WAKE COUNTY

PUBLIC SCHOOL SYSTEM

Technology Services Division

Lotus Notes Domino Web Access

Quick Start

The instructions in this guide will assist you in getting started in Lotus Notes Domino Web Access 8.5.

Instructions include:

e Configuring Your Web Browser —

Disable Pop-Up Blocker
e Logging In

e Initial Sign-In Password Change

Installing the Required Active X Control
Domino Web Access Window Overview
Showing/Hiding the Sidebar Panel
Logging Out

Configuring Your Web Browser — Disable Pop-up Blocker

8

Inkernet
Explarer

1. Open Internet Explorer.

2.Click Tools in the Menu bar.

3. Click Pop-up Blocker.

4. Click Pop-up Blocker Settings...

5. Type *.wcpss.net in the Address of Web site to

allow field.

6. CIickrl_ﬁd__ :

NOTE: You should now see the site you just added in

the Allowed sites: list.

)
CES Help '
rF
Mail and Mews [ L
-
‘ M anage Add-ons... Pop-up Blocker Settings. .. ’
H  Sunchronize... f
windows Update

{ \indows Messenger D8 : Schools : WCPSS Intey
Create Mobile Favarite. ..
|BM Java Congale
H' S — _ -

Pop-up Blocker Settings

Esceptions

Pop-ups are currently blocked. You can allow pop-ul
| websies by adding the site to the list below.

r Allowed sites:

et
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Logging In

Log into Lotus Notes Domino Web Access from anywhere with an Internet connection by visiting:
http://webmail.wcpss.net/.

1. Enter your User name and Password.

e Important Note: Your password is CASE

SENSITIVE. You MUST type in capital

letters where your password has capital [ R
letters. PASSWORD and password are B
nOt the Same Password: sssssssses| \

Client Type: | Webhccess - Full Web Client v

° Passwords have Inltla”y been Set to your Weh Access: Full featured web interface (good for broadhand users)

Webhtail: Less features, but faster (yood for dialup users)

Oracle ID number. If you do not know
your Oracle ID number, have your

supervisor contact the Help Desk.

2. Click Sign In.
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r‘ WAKE COUNTY Lotus Notes Domino Web Access

Initial Sign-In Password Change

If this is the first time you have logged into Lotus Notes Domino Web Access, you will be presented
with a screen forcing you to change your initial password.

1. Type in your Old Password
e This is what your initial password
(Employee ID number) was set to Al Fo] ks

when you logged in to the system on password
the previous screen.

Change Password

Flease enter your passward infarmation.
Old F'assword:|

2. Type in your New Password, and then New Password:
type it again in the Confirm Password Confirrm Password:

field.

Password Rules:
e Passwords must be a minimum of 8 characters in length.

e Passwords must contain a mixture of characters and numbers.
e Passwords expire after 180 days.

3. Click Submit.

IMPORTANT NOTE:

o It will take at least 15 minutes for a password reset to take effect.
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Installing the Required ActiveX Control

Once you are logged in to the system you will need to perform the following steps to install the required
ActiveX Control. This will fully enable you to use all the features of Domino Web Access.

1. Click the Preferences link in the upper right side of the screen.

- | Preferences | Loge

o e,

2. Click the notification banner to install the ActiveX control associated with the preferences

menu. This site might require the following ActiveX control: Domind Web Access 8 Contral (International)’ from Tnternational x
Business Machines Corporation’. Click here to instal... ) .
oy gl B ...,\,Mm.\M--s_'“\‘kuw*\wxwx“"ﬂ_

q

Install Activer Contral,

3. Click Install ActiveX Control from the menu.

Information Bar Help

Microsoft Internet Explorer

": Are you sure vou wankt to navigake away from this page?

4. Click OK at the confirmation alert box. B 0w wil lose any unsaved edits,

Press OK ko continue, or Cancel to skay on the current page.

