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So, what's this book about?

Funny you should ask. | was just about to tell you. This book shows you
how to complete common Lotus Notes® tasks without making you read a
lot of tedious details. Once you've learned the basics of a task, you'll be able
to learn more about it as you use it.

Why would | want to read this book?

Who knows? Maybe you have nothing better to do. Maybe you like to learn
new things. Maybe your boss gave you Notes™ and said you'd better learn
it fast or you'll be in trouble. Or maybe you just like to have fun.

How does the book work?

The book shows you the steps involved in basic Notes tasks. You follow our
mascot, Sherman, as he walks you through each task. The tasks are short
and easy to complete. They do not contain a lot of boring details. This is
good if you don't like to be bored. If you like to be bored, read a different
book about computers.

Do you really expect me to follow Sherman?
Yes. Say hello to Sherman.

AV
>

Sherman will guide you through each task. If you have any questions along
the way, feel free to ask Sherman. (But first be sure that your office door is
closed so that people won't think you're crazy for talking to a shoe in a
book.)



What is Notes anyway?

N

People have been asking that question since the beginning of time (or
at least since Notes first came onto the market). It has been hard for
people to define Notes because you can use it to do so many things.
For example, you can:

*

*

Send and receive electronic mail messages.

Read about the latest industry news or find information about a
particular subject.

Track inventory and automatically create new orders when supplies
are low.

Plan and track progress on complicated projects.

Collaborate on a project with people who are in different locations.
You can work together to plan your work, create reports and
databases, and discuss changes you want to make without leaving
your office, even if each person is in a different country.

Automatically route company forms to the people who need to see
them and approve them. For example, you can create a purchase
order and have Notes route it automatically to your manager and
then to the Purchasing Department and then to the supplier. This can
all take place without you leaving your office or trying to find your
manager (who is probably out having a three-martini lunch anyway).

Discuss and share information that is important in doing your job.
This can significantly decrease the number of meetings you'll have to
attend. (Of course, this means you'll have to catch up on your sleep
somewhere else.)



+ Keep track of your schedule and your "To Do" list.

¢ Take your computer with you and access Notes information
from wherever you are.

* Access the Internet.

+ Do all of this and more. The uses of Notes are limited only by
people's imaginations. It truly changes the way that people work.

That's nice. So, what is Notes?

See, | told you it's hard to define. Basically, Notes gives you a way to
find and share information, to make many tasks easier to accomplish,
and to work easily with other people. These people can be at your
company or outside your company. They can be in your country or
outside your country. They can be anyplace in the world. (So far, we
haven't figured out a way to communicate with people on other
planets, but stay tuned.)



Getting the hard part out of the way first:
Some important Notes concepts

This chapter describes the basic building blocks of Notes. Unlike
subsequent chapters, this chapter doesn't tell you how to do anything. It
just explains things that you should know before using Notes. (Actually,
this is probably the most boring chapter in the book, but it's important to
read anyway.)

Great. So tell me something already.

Anxious, aren't you? Okay... ! @
Application

Notes stores information in databases. (=3 1O U

Each database contains information about LK R

a particular subject, such as "Company

Policies" or "Product Information." The
person who creates the database decides
on the type of information that the
database will contain. Databases can even
contain reports for you to complete, such
as attendance reports or expense reports.

A database usually contains many
documents. Each of these documents is
about a particular topic. In a Company
Policies database, for example, there may
be a topic about parking, one about sick days, and one about donating to
charity through the company. Some databases only let you read
information, while others let you create documents of your own.

You create a document by filling in information on a form that the database
contains. The form has spaces for you to fill in. These spaces are called
fields. Some forms also have buttons for you to click to perform particular
actions.

Sound easy so far? Great. Let me recap this stuff anyway. To add
information to a database, you fill in a form and store your completed
document in the database. Anyone who has adequate access to the database
can read the information that you wrote and can create additional
documents. To read what someone else has written, you just look at the
documents in the database.



Sounds easy, but what if there are hundreds of documents?

Often, a database contains so many documents, it can be difficult to find the
information you want. Notes solves this problem by letting you create
many different ways to view and store the documents. A view is a way for
Notes to display documents in a database. A view often shows documents
in a particular order and sometimes shows only a portion of the documents
in the database. In a database that a company uses to store employee
information, for example, there would be a document about each employee.
This database could contain the following views:

+ Aview that shows all employees listed in alphabetical order by last name
+ A view that shows all employees by first name
+ A view that shows all employees by the department they work in

+ A view that shows employees who have a parking space in the company
parking garage

+ A view that shows employees who have been at the company less than a
year

Notice that the first three views include documents for all employees, but
the last two views include only some of the documents.

You also can create folders in a database. Folders let you categorize
documents to make them easier to find. In the Employee Information
database, for example, you could create a folder to store the documents you
use frequently, such as those of your boss, department members, and
friends. When you open the folder, you would see only those documents
you placed in the folder.

You can place the same document in more than one folder, just as
documents can appear in more than one view. The difference between a
folder and a view is that you can place any document you want in a folder,
but a view has a formula that determines which documents it displays.

When people create databases, they usually include some folders and views
to make the databases easy to use.



What will | see when | start Notes?

When you first start Notes, the program displays the Notes workspace. It
looks something like this:

Menu
Smartlcons
Workspace tabs

Database icons

Workspace page

Status bar

jE\Ie Edit  “iew LCreate Window Help A
0 A Bl IS B O SR S fil e

|

w w

| Sheman Riessle | Riessle's Addiess | Company Address
oh Mail_1 Book on Local Book an Central

Office iR

The table below describes the items that are labeled in the picture.

Iltem

Purpose

Menu

Lets you choose Notes commands. (The commands on the
menu sometimes change depending on what you are
doing.)

Smartlcons®

Let you choose Notes commands by just clicking an icon.
(The Smartlcons that Notes displays sometimes change
depending on what you are doing.)

Workspace tabs

Let you change to different workspace pages to see the
database icons on those pages.

Database icons

Let you open Notes databases.

Workspace page

Lets you store database icons.

Status bar

Lets you change some settings, open your mail database,
and see some current information about Notes.




But it looks different when | open a database
When you open a database, Notes might look like this:

Action bar

Navigation pane

... Company Mews - All Documents - Lotus Notes [_[=]x]
J Eile  Edit ‘iew Create  Actions Window Help ﬂ

Gl BSOS LI T TR P 2= Fel= S [#E]
L ﬁ MNavigator ‘ @ New Main Topic | ﬁ Respanse | Il%} Response To Respanse |
(=) €3 |Date Topic i‘

¥ (0 Folders and Views

View pane

Preview pane

" x |1 1117795 4 ¥ SuperPro tennis racquets [Peter Canoll)
o My Favortes | Wl T 2place anather e That we o7 [Gemanna Levine
A B Author * “fes. MoPaint tacquels ars istory Peter Canol 11/17)
— % 2?;3:?1’;5 x These are big sellers and high quality [Stephanie Mahar 11/17)
7 Agerts x Same good features about SuperPra (Micki Seifer 11/20)
b [ Desian * 1211495 7 ¥ Jumpinthe-Boat fishing 1ods [Stephanie Mahar]
* ¥ Sounds fishy to me (Michasl Thampson 12/12)
x Please get me more information [Stephanie Mahar 12/12)
* ¥ More info about Jump-inthe-Boat [Stephanie Mahar 12/14]
* Their numbers are viong (D avid Yip 12/15) =
3 SuperPro tennis racquets ﬂ

Peter Canoll on 11/17/95 at 11:10.4M
Category:  New Products

We will soon be carrying SuperPro tennis racquets. A SuperPro

=
| =2 |Office N

The table below describes the items that are labeled in the picture.

Item

Purpose

Action bar

Contains buttons you can click to quickly perform some
common tasks. The buttons on the action bar sometimes

change depending on what you are doing. Some databases

may not have an action bar at all.

Navigation pane

Lets you open different folders and views.

View pane

Lets you select and open documents.

Preview pane

Lets you read the document that is highlighted in the view

pane without opening the document.

So, that's it. If any of that seems hard to understand, don't worry about it.
As you use the product, things will become clearer. And you can always
look back here for a refresher.




Hold on tight...here we go!
Getting started with Notes

Like most computer programs, getting started with Notes can be an
exhilarating experience — or a daunting one. There are all those new icons
staring you in the face, menu commands beckoning to you, and strange
words and drawings scattered around the screen. Luckily, the pictures and
words in Notes are often self-explanatory. And if you've used other Lotus
programs, you're already familiar with many of them.

This chapter gets you started using Notes but doesn't have you do very
much — at least not yet. It shows you the basics, like how to start the
program and use a few of the features. Starting Notes is pretty simple, but |
tell you how to do it anyway. | also tell you a couple of ways to get Help
while you're using Notes. In addition, | tell you what to do if you make a
mistake while using Notes. (This feature is primarily for other people, not
for you.) Then I tell you how to use those icons you will see near the top of
the Notes screen. Finally, | explain how to stop Notes. (I could've waited
until the end of the book to tell you ~

how to stop Notes, but if you
decided to stop reading the book
before the end, you'd have to leave
Notes running forever.)

To recap,

This chapter tells you how to do the following:
+ Start Notes
+ Have Notes guide you to information about a task you want to accomplish
+ Guide yourself to information about a task you want to accomplish
+ Undo your mistakes
+ Use Smartlcons to accomplish tasks faster
+ Stop Notes
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Starting Notes

How will this help me?

For this topic, that seems like a silly question, doesn't it? But that's the
format we're using in this book, so here goes: Starting Notes lets you use all
of its wonderful features — all those things | convinced you were terrific in
the first chapter. (Gee, | hope that clears things up for you.)

As you may have noticed, sometimes what appears in the section "How will
this help me?" will be pretty obvious. But sometimes, it will be pretty
illuminating, maybe even important. So, it's a good idea to browse through
the section for each task, just to be sure you don't miss anything. The good
thing is, the section is always short.



If you're using Microsoft®
Windows® Release 3.1,

092®, or a Macintosh®, look
at your operating system's
desktop for the program icon |
for Lotus Notes. =
If you're using Windows 95, | s
find Lotus Notes on the Start
menu and click it. * O
If you're using UNIX®, type
this at the system prompt:
/optlotusbin/notes

Desktop
»
Latuzs Applications

@ Settings J StartUp
Al
@

v v v v

.l Lotus Notes k
Find 4
= M M5-D0S Prompt
Help @ “windows Explarer

dows 25
E

22| Run..

&

Shut Dawn,..

Wi
V-d

Macintosh, d ouble-click the icon for Lotus Notes.
Lotus MHotes If you're using Windows 95 or UNIX, skip this step.

ﬁ% If you're using Windows Release 3.1,/2%r a

... Workspace at Office - Lotus Notes
When Notes starts, you see | fie Edi View Ceae Window Help
the Notes workspace. - A
Initially, this usually includes
icons for three databases:
your mail database, your

Sherman Riessle Riessle's Address | Company Address

Person al Address BOOk and on ka1 Book on Local Book on Central

the Public Address Book.
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Getting help:
Asking Notes to guide you to a Help topic

How will this help me?

