Cheat Sheet - Lotus Notes

How to create a To Do in Notes

What are How to do it? Where is it?
you going to
do?
Create Choose To Do. a Outlook Kursus -ToDo  x
aTo Do
Click on New in
Action Bar. More ~
A new task window Subject
opens. Fill in © In Progress
relevant

» Not Started

information.

Click Save and . Save and Close | Mark Complete Display~
Close on the Action

Bar to close the
dialog box and save

the task.
— Outlook kursus »
Create a task | Right-click on e- Q |Search >
directly from | mail or calendar .
an e-mailora | item. o BIER
calendar item P Move to Folder...
Mark as »
Add Sender to Contacts...
@ Reply »
€4 Replyto All »
F3 Forward
Message Copy Into New »
darialEy Open in New Window
= Print... Ctrl+P
‘ M Delete Del

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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Choose from the
menu Copy into
New > To Do.

Fill in relevant
information for the
task.

Click Save and
Close on the Action
Bar to close the
dialog box and save
the task.

34 cut Ctrl+X
B5 Copy Ctrl+C
fin  Paste Ctrl+V
F3 Forward
Copy Into New »
Open in New Window
=k Print... Ctrl+P
Delete Del
Message
Calendar Entry
To Do

Save and Close | Mark Complete Display~

Create a
recurring task

Create a new task.

Click on the Repeat
link.

Select the setting
for the task to be
repeated.

Click the OK button
to close the dialog
box Repeat
Options.

K

® To Do Entry
@ | Frioit Medium v
Subject |
When Due by 16/
Start by 16
Repeat: This entry does not repeat
Who Assign to: ~ Me " Others
Repeat Options
‘When the To Do repeats Number of scheduled To Do days: 5
4. August
Daily V| |Everyday v

* To make an event repeat more than once per day. create separate

repeating events for each time of day.

How long the To Do repeats

" continuing for

Starting date: 04-08
Continues for: 5 Day(s)
Ending date: 08-08
Specify Exceptions.

Ifa To Do doesn'tfall on a work day: | pon't Move

5. August
6. August
7. August
8. August

8 v |Days) v
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