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Sign On  
 
Open Notes 
 

Double click the icon on your desktop to open Lotus 
Notes 

 
 
 
 
Enter your password 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Enter the password that was assigned to you by the Computer 
Accounts office (passwords are upper/lower case sensitive) 

• Click OK 
 
Note:  If this computer is shared by multiple Notes users, you must 
first select the User name and the At Location. 
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Your Home Page 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click the icon on your 
Home page to open your 
Mail, Calendar, Contacts, 
To Do, etc.  

Shortcuts to these same 
things also appear on the 
bookmark bar   
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Exit Notes 
 

To exit Notes: 

• Click the File menu and choose Exit  
 

Or, click the Close button (X) in the upper right-hand corner of the 
window. 

 
 


