Lotus Notes 8.5 to Office 365 for business

Make the switch

] Office

Microsoft Outlook 2013 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 2013.

Quick actions on the ribbon
Use the ribbon to quickly act on your messages

Filter your messages
Find unread messages or messages sent with
attachments, high importance, flags, or categories.

and folders or set options.
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Switch view
Go to your calendar, tasks, or
contacts in one click.
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Take action on a message
Reply, forward, or IM the sender all
within the Preview Pane.
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Tue 11/27/2012 12:01 AM
Robin Counts

Project update?
To MKatie Jordan

o This message was sent with High importance.

Bing Maps Suggested Meetings + Get more apps

We need to have a review about the Northwind Traders progress and discuss the latest project plans.

Lets schedule a meeting Friday at 9am at Starbucks near campus. The address is 2020 148th Ave NE,
Redmond, WA 98052,

Thanks.
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Zoom in or out
Expand or contract your view by
zooming in or out.




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 2013 desktop app, Outlook Web App, or Office 365 mobile
apps to create and edit files.

Outlook 2013* Outlook Outlook
Web App mobile apps

Useitif + Your Office 365
plan includesit.

You want to work ~ You want the most editing
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
get it not all Office 365 from your iPad
plans (*Word 2011 for  browser. iPhone
Mac) Android phone and tablet

How do | sign in to Office 3657 ) Office 365

Sign in with your work or school account

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

alicja kowalska@adventureworks.com

2. Enteryour work or school account and password, and then | [ieeee
choose Sign in. For example: IKeep me signed in
j.doe@contoso.com or j.doe@contoso.onmicrosoftcom | R

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 Yammer
Schedule meetings Get contact Connect with
and appointments. information. co-workers.

Outlook OneDrive for Business
Read and == Store your business
send email. documents.

Sites

Access

team sites.

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

Install Office 2013 desktop apps

If Office is not already on your computer, you can install it from Office 365.

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

Install Office on your PC
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Collaborate with Office Online

Install apps on
your PC

Install apps on
your device

Use Office Online
Create and edit
documents from
your browser.

2. Choose Run, and then follow the rest of the installation instructions.
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For more information, see Install Office using Office 365 for business

(http://go.microsoft.com/fwlink/p/?Linkld=272460).

Connect Outlook 2013 to your Office 365 account

Link your accounts to take full advantage of everything Outlook has to offer.

1. Start Outlook 2013.
2. Choose File > Add Account.

3. Inthe Add Account dialog
box, enter your name,
organizational account, and
password, and then choose
Next.

4. When setup is complete,
choose Finish.

5. Restart Outlook, and then
enter your email address and
password again.

Account Information

wailable, Add 2n e-mail account to enable additional features.

“ Add Account
- mail

tion. ial Network Settings

s for this account or set up more connections
Account c
Settings =

‘onnect to social networks

e | Mailbox Cleanup

Manage she size of vour cnailios by emotving Deleted Iems and archivi

N Add Account

Auto Account Setup
Outiook can automatically configure many email accounts.

(® E-mail Account

Your Name:
Example: Ellen Adams
E-mail Address:

Example: ellen@contoso.com

[ change account settings

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

< Bak

For more information, see Set up your Office 365 email in Outlook 2013

(http://go.microsoft.com/fwlink/p/?Linkld=394274).



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

Outlook on your desktop

The clean, uncluttered look of Office 2013 desktop app helps you quickly find and do the
tasks you're used to doing in Lotus Notes. With online file storage, instant messaging,

and other online services, Outlook lets you collaborate seamlessly with others.

Read and reply to email

You can use the buttons on the Outlook ribbon or reply directly from the message.
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Create and send a new email

Choose New Email, enter one or more addresses (separated by semicolons),

compose your message, and then choose Send right from the message window.
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To.. | |[JAlicia Kowalska <skowalska@@Contoso865.coscip.net>;
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|
Send

Subject |Sa\es numbers for Q1

Alicja,

Please send the latest sales numbers for FY14-Q1
for your division at adventurewaorks.

Thanks,
-Q

Add a contact

You can stay better connected with
others by adding their contact
information.

1. Choose People.
2. Choose New Contact.

You can also add contact information
directly from any email you receive.

Schedule a meeting

In your Calendar, create a new
meeting right from the ribbon, or
select a meeting date and time
directly from the calendar.

When you invite others, Outlook
displays their personal schedules to
help you plan more efficiently.
Want to include remote

colleagues? Schedule an online
Lync meeting.
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Things you might be looking for in Outlook 2013

Here are some key Lotus Notes tasks that you can also perform in Outlook 2013.

Task In Lotus Notes 8.5

In Outlook 2013

Separate multiple recipients with a comma. Separate multiple recipients with a semicolon.

