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1. Introduction

What are Basic Working Tools? 

This training focuses on providing you an overview on the tools that will support your daily work and without which you cannot work. It will provide you a basic knowledge of how to work with those tools technically speaking and also some tips on practices that should be avoided or used more.

2. Sametime

2.1. Main purpose

Sametime is a tool that makes you to be in contact and integrated with team members on real-time, helping to get part of the job done faster (dynamic communication). 

It also helps to contact member from other geographies when job requests.

2.2. Cases of use

2.2.1. Recommended uses for ST

The Sametime is recommended to be used only for job related matters, as:

- Contacting other web builders asking questions you might have (including your Tech Lead);

- Sharing experiences;

- Chatting with members from other centers, when geography doesn't allow other way of communication;

- Keeping information that might be helpful in the future (example: after having a doubt solved by Tech Lead and had forgot the solution, to make things go faster you check your history);

*Try to be always very clear and objective, being polite and diplomatic and friendly.

2.2.2. Non-Recommended uses for ST

Keep in mind:

· Sametime is a tool for your work only;

· Be careful with what to say;

· Do not use it for Documentation.

2.3. Slangs, Jokes & Emoticons

Some slangs are used by almost all ranks of the company, but the majority may be seen as unprofessional depending on the rank or country culture of the person you are speaking to.

Below are some of the most commonly used. 
In the first column are the ones you can use with anyone, in the second column are the ones you should be careful with when speaking to people of higher rank and in the third column are the ones you never speak.

Emoticons: 

Avoid anything that can be misinterpreted.

Example: whips, sleeping, suicide emoticons, etc.




2.4. Keeping Sametime history

When keeping your Sametime history you will have a good way to keep information that might be useful in the future.

This is a helpful way to make your work flows faster and easily. Instead you ask about your doubt once again to you colleague, you will have that first time answer recorded. 


* Make sure to enable the option of keeping the history under Preferences > Chat History 
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2.5. Public ST groups

Why is it useful? The whole team is instantly accessible as group in Sametime.

You don't need to take care for the spelling of names.

In case of team changes can a central person incorporate this into the group. This Bluegroup is as current as possible.

https://w3.tap.ibm.com/w3ki/display/GWPS/GWPS+Sametime+Public+Groups

2.6. Availability on ST 
Use your ST status to inform your real condition at the moment.

Keep in mind:

· Always remember to update your status;

· Don't keep your status as “away” or  “in a meeting” for the whole day;

· Avoid using Do Not Disturb option:.
· When on DND, keep an eye on your mail box.

· Justify why you are in DND on your status.

· Your colleagues won't be able to ping you.

· Only use it when absolutely necessary.

· Use meeting status when you are really on a meeting and can't chat at the moment.

· You can change your availability wording to something else.

· Messages like “I am in a meeting, please leave me a message” can be quite interesting.

· While messages like “So busy! Please send me an email.” should be avoided.

· Also, ST is not any sort of social media, so don't add random quotes to your ST Status. 


2.7. Links to further information on advanced uses of ST

Welcome to Sametime Inside IBM

http://w3.tap.ibm.com/w3ki02/display/sametime/0.+Sametime+Wiki
Voice Suite

https://w3.tap.ibm.com/w3ki/display/GWPS/Voice+Suite
Find more into
https://w3.tap.ibm.com/w3ki/display/GWPS/Tools 

3. Notes


3.1. Main purpose

Lotus Notes is a powerful communication and organizational system used within IBM which integrates e-mail, calendaring, collaborative tools and functions.

It also brings full integration of the Lotus Sametime 8.0 instant messaging client; Lotus Symphony, a suite of productivity tools based on the Open Document Format (spreadsheet, presentation, and document editors); support for web based Activities; and an internal Feed Reader supporting Really Simple Syndication (RSS) or Atom formats.

3.2. Slangs, Jokes & Emoticons

Notes is a formal way to communicate. Avoid using any kind of jokes and slangs as possible. 

3.3. Cases of use for communication purposes

Lotus Notes and your IBM ID email, should be used for the following purposes:

· Communicating with colleagues from other Geographies, in case it's necessary;

· Announcing information pertinent for all team interest;

· Aligning details of process;

· Inviting the team for meetings and trainings;

· Sharing important and/or interesting information with the team.