While you're working with Notes, you may occasionally need assistance.
You can use the Notes Help system to explain things to you and show you
what to do.

There are two ways to find information in Notes Help: you can have Notes
guide you to the topic you want, or you can search for the topic yourself. If
you don't know a lot about Notes, it is probably better to have Notes guide
you to the correct topic. That's what this procedure discusses. The next
procedure shows you how to find a Help topic yourself.



Press F1, or chood#elp and then choose
Guide Me from the Notes menu. Notes
displays a screen that asks, "What do you
want to do?"

A
00
YOU SHOULD KNOW

If Notes displays a Help topic
instead of a screen that says
"What do you want to do?"
you can skip Step 2.

<% (o Back |=-IS

T Minimize

&= Frint

23 Help Topics

p==1
== what do you want to do?

Find out what the workspace is?

“work with databazes?

Use the web?

Usze mail or manage my schedule?

Change the information displaved on database icons on the workspace?
Usze Mates when I'm away from the office’?

Change the dizplay of the workspace and Smartlcons?

Exit Motes?
Learm how to use Motes?
Dok, = =E AP boolen

When you want to close Help, chodS&e
and then choos€losefrom the Notes
menu.

Help Topics
Guide Me
Shortcuts

Release 3 Menu Finder

About This Datahase
Using This Database
About Motes...

Click the question that best
describes the task you want to
do. Notes displays either a
Help topic or a screen that
asks you more specific
guestions. Click the
appropriate questions until
Notes displays a Help topic.

Open URL Ctrl+L

Document Properties...

Database »
Replication »
Mobile »
Export...

Print... Ctrl+P
Page Setup...

Tools »
Exit Notes

13
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Getting help:
Locating a Help topic on your own

How will this help me?

When you locate a Help topic on your own, you get to choose from all the
Help topics that come with Notes. This may lead you to information you
might not know was there otherwise.




Hel
ChooseHelp, and then choosldelp Topics =

Help Topics k

from the Notes menu. Notes displays the Guide Me F1
Release 3 Menu Finder
About This Datahase
Using This Database
About Notes...
= Index Click this list and type the
e;":;::m ) - T — Scroll to the index entry you
@ Tellme about. b ltem pragertes want. To do this faster, type
b ltemMame property )
@ et avigato e the first few letters of the
@ Sciipts & formulas ava applets H
ew’hapl'snew? :jPEGsDDIt entry‘ W_hen you start typlng,
@ Troueshooiig ) s brenches) Notes displays the "Quick
(@ 1] T — Search" dialog box. After
] ¥ ' . .
o | you're d_one_ typing, cl_lck’)K.
Sz Ve Notes highlights the first

|ital Cancel

entry that begins with the
letters you typed.

Click the triangle beside the index || comens
entry you want. This expands the || &™*”

@ Tellme about...

entry to show you all the Help @ vieh Navigaa
topics related to that entry. @ Sorpis & fomdas
@ What's new?
@ Troubleshaoting
[0 Index
~ AN [as] ¥isual Index

o O @ Search
,\\ A @ Printed Bonk

ﬂ 1 Click this list and type the

Italic et
T3 Fommatting text

b Item name
P ltem propertiss
b ItemMame property
b ltems
¥ Items property
b Java applets
b JPEGs
b Jumps [branches]
P Jurnps [branching)
b Justifying text
b Eatakana input made
b Key property
b Kepboard
b Kepboard shartcuts

YOU SHOULD KNOW

If the topic you want has
another triangle beside
it, click that triangle, too.

OO

15
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-
C | 13 Fomatling test [

Index Click this list and type the

¥ Item properties

b ltemName property
¥ llems

¥ Items property

b Java applats

b JPEGs

¥ Jumps [branches]
¥ Jumps [branching]
b Justifying test

b Katakana input mode
¥ Keyproperty

¥ Keyboard

b Kephoard shortcuts

Double-click the topic you want @ Contonts
@ Howdol.?
to read ' & Tell me about
@ web Navigator
@ Soripts & fomulas
& what's new?
NN A @ Troubleshooting
O o L Index
|as] Wisual Index
/\\ ' & Search
YOU SHOULD KNOW  Pinted ook

If a topic contains green,
underlined text, you can
click the text to see a
related topic.

S O

Open URL Ctrl+L

e When you want to close Help, choose
File and then choos€losefrom the
Notes menu twice, or press ESC as many
times as it takes to close Help.

Databhase »
Replication 4
Mobhile »

Import...

Export...

Print... Ctrl+P
Page Setup...

Tools >

Exit Notes

16



Undoing mistakes

How will this help me?

Don't you wish there was a way to undo some of the things you do? We all
make mistakes. (At least, everyone that | know does.) Well, Notes can't help
you with the mistakes you make in your life, but it can help you with
mistakes you make in Notes itself. For most things you do in Notes, you can
tell Notes to undo them. But you have to tell Notes before you do anything
else. Notes only undoes the last thing you did.

17



Make a mistake, or do something
else you want to undo. (You really Do
don't have to do this ON PUIrPOSE. | rwhenyoumake amistake,you canuse the Undo command o ficit
But when you do make a mistake m

keep this procedure in mind.)

Edit
Undo Typing k Ctrl+Z 2
Properties... Alt+Enter
Copy As Link 4
Paste Ctrl+V
Paste Special...
Select All Ctri+A
Find/Replace... Ctrl+F
Find Next... Ctrl+G
Check Spelling...
Unread Marks 3

Notice what Undo did. Breathe a

sigh of relief.

[ Using Undo to Save the Day

Sherman Riessle on 11/16 at06:19 PM

typing of this sentence.

ChooseEdit and then choosé€ndo from the
Notes menu. (Notice that the Undo command
in this picture actually says "Undo Typing"
because the last thing | did was type some
text.)

~ A
oLt
YOU SHOULD KNOW U
The wording of the Undo
command changes to tell

you what action Notes will
undo.

>

3 Using Undo to Save the Day

Sherrnan Riessle on 11/16 at 06:19 PM
Category. =l

When you make a mistake, you can use the Undo command to fix it,

~ A
o L O
YOU SHOULD KNOW

If Notes can't undo your last
action, the Undo command

will be gray.

18
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Using Smartlcons to accomplish tasks
faster

How will this help me?

Smartlcons are one of the shortcuts in Notes that will save you time and a
lot of mouse clicks. You can use Smartlcons to perform multiple actions
with a single mouse click. For example, Smartlcons can execute menu
commands that might otherwise require several mouse clicks.

Notes displays the Smarticons at the top of the workspace, although you
can move them. The Smartlcons that Notes displays change depending on

what you're doing, so you always have access to the Smarticons you need.

19
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To find out what one
of these icons does,

hold the mouse

pointer over it. Notes
displays a balloon that

tells what the icon

does. (If you're using a

Macintosh, you must
have Balloon Help
turned on for this
feature to work.)

jEﬂE Edit Miew LCreate  Actions Text Window Help A
SRR PEE ] e LI SR B

Edit Check. -
T Close | @Save | Maik, Private | k(SIDe"\:s =]

L3 Using SmartIcons is Stnart

Micki Seifer an 11/16 at D3:06 PM
Categon: =l

Smartlcons help wou do things quickly (or at least faster than if you
don'tuse them).

I File  Edt Wiew LCreate Actions Tewt Window Help

Gl A mQOEl 2 Ele 7o

T Dlase ‘ @Save ‘ Mark Private |

2]
ClEl B After finding the
icon you want to

4 Using SmartIcons is Smart

Micki Seifer on 1142
Categar: =

Smartlcons help you do
don'tuse them)

use, click it. Notes

Speling Complete,

performs the action

you want.

an if you




Stopping Notes

How will this help me?

This is one of those topics where this section probably isn't necessary. But |
always try to think of something that makes sense in this spot. For example,
you might want to stop Notes if you need to make memory available for
other programs. In addition, you should stop Notes prior to turning off
your computer.

21
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Ifyou've made changes that you want to

save in any open documents, close and Open URL

save those documents. (When you close

document thatyou've changed, Notes Save
asks if you want to save it.)

Open URL
Close

Ctrl+L
Ctrl+W

Database
Replication
Mobhile

Import...
Export...
Print...

Tools

Page Setup...

Ctrl+P

4

Document Properties...

Ctrl+L

Ctrl+5

Database
Replication
Mobile

Attach...
Import...
Export...
Print...

Page Setup...
Tools

Ctrl+P

Exit Notes

ChooseFile and then choosExit
Notesfrom the Notes menu.




Fooling around in the workspace

The workspace is where everything starts in Notes. It is where you place
icons that represent the databases you use. To open these databases, you
simply double-click these icons. Because the workspace stores only icons for
databases you select (and the three database icons Notes installs by
default), your workspace is customized to your own needs.

You can further customize your workspace by organizing databases into
logical groups and placing each group on a different page in the workspace.
Notes gives you six pages to start with, but you can add more pages if you
need them. (If you want to find out
how to add workspace pages, look
in the Appendix. That's the section
at the back of the book that we
added to make the book fatter.)
Each workspace page has a tab at
the top that you can use to hame
that page. (There's also a special
page named "Replicator” whose
name you can't change and whose
function is beyond the scope of this
book.)

This chapter tells you how to do the following:

+ Name and change the color of workspace tabs

+ Rearrange database icons on a workspace page

+ Move database icons to other workspace pages

+ Display information about a database on the database icon

23
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Naming and changing the color of
workspace tabs

How will this help me?

Notes lets you place database icons on different pages in the workspace.
This lets you organize the icons so that each page contains icons that have
something in common.

Each workspace page has a tab at the top that you click to see the contents
of that page. You can name the tabs to describe the type of database icons
that are on each page. This helps you find the database icons you are
looking for. You can also change the color of each tab to further
differentiate between the workspace pages.




Double-click the workspace
tab that you want to name.
Notes displays an "InfoBox"
that lets you change the
name and color of the tab.

jEiIe Edit “iew Create ‘Window Help
U S A B A

(—

ar: |Wu:urk$|:uace

4 Properties f

g]‘?lxl

“Wwiorkspace page name:
|Eu:um|:uan_l,l Infa

Click the down arrow at the
right of the "Tab color" box.
Notes displays the colors
available for the tab.

In the "Workspace page
name" box, type the name
you want on the tab.

2]

p ['workspace
Tahs Y €0y,

‘workspace page name:
[Campany Infa

T ab color:

Color: dark blue
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Click the color you want to use for

the tab.

& Froperties for: [T

Tabs\ €0

whorkzpace page name:

|Eompany Infa

Tab color:

4

“Wwiorkspace page name:

[Compary Irfa

Tab color:

Color; light gray

] ]
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B 1 i ) T D D D
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Click the "X"in the upper right
corner of the InfoBox to close it.

If you're using a Macintosh, click
the button in the upper left corner

of the InfoBox to close it.

If you're using O£, double-click
the button in the upper left corner

of the InfoBox to close it.




