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Introduction

LNA (Lotus Notes,
Anonymous)

The scene opens in a high school classroom on loan for the evening to a local
self-help group. Twenty or so people are in the room, talking among them
selves. Their conversations quiet as a short, round, hairy (yet handsome) man
rises from his seat and approaches the lectern.

“Hi, I'm Bill,’ the speaker begins. “I'm new to the group, and...."” He pauses,
clearly struggling with the words he wants to say next.

The audience looks at him with understanding.
Finally, he blurts out, I'm a Notes evangelist!”
“Hi Bill!” the audience responds, “Welcome to our workgroup!”

Encouraged by the response, Bill continues, “When 1 first started using
Notes, I never thought it would become such a huge part of my daily life.” He
looks out at some of the members of the group and makes ey contact. “Heck,
I've never been addicted to anything before, except maybe Twinkie ."

1
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The audience laughs politely. Bill draws a deep breath and goes on. “1l
just use it for e-mail, is what I first thought. ‘Maybe I'd look through some of the
other databases when I get time."”

Members of the audience nod their heads as Bill speaks.

“But then, slowly, the power of Notes began to take hoid. | discovered that
Notes was more than just electronic mail, more than just forms—it was a place
where you could store knowledge. 1 found myself learning about different
departments and procedures as | looked through the company’s Notes data-
bases. I began following, and eventually participating in, discussions about prod-
ucts. 1 even learned more about our customers!”

“Not long after that, someone showed me how to make my own Notes data-
bases from templates that were already designed by Lotus and our internal
development staff. Almost overnight, 1 began creating Notes databases, solving
problems my company faced in terms of tracking and routing knowledge! I
became more productive personally, and 1 started helping others by sharing
databases I'd created.”

Several members of the group begin to fidget or wince at this point, remem-
bering their own experiences. This was clearly a familiar story 1o them.

“Then, one day,” Bill continued, “I discovered replication.”

A collective groan of recognition emanates from the audience.

“Suddenly, 1 realized that all of the solutions I was building and all of the
knowledge my company was accumulating in Notes didn't have to be kept in

our building. Our employees in the field, our branch offices, even offices we
haven't opened yet could share and add to the knowledge we were collecting!

1 knew I was hooked, but I didn't want to stop!” Bill pauses, and then looks
down at the floor as he continues.

“So, I didn't stop. And it wasn’t long after replication that I started turning to
workflow and dealing with Agents.”

The audience nods appreciatively while Bill speaks.

“Now, not only was knowledge flowing freely throughout the company,
empowering teams and raising overall productivity-it was moving through the
company automatically. Then, recently, 1 found out about InterNotes.”

One overly enthusiastic member of the audience jumps up and shouts
“Amen!” Others in the room turn toward her and smile knowingly. Sheepishly,
she sits down. Bill begins speaking again, clearly working himself into a frenzy.
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“Using Lotus Notes and InterNotes together allowed subsets of the informa-
tion I was sharing company-wide to be shared world-wide using the Internet
and the World Wide Web. Plus, the tremendous resources of the Internet, like
News Discussions and other World Wide Web pages, could be brought into the
company in a controlled environment!”

“Seeing the tremendous difference Notes can make to a company changed
me. People didn’t think 1 was the same person. But I didn't care.” A single tear
rolls down his cheek. Several people in the audience fumble for tissues as the
sound of first one, then several noses blowing fills the room. Bill looks out over
the audience. After regarding them for a moment, he stands up straight and says,
“And I still don't.”

The group gasps and begins trying to interrupt Bill's speech. Bill climbs on
top of the lectern and shouts, “Notes is a powerful tool, and I'm going to make
the whole world understand it! Even if I have to spend five hours a night and
every weekend for the next six months in a hotel room writing a book about
Notes, I will be heard!”

The group surrounds Bill at the podium. As the scene fades, some members
of the group are applauding wildly, while others are reaching to pull him from
the lectern.