3.3.1. Recommended uses for E-mails 

Lotus Note is only recommended to all IBM inside related information. Be aware of these topics:

· Reply regular e-mails you receive within 48 hours;

· An E-mail is a document;

· High priority mails, within 24 hours;

· Authorization requests;
Example: days-off, vacations, etc.

· Send a Vacation(or day-off) Notice when going on vacation or day-off;

· Always be clear and objective;

· Sharing of small-sized attachments;

· Always sign your email.

3.3.2. Non-recommended uses for E-mails 

The Notes shouldn’t be used for:

· Personal use;

· Jokes, non-proper images or non-proper attachment;

· Exchange of information about tasks updates and documentation:

· This should always be done through PTT!

· “Reply to all” when not relevant to all involved;

· Big attachments;

· Massive mail and Chains – IBM has very strict rules regarding these sorts of e-mails, some of them will even trigger automatic notifications to one's managers;

· Be careful with Filters.

3.4. Cases of use for Calendar and To Do's purposes

The Lotus Notes Calendar is a very useful tool to help you to organize your weekly meetings and “to do's”. 

Keep in mind:

· Mandatory way to schedule meetings and events. 

· Can be used for tracking other Geographies holidays 

· (through a DB).

· Whenever you receive and invitation, always respond.
Response options:

· Accept;

· Decline;

· Tentatively accept;

· Propose new time;

· “with comments”.

· If you are set on “Required” for the meeting, be sure to contact the host if for some reason, you won't be able to join the meeting.

· You can setup it to automatically alarm you on new calls:

· On Calendar view, More → Preferences →  Alarms.



3.5. Working with DBs 
DBs are applications that can be accessed from your Lotus Notes, they normally are related to Support Tickets, Public E-Mail Distribution lists and such support-related applications.


Examples:

GWPS Public Distribution List

https://w3.tap.ibm.com/w3ki/display/GWPS/GWPS+Public+Distribution+List
Água Branca Support DB (for people in Brazil's Agua Branca site)


These other useful links will be sent by email:

· QUEM

· IT Security

· SOS

· GWPS DB

Be sure to access all of them at least once so they will be kept on your workspace like this: 
3.6. Creating Archives

Archiving is a really great way to reduce the size of your mail file, and to keep things from getting cluttered in your mail. 

Keeping an Archive is also an important way to “cover your back” while you make sure you don't get your mailbox blocked by exceeding the database limit per user. 

So this FAQ-style tips should help you out with setting up and using archiving. See the links below to get things started!

http://www-10.lotus.com/ldd/notestipsblog.nsf/dx/archiving  
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*In case your archive is not encrypted, go to Workspace, right click on Document Properties > Database > Encryption Settings > Localy encrypt this database using... > OK

3.7. Creating signatures


ibm.com Comms Team have purposely not created a separate Lotus Notes signature file for ibm.com since they'd like to encourage everyone to use the corporate version. For 2010 and going forward we're trying to emphasize our role as IBM's inside sales channel, but to also show that we're part of the bigger corporation. The Brand System team is pushing to leverage the branding opportunity available in the 2.25 million emails that IBMers generate on a daily basis, so we're trying to support that mission. Please, access the link bellow: 

https://w3.tap.ibm.com/w3ki/display/GWPS/GWPS+Lotus+Notes+Signature
Keep in mind:

· All must have a signature;

· All signatures must follow Inside Sales signature formatting;

· Note that per the template, Facebook, Twitter or other Social Media links in the signature should follow to IBM-owned accounts, not your personal ones.

3.8. Other interesting related resources


The Art of composing effective E-mails: 

http://w3.ibm.com/bluepedia/display/en/The+Art+of+composing+effective+E-mails
Writing the Talk: 

http://w3.ibm.com/bluepedia/display/en/Writing+The+Talk!
Grammar 101 Wiki: 

https://w3.tap.ibm.com/w3ki/display/grammar/Home
Punctuation Made Simple: 

http://lilt.ilstu.edu/golson/punctuation/
In case your Notes stop working, you can use the iNotes:

https://d24lml03.argentina.ibm.com/iwaredir.nsf 





















Okay to use:


brb - be right back


lol - laughing out loud


afk - away from keyboard�Smile, laugh, and other “standard” emoticons





Be careful:


u - you


y? - why?


Dnd (spanish) - de nada,


rofl - rolling on floor laughing


Any custom emoticon





Never use:


LMAO 


crap


any swearing etc...


Any violent or “suggestive” emoticons 