W

Riessle's Addrezs
Book on Local

Sherman Riessle

on Mail_1

Company Address
Book on Central

Rearranging database icons on a workspace
page

How will this help me?

You can move icons on a workspace page to organize them in a way that
makes sense to you and makes them easy to find. For example, you may
want to put the icons that you use the most at the top of the page. Or you
may want to put icons that are related to each other in the same row. You
can place icons anywhere on the workspace page.

27
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Click the icon you want to
move, and drag it to the
new location. The mouse
pointer becomes a hand,
and Notes displays the
outline of the icon as you
dragit.

jflle Edit “iew Create Actions Window  Help

Gl A B0 AEIEE s A A

l Company Infa Sales/Mrktg, ] [ Industry Info |

W /AW

Personal

Sheman Riessle | Riessle’s Addrgss | | Company Address
oh Mail_1 Book on Loca Book on Central

jEiIe Edit  Yiew Create Actions Window Help

QO E A D AFIE SR

l Company Infa Personal

Sheman Riessle
on Mail_1

Company Addiess
Book on Central

When you reach the new
location, release the mouse
button. Notes moves the
icon to the new location.




Moving database icons to other workspace
pages

How will this help me?

You can move database icons to different workspace pages to organize your
workspace and make the icons easier to find. It's a good idea to place icons
for related databases on the same page. For example, you may want to keep
the icons for your mail database and your Personal Address Book on the
same page because they are both personal databases. But you may want to
move the icon for the Public Address Book to a page on which you store
company-wide databases.
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El\e Edit “iew Create Actions Window Help

Click the icon you want to
move, and drag it to the tab
of the new workspace page.

Perzonal Industry Info

Sherman Riessle | | Riessle's Address
on Mail_1 Book on Local

Company Address
Bock on Central

I3l File  Edit View Creste Actions Window

Help

When Notes displays a
rectangle around the name

of the workspace page you

Company Info

LW

Sherma,arj:iissls Fli:ssl:'s.éﬁdles‘s Want, release the mouse
; button. Notes moves the
UJ icon to the new page.

Company Address
Boak on Central

~ A
DL O
YOU SHOULD KNOW

To see the icon on the new
workspace page, you can click
the tab for that page.

IHE




L

Sherman Riessle
o MRgl_1

|

Displaying database information on
database icons

How will this help me?

Each database icon always displays the title of the database it represents.
You can also make database icons display the number of unread messages
in a database and the name of the server that contains the database. This
saves you time because you don't have to open a database to know if there
are new documents that you haven't read. It also tells you if a database is
on your own computer or a different computer.
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To display the number of unread messages
on the database icons, choddew and then

Refresh Unread Count

chooseShow Unreadfrom the Notes menu. Arrange Icons

Create Window
Refresh Unread Count

Arrange lcons
+ Stack Replica lcons
+ Show Unread
+ Show Server Names k

32

+ Stack Replica lcons

Show Unread
+ Show Server Names

By default, Notes displays server
names on database icons. To turn this
off (or to turn it back on after turning it
off), chooseView and then choose
Show Server Namedrom the Notes
menu.



Using mail without paying for postage

Notes lets you send mail to people electronically. You don't need envelopes
or stamps or paper or pencils. Best of all, you never have to go out in the
rain to send your mail!

Writing a message in Notes is like

writing a regular letter, except the

Notes message will reach its

destination faster. In addition, you

can create fancier looking messages

in Notes because you can change

the style and color of any portion

of the text. Your message can @
include tables and graphics and

information from other computer

programs. It can even include

entire computer files. And you can

send the same message to many

people simultaneously — without buying more stamps.

Notes stores your messages in your own personal mail database. When you
receive a message, Notes places it in the Inbox folder in your mail database.
After you read the message, you can save it, delete it, forward it to someone
else, or send a reply.

You can exchange messages with people who are on the same local area
network (LAN) or wide area network (WAN). If you're not connected to a
network, such as when you're at home or at a hotel, you can read and send
your mail using a modem and a telephone.

This chapter tells you how to do the following:
+ Read messages that you receive
+ Create a message and send it
+ Reply to a message that you receive
+ Forward a message to other people
+ Delete messages that you no longer need
+ Save messages that you receive
+ Look at messages in different folders and views
+ Sort messages to help you find the ones you want
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Reading your mail

How will this help me?

The best thing about receiving a mail message is reading it, especially if it
contains good news. In order to read Notes messages, you must first open
your mail database. While your mail database is open, you can also create
new messages, sort existing messages, reply to messages, and move
messages into folders to make them easier to find.




Open your mail database
by double-clicking its
database icon in the Notes
workspace. The icon has
your name on it, as well as
a picture of an envelope.

B3 File Edit Yiew Create
Gl A B0

Company Info

v

Riessle's Address
Book on Lacal

Actions  Window  Help

B SIAN L 1

g Personal

3

Perzonal Journal

s
Sheman Riessle
an Mail_1

[ New Mema

3 Delete

¥y Move To Foider. ‘ W Forward | =9 Reply ‘ [ Reply

Double-click the title of the
message you want to read.

a[Inbox] Whao +|Date ~  Subject
o Dralts Chris Monaco 12/06/95 The marketing proposal
=1 Sent Micki Seiter 12406495 Ale you going to the corvent
@ AlDocuments SuszannaLevine  12/06/95 About the marketing proposal
(D Calendar * Enie Mahar_12/07/35 Congratulaiong
# ToDo * Kate Crutchfield [%12/07/95 & The figures you want
B Mestings * K.ate T = figures
F Trach * Riick Malpak. 12/07/95 Project update
- Fold dvi * Kate Crutchfield  12/08/35 One final change
) Foldats and Views * Joann Malone 12410495 Department meeting

To close the message you ar

reading, choosEile and

then choos€losefrom the
Notes menu, or press ESC.
(Press ESC again if you wan
to close your mail database.

VAl

~ A
G
YOU SHOULD KNOW
An unread message has a
star to its left in the view

pane, and its title may be a
different color.

ﬁ New Memo

:—% Delete

dh Move To Folder... | lif'JJ Forward | j) Feply

7

K.ate Crutchfield

12407795 0710 PM

Open URL

Ctri+L
Ctrl+W

To: Sherman Riessle/MNews & MNews
t [
Subject: The figures you want )
Document Properties...
Sherman, Database »
The figures youwant are in the attad EEPI_'Ea“"" ’
Mobile »
Kate
Export...
Print... Ctrl+P
Page Setup...
Tools »
Exit Notes
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Creating a mail message

How will this help me?

To communicate with other people through Notes mail, you create and
send messages. You can send a message to anyone who is connected to
your Notes network. Often, you can send messages to people outside your
network, as well. You can format your messages to make them more
attractive and easier to read. You can also do all that other neat stuff | told
you about in the introduction to this chapter.



Create
Memo
Reply

If your mail database is open, chod@eate,
and then choosklemo from the Notes menu. If
your mail database isn't open, cho@3eate,

thenMail , and therMemo.

jAddress... | j Save As Draft | _j Send | &h Send And File...

_/‘ Sherman Riessle
12/07/95 05:13 PM

To: Suszanna Levine, Chris Monaco
ce:

bee:
Subject:

r
A

~ A~
v 00
YOU SHOULD KNOW
The messages you create
may have a different picture
at the top than the messages

in this chapter. This won't
affect the way things work.

)

Reply With History
Task

Calendar Entry
Special 3

Other...

Agent...
Eolder...
Yiew...

Design b

In the To line, type the name of
the person to whom you want to
send the message. To send it to
more than one person, type
additional names separated by
commas. As you type, Notes
may display the names of people
on your Notes network. If Notes
suggests a name you want, press
ENTER to accept it. Otherwise,
keep typing the name you want.

~ A
N
YOU SHOULD KNOW
To choose names from a list
of the people on your Notes
network, you can click the
Address button.

)
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Click in the Subject line, and type
brief description of the topic of
your message. The subject tells
recipients of the message what t
message is about before they op
it to read it.

ﬁ.&ddless... | j Save Ag Draft ‘ 3 Send | &h Send And File...

/‘ Sheman Riessle
) 12/07/95 0513 P

To:
[+

bee:
SubjecK " Marketing propozal meeting

r
A

Susanna Levine, Chriz Monaco

ﬂAddress... | j Save Az Draft | _j Send | &h Send And File...

Sherman Riessle

12/07/95 0513 PM
To: Suganna Levine, Chris Monaco
ce:
bee:
Subject: " Mal

Flet's meet on Tuesday at 2:00 in my office to discuss
the marketing proposal. 4

38

When you're ready to send the

Click in the brackets below the
Subject line, and type the body
of your message. You can make
it as long or as short as you
want

j Address | j Save Az Dralt q _}')I Send% >y Send And File

message, click thBendbutton.

//" Sheman Rigssle
12/07/95 05:13 PM

To: Suganna Levine, Chriz Monaco
[

bee:

Subject: T Marketing propnzal meeting

"Let's meeton Tuesday at 2:00 in my ofice to discuss
the marketing propasal. 4




Replying to a message you receive

How will this help me?

After reading a message that a person sent to you, you may want to
respond to that message. Instead of creating a new message from scratch,
you can create a reply that already includes the address of the person who
sent the original message and the subject of the message. You can even
include the person's original message in your reply. You only need to type
the text of your reply and send it.

39



i@ While reading a message, click

theReply button.

~ A
oL,
YOU SHOULD KNOW 0
You can include the original
message in your reply. To do

so, click Reply With History
instead of Reply.

o

By biove TaFaider. | By Fnrwam(r D Fepbly 5 R

(] Mewhemo | £y el
# Sherman Riessle
12/07795 05:47 PM
To: Susanna Levine/Mews @ News, Chiis Monaco/News @ News

the marketing proposal

ce:
Subject: Marketing propozal meeting

Let's meet on Tuesday at 2:00 in my office to discuss

ﬁf-\ddress... | ) Reply Tokl | jSaveAsDraft | _j Send | J‘J

_/“ Susanna Levine
12/07/95 05:08 PM

To: Sherman Rigssle/Mews
[

bece:
Subject: " Re Marketing propozal meeting

" Tuesday at 2:00 is fine.

When you're ready to send
the message, click th®end
button.

40

Type your message. If you
want additional people to

receive the message, enter
their addresses on the To, cc,
and bcc lines.

~ A
O
YOU SHOULD KNOW
To send your reply to all the
people who received the

original message, you can
click Reply To All .

o L

j.ﬁddless... ‘ # Feply Tl | ﬁ Save As Draftd_?." Send%XL‘ Se

_/‘ Susanna Levine
12/07/95 03:08 PM

To: Sherman Riessle/Mews

cc:

bee:

Subject: * Fe Markeling proposal meeting

" Tuesday at 200 s fine. 4




Forwarding a message to other people

How will this help me?