About this Book

While I think of myself as (surprise) Bill in the opening story, the scene T've laid
out is obviously fictitious. Well, except for the short, round, hairy (yet handsome)
part. And the laptop in the hotel room thing. And, well, the emotion from the
scene is real, too.

I honestly believe that Notes is a powerful tool, unlike anything else on this
planet. I also believe that learning about it can change not only the way you
work, but the way your company works.

And I'm not alone. According to figures from Lotus, there are over 3 million
Notes users out there as of this writing, and with the introduction of Notes
Release 4, that number is projected to increase to over twenty million by 1997.
That translates into quite a few people like me—Notes administrators, develop-
ers, and evangelists—dedicated to preaching the gospel of Notes.

. Gospel of Notes? Where did that come from? Why do i compare Notes to a
religion and write about it like something you can become addicted to? Well,
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because for some people out there, it is and you can. But it’s not such a bad
religion. And unlike an addiction to say, Twinkies, the only thing being addicted
to Notes increases is your earning power.

Perhaps you've already dealt with someone like me. Someone who almost
seems to explode into your department, bringing you the good news that you're
about to have Notes instalied department-wide, promising you the rewards‘of
client/server architecture, replication, mail-enabling, workflow, and enterprise-
wide data distribution. Of course, these terms are guaranteed to make your eyes
glaze over if you're new to Notes, so you tell yourself, “After they install Notes,
I'll start it up and figure it out.”

Notes was installed. There was a training session. You'd heard so many buzz-
words about Notes before the training started, however, that you decided it was
too complicated for you and you didn’t pay as much attention as you should.

And there you sat. Looking at the workspace, saying to yourself, “Now
what?" Thar's pretty much how it happened the first time 1 did a major Notes
installation. 1 was so concerned with making Notes available to everyone, 1
didn’t work at making Notes usable to everyone. Oh, the installation didn’t fail,
by any stretch of the imagination—those initially perplexed masses that believed
Notes was being inflicted upon them are now some of the most creative Notes
users around. Their company was actually given an award by Lotus in 1995 for
innovation using Notes. It just didn’t go as well as it could have.

So I began concentrating on creating a document that would explain Notes
in easy to understand terms and provide a user with step-by-step examples. It
was my hope that the next time I did an installation, users could take my docu-
ment and learn the basics of Notes and use those basics to begin to explore
more advanced topics.

That document eventually turned into this book, a work modeled after some
of the most successful “Introduction to Notes” classes I've taught. Designed to
provide a working knowledge of Notes after completion, the book builds, chap-
ter by chapter, toward answering three questions:

% What is Notes?

% How are businesses using Notes today?

< How can | use Notes?

Chapters 1 and 2 answer the first two questions, providing you with a definition
of Notes and its concepts followed by a discussion of how businesses are using
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Notes. The remaining chapters are dedicated to the third question. Chapters 3-7
introduce the basics of finding and adding information to Notes, and the remain-
ing chapters build on the more advanced features, including Notes Mail, replica-
tion, using Notes with the Internet, and building your own Notes Databases from
templates.

Here’s a quick chapter-by-chapter breakdown.

Chapter 1 defines Notes, and introduces terms and concepts we'll use
throughout the book including Documents, Views, Navigators, workflow, mail
enabling, replication, Responses, and Notes Clients and Servers.

Chapter 2 reinforces the concepts we discussed in Chapter 1 by discussing
what types of applications Notes is generally used for, as well as providing a real-
life example of how Notes is being used at a software company in North Dakota,

Chapter 3 discusses the Notes Client and its Workspace, explains how to
locate Notes databases and add them to the Workspace, and shows you how to
preview information about each database before opening it.

Chapter 4 covers how to use Views, Navigators, and Folders to locate docu-
ments in a Notes database.

Chapter 5 explains how to add information to a Notes database, expands on
the use of the Access Control List, and introduces the different types of fields
available in Notes.

