
http://go.microsoft.com/fwlink/p/?LinkId=524315
http://go.microsoft.com/fwlink/p/?LinkId=396655
http://go.microsoft.com/fwlink/p/?LinkId=525632

unite.un.org/office365

Install Office 2016 desktop apps at home Connect Outlook 2016 to your Office 365 account

If Office is not already on your computer, you can install it from Office 365. Link your accounts to take full advantage of everything Outlook has to offer.

1. Start Outlook 2016.
2. Choose File > Add Account.
Install Office on your PC Install apps on 3. Inthe Add Account dialog

wERE n; ai ug | o your PC box, enter your name,

Account Information

2n e-mail account to enable additional features.

1. Sign in to Office 365, and then choose Install now.

Network Settings

t or set up more connections.

= Mailbox Cleanup
e Manaqe the size of r boy by ematving Deleted Items and acchiving

Sl Add Account ==l

o gt organizational account, and
e ageine Install apps on

@ .
your device
Collaborate with Office Online Next.

4. When setup is complete,

password, and then choose

Auto Account Setup
Outiook can automatically configure many email accounts.

(® E-mail Account

choose Finish. | e
Use Office Online B
. 5. Restart Outlook, and then o [
Create and edit ———

enter your email address and

documents from
your browser. password again. © s A8 Accont ==

Qutlook is completing the setup for your account. This might take several minutes.

2. Choose Run, and then follow the rest of the installation instructions. O

Congratulations! Your email account was suceesstully configured and is ready to use.

[ e mad bl st i it g S e o O P el il i B 1o P e da B B s 0L i it g il P pgyn s i
P e

[ change account settings

For more information, see Install Office using Office 365 for business
(http://go.microsoft.com/fwlink/p/?Linkld=272460).

For more information, see Set up your Office 365 email in Outlook 2016
(http://go.microsoft.com/fwlink/p/?Linkld=394274).
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http://go.microsoft.com/fwlink/p/?LinkId=394274
http://go.microsoft.com/fwlink/p/?LinkId=394274
http://go.microsoft.com/fwlink/p/?LinkId=272460
http://go.microsoft.com/fwlink/p/?LinkId=272460

Syncing Outlook with your device

Anytimeyou're on the go, get
your Office 365 email, calendar,
and contacts from your Windows
Phone, Android device, iPad, or
iPhone.

All you need to do is set up your
Office 365 account for your
device. Now you can keep up with
email threads and changes to
appointments and meetings, and
add contact informationright on
your phone or tablet.

.{/"Nt\’\él Aar FIMFARR 1A ARIM £ n —_— N ot 1 -1
(&)} OFFICE OF INFORMATION AND COMMUNICATIONS TECHNOLOGY

=~

Oa INBOX - OUTLOOK
O
- l.mread to me flag
ke | Frost; Meghan Ca
Osn Charlotte Weiss wico [l
v o rost. \/‘|n$g Horg(
0ODa Brian Goldstein
e & e Havgenz Meghat
S y
Marc Boyer
e han Cannon
Me

lHalgen
o) Update - Regly ASAP

@OO®® "~ :
¢ ] @ @ @

[ earn more at:

unite.un.org/office365

b ite service desk

¥OUT ENtErprise SUpport partmer

24/7 SUPPORT
@ unite.un.org/servicedesk



http://go.microsoft.com/fwlink/p/?LinkId=396709
http://go.microsoft.com/fwlink/p/?LinkId=396654
http://go.microsoft.com/fwlink/p/?LinkId=396655
http://go.microsoft.com/fwlink/p/?LinkId=524315
http://go.microsoft.com/fwlink/p/?LinkId=525632