After reading a message that a person sent to you, you may want other
people to read the same message. Instead of creating a new message from
scratch, you can forward the message to other people. You can also add
your own comments to the message.
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Wh ||e read |ng am essage or j New Mema | -% Delete | J‘J Move To Folder, mifﬂl Forward% D Reply

while highlighting a message
title in the view pane, click

theForward button. o

Kate

Su‘hiect: The figures you want

Sherman,

The figures you want are in the attached file

Kate Crutchfield
12/07/95 07:10 PM

Shemman Riessle/News @ News

A pedress.. | A savess it ‘ A Send “"JSendAndFue.. ‘ Delivery Do

# Sheman Riessls
12410435 D302 4M

bce:
Subject: * The figures you want
r

Forwarded by Sheman Riessle on 12/107/95 03:02 A

' Kate Crtcrield
12/07/95 07-10 M

To: Sherman Riessla/News @ News

ce:
Subject: The figures you want

Address the message the same as
you would address any new
message.

If you want to add your own A padress.. ‘ [# Save as Dralt ‘ [ Send ‘ ¥ Send and File.. | 4 peivery ptiors. |

comment to the message, add it
above the message you are
forwarding.

bee:
Subjeet: ” The figures vou want

Here are Kate's figures for the budget

oo
Subject: The figures you want

" Sheiman Risssle
12/10/95 03:02 AM

Diawid ¥ip

‘orwarded by Sherman Riessle on 1210735 03:02 &AM

" Keate Cuutchiield
12/07/35 07.10 PM

Sherman Riessle/News @ News




4 When yOU're ready to send the 4 padiess | gSaveAleal(l,\hSEndAndFile | _ 4 Delvey Do
message, click thBendbutton.

Sherman Riessle
12/10/95 03:02 M

To: " David Yip
ce: "
bec:

P
2
Subject: " The figures you want |

" David.
Here are Kate's figures for the budget.

Forwarded by Sherman Riessle on 12/10/95 0302 &M

f Kate Crutchfield
12/07/95 07:10 PM

In: berrar Discsle e G Moy

~ N
O s
YOU CAN ALSO... 0
...forward a document from
other Notes databases. To do
so, highlight or open the
document. Then choose

Actions and then Forward
from the Notes menu.

TS
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% H

Deleting messages

How will this help me?

Deleting messages that you no longer need makes it easier to find the
messages that you do need. It also saves disk space on the Notes server that
contains your mail database.

There are two parts to deleting messages. First you tell Notes which
messages you want to delete. Notes places a mark beside these messages.
Then you tell Notes to actually delete the marked messages.



While reading a message, click the ff“ew”m(_ Detetey [y Move ToFokder.._| () Forwe

Deletebutton. Notes marks the X
message for deletion and displayg e e bt P

the next message.

~ A
O
YOU CAN ALSO... 0
...mark a message for deletion
in the view pane. To do so,

click the message title, and
then click Delete.

o L

Actions
Empty Trash
Mail Tools
Calendar Tools [ 3

Edit Document
Forward

Move To Folder...
Delivery Information...
Convert To Task
Create Calendar Entry

Stephanie Mahar

To: Sherman RiessleMews & News

cCl
Subject: Congratulations!

Your promotion is very well-desersed!

Stephanie

When you want to delete the messages you
marked, choosActions and then choose
Empty Trash from the Notes menu.

~ A
O oo
YOU SHOULD KNOW 0
Notes displays a trash can
beside each message that's
marked for deletion. To see all
marked messages, you can look

in the Trash folder, as described
in the task after next.

o o
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Saving mail you receive

How will this help me?

Saving your mail lets you read it again later. You can save your mail simply
by leaving it in the Inbox folder, which is where Notes places it when you
first receive it. However, the number of messages may get so large, it would
be difficult to find specific messages. Therefore, it is a good idea to move
them to other folders. You can create as many folders as you want.



\’jr MHew Memao

:—% Delete <H Jh Move To Folder.l% B‘J_‘{B Fanaard ‘

I8 While reading a message,

click theMove To Folder
button.

# Kate Crutchiield
12407495 0710 PM

To: Sherman Riessle/Mews & MNews
cc:
Subject: The figures pou want

Sherman,

The figures youwant are in the attached file.

Kate

Move To Folder

Select a folder: Move
al Inbox
@ Trazh St

) Folders and Yiews

( Create Mew Folder...[%__D

Cancel

dddd.

Help

If Notes displays the name of
the folder you want, click the
name. Then skip to Step 5.

If Notes doesn't display the
name of the folder you want,
click theCreate New Folder
button.

Type a folder name, and then
click OK.

Create Folder
Folder name: C |Budget Infa T
Select a location fior the new folder:
= Cancel
1| Private Folders 4
Options...
Help
[ Shared

a7



you just created.

Click the name of the new folder

Move To Folder
Select a folder:
2 Inbox
F Trash Add
¥ ) Folders and Views
| Budget Info Cancel
Help

LCreate Mew Folder...

48

~ A
S AAA T
YOU CAN ALSO... 0
...add a message to a folder
from the view pane. To do
so, click the message title
and drag it to the folder you
want.

D O

Move To Folder
Select a folder: -
<@ Inban
F Trash St
¥ [ Folders and Wiew

Cancel

O Eugeinidy

Help

dd

LCreate Mew Folder... |

Click "Move" or click "Add."
"Move"moves the message to the
new folder and removes it from
the original folder. "Add" places
the message in the new folder and
also leaves it in the original folder.

~ A
YOU SHOULD KNOW
You can view the messages
in a folder by clicking the

folder name in the navigator
pane.

I\

D O



j MNew Memo ‘ —% Delete | J‘gl Maove Ta Folder... ‘ “J_('JJ Fanward ‘ j) Reply | ;KI: Reply
e [Inbox] Who alDate v  Subject
o Diafts Chris Monaco 12/06/95 The marketing proposal
Z= Sent Micki Seifer 12/06/95 Are you going to the conventi
@ Al Documents Susanna Lewine  12/06/95 About the marketing proposal
I Calendar * Stephanie Mahar_12/07/95 Congratulations!
@ ToDo * Kate Crutchfield [+12/07/95 & The figures you want
R4 Meetings x Kate Crutchfield  “12/07/95 A change to the figures
I Trash * ick Malpak 12/07/95 Project update

- Feld i x Crutchfield  12/08/95 One final change
=) Folders and Views * Malone 1210/95 Department meeting

Seeing messages in different folders and
views

How will this help me?

The mail database contains several folders and views that let you look at
your mail messages in different ways. The group of messages that you see
in a folder or view depends on the purpose of the folder or view. This helps
you find the messages you want.
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Open your mail database.,

I File

Edit

=9 =

Sherman Riessle
on Mail_1

Wiew  Create  Actions  Window  Help
OdA B HAEIEE oSS AN
Y Comparny Infa B ta. . Perzonal

6

: q
iessle’s Address Perzonal Journal

Book on Local

5 Newemo | 5 Delete | ¥ Move ToFolder

5 Forward | A EdtDocument | EdiNen

@ Calendar
# ToDo
&4 Meetings
D Trash

= (3 Folders and Views
2, Discussion Threar
Q, Archiving

Who «|Date ~| Subject

=1 Kate Crutchfield  12/07/95
=1 Micki Seifer 12/07/95
= Stephanie Mahar  12/07/95
I Susanna Levine  12/07/95

12 you surs all the figures are hets?
1'can't go to the convention
Thanks!

Marketing proposal mesting

Click the folder or view you
want to see. Notes displays
the messages from that
folder or view in the view
pane.



The table below describes the folders and views in the mail database.

Folder or view

Purpose

Inbox

Automatically stores all messages that you receive.

Drafts Automatically stores all messages that you save without
sending. You can later edit and send these messages.
Sent Automatically stores all messages that you save when

you send them.

All Documents

Shows all messages that are currently in your mail
database.

Calendar

Shows your personal calendar and the meetings,
appointments, reminders, events, anniversaries, and
tasks you put on your calendar.

To Do

Shows the status of all tasks that you've created and all
tasks that people have assigned to you. Also shows
messages that ask for a reply on or before a specific date.

Meetings

Shows a list of all the meetings, appointments,
reminders, events, and anniversaries that are on your
calendar.

Trash

Stores messages that you've marked for deletion (or
placed directly into this folder). You can delete these
messages or decide to save them.

Discussion Threads

Shows messages grouped with their replies. This lets
you view an entire conversation.

Archiving

Lets you remove messages from your mail database and
archive them in a different database. Also, lets you view
the messages you've archived.
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Sorting messages to make them easier to
find

How will this help me?

Sorting messages can make it easier to find a particular message you are
looking for. By default, Notes sorts your messages by date in ascending
order. Notes also lets you sort messages by date in descending order or
alphabetically by the names of the people who sent the messages to you (or
to whom you sent the messages). If you know who sent the message or the
approximate date on which you received it, this will help you find the
message.

Notice that the Who and the Date column names have little triangles next to
them. This tells you that you can click those column names to sort the
document titles. When you do this, the triangle in that column changes
color. When you click the column name again, Notes returns the document
titles to their original order and returns the triangle to its original color.



1 Open amail folder or view,

such as the Inbox or the All
Documents view.

:J New Mema —% Delete ‘ a Move Ta Folder. l‘J_|ﬂJ Forward | j) Reply ‘ 3? Repl

<’ Who a|Date  ~  Subject
Chriz Monaco 12/06/95 The marketing propasal

=1 Sent Micki Seifer 12/06/95 Are you gaing to the conve
¥ Al Documents Suzannalevine 12/06/35 About the marketing propos.
I Calendar Stephanie Mahar  12/07/95 Congratulations!
i# ToDo Kate Crutchfield  12/07/95 & The figures you want
B Mestings * K.ate Crutchfield  12/07/95 & change to the figures
T Trash * Rick Nalpal: 12/07/95 Project update

- Fold i * Kate Crutchfield — 12/08/95 Ore final change
- ‘0 :r.s an R 'e:‘lf * Joann Malone 1210/95 Department mesting

J Mew Memo | -% Delete | I"J Move Tao Falder... ‘ l‘J_('JJ Forward | j Feply ‘ g: FRepl 2
“aInbos] ‘who Date w| Subject
/ Drafts Chriz Monaco 12/06/95 The marketing proposal
=1 Sent * Joann Malone  12/10/95 Department mesting
G &l Documents * Kate Crutchfield — 12/08/95 One final chanae
I Calendar * Kate Crutchfield — 12/07./95 A change to the figures
# ToDo Kate Crutchfield  12/07/95 & The figuies you want
& Meetings Micki Seifer 12/06./95 Are you going to the conver
3 Trah * [ Pick Nalpak 12/07/95 Froject update
- Fold v Stephanie Mahar  12/07/95 Congratulations!
- ‘D i's an ) ‘E:f Suszanna Levine  12/08/95 About the marketing propos

To sort the messages by
name in ascending order,
click "Who" at the top of the
name column.

~ A~
00,
YOU SHOULD KNOW
When you sort a column,
the triangle beside the

column name changes to a
different color.

D D

®] Tosortthem essages by date

2] New Memo ‘ .—%Delete |

a Mave Ta Folder... | (I ['TJ Fanward | j) Reply | ;KI: Fiepl

in descending order, click
"Date" at the top of the date
column.

