Synchronizing Contacts in the Lotus
Notes Client
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Synchronizing Contacts in the Lotus Notes Client

Important Points

e You only need to perform a synchronization if you have contacts in your local Lotus Notes
address book.

e If you only use Lotus iNotes (email through the portal) you do not need to perform a
synchronization.

e You must perform the synchronization before the day of your scheduled email migration.
e If you have personal groups created in your contacts, they cannot be migrated to Outlook
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Synchronizing Contacts in the Lotus Notes Client

Determining what version of Lotus Notes you're using

1. Open Lotus Notes, and go to your Inbox.
On the top toolbar, choose “Help” and then “About Notes...”/”About IBM Lotus Notes”. See the
following examples; your version will look like one of the following images.

{7) Help Conterts

HE"JE' &7 search
|; HE.'||:I Topics @ Dvnamic Help Fi
7 iZonkext Help F1 i Fetting Started Page
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IJsing This Application
I A 4
o | About Mates, ., I. Ahout TBM Latus Notes

3. On window that appears next, you will be able to determine which version of Lotus Notes you are

using. Please refer to the examples below.

Lotus. Notes(7]

|F| el;aase:?".ﬂ.'l
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Synchronizing Contacts in the Lotus Notes Client

To Synchronize your Contacts/Address Book in Lotus Notes 7x

1. Open Lotus Notes, and go to your Inbox.
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2. Click on “Actions” at the top of the window, and then choose “Synchronize Address Book”.
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Synchronizing Contacts in the Lotus Notes Client

3. Click “OK” if prompted with a message similar to the following:
P Ty

Synchronizing: Contacts

There are entries ko synchronize.
This may take awhile,
Do wou wish to proceed?

5] 4 Cancel

.................................

4. When synchronization is complete, you will receive a message similar to the following, however
your message will include real numbers instead of zeroes:

Domino Web Access Synchronization

Inserted
Updated
Remaoved

o I o )

‘s Address Book
1] Inserted
Updated
Remoyved

[

.................................

Congratulations, you have successfully synchronized your contacts!
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Synchronizing Contacts in the Lotus Notes Client

To Synchronize your Contacts/Address Book in Lotus Notes 8x

1. Open Lotus Notes.

File Edit Wiew Create Actions Tools Window Help

m 0| & Home o |JEN -Mail  x

-0+ Re@ 'k

Bl ¥ Mew ~ =] Reply - stlReplyta All + 2 Forward + (5 + - }ﬁ More - (@ Q) -

@, Search in View 'Inbox’

bes-sn2

&anox
@ Drafts Search far J

= gent = 18ender » Bubject
P‘ Fallow Up
31_'|AH Documents
:@Junk
@Trash

5 Chat Histary
ﬁ Views
Folders
Archive

g Tools

58 other Mail

2. Click “Open” on the top-left corner of the screen, and then choose “Contacts” from the list.

1

| Tywpe ta Find || Clear |

hail

& Contacts
To Do
(1) Replication

| Favorite Bookmarks
Tk Applications

| More Bookmarks

5 History

[ Internet Explorer Links

- T v v w

(3 Weh Browser

% Home
(%) Getting Started
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Synchronizing Contacts in the Lotus Notes Client

Within your Contacts screen, choose “More”, and then “Preferences”.

7] Mew ~ [ Edit T ) Browse for Contact.. 5 % |More -|Q0 -

lﬁ] Mare E-trail Preferences, ..

A Categorize. ..
B Copy Inka Mew Group
o Yisit Weh Page
)

Ensure that the box is checked next to “Enable ‘Synchronize Contacts’ on the Replicator”. Then click
”OK”.

Contacts Preferences B

Contacts u:uwner:| |L| |

[ Sortthe names of group members alphabetically Cancel ]

W Optimize index for advanced searching of Contacts

[ Alwavs acceptthe default name azzignment when adding contacts

PtéEnaI:ule "Svnchronize Contact:" on the Replicaton
(Fequired for Contactz delegation and Domino Web Access Contactz svnchronization)

[T Do not autarnatically add names to the Recent Contacts view

Delete documents in v Trazh aﬂer hours

Click “Open” on the top-left corner of the screen, and then choose “Replication” from the list.

1
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Th Applications

|| Mare Baokmarks

[ History

[ Internet Explorer Links

v v v v v

(3 Weh Browser

.} Home F

(%) Getting Started

Page 7 of 8



Synchronizing Contacts in the Lotus Notes Client

6. On the Replication screen, ensure the box for Enabled is checked next to “Synchronize Contacts”.
Replication ~

Enabled | High Priority | Application -

. E@ Siunchronize Contacts
m Application templates [MTFs]

7. Click the button titled “Start Now”.

Replication ~  Lstartbow |-]

8. As your address book is synchronizing, you will see an image similar to the one below in the bottom
left corner of your screen.

1 of 1 applications
[ Mext | | 4% |

Recelving namesz.naf from

9. When your address book is done synchronizing, you will see the following message in the bottom
left corner of your screen.
Mo replication in progress

Last replication ran at Today

Feplicator finished replicating databazes

Congratulations, you have successfully synchronized your contacts!
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