Chapter 6 explores the possibilities of the Rich Text Field, a special field in
Notes designed to hold just about anything!

Chapter 7 introduces plain-text searching and full-text searching, two power-
ful ways to locate information in a Notes database.

Chapter 8 is dedicated to the concept of replication and putting it into prac-
tice using the Replication Page on the Workspace.

Chapter 9 covers Notes Mail, and explains how your understanding of all of
the previous chapters will make it an extremely powerful tool in your daily life.

Chapter 10 covers Mobile Notes, Lotus collection of tools for using Notes
remotely.

Chapter 11 collects the features of Notes designed to help you work faster
and smarter, including the InterNotes Web Browser, Smartlcons, word process-
ing features in Notes, and Notes Client commands designed to help you main-
tain your databases.

Appendix A covers the appearance of the Notes Client on different operat-
ing systems.
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Appendix B explains how to install the sample applications that are
included with this book.

You'll notice as you read the chapter outline, this book differs from similar
titles in that I spend a great deal of time early on presenting the concepts behind
Notes. I do this because I know that once you have an understanding of replica-
tion, workflow, mail-enabling, and client/server, you'll look at Notes from a
whole new perspective. You'll also be better-equipped to make Notes become
what it's capable of—a tool that makes you more knowledgeable, more produc-
tive, and better equipped to use Notes to solve problems your business faces
wracking information and knowledge.

Because of my emphasis on concepts and building on the basics, this book
can be used for Notes, Notes Desktop, and Lotus Mait users. The sample data-
base that I use in all of the step-by-step exercises can be opened by any of these
applications.

If during your reading your eyes glazed over because I wrote replication,
client/server, and solve problems in the same sentence, please don't put the book
down yet. I promise you, you won't need 4 masters degree in computer science
to read what I've written. 've worked very hard to make the concepts easy to
understand. 1 draw out analogies between these technologies and things you use
every day (like Post-It notes and three-ring binders). 1 make this extra effort
because, as I said earlier, I believe that once you have the concepts that Notes is
built around down pat, learning it will become easier (and much, much more
rewirding).

There are three other things I'd like to mention about this book:

1. I work to keep my writing casual (translated: I try not to sound like a
computer geek).

)

Occasionally, 1 try to interject a bit of humor (although humor is a relative
concept when a computers-geek is trying hard not to sound like one).

3. Lastly, while I try to be casual and humorous, I think that learning is still
the main thing (meaning I try not to be so cute that I'm annoying, and I
provide plenty of hands on exercises for you to follow).

That said, all that's left is to find some subtle way to blurt out “Buy this book,
please!” to keep my publisher happy and to start answering the three questions
I've built the hook around.
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What Is Lotus Notes?

In this Chapter...

In this chapter, I'll provide you with a working definition for Lotus Notes and
introduce several important terms and ideas Notes relies upon along the way,
The material we’'ll cover will include:

% What is Lotus Notes?
% Comparing knowledge to information
% Databases, documents, rich text, and responses
® Folders, navigators, and views
“ Notes Clients and Notes Servers
% The Access Control List (ACL)
% Replication
%+ Mail enabling
% Agenis
+  Workflow
Adobe Exhibit 1014 7
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What is Lotus Notes?

Imagine, as you read these words, someone is being introduced to Notes for the
first time.

This person may be a corporate decision maker evaluating using Notes in
her company or a new employee being given a class on Notes as part of his ori
entation. Regardless of the circumstances, imagine this person asking, “What is
Lotus Notes?”

Now, imagine a second person, responsible for explaining what Notes is,
talking to the first. Maybe he's a member of the 1S department or a trainer. Quite
possibly, she’s a consultant, specifically hired to introduce Notes. Regardless,
picture the second person drawing in a deep breath and saying, ‘ Notes
is...darned hard to explain.”