< [Inbax] who A%.::[?g Subject
o/ Drafts * Jnarin Malone 1 Department mesting
=1 Sent * Kate Crutchfield  12/08/95 Ore final change
@ Al Documents * [ Fick Nalpak 12/07/95 Project update
D Calendar * Kate Crutchfield  12/07/95 A change to the figures
@ ToDo Kate Crutchfield  12/07/95 & The figures you want
e Meetings Stephanie Mahar  12/07/95 Congratulations!
Susannalevine  12/06/95 About the marketing propos.
T Trash
- Folders and Visws icki Seifer 12/06/95 Are pou going to the convel
— \U o e Chris Monaco 12/06/95 The marketing proposal
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Vil To return the messages to th
original order, click the name
of the sorted column again.

| 3y bove T Folcer. | B Forward | 5 ot | it P

ﬂ Neweno | C3p Deete
<2 inbox |

Who @ﬁ) Subject
o/ Diafts Chiis Monaco 12706795 The marketing propasal
=1 Sent Micki Seifer 12/06/%5  Are you going to the conve
@ All Documents Susannalevine  12/06/95 About the marketing propos
D Calendar Stephanie Mahar  12/07/95 Congratulations!
# ToDo Kate Crutchfield  12/07/95 & The figures vou want
& Mestings * Ktale Crutchfield  12/07/95 A change to the figures
F Trash * Riick Malpak 12/07/95 Project update
- Fold Vi * Kate Crutchfield — 12/08/95 One final change
= [ocensenaviess 1* Joann Malore  12/10/95 Department mesling




Data, data everywhere:
Getting information from Notes databases

If your company has multiple Notes servers, they probably contain more
databases than you'll ever need to use. This is good. There may be
databases about company policies, industry news, company products, sales
information, marketing information, special projects, forms you have to
submit to the personnel department, and almost any type of information
you can think of. I've even heard a rumor that someone used Notes to
create a database to track sightings of Elvis, although | can't confirm or
deny this. (My lips are sealed.)

So, how do you tap into all of this

information? Well, first you find out what KZ\?
databases are available in your company.
Then you open the databases you want and
read whatever information interests you.
Most databases let you look at information
in more than one way, which helps you to
find what you are looking for. Many
databases let you add information. Others
let you accomplish specific tasks, such as
submitting expense reports or attendance
reports for approval.

;
NOIJ.VN}IO:INI?}@D
)

This chapter tells you how to do the following:
+ Add database icons to your workspace
+ Open and close databases
+ Read documents in databases
+ See documents in different folders and views
+ Forward a document in a mail message
+ Remove database icons from your workspace
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W

Riessle's Address
Book on Local

Sherman Riessle
ah Mail_1

Adding a database icon to your workspace

How will this help me?

Adding a database icon to your workspace makes it easy to open the
database in the future — you simply double-click the database icon. In
addition, you can place database icons on any page in your workspace, so
you can find them easily.




Click the tab of the workspace

I Fie

Edit  Wiew  Create

Window

page where you want to put th
database icon.

GBS OREE S S A A

Company Info %

Help

Personal

Open URL

Ctrl+L

Database
Replication

Mobile

Open... k Ctrl+0
Open Special...
New... Ctrl+N
Tools
Exit Notes

Click the down arrow at the
right of the Server box. Then
click the name of the server that
contains the database, or click
"Other"to see more server
names. If the server name isn't
listed, type itin the box and
then pres€NTER. If the
database is on your own
computer, skip this step becausq

ChooseFile, and then choosbatabase and
then choos®pen from the Notes menu.

Open Database

Server:

Dione

Local

()

Local

Central

Parallan
Shermansdtews
Other...

Help

Aidd |con

%2 Job Tpenings on AR_T

i Meeting Rooms on General
o Notes Help

s Notes Help Lite

Filename:

About...

|NAME3NSF

Browse...

g

Notes chooses "Local" as the
default.
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Open Database

Server:

| Central

|

Database:

% Busingss Plans

#® Company News

& Conference Room 5cheduler
% Database Catalog

& Educational Courses

% Human Resources Info

G Industry Mews

Filename:

|COMPNE'WS NSF

In the Database box, click the
title of the database you want.

Done
Help

b
About...

Browse. .

E Click theDone button.
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Open Database

Server Done
| Central ﬂ|

D atabaze:

Help

Open

Add lcon

& Corfere -
&» Databasze Catalog
&» Educational Courses
%> Human Resources Info
G Industy Mews
Filenarne:

|COMPNE'WS NSF Browse...

About..

[ rkmle

Click theAdd Icon button. (If
you want to add another
database, follow steps 4 and 5
again.)

~ o~
OO0 O
YOU SHOULD KNOW
You can click the Open
button to add the database

icon and open the database
at the same time.

Open Database

Server:
| Central ﬂ|

Databaze:

Ge Business Plans - Open
% Company Mews

Add lcon

& Corference Room S cheduler

%o Database Catalog

e Educational Courses

%2 Human Resources Info

G Industry News -

About...

Filename:
|EDMPNEWS.NSF Browse...

[tk
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%

Company News
on Centia

Opening and closing a database

How will this help me?

After you open a database, you can read the documents in it. You may also
be able to add new documents and edit existing documents, depending on
your level of access to the database. You can leave the database open while
you work in other databases. In fact, you can have as many as nine Notes
windows open at the same time.
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Click the tab of the workspace

j File  Edit ‘iew Create Window  Help

page that contains the icon for
the database you want to open

Company Addrezz | Job Openings on
Book on Central HR_1

Company News
on Ceniral

Meeting Rooms
onh General

jfile Edit Wiew Create Actions ‘window  Help

S A B S

| @/1“@@@2@@ i ﬁ S

Company Address | Job Openings o
Book on Central HR_1

I Company Info

Y

Personal

Company News
o Central

60

When you want to close the
database, display the list of
document titles. To do this, choose
Window and then choose the
database title from the Notes menu.

Double-click the icon for the
database you want to open.
The database opens and
displays a list of folders and
documents that are in the
database.

Tile

Cascade
Minimize All
Maximize All

(On the menu, the database title
includes the name of the folder or

view you are using.) v

1. Workspace at Office [Netw...

2. Company News - All Docume
3. Meeting Rooms - Reservati...

~ A~
100
YOU SHOULD KNOW

Closing a database does not
close open documents from
that database. You close
open documents separately.

D O




ChooseFile and then choose
Closefrom the Notes menu,
or press ESC.

Open URL Ctrl+L

Database [ 3
Beplication
Mobhile [ 3

Import...

Export...

Print... Ctrl+P
Page Setup...

Tools [ 3

Exit Motes
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Company Mews
oh Centbral

Reading documents in a database

How will this help me?

You read documents to learn about information you want to know. If a
document you want to read is not located in the current folder or view, you
can open a different folder or view and look for the document there.

Notes gives you two methods to read a document. You can open the
document first, or you can view the document in the preview pane.

This procedure tells you how to read a document by opening it first. The
next procedure tells you how to read a document in the preview pane.



Open the database you want
by double-clicking its database
icon.

j File  Edit “iew Create Actions Window Help
ol E B N = s A
I Company Info [ tg. | Perzonal [ |

W o

Company Address
Eook on Central

Job Openings o Company News

on Central

eeting Rooms
on General

L) Navigator | | Mew Main Topic | [ Response | L Respanse To Response

Double-click the title of the

5

¥ ) Folders and Views
2 My Favorites
Q, By Author

¥ |Date
11A7/95 4 ¥ SuperPra tennis racquets (Peter Canoll
= will this 1eplace another line that we cary? (Su

V. HoPaint 300Ut &1 histon—{Rated [

Topic

document you want to read.

>

% iy Eél-egw | T hess are big sellers and high qualty_[Stephany
2 Age,,.r: i Some good features about Super
b [ Design 12/11/85 7 Jump-inthe-Boat fishing rods (Stephanie Mahar]

~ Sounds fishy to me (Michael Thompson 12/12)
Please get me more information (Stephani

~ Muore info about Jump-inthe-Boat [Stephanie i
Their numbers are wiong (David Yip 121

| don't think we should cany Jump-in-the-Boat

Cut bait on Jump-in-the-Boat [Chiis Monaca 12
L e Dot (oL el

it |

L L0

YOU SHOULD KNOW

When you want to close the doc

are reading, choodgéle and then choose

Closefrom the Notes menu, or p

~ A
N
YOU SHOULD KNOW
To close the document you
are reading and open the
next document in the

database, you can press
ENTER.

VY

~ —

Q)
An unread document
usually has a star to its left
in the view pane, and its
titte may be a different
color.

~ —

Open URL Ctrl+L

umentyou

ress ESC.

Document Properties...

Database [ 2
Replication 3
Mobile »
Export...

Print... Ctrl+P
Page Setup...

Tools 4

Exit Notes
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4

(Optional) To read
documents in other folders
or views, click a folder or
view in the navigation
pane. Then double-click
the document you want to
read.

_ﬁ Mavigator

{}J Mew Main Tapic

Eﬁ Response

I%} Response Ta Response

i Al Documents
¥ [ Folders and Views

3@, Archiving
J Agents
b [k Design

&

Date Topic

¥ Canoll, Peter
114174395 “es. NoPaint racquets are histary [RE: SuperPro tenni
111795 SupeiPio tennis racquets
¥ Levine. Susanna
12/20/95  Say itisn't so [RE: Mew vacation policy)
11417495 will this replace anather line that we cary? (RE: Super

racquets)
* Mahar. Stephanie
12/14/95  More info about Jump-in-the-Boat [RE: Jump-in-the-Bio:
rods]
12/12/35  Pleaze get me more information (RE: Jurmp-inthe-Boat
1211495 Jump-in-the-Boat fishing rods

114174395 These are big sellers and high quality [RE: SuperPro te
racquiets)
¥ Malone, Joann

(1 MEMOE Grat id

LIBE: el b,
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Reading documents without even opening
them

How will this help me?

You may want to browse quickly through the documents in a database, but
opening each document could take a lot of time. Instead, you can view each
document in a special pane called the preview pane. The preview pane is
located at the bottom of your screen.

When you view a document in the preview pane, you can treat the
document as though it were open. You can scroll through the entire
document, click buttons, and even edit the document, if you have the
correct access to do so.
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If the preview pane is not open,
chooseView and then choose
Document Previewfrom the Notes
menu. The preview pane opens,
and displays the document whose
title is highlighted in the view
pane.

Befresh F9

Search Bar
Show

Document Preview
Arrange Preview...

Expand All Sh+
Collapse All Sh-
Expand{Collapse
Go To...
Agents
o i | s b T ey | B Pageass 1o R | i i
" el [ | T j Pd  To see a different document in

ol

66

the preview pane, click the
document title in the view
pane.

~ A
o _Le%
YOU SHOULD KNOV\Q
To close the preview pane,
you can choose View and

then Document Preview
again.

~_— —



Seeing the documents in different folders
and views

How will this help me?

