Cheat Sheet - Lotus Notes

How to use colors in the calendar in Notes

What are you How to do it? Where is it?
going to do?

In Notes you can colorize your calendar items in two ways:
¢ By dividing subjects into categories such as team meetings in red and private tasks in yellow.
¢ At coloring by subject: Meeting, Appointment etc.

Colors of the categories in the calendar is a novelty in Notes 9.0. Categories is a kind of labels that can be
used to organize calendar entries, tasks , contacts or groups.

Create your own Choose File menu> Preferences.
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TIP: You can also create a
category when you create a new
appointment.

Edit category and | Choose File > Preferences.
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Choose Calendar and To Do in
the left side.

Choose Colors.

Choose from adapting Calendar
Entry Colors or Category Colors.

Customize the colors and
categories as you want.
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Read more about personal planning in the book: Planlaeg bedre — fa mere tid

by Kirsten Andersen, Mariann Bach Nielsen and Claus Bekker Jensen
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You can also read the book in English: Plan Better — Get More Time — www.planbetter.dk
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Notice that colors will only be
displayed in calendar view, not if
the calendar is displayed as a list.
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Give a category to
a calendar item

Open the calendar item you want
to give a category.

Click Category in the bottom left
side of the dialog box.

Select a category from the list.

TIP: If you do not see the
category field, click Display>
Category at the top of the dialog
box.
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categories pane on the left
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Remove a Click Category.

Remove the check mark next to
the category you want to delete.
Click the OK button.
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