As someone who has attended (and given) dozens of discussions and
classes on Notes, 1 can tell you from experience that that's a common answer.
It's also a true answer. Notes is hard to explain. Not because the concept of
Notes is complicated. Its main purpose is simply to share knowledge and infor-
mation. The problem is that in being a tool used to share knowledge and infor-
mation, there’s not much that Notes isn't:

% Notes is a database technology.
% It's a workflow engine.

& It's a compound document store.
& 1t's client/server computing.

% It's word processing.

& It's electronic mail.

o

It's enterprise data distribution.

&

It's even a multiplatform integrated development environment.

Frankly, almost all the buzzwords we're accustomed to reading in the computer
press every day apply to Lotus Notes in some fashion.

Consequently, distilling the essence of Notes into a couple of short sen-
tences is a challenge even Lotus faces. As recently as 1993 (several years into the
life of Notes), Lotus was criticized by the computer press for not being able to
define Notes “in 25 words or less.”
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Fortunately, I have the rest of this chapter 1o help you understand what
Lotus Notes is. My approach to defining Notes is to introduce and then build
onto this simple sentence:

Lotus Notes is a tool to collect, organize, and share knowledge and
information.

I'll use the rest of this chapter to expand on what that definition means, word by
word.

Comparing Knowledge to Information

Lotus Notes is a tool to collect, organize, and share KNOWLEDGE and
INFORMATION.

Knowledge, in the context of our definition of Notes, is loosely structured infor-
mation that is difficult to break down into small fields. Take a discussion among
several people at a meeting as an example, While listening to the conversation,
one attendee learns something about the personality of another and perhaps
picks up an insight into that second person's profession. However, another
attendee may learn something completely different from it. You see, she already
knew the part the first person picked up on and was paying attention to some-
thing someone else said. What was learned by each person participating in the
meeting, taken in total, is their knowledge. It can't be collected; it must be
shared. (Meaning that if one person in the room was responsible for writing
down the meeting's minutes, their interpretation of the meeting would be differ-
ent from the person sitting next to them. Everyone must participate in summariz-
ing the meeting to share their knowledge.)

This is very different from data, or information. Information is something that
breaks easily into discrete components. Some examples of information include:

% A spreadsheet of sales figures where everything fits into a row or column

% A database of hardware vendors which contains a collection of short
text and numeric fields for names, addresses, and telephone numbers

Of course, information is still important—you couldn't organize your knowl-
edge without it. (Imagine a library with no card catalog or a list of customer
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likes and dislikes but no customer list!) Like the card catalog in a library,
information in Notes is peripheral to the goal of collecting knowledge.

Databases, Documents, and Responses

Lotus Notes is a tool to COLLECT, organize, and share knowledge and
information.

Databases

Notes collects knowledge by storing it in Databases of Documents. If you aren't
familiar with the term database, imagine a three-ring binder filled with pages (see
Figure 1.1). The binder is the database, and the pages are the Documents con-
tained within it. A three-ring binder lets you remove or add pages to it, or turn to
a specific page and add or erase information. In similar fashion, a Notes Database
allows you to add, remove, navigate, and edit the Documents contained within it.

— ]
Dotabase |0 |=e—n

Figure 1.1 A Documeni in a Notes database can be
compared to a page in a three ring binder.

Documents and Rich Text

Each Notes Do ument is intended to be a combination of information and
knowledge Fields ontan information (text, numbers, and dates) that allow
Documents to be sorted and retrieved later based on common values. Examples
include the Document s creation date and the name of the Document's author. A
spe ially designed Notes field called a rich text field holds knowledge. Rich text
field an ontain text with formatting, sounds, pictures, or even other programs,
making them well suited for containing loosely structured information (see
Figure 1.2}

This brings us to a few questions you're probably asking:

&  How does a Document in Notes translate into a container for a discussion?

& Whats the difference between a Notes Document and a word process-
ing do ument?
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% Doesn't it boil down to one person typing in the meeting’s minutes?

