Lotus iNotes - Web Access to e-Mail - Put a URL Link in an e-Mail

The Quick & Easy Way to Create a Link in an e-Mail
The easiest and most reliable way to embed a URL link in an e-mail note:

1. Display the desired web page in your browser

2. Select and copy the URL (address)

3. Paste the URL into your e-mail note (please note that the link will not yet be active - it
will only become active when the e-mail is opened by the recipient).

Display the web page, and then select and copy the URL (address).
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Paste the URL into your e-mail note ... and notice that the link is not yet active - it will only
become active when the e-mail is opened by the recipient.

Jon Michael |'>_—| Mew * Send Send & File... Save As Draft Delivery Options... J} = (? Formmat = Display = 9 More - @
Pluto/Student
(— D High priority D Return receipt D Kezp Private
5 Inbox (5) Tor | |
@ Drafts co | |
7 Sent Boc: | |
= Follow up Subject:| |
(=) All Documents Frarn: Jon Michael/Kingston/Student 08/31/2010 10:53AM
& Junk . . = = = — = .
2 st ¥[00%] ®|b iUt | BE|EAFEEA- |20 e L8
1l Trash
B Views httpe A, stlawrencecollege, cad
Folders Jon Michael
Student - Health Sciences
[Big Archive St.Lawrence College
Kingston Campus
Tooks

© St. Lawrence College 2010 1o0f 2



Lotus iNotes - Web Access to e-Mail - Put a URL Link in an e-Mail

Create a Customized Link
As before, display the desired web page, then select and copy the URL (address).

In a new message window click the Insert link icon.
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When the Insert Link window opens, paste the URL into the Internet Address: field. Enter
the text you want for the link in the Title of link: field, and then click the Insert button.
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Internet Address:
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(for example: http://vwanibm.com/lotus)

Insert
Title of link: (Optional)

Visit the SLC website | cancal

The customized link is now in your e-mail note ... the link is not yet active - it will only
become active when the e-mail is opened by the recipient.
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