OK Cancel

Internet Explorer - Securily Warning

5. Click Install on the installation confirmation

. Do you want to install this sofltware?
window.

e ¢

—_— (o e
NP - mﬁf:"'.l;'~“\‘,rﬁ\'\u1mﬂmf\u
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Domino Web Access Window Overview

Full * | Preferences | Logout |
=l Fh = [ T
[1 ol & @ [ ¢ A~ o |(seeren] | @ Hew &
olt Dale @ Tl mewe = =] Reply |+ E\ Repll , [ Farward ~ [ - P > Mark &s ~ ﬁ Maore = 19 [CH show =
dominog. wcpss.net — | E | Q‘
— =1 ISender Size @ ¢ P ABCDEFGHIJKLMNOP
= A A |
& Laretta Cochiran [MAGYY] Google Mini Dev Guestion. D& 803 DZ09FM T Accessibility =
@ Drafts : ] features described
= 3 Chad . Ostroff [MAGWY] Gongle Mini Dev Question. 06 709 05:11 Pk 12K keyboard shartcuts
=7 Sent
Ay Brush [NAGA] Public Engagement and the C04/29/09 03 21FM 17K Aciieiftfa?i{:
I_> Eofowetn Rachel Arms [MAGYY] Re: OS5 menu help 32708 121 4Ph 13K addresses
1= teri
L]} o¥ Dociments Marc Drummond [MAG] RE: CSS menu help 3427109 12 02PM 12K ;Ed?;';g
L& Junk Anokacountyhdi [H&GA) Re: displaying slection result07 20009 10324 TH Alarms” 4\ |
ﬁ Trash Simonis, Gregory - DOT [MAGWY] Re: embedded flash file not 62509 19:17 &M 8k @ Day.ulce |
v Sher [M&GWY] Re: embedded flash file not 062509 10:49.4M Bk 4 Mon 07202009
Denize Moling &Gy Re: embedded flash file not 062409 02:18PM TH 09:30AM - 12:30PM
= HPY Calls - Rel ol (YF
| Folders Jasan Morrison [MAGWW] Re: Free Phitos that are REAIGH 808 01:44PM 23K s s Relee s L)
Toole Susan Wolak [MAGWY] Re: Free Photos that are REAEM 809 12:48PM TH
Maryann Purcel [M&GWY] RE: Free Photos that are REAEM 809 12:42PM 16K
Other Mail Michael McCarthy [MAGY] Re: Google Mini Dey GuestioEM 803 081440 TH
Deacy, Debra [MAGY] Re: Google Mini Dey QuesticidEM 7009 05:52PM 18K
Simonis, Gregory - DOT [MAGWY] RE: Got & Photo Gallery? 05008109 12:37PM MK
Douy Dossett [M&GWY] Re: T or Communications - | 042309 03:21PKM gk i
Lynette [MACAY] Fe: T or Communications - 104728009 10:04.4h TH !

to-do’s and home functions.

documents can be displayed simultaneously.

Functional Area Switcher — Use to quickly switch between the mail, calendar, contacts,

Managed Tabs — Use to switch between different works in progress as multiple

Navigation Pane — Use to select what appears in the main window view.

Sidebar Panel — Use to display Day-At-A-Glance and Lotus Notes Help.

Action Bar — Use to select options needed based on function you are using. (i.e., For

creating, replying and or forwarding mail, creating meetings/appointments, adding
contacts, etc.)
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Showing/Hiding the Sidebar Panel

You can choose to show or hide the Sidebar panel as needed to view Day-At-A-

Glance and the Lotus Notes Help feature. @ b {
=]
1. Click the handle located on the right-hand side of the main window @ C)
view to expand or collapse the sidebar. WM
U] & £
TR R
- OR-
1. Click Show located on the right side of the — %
action bar. CH show - |}/
e ¥ Size‘ Sidebar
2. Select Sidebar. v Day-At-A-Glance Sidebar Panels
v Help =l preview on Bottom
3. Select Sidebar Panels. SRR Preview on Side
£20/09 05 20Pk v Hide Preview
4. Click Day-At-A-Glance and Help. . Unread Only !
PRGN : -

and callaborati
You may adjust the sidebar panel’s viewing size by using your mouse and allawys you to
dragging the panel bars to the left or right or up and down as needed.

[

ﬂﬂw - 12:30P
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Logging Out

1.

ill = | Preferences |

Click the Logout link located in the upper right portion

of your screen.

Click the Close window button.

Click Yes.

Lotus. iNotes.

You are now logged out.

( Close window | )

Sl et aete

TN P

N

HMicrosoft Internet Explorer,

P The ‘Web page you are viewing iz trying to cloze the !
. )
5

Do pou want ta close this window?

Ce D % ]

Logout

Help =
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