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Your Username: your mNotes user name is the first part of your Lotus Notes name — the part
before the first space. If you are not sure what your Lotus Notes name is, open Lotus Notes and
on the menu, use File > Security > User security. The screen that pops up shows your Lotus
Notes name. For mNotes, you must only use the part before the first space. So, if your Lotus
Notes name is Anthony M Smith/Sales/US@Acme your mNotes user name will be just Anthony

Your Lotus Notes Password: the password you use to log in to Lotus Notes. If Lotus Notes is
configured to log in using your operating system password, use that password.

Configuring the mobile device

1. Open the Settings application and go to Data Synchronization > Exchange
ActiveSync then tap Manual Setup.
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Set up Exchange ActiveSync account

|Emai| address
Password

Show password

Manual setup Next

2. Complete the required fields as indicated and tap Next.
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3. The device will make a connection to the server and, if successful, you will be asked to
select the data to synchronize: Mail, Contacts, Calendar.
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Exchange ActiveSync settings

Select the data to synchronize with the
Exchange Server

Mail v
Contacts -
Calendar -

Back Finish setup

4. When you tap Finish setup, the device will download your selected data.

5. Optionally, you can set the Schedule. The default is Every 15 minutes. If you want true
“push’, set it to As items arrive.

As items arrive
Every 5 minutes
Every 10 minutes
Every 15 minutes
Every 30 minutes

Every hour

Cancel

6. It may take several minutes for the first ‘sync’ to complete so please be patient. The
mNotes5 Monitor icon on your PC will show animated ‘sync arrows’ while data
synchronization is in progress.
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Technical Support
If you need help, please submit a support request by either of these methods:
1. Right clicking the mNotes5 Monitor icon then clicking Contact CommonTime
2. Double clicking the mNotes5 Monitor icon then going to the About tab and clicking on
the Support Request link.

Note: you will find the mNotes5 Monitor icon (a grey server in an orange frame) in the system
notification area (tray) in the bottom right hand corner of your PC’s screen, near the clock on the
Task bar.
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