Setting up your email account for access via the Internet

To use the links from the Employee Services page, you need to use your Lotus Notes login ID
and password for the web. Your User ID is also called your “Short Name”. If you did not set
up a password for the web version of Lotus before, you will need to do this now in order to
access the information. These instructions will help you set up your account so you can access
your email through any internet browser either at home or on another computer in school.

You have to be in your Lotus Notes software to do the setup steps below.

1. Log on to Lotus Notes from your
designated computer.

2. Choose Database from the File
menu.

3. From the submenu off Database,
choose Open...

4. The dialog box (at the right) will
appear. Click on the drop-down menu
for the Server and choose
"ns_lakeshore/Servers/Lakeshore/Eriel"

5. A new list of items will appear in the
Database field. Scroll down to
"Lakeshore's Address Book"

6. Select "Lakeshore's Address Book"
and click on the Open button.

7. The list of people in our email
system will appear.

8. Scroll down the list to find your
name.

9. Double-click on your name to open
your account information.

Instructions_Internet Email
Sue Ciminelli

Open Databasze

Open I

Server:
Ins_lakeshurefﬁ ervers/Lakeshore/Eniel j
Bookmark... |
D atabaze:;
C I
& Java AgentPunner ;I &I

@ Lake Shore wWeb

i@ [ akeshore's dddress Book
& Lakeshore AdminS ervers/Lakeshore/E e
‘..E;; Lotuz MTA Tables [+1.9)

Help

e r

G Mail [F4.6) -

_I Ahbout,.
Filenarne:
Inames.nsf Browse. .

Page 1

) Lakeshore's Address Book - People - Lotus Motes

File Edit Wiew Creake Acktions Help

CLE PE3|ABER|ST o0

J Address A ”J

WE l
2] Welcome L|J Lakeshore's Address Book -... X

ino Oirsctory | Dsararar D
Domino Directory ) add Person <) Edit
ﬁoi People <L Search in Yiew 'Pe

22 Groups
Searr

1 Configuration

—

=l CertCount Mame ~
—I Phane Listing Catalano, Lorna
1 Server

Cataling, Robert
Chiappone . Kim
Choczynizki, Lind

Cirminelli, Suzan

8% GoaEE

Cizla, Tina
E—— Clark , Barbara
e Y Lakezhore's Address Book ]
I A [<
9/3/2004



Setting up your email account for access via the Internet

1. Click Here first
to Edit your file.
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2. Highlight any text in the Internet
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Password field and delete. Then type

in your internet password.
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3. Be sure to click this button when ;
you finish to SAVE AND CLOSE. e
—— i . I . — L L hure.

(\‘ Make No changes to

any other fields. If you [Hrmat

think there is a problem
with spelling or other fields,
contact Tech Services.
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