The answer to these questions is this:

What turns Notes into a container for knowledge is the combination of rich
text, the Notes document we've just discussed, and another special type of Notes
Document, called a Response Document.

P s = To store this chart
Noles ’-’ E T inadocumenl,
Database |, prs Notes uses a
R Rich Text field.

Figure 1.2 In a Notes Document, rich text fields
allow you to store formatted text and pictures.

i)

Responses

Response Documents (generally referred to in Notes as Responses) are similar to
standard Notes Documents in that they can combine information and knowledge
using different types of fields. However, Response Documents are special in that
they are designed to be associated with other Notes Documents or Responses in a
parent-child relationship. Borrowing from the binder analogy, vou can think of
Responses as yellow Post-it Notes you might attach to a specific page in the
binder (Figure 1.3).

—

Figure 1.3 Response Documents in Notes are similar
to Post-it Notes on the pages of our binder.

Just as you can have more than one Post-it Note on a page, a Document can
have more than one Response associated with it. Keeping that analogy, a
Response to a Response Document would be similar to a Post-it Note placed on
top of a Post-it Note.

Responses and rich text are the keys that allow Notes to store discussions. A
conversation in a meeting may start with a main subject and follow different
threads based on one or more person’s response. In the same fashion, Notes
databases can store a main topic as a Document with one or more Responses
associated with it and each other.
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Responses also allow the creation of Documents that aren't discussion
related but should be associated with a main topic. For example, imagine a data-
base of magazine articles. Each article is a Document. After creating a magazine
article, Documents containing reference information used in writing the article
are associated with it through Response Documents. Articles based on a single
source will have only one Response associated with them. Articles based on
many sources will have many Responses.

Folders, Navigators, and Views

Lotus Notes is a tool to collect, ORGANIZE, and share knowledge and
information.

This brings us to the next key word in my definition of Notes—the word
organize. Once collected, Notes organizes knowledge by presenting it to the
user in one or more Folders, Views, and/or Navigators. All three items are
similar in Notes, but each is designed to present and group information dif-
ferently.

Navigators and Views are usually developer-defined windows that help you
organize the Documents stored in the database. Views use lines of text grouped
in categories to help you find information, while Navigators often combine text
and images. Going back to our three-ring binder analogy, a View would be simi-
lar to a table of contents or an index that allowed you to organize the informa-
tion on each of the binder's pages concisely. A Navigator might be a map or a
collection of pictures that symbolize the type of data you will see if you select
them.

Figure 1.4 shows a screen shot of one of the sample databases included on
the diskette that accompanies this book. In this illustration, the Navigator is
shown in the leftmost pane of the window, and the View is in the rightmost
pane.

Folders are containers that allow you to collect Documenits from multiple
Views or Navigators into a logical group. In our binder analogy, a Folder might
be thought of as a separate pad where you make a list of page numbers you'll
want to refer to in the future.
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Figure 1.4 An iflustration of a Notes Navigator and a Notes View

The Notes Client and the Notes Server

Lotus Notes is a tool to collect, organize, and SHARE knowledge and
information.

The next key word of our definition, sharing, requires a bit of storytelling before
we expand on it. With that in mind, let's go back to the binder analogy we
introduced when talking about database and take it in two directions—backward
and forward.

Going backward, let's assume that a company maintains a library of three-
ring binders available for check-out by its employees. Each binder contains
something that is knowledge or information oriented within the company
(accounting policies and procedures, leads, or executive memos, for example).
Let's also assume that I am the keeper of this library. The idea behind my library
is not only to create an environment where new employees can learn by read-
ing, but one where more experienced employees learn and teach by adding to
or changing the pages of the binders they check out. Essentially, the library is a
repository of company knowledge.
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This is a great idea, but as the guy who has to keep it all going, I'm telling
you it's hard to put into practice. The first requirement is a physical location for
all of my three-ring binders. That means employees have to come to my library
to get the information they need, Which isn't convenient for anyone. (They have
to make a special trip to get information, and I have to stay close to the library
to check a binder out if someone wants one.)