To.. Anne Weilarcy Jayne

Send email to

multiple people .
To: | aknwaIska@ccuntnsn.anlln@cnntnm.mm

[ |
Forward a Open the message or select it in the message list, Select the message, and then, in the Eﬁ:j (E" D E“ >y | E2 Meeting
message and then Choose Forward. Home tab > Respond group, choose feots R (l' - _)d wesf ¥ B
[, Forward = Forward. Y ;TF — W More ~
Respond

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

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

ﬁ M Your message is moved to the Deleted i Clean Up
Mew Delete
Items folder. | Bems- 4o Junk~
Mew | Sent [tems
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 %Junk 5 Qian Lian message, and then choose Move > Inbox.

) Trash_

RE: Q2 =ales fore

._ .
=] Chat History
Fe store

%2 Empty Trash Restore All More - ¢ O] -

Ignore Deleted Items

Junk ' Calendar

X & 8

Delete




Things you might be looking for in Outlook 2013 (continued)

Create a new
folder

In Lotus Notes 8.5

Click the folder arrow, choose Create Folder,

and then type a new name for the folder.

Place the new folder within another folder by

selecting the folder and then clicking OK.

Folders

Folder name

Project ABC
Select a location for the new folder

|Ef - Folders -

In Outlook 2013

Right-click the Inbox folder or a subfolder, or press and hold the

folder name. Click New Folder,
and then type a new name.

I Inbox
Drafts EE Open in New Window

Sent Mew Folder...

Create an out-of-
office message

1. Choose Actions > More > Out of Office.

2. Enterthe dates [y Absence [ tools <l|

Help |

of your absence.

|Dut of office configurations for Alicja Kowalska/Contoso

Ahsences

3. Choose the

Add Edit () Delete

From: Until:

Standard

Message:

Notification tab, and then type your
message.

1. ChooseFile > Info >| o
Automatic

Automatic Replies. | repiies

[y A

2. Choose Send automatic
replies, enter the dates
of your absence, and
then type your message.

Automatic Replies E

) Do not send automatic replies

Onlysend during this time range:
starttime: |Wed 2/19/2014 || [800AM  [+]

[=] [s00Pm  [+]

Automatically reply once for each sender with the following messages:

End time: | Thu 2/20/2014

% Inside My Organization

@ Cutside My Organization tDﬂ’_i|

|Times Mew Roman

[l -] 8 1 u A==

Thank you for your email I'm away from the office. For any urgent
requests, please contact my manager.

Create an email
signature

1. Choose More > o

Preferences.

2. Choose the Signature tab,
and then type your email

Mail I Calendar & To Do | Access & Dels

Basics | User Details || Follg

signature.

Choose File > Options,

General
and then choose Mail >
Calendar
Signatures. pecple
Tasks
Search
Language

Advanced

Customize Ribbon

CQuick Access Toolbar

8 Change the settings for messages you create and receive.

Compose messages

%’_j Change the editing settings for messages.

Compose messages in this format: | HTML | v |
ABL [ Always check spelling before sending | Spelling and Autocorrect.

Ignore original message text in reply or forward

Editor Options...

_._?' Create or modify signatures for messages.

~




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 launcher E,

and then choose Outlook.

Read and reply to email

Receive and reply to messages from nearly anywhere, on practically any device.
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Create and send a new email

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

Responses
Reply, reply to all,
or forward from
within the
Preview Pane.

Preview Pane
View messages
for quick review
and response.

3. Choose Send.
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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

e@®

contact notes organization groups

Add to Contacts

Contacts
Just one click to add

' contact information.

Chat

send email profile
glin@CentosoB65.cesctp.net

IM business address

sip:glin@contoso865.cosctpunet United States

https://contosoB65-my.spoppe...

Schedule a meeting

Reach a contact
quickly with an IM.

While you have your contact’s information card open, you can schedule a meeting

right from there.

Alicja Kowalska

OEO©® -
C

contact notes organization groups

send email
akowalska@Contoso865.cosctp.net

M

ip:akowalska@®contosoB65.cosctp.net

profile
httpsy/contoso865-my.spoppe.com/person.asp...

business address
United States

Calendar

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



Things you might be looking for in Outlook Web App

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

IEN In Lotus Notes 8.5 In Outlook Web App
Send email to Separate multiple recipients with a comma. Use a semicolon to separate multiple recipients.
multlple people To: | aknwaIska@ccuntnsn.anlin@mntnm.mm To: O Alicja Kowalska (akowalska @contoso.coml:-l O Qian Lian (glin@contoso.com);
: Ll
Forward a iti i Select the message, and then
Open the message or select it in the message list, ge, P e
message and then click Forward. choose Forward.
L—% Forward ~ mark as read
Delete a message Choose the message you want to delete, and then press Delete. Select the message you want ._
from your list [ to delete, and then choose CAligE Vil 2 €
Your message Is moved to the Trash. ! ¥ adventureworks sales promotion br; Thu 4/3
il Delete (X).
Your message is moved to the sent ftems
Deleted Items folder. *
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 : S Ganli message, and then + Alidia Kowalek oL
5t ICja KROWalsKa
‘®Junk . S Choose Move > InbOX. RE: aJdventurewarks sales g delete Thu 4/3
Trash RE: QZ Sa'es fore mark as unread
‘- : flag
g. Chat History
Festore 3% Empty Trash Restore All More ~ ¥ Q ~ A Deleted lem:
stop ignoring More..