Databases can contain many folders and many views. The group of
documents that you see in a folder or view depends on the purpose of the
folder or view. This helps you find documents that interest you.
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5 File Edit Yiew Create Actions Window Help
il Open the database you want to Kag4 3 W 2] 7|
\ | ew. Company Info

Ww v

Company Address | Job Openings bn
Book on Central HR_1

Froject Info

Company Mews
on Central

onh Gieneral

o o e
R == want to see. Notes displays the

i A — RLERT TR oy s e BT o) M B

it documents from that folder or
g view in the view pane.

PR | S—

[T | i i T - & | Fia ek & . .
= AR R Mok itdese Click the folder or view you

o ey ks Eoeie W
iy b i e &7 by il O

= W iy
W D terres sy s Comall 11105

el wvine wri e ey e o (e

= B s e by P Sae]
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Forwarding a document in a mail message

How will this help me?

While you're reading a document in a database, you may want to share the
information you're reading with someone else. One way to do this is to
forward the document to the person. In most databases, you can do this by
creating a mail message that includes the document.
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While reading a document,
chooseActions and then
chooseForward from the
Notes menu. (Notes creates a

mail message that includes the

document you are reading.)

2 File Edit View Create

Yo B |5 g £

T8 Close | ) Response | &l

@ Sounds ﬁShy to Forward As Bookmark
Add To Folder....

Michael Thompson on 11415 at 01:02 P4

Window Help
Add Selected Topic To Interest Profile
Edit Interest Profile
Mark/Unmark Document As Expired

&

YWasn't Jump-inthe-Boat recently sued for deceptive advertising
practices?

Mayhe we should reconsider this decision.

ﬁAddlESS . | j Save As Dralt ‘ } Send | a Send And File... | J Delivery Optio|

_/‘ Sherman Riessle
12/12/95 0327 PM
ce:

Stephanie Mahar
bee:

Subject:

To:

Saunds fishy to me
r

Forwarded by Sherman Riessle on 12/12/95 03:27 PM
LZ ) Sounds fishy to me

Michael Thompson on 12412 at 0200 P

Wasn't Jump-inthe-Boat recently sued for deceptive advertising

l as you would address any
new mail message.

If you want to add your own

comment to the message, add it 7

above the document you are
forwarding.
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ﬁAddless.. ‘ j Save As Draft ‘ 3 Send ‘ E Send And File

. | J Delivery Optiof

Sherman Riessle

12/12/95 03:27 PM
To: Stephanie Mahar
ccl
bee:
Subject: 7 Sounds fishy to me
FStephanis,

Flease look into this

Forwarded by Sheman Riessle on 12/12/95 0327 PM

L) Sounds fishy to me

Michael Thamneon on 12712 at 0200 Pha

Address the message the same



4

When you are ready to send
the message, click th®end
button.

ﬁAddless.. | j Save Az Draft (ﬂ & 59& Send &nd File. | J Delivery Optiol

4 Sheman Riesse
12/12/95 03:27 P

To: Stephanie Mahar
cc:

bee:

Subject: " Sounds fishy to me
" Stephanie.

Please look inta this.

Fowarded by Sherman Riessle on 12412/95 03:27 PM

@ Sounds fishy to me

tichael Thomnzan an 1242 ab 0200 P
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M eeting Rooms
on General

Eompany Address Eompany Mews
Book on Central ah Central

Joh Openings an
HR

Removing a database icon from your
workspace

How will this help me?

You can remove a database icon from your workspace to make your
workspace easier to manage. This is a good idea if you no longer use the
database. The fewer database icons you have in your workspace, the easier
it is to find the databases you want to use.



[ File
Click the database icon you

CREA ®S0

Edit  Wiew Create Actions Window Help

want to remove.

Company Addresa
Biook on Central

e P

. Perzonal

®

Meeting Rooms

Company Mews

Job Openings on
H on Central

6 5
YOU CAN ALSO...

...remove multiple icons by
holding down the SHIFT key
while you click the icons.

D O

{}

Properties...

Alt+Enter

Copy As Link »

Del
Ctrl+A

Clear
Select All
Deselect All

Unread Marks »

ChooseEdit and then choos€lear from the
Notes menu, or press DEL.

When Notes asks if you're sure
you want to remove the icon(s),
click Yes.

Lotus Notes

\‘:’l) Remove selected iconlz) from your waorkzpace?
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Using those strange things that you see in
documents

You may notice some strange-
looking things scattered around in the
documents you read. There may be
little pictures lurking between words
or sentences. There may be a little
triangle pointing at a line of text.
There may be a green rectangle
surrounding one or more words.
There may be pictures with file names
under them. In other words, the
documents may look like someone
decorated them.

I'm sure you've already guessed — these aren't just decorations. All of these
things tell you there is additional information available to you. For example,
a picture with a file name under it usually represents a file that is attached
to the document you are reading. You can view the file or even copy it to
your hard drive. A triangle pointing at a line of text tells you that somebody
wrote a lot of words but didn't want to take up a lot of space, so they
collapsed what they wrote into one line. You can expand that section of the
document to see everything the person wrote. A little picture may indicate
a link to a different Notes document or database. You can use the link to
easily see the other document or database. And a green rectangle
surrounding some words may indicate that you can view an explanation of
the enclosed text or that you can double-click the text to perform a
particular action.

This chapter tells you how to do the following:

+ View afile that is attached to a document

+ View a document that is linked to another document
+ Open and close a collapsible section

+ Use buttons and hotspots
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Viewing a file that is attached to a document

How will this help me?

You may receive a mail message or read a document that has a file attached
to it. For example, someone creating a message about the budget might
attach a spreadsheet file that shows the actual budget. Notes displays an
icon in the document to represent the attached file. You can view many
types of files without leaving Notes.



Il Double-click the attachment
icon. Notes displays an
InfoBox.

ﬂ]"lxl

Wl #,ftachment
O\ =\ 1\ 3 \asn
File: JUMPEOAT.PRE
Length: THE bytes [ 31.3%)

Moditied:  12/11/95 05:43:12 PM
Uiew..% aunch... | Detach...

I;ﬁ Responze
@ More info about Tump-in-the-Boat

Stephanie Mahar on 12/14/35 at 02:05 PM

:-J Claze I%?’ Response To Response iéi Parent Previgw

This file containg a presentation that the president of Jump-inthe-Boat
diclfor us lastweek. The presentation includles facts and figures about

the rin-the-Boat product line.

JUMPBOAT PRE

To view the attachment, click
theView button.

~ A~
00
YOU SHOULD KNOW

You can click Launch to
open the attached file and
the program that created it.

4 &

To return to the Notes document,
chooseFile and then choosElose

from the Notes menu, or press ESC.

~ A
e
YOU CAN ALSO...
...copy the attached file to
your hard disk by
double-clicking Detach
instead of View in Step 2.

Notes then asks you for a
name for the file.

o o

Database 3
Beplication 4
Mauobile »
Print... Ctrl+P
Tools 3
Exit Notes

I
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Viewing a document that is linked to
another document

How will this help me?

You might receive a mail message or read a document that has another
document linked to it. For example, a document in one database might refer
to information in another database. Rather than repeat the information from
the second database, the document might include a link to the other
document. You can view the document in the other database by clicking the
link icon.



Click the link icon.

I;% Fesponse

_j' Close

New vacation policy

(4

Chriz Monaco on 12/19 at 09:12 &M
Category:  Company Policies

In order ta receive approval for awacation, you must submit a
Yacation Reguest Form to your managerat [edet three (3) years
in advance. Here is a link to the full pali

T Close

Vacation Leave Policy (HR135)

Because our company depends on adeguate and accurate planning.
we must ask for sufficient notice prior to granting vacation. Beginning
immediately. employees must give their managers at least three (3)
wears notice before taking avacation. If you need sick time. vou can
give only two (2) ywears notice

T IV H L il st b E I H icle 4

Read the linked document.

To return to the original Notes
document, choosEile and then

chooseClosefrom the Notes menu, or

press ESC.

~ A~
100,
YOU SHOULD KNOW

People can also use
"hotspots” to link documents.
Using hotspots is discussed

later in this chapter.

b S

Open URL Ctrl+L

Document Properties...

Database 3
Replication »
Mobile 3
Export...

Print... Ctrl+P
Page Setup...

Tools 3

Exit Notes

79



80

= Close | 3 Response | 51 Respense To Response | [+ Parent Preview
< ) Tump-in-the-Boat product lines

Shemman Riessle on 12/19/95 at 1213 PM

Here are the product lines that Jump-inthe-Boat caries.

k Fishing Rods
Fishing Rods
1. The Astrolure, & rod that attracts fish with & noise it gives off
2. The Astrolure Junior, & smallerversion for kids
3. The Stealth, a shiny, all black fiberglass rod that looks reall
4. The Stealth Wormless, the same as the Stealth with a large

» Lures and tackle

b Clothing and footwear

Opening and closing collapsible sections

How will this help me?

Some databases may contain documents in which the author has created
sections of information that are collapsible and expandable. In such
documents, you can collapse a section to take up less space on the screen.
This lets you view more of the topics in a document at once. When you
want to see the information in a collapsed section, you can expand it. This
lets you see the details about a topic.




%} Fesponze To Responze iii Parent

To expand a collapsed T Dl | (13 Response
section, click the triangle at @ Jump-in-the-Boat product lines
the Ieft Of the section tltle' Sheman Riessle on 12/19/95 at 12:13 PM

Here are the product lines that Jump-inthe-Boat caries.

( E Eishing Rods
ures and tackle

» Clothing and footwear

T Closs | ﬁ Response | %} Responze To Responze | (3§46 Parent Preview To Collap se an

% Jump-in-the-Boat product lines expanded section,
click the triangle at

the left of the

Sherman Riessle on 12/19/95 at 1213 PM

Here are the product lines that Jump-in-the-Boat carries. SeCtion t|t|e (YeS
. 1
ishin Rods you're right -- this is
Fishing Rods i
1. The AstroLure, & rod that attracts fish with a noise it gives off th e same thin g yOU
2. The astrolure Junior, & smallerwversion for kids d Id to eXpand the
31 The Stealth, a shiny. all black fiberglass rod that looks really sharp .
4. The Stealth Warmless, the same as the Stealth with a large supplies of lures section )

» Lures and tackle
» Clothing and footwear

~ A

v Q0
YOU SHOULD KNO

In most cases, you can

also click the top line of

a section to expand and
collapse it.

D o
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Using buttons and hotspots

How will this help me?

The author of a document may include a button or a hotspot in the
document. A button is programmed to perform a certain action when you
click it. For example, it could send a message to someone as a response to a
guestionnaire. A hotspot is text that is usually surrounded by a green
rectangle and is also programmed to do something when you click it or
double-click it. For example, a hotspot can display text to explain a concept
associated with the word or phrase that is surrounded by the rectangle. A
hotspot can also link to another document or database, similar to the links
discussed earlier in this chapter. In addition, a hotspot can perform an
action, just like a button.

To use a button, you just click it. To use a hotspot, you should first find out
what type of hotspot it is. This procedure tells you how to do that.



ff While reading adocument, if
you see a hotspot (text
surrounded by a green
rectangle), click the hotspot
and continue to hold down
the mouse button.

:-I Cloge | ﬁ Response ‘ I%? Fesponse To Fiesponse | §§ Parent Preview

@ Applying for your bonus

Sheiman Riessle on O1/08/96 at 10:09 Ak

To apply faryour bonus, just click the button below. It automatically creates
the application for you by looking in the Sales database to find out how much
of a bonus you are eligible for. fyou want more details about how this waorks,

look in the [Human Resourcesﬂllnformation database .|

Ifyou still hawve questions. call your [Human Fiesaurces representative]

Click to apply for bonus

Follow the directions in this table.

If this happens when
you click a hotspot

It means

Do this

Notes displays
explanatory text.

Thisis an
informational hotspot.

Read the text and then
release the mouse butta

Notes displays a
destination, such
as the name of a
database.

The hotspotis linked to
another document or
database.

Release the mouse
button. Then click the
hotspot to view the
linked document or
database.

Notes displays
nothing.

The hotspot initiates an

action, like a button does.

Release the mouse
button. Then click the
hotspot to initiate the
action.

A\

o0l

YOU SHOULD KNOW

Hotspots don't display text

when you're editing a
document.

O O
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Putting in your own two cents:
Adding information to a database

So, enough of reading other people's
information. Now it's your turn.

You can add information of your own to

many databases. Depending on the way

the database was designed and the access @
rights the developer gave you, you may be

able to create responses to existing

documents or create completely new topics

of your own. In some instances, you can

edit what someone else has written, but in

most cases, you can edit only what you

have written yourself.

The procedures in this chapter use a standard Notes discussion database as
an example. Although the databases at your company may look somewhat

different, you can still use these general procedures when you want to add

information to a database.

This chapter tells you how to do the following:

¢ Create a document in a database

+ Respond to an existing document
+ Edit an existing document

¢ Check your spelling in a document
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Creating a document in a database

How will this help me?

After reading information in a database, you may decide to add some
information of your own. To add information to a database, you create a
document.

This procedure tells you how to create a document in a standard Notes

discussion database. Although the design of databases at your company
may vary, you can still use this procedure to create a document in most
databases.




After opening a database, cho@eate
from the Notes menu, and then choose the

type ofdocument you want to create. For
example, if you want to create a new topic
in a standard discussion database, choose
Create and then choosklain Topic.

~ A
{S\ O O /\}
YOU SHOULD KNOW
These documents may have
different names in different
databases. This could change
the names you choose from
the Create menu.

7] Close @ Save | Mark F'rivalei
| New charitable contribution policy

Micki Seifer on 01/26 at 03:35 PM
Categary: =l

The company will now match all qualified charitahle contributions up to >
a raximurm of $400 per employee per year

To save the document in the

database, chood@le and then
chooseSavefrom the Notes
menu.

Main Topic k
Response
Response To Response

Other...

Agent...
Eolder...
View...

Design »

Type the subject of the
document, and add any
other information you want
in the document.

Open URL
Close

Document Properties...

Ctrl+L
Ctrl+W

Database
Beplication
Mahile

Attach...
Import...
Export...
Print...

Page Setup...
Tools

Ctrl+P

Exit Notes
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To close the document, chooBi¢ge and then
chooseClosefrom the Notes menu, or press
ESC.

Open URL Ctrl+L
Save Ctrl+3

Document Properties...

Database
Beplication
Mobhile

Attach...

Import...

Export...

Print... Ctrl+P
Page Setup...

Tools

Exit Notes




Responding to an existing document

How will this help me?

In a discussion database, you can create responses to documents that you
read. This lets you state your opinion about a topic, add more information
about the topic, or ask questions about what someone else said.
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Il After opening the database,

click the document you want

to respond to.

Mail

Main Topic

Besponse

Response To Response

Other...

w

Agent...
Folder...
Yiew...

Design

Type the subject of the
document and any other
information you want in the
document.

90

@ Mavigator | @ MNew Main Topic ‘ ﬁ Response ‘ I%} Response To Respanze

& Al Documents
¥ [ Folders and Views
23 My Favorites

2y By Author
3

Q, Archiving

£y Topic
¥ Company Policies
2% Mew vacation policy [Chiis Monaco 12/15/95]
I'd like 5 wacation in 1998 [David Yip 12/13)
P Lo 1

<]

3 Amerts T~ Employes bonus plan noreasel.{Chis Monaco (1 704756]

b [k Design
¥ New Products

4 % SuperPra tennis racquets [Peter Carroll 11/17/35)
¥ will this replace anather line that we cams? [Susann
res. MoPoint racquets are history [Peter Carroll
These are big sellers and high quality (Stephanie Mal
Some good features sbout SuperPro [Micki Seifer 11
7 % Jumpein-the-B oat fishing rods [Stepharie Mahar 12/11/35)
¥ Sounds fishy to me [Michael Thompson 12/12)
Please get me more information [Stephanie Mal

ChooseCreate from the Notes menu, and
then choose eithéResponseor Response
to Responsedepending on whether you
are responding to a main topic or to
someone else's response.

Va

~ A
o Q0
YOU SHOULD KNOW
These documents may have
different names in different
databases. This could change

the names you choose from
the Create menu.

D D

7] Close Qg Save | #¥4 Parent Preview | Mark Private

W~ When does this take effect?

Michael Thompszon on 01./05 at 02:24 PM

Does it start today, sometime in the future. orwill it be retroactive?




il To save the document in the database,
chooseFile and then choos8avefrom the Open URL Ctrl+L

Notes menu.

Open URL Ctrl+L
Save Ctrl+S

Document Properties...

Database
Replication
Mobile

Attach...

Import...

Export...

Print... Ctrl+P
Page Setup...

Tools

Exit Motes

Close Ctrl+'W/

Document Properties...

Database »
Beplication 4
Mobile 3

Attach...

Import...

Export...

Print... Ctrl+P
Page Setup...

Tools »

Exit Motes

To close the document, chooSiée and
then choos€losefrom the Notes menu,
or press ESC.
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Editing an existing document

How will this help me?

After you've added a document to a database, you may decide to make
changes to it. You can do this by editing the document. This is helpful if you
find out new information or if previous information has changed. In most
databases, you can edit a document that you created yourself, but you
usually can't edit documents that other people created.



Open the database, and click

the document you want to

edit.

Add Selected Topic To Interest Profile
Edit Interest Profile
MarkfUnmark Document As Expired

Categorize
Edit Document k
Forward

Forward as Bookmark
Move to Folder...

¥iew Options 4
Betrieve Entire Document

Make the changes you want. Then save
the document by choosirfgle and then
choosingSavefrom the Notes menu.

ﬁ Mawigatar ‘ ﬂ Mew Main Topic | Cﬁ Respanse ‘ %} Responze To Aesponse

(F Al Documents [cY Topic
¥ (23 Folders and Views ~ Company Policies
i‘ sy;a;:"las 2% New vacation palicy (Chris Monaco 12419/95)
w Author .
I'd like a vacation in 1998 [David Yip 12¢19)
Ct Sapitisnt so [Susanna Levine 12/20)
rchivin
D Agents s 2% Employee bonus plan incressed (Chris Monaca 01/04/96]
b & Design A oann Maene

dl When daes [ take effect? (Michasl Thompson 01

4% SuperPro tennis racquets (Peter Carroll 11/17/95)
= Will this replace another ine that we camy? [Susann.
“res. NoPoint racquets are history [Peter Carmroll

To open the document so you can edit
it, chooseActions and then choose
Edit Documentfrom the Notes menu.

Open URL Ctrl+L
Close Ctri+W

Document Properties...

Datahase 3
Replication 3
Maobile »

Attach...
Import...
Export...
Print...

Page Setup...
Tools »

Ctrl+P

Exit Notes
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To close the document, chooBi¢ge and then
chooseClosefrom the Notes menu, or press
ESC.

Open URL Ctrl+L
Save Ctrl+5

Document Properties...

Database
Beplication
Mobile

Attach...

Import...

Export...

Print... Ctrl+P
Page Setup...

Tools

Exit Notes




Checking your spelling

How will this help me?

While you're creating a document, you may not want to stop to correct
spelling mistakes. It's often easier and faster to continue typing and then
check your spelling when you're done writing. In addition, if you're a
normal human being (and who isn't?), you probably make spelling mistakes
that you don't notice. You can tell Notes to check your spelling and to
suggest alternative spellings for words it thinks are misspelled.
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N While you're creating or editing a

document, choosEdit and then choose
Check Spellingfrom the Notes menu.

~ A
(’)\\ O O L
YOU SHOULD KNOW
If any text in the document is
highlighted when you start
checking spelling, Notes
checks only that text.

Otherwise, Notes checks the
entire document.

D D

Qg Save

ﬂ-l' Cloze iil Farent Preview | Mark. Frivate

@ Bad news

Micki Seifer on 12/08 at 02:25 PM

I regret to announce that the ElREE plan has been put on hold
until further notice. This is because of the uncerainty of the
Jump-in-the-Boat account. | will keep you posted.

Spell Check

Guess: bonus - Define
bonuses -
bones Skip

boniz
bonos [ skinan
Done Help | Status:  Unknown word
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Properties... Alt+Enter
Copy As Link »
Paste Ctrl+¥

Paste Special...

Select All Ctrl+h

Find/Replace... Ctrl+F

Find Next... Ctri+G
Check Spelling... k
Unread Marks 3

If Notes highlights a word
that is misspelled, correct
the spelling in the Replace
box or click on the correct
spelling if it appears in the
Guess box. (If Notes
highlights a word that is
not misspelled, click the
Skip button.)

~ A
{)’\ O O L
YOU SHOULD KNOWO
If you click Define when
Notes highlights a word,
Notes adds the word to its

dictionary and will never
again think it's misspelled.

44




If you corrected a word in
Step 2, click th&keplace
button. This tells Notes to fix
the misspelled word in the
document.

Lotuz Motesz Eq

Speling Complete.

Spell Check

Replace: ||:u:|nus

Guess: Define

bonuzes

bones Skip
honiz |
bonos Skip Al

Dione Help Statuz:  Unknown waord

Repeat Steps 2 and 3 until Notes informs you
that the spell check is complete. Then cl@K.
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Making your documents look great

One paragraph after another of plain text can be tedious to read. Without
variety in your documents, readers may lose interest quickly. In this age of
instant information and dazzling special effects, people sometimes have
very short attention spans. So what can you do to hold people's attention?

Well, if you're still reading this book, perhaps a lot of pictures and silly
jokes help. But there's even more you can do. You can change the font or
style of some text to emphasize it or give it

a special meaning. You can change the
color or size of text to make it stand out
more. You can change the alignment or
spacing of certain paragraphs. You can add
titles to sections of documents and add

- . S 2
numbered or bulleted lists of items. In or & e
other words, you can do anything you
want to make your documents look and
feel more interesting and make them easier @
to read.

This chapter tells you how to do the
following:

+ Change the font, size, color, and style of
text

+ Indent a paragraph

+ Change the spacing between paragraphs
¢ Create a numbered list

¢ Create a bulleted list
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Changing the font of text

How will this help me?