Things you might be looking for in Outlook Web App (continued)

Task

Create a new
folder

In Lotus Notes 8.5

Click the folder arrow, click Create Folder, | rigers

and then type a new name for the folder. Folder name
Project ABC

Place the new folder within another folder
by clicking the folder and then clicking OK.

Select a location for the new folder

|B - Folders -

In Outlook Web App

Right-click or press and hold any folder, click Create New Folder, and

then type a new name. Drag the

folder where you want it.

Drafts

create new folder

rename

Create an out-of-
office message

1. Click Actions > More > Out of Office.

2. Enterthe dates

| My Absence || Tools -] Help |

of your absence.

|Dut of office configurations for Alicja Kowalska/Contoso

3. Click the Standard #bsences add (@) edic €8) oelete

o . From: until: Message:
Notification tab,

and then type your message.

1. Choose Settings € >
Set automaticreplies.

2. Choose Send automatic
replies, enter the dates
of your absence, and
then type your message.

Alicja Kowalska ~

Refresh

(O Don't send automatic replies

I Set autom)| - -
(®) Send automatic replies

M1 Send replies only during this time period:

Send a reply once to each sender inside my organization with the folloy
[[10 | B T U a =
A f = X X, M M4

| Times New Roman

I Thank you for vour mail. I'm away from the office. For any urgentl

Create an email
signature

1. Click More > Preferences. [ preferences

2. Click the Signature tab,

. Mail I Calendar & To Do | Access & Dele
and then type your email

Basics | User Details || Follg

signature.

1. Choose Settings £ > Options, and then

choose settings > mail.

2. Type your signature, and

then choose Automatically

include my signature
on messages | send.

|Calibr|' ||11 | B I U

T T =z 3= &b A=
- = 3= W A M 2

[Your signature here |

Automatically include my signature on messages | send




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.

Set up your device

For mobile, it's all about the apps and the work or school account you use for Office 365

Charlotte Weiss 0408
Piease review revised beand guide O P

Brian Goldstein

Marc Boyer

Me

® 6 66

Mon
»
e

l,mread to me flag

Frost; Meghan Ca

rros!. Vince Harge
Proposal fee Tavpin Toys

2 Hargett; Meghat
y Saccer Team

han Cannon “r
&2 Gusiget for Tadegen Toys
[Hargeu

o) Update - Regly ASAP

ONONO]

for business to your device. Find and install the right app for your device from your

device's app store. For step-by-step instructions, see:

e Set up a mobile device using Office 365 for business

(http://go.microsoft.com/fwlink/p/?Linkld=396709)

+ Set up Office 365 for business on your:
*  Windows Phone (http://go.microsoft.com/fwlink/p/?Linkld=396654)

* iPhone (http://go.microsoft.com/fwlink/p/?Linkld=396655)

« iPad (http://go.microsoft.com/fwlink/p/?Linkld=524315)

* Android phone and tablet (http://go.microsoft.com/fwlink/p/?Linkld=525632)

Need more info?

Check out the Office 365 for business learning center
(http://go.microsoft.com/fwlink/p/?Linkld=392570) for additional quick start
guides and how-to videos.

Find more tips for switching to Office 365
(http://go.microsoft.com/fwlink/p/?Linkld=398049).



http://go.microsoft.com/fwlink/p/?LinkId=396709
http://go.microsoft.com/fwlink/p/?LinkId=396709
http://go.microsoft.com/fwlink/p/?LinkId=396654
http://go.microsoft.com/fwlink/p/?LinkId=396654
http://go.microsoft.com/fwlink/p/?LinkId=396655
http://go.microsoft.com/fwlink/p/?LinkId=396655
http://go.microsoft.com/fwlink/p/?LinkId=524315
http://go.microsoft.com/fwlink/p/?LinkId=524315
http://go.microsoft.com/fwlink/p/?LinkId=525632
http://go.microsoft.com/fwlink/p/?LinkId=525632
http://go.microsoft.com/fwlink/p/?LinkId=392570
http://go.microsoft.com/fwlink/p/?LinkId=392570
http://go.microsoft.com/fwlink/p/?LinkId=398049
http://go.microsoft.com/fwlink/p/?LinkId=398049