Changing the font of the text in a document can give the document a
different look and feel. Some fonts give your document a more formal look
than others and some fonts are easier to read than others.

In addition, you can change the font of some of the text to make it stand out
from the rest of the document or to differentiate a particular type of
information from other information. For example, you might use a different
font for information that is particularly important. When you change the
font of some text, you may want to change the size of that text as well.



While creating or editing a
document, highlight the text
you want to change.

:-J Cloze ‘ ggSave | iii Parent Preview | Mark Private

L)  Sounds fishy to me

Michael Thompsan on 12/12/95 at 02:00 P

YWasn't Jump-in-the-Boat recently sued for deceptive advertising
practices?

Erter the text of your response

(IRl TY) 10 Nane]

3

Click the name of the font you want

to use.

=] Close | @ Save | ¥4 Parent Freview Mark. Private

@

Ly  Sounds fishy to me

Michael Thompson on 12/12/95 at 0200 P

“Wasn't Jump-in-the-Boat recently sued for deceptive advertising
practices?

Erter the text of vour response.

Helke “1 10| [Nare] B

P4 Click the font list on the status
bar. Notes displays a list of the

fonts you can use.

jf\le Edit View LCreate Actions Text Window Help
1O} el

El & B| 7 |SAP=%
|7l B 7| P2

|»

Aiial Black.
izl Condensed Bold

i3 Parent Preview ‘ Mark Frivate

{|Bodori Baok
EBotanical
Erush Seript
Courier
Courier Mew
Fixedsys

Gil Sans Poat recenth sued for deceptive acherising

shy to me

pzon an 12/12/35 at 02:00 P

Lotus'wPSet
Marlett

adem
Monatype Sorts
WS Sans Serif
5 Serit

New Berolina
Newes Gothic
01d Style Bold Dutline —
Palace Script

Ferpetua

Fhotina

Photina Casual Black

Rockwell Enter the text of your response
Rockwell Light 2

Helv “1 107 [Mone] B
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Changing the size of text

How will this help me?

You can change the size of text to make it easier to read. You can also
change the size of a particular piece of text to differentiate it from other text
in a document. For example, if you are typing a footnote, you might want to
use a smaller size.

102



While creating or editing a
document, highlight the text
you want to change.

:J Close | @ Save | §¥4 Parent Preview tark Private

Ly Sounds fishy to me

Michael Thompson on 12/12/95 at 02:00 P

“Wasn't Jump-inthe-Boat recently sued for deceptive advertising
practices?

Erter the text of vour response.

Letter Gathic *| 107 [Nane]

=—JT Close ‘ @Savs | ¥4 Parent Preview ‘ tark Private

L Sounds fishy to me

tdichael Thompson on 12/12/95 at 02:00 P

Wasn't Jump-inthe-Boat recently sued for deceptive athverising
practices?

Enter the text of vour response.

VRN

Letter Gothic: '( 1 %R’Gna]

®f Click the size you want to use.

P Click the size list on the status
bar. Notes displays a list of the

point sizes you can use.

:J Close | @ Save | #§4 Parent Preview Mark. Private

L) Sounds fishy to me

Michael Thompson on 12/12,/95 at 02:00 Pt

Wasn't Jump-inthe-Boat recently sued for deceptive athertising
practices?

Enter the text of your response

Letter Gothic: *| 10°|[Mone]
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Changing the color of text

How will this help me?

You can change the color of text to make a document more visually
appealing and to make the text stand out from the rest of the document. For
example, you may want to make titles a different color to more clearly
define the sections of the document. Also, when you make comments in a
document that someone else wrote, it's helpful if you write your comments
in a different color to differentiate them from the text in the original
document.

Although color is useful when people view a document on the screen,
remember that many people don't have color printers. If you're creating a
document for printing, you may want to use another method of
differentiating special text.



Il While creating or editing a
document, highlight the text
you want to change.

Text
Text Properties... Ctrl+K
Permanent Pen
Bullets
Numbers
Normal Text Ctrl+T
Italic Ctri+l
Bold Ctri+B
Underline Ctrl+U)
Strikethrough
Effects »
Enlarge Size F2
Reduce Size Shift+F2

Mark Private

=) Close | @ Save | ".‘T’J Parent Preview

R) "Sounds fishy to me,

tichael Thompszon on 12/12/95 at 02:00 Ph

“Wasn't Jump-inthe-Boat recently sued for deceptive advertising
practices?

ider thi:

CColor

Align Paragraph

Spacing
Indent
Outdent
Named Styles

Fd
Shift+Fa

Dark Red
Dark Green
Dark Blue

Dark Magenta
Dark ¥ellow
Dark Cyan

Red

Other

Choose€Text and then choos€olor from
the Notes menu. Then choose the color you
want to use.

~ o~
et {
YOU SHOULD KNOW
If you choose Other, Notes
displays an InfoBox that lets
you choose from a wider variety
of colors. (Using the InfoBox is
discussed in the procedure
after next.)

S S
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Changing the style of text

How will this help me?

You can change the style of text in a document to make that text stand out
from the rest of the document. For example, text that is bold or italic or
underlined draws your attention. This can also be useful if you want to
define words in a document. The first time you use a term, you might want
to use a different style.



Whlle Creatlng or edltlng a F'(;!Elose | @E}ave | ']'T'S Parent Preview Mark Private
document, highlight the text WKy sounds fishy to me,
you Want tO Ch ange tdichael Thompson on 12/412/35 at 02:00 Pt

“Wasn't Jump-inthe-Boat recently sued for deceptive adverising
¥

Text
ngmperﬁes_" CUlTK ChooseText from the Notes menu and then
Permanent Pen choose the style you warltalic, Bold, or
Bullets Underine.
Numbhers
MNormal Text Ctrl+T
Italic Ctrl+l
Bold k Ctrl+B
Underline Ctrl+l)
Strikethrough
Effects 3
Enlarge Size F2 ~ A
Reduce Size Shift+F2 Q O
Color » {/)\\ A
Align Paragraph 4
Spacing g YOU CAN ALSO...
gf:;:nt ;iimm ...remove the styles from text by
= choosing Normal Text from the Text
Named Styles d menu in this step.

BEX
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Changing the font, size, color, and style of
text all at once

How will this help me?

Notes contains "InfoBoxes" that let you make multiple changes without
using the Notes menus. If you want to change several text attributes in a
document, it may be faster to use an InfoBox than to repeatedly use the
Notes menus.




While creating or editing a
document, highlight the text
you want to change.

Mark Private

Fg Cloze | @Save | 'i'T’vi Parent Preview

Q) "T'd like a vacation in 1998,

David*vip on 12/19/95 at 11:04 &M

| am planning to attend the Olympics in 1998, Ther
like to submita Vacation Request form toda ik

Text

Text Empenies...k Ctrl+K

Permanent Pen

Bullets

Numbers

Normal Text Ctrl+T
Italic Ctrl+l
Bold Ctrl+B
Underline Ctrl+U
Strikethrough

Effects »
Enlarge Size F2
Reduce Size Shift+F2
Color »
Align Paragraph 4
Spacing 3
Indent F8
QOutdent Shift+F8
Mamed Styles 3

If you want to change the font
of the text, click a different font

in the Font box.

Choose€Text and then choosExt
Properties from the Notes menu. Notes
displays an InfoBox. (If the box blocks the

text you want to see, m

ove the mouse

pointer to the word "Properties," and drag

the box out of the way.)

" am planning to attend the O

like to submit & Vacation Request form today.

lympics in 1998. Therefore, | would

Am | too late Vi

Text

Avrial Marraw T 14 = Underline
Bodoni Black T Strikethrough
Bodaoni Book. Ldld| I‘ID ZI Superscript =]
Text color:

> Set Permanent Pen font I

Bold
Italic:
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If you want to change the size of
the text, click a different size in
the Size box.

I am planning to attend the Olympics in 1898 Therefare, |would

like to submit & Vacation Request form today. gLl | too late? a

Avial Condensed BoTr
Avigl Narmow
Bodoni Black

Underling
Strikethrough

Bodoni Book. T LI I‘I4 = Superscript ;I
Text color:
] Set Permanent Pen font I

| am planning to attend the Olympics in 1998, Therefore, | would
like to submit & vacation Fequest form today. giggl | too late?| a

Arial Condensed BoTr
Arial Marrow T
AvantGarde

Bodoni Black

Underling
Stikethrough
Superseript

]

=l fra %

Set Permanent Pen fant I

If you want to change the color
of the text, click the down
arrow in the "Text color" box,
and then click the color you
want.

If you want to change the style of
the text (for example, make it bol
or italic), click as many styles as
you want in the Styles box.

LA

“I'am planning to attend the Olympics in 1898, Therefore, | would

like to submit a Vacation Request form today. A [ too late” a

Text Ed| S

ZNE\THN 3 ED

Fort:

Al Black Bald

Arial Condensed BoTr ¥ ltalic

il Marrow T ¥ Underlin|

Bodori Black T Strikethroid
Eodoni Book Lidhd| IT % mpersEpt >

Text color:
x

Set Permanent Pen font

YOU SHOULD KNOW

You can click a style again to
turn it off.
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If you want to change the
attributes of a different piece of
text, highlight that text and
then repeat Steps 3-6.

ttend the Olympics in 1998, Therefare, | would
like to submit & Wacation Request form today.Am ltoo late? 1

Text x| X

ZNE NN —E AN

Fant:

Style:
¥ Flain

Size

Letter Gothic T 10 Bold
LotusLineDraw — T7 12 Italic
LotuswPSet i 14 || Underline
M anlett T Shikethrough
Modern LI I‘ID ﬂ Superscript hd
Text color:

4 Set Permanent Pen font I

: Shyle:
Brusgh Script T d g - Plair -
Courier ¥Bold
Courier Mew T _l 12 Italic:
Finedays 14 = Underline
Gill Sans T Strikethrough
Superscript ;I
Text color:
bt Set Permanent Pen font I
~ A~
AN O O Py

YOU SHOULD KNOW

You can leave the InfoBox
open and use it whenever
you want.

L5

After completing your
changes, you can close the
InfoBox by clicking the "X"in
the top right corner of the
InfoBox.

If you're using a Macintosh,
click the button in the upper
left corner of the InfoBox to
close it.

If you're using O,
double-click the button in the
upper left corner of the
InfoBox to close it.
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Memo

To: Notes Users
From:  Sherman
Subject: Indenting a paragraph

Choose the paragraph that you want to
indent in a message by clicking anywhere
in the paragraph.

Choose Text and then choose Indent
from the Notes menu, or press F8.

If you indent a paragraph too much, you
can choose Text and then choose
Outdent from the Notes menu.

Indenting a paragraph

How will this help me?

Indenting a paragraph can make it stand out from the rest of the document.
Indenting also makes a paragraph look like a subtopic or an explanation of
the text that precedes it.

This procedure tells you a quick way to indent a paragraph a preset
amount. (You can also use the Text Properties InfoBox, which was
discussed in the preceding procedure, to indent a paragraph any amount
you want.)