If an employee in a field office wanis to borrow a binder, I make a copy for
him or send him the original binder. If the employee has a copy and not the
original, 1 must remember to send a set of changes or make a new copy every
time something in the original binder is updated. If I send the original binder, it
can't be updated by any other employees until it is returned.

Nexi, because the company wants employees to add information freely, I'm
constantly updating the tables of contents and indexes to my three-ring binders.
If an employee who is an expert on networking adds comments to three or four
pages, that change must be reflected in the binder's index. I also have to repagi-
nate the books each time to keep the tables of contents up-to-date!

Then, of course, there's the issue of security. While it would be ideal to
keep one binder of memos, some memos are for company officers’ eyes only
and others are sensitive to some employees but not all. Because of this, [ cannot
have one binder of memos. | must have several, organized according to content.
Now whenever an employee adds a memo to a binder, 1 decide if the new doc-
ument is copied to the other memo binders as well.

Lastly, I'm part of a growing company. What happens when we open a branch
office in another location? How am I going to keep the two libraries synchronized?

Obviously, 1 have problems. Can taking the analogy forward and including
Notes help? (We're only in the first chapter, but 1 bet you know the answer to that
question.,)

Instead of using three-ring binders to store knowledge, let's look at using Notes
databases. Since Notes databases are stored on computer disks, I must replace the
library in our analogy with something better suited to providing information that is
stored on a computer to multiple users. This replacement is a Notes Server.

The first thing this changes is how employees access the information (check
out the binders) I have stored in my library. Because I'm using a Notes Server
instead of a physical room, each employee now has direct access to the data-
bases through a Notes Client. The Notes Client is a program installed on each
computer that can use an existing network to connect Notes Servers,

Employees in the field can also access the library (now the Notes Server)
using their computers and a modem.

Figure 1.5 illustrates our new on-line library.
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Notex Clent

Notes Dalabases
+—————— shared from the
Notes Server

Figure 1.5 Notes Clients connect to a Notes Server
by a network or modem and use it to share databases.

Besides providing desktop access to our information, the Notes Server allows
our employees to check out the same binder (open the same daiabase) at the
same time. That means I don’t have to keep multiple copies of each binder
(which means I only have one table of contents and one index to update),
Speaking of tables of contents and indexes, since my binder is a2 Notes database,
I get to replace them with Notes’ Navigators and Views.

As I mentioned earlier, Navigators and Views are windows into the contents
of a Notes database created by the database’s designer. They serve the same
purpose as our index and table of contents, but they go much farther in terms of
functionality. Now my table of contents and index are updated automatically
every time someone adds information to our databases. In addition, I can create
multiple tables of contents, sorted not by page number but by the information
stored in our database’s Documents. For example, along with the traditional
table of contents View, consider a second View called “table of contents, by
author.” This new View could sort every Document in the database by the name
of the person who wrote i, providing a different method of locating specific
information.

The Access Control Ljst (ACL)

You might expect that I'll still have o maintain multiple copies of databases for
information that requires some level of security (such as our executive memo
binder), However, thanks to another feature of Notes called Access Control, that
isn’t the case. Every Notes database I create contains an Access Control List. The
ACL of a Notes database is basically a list of names that the Notes server uses 1o

Feermine, (g BAGHRA ) gocess.
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Because every name in the list is associated with an access level, I can cre-
ate a database that is very specific about who does what with it. For example, 1
may allow some employees to open a database and read information already
published but not to add new information or change what's already in the data-
base. Other employees may have the right to open the database, read or edit
any existing information, and create new Documents. A smaller group of
employees yet again may have the right to do everything we just talked about,
plus create new Views or otherwise change the design of the database.

As the librarian, I'm almost out of a job! Notes is handling everything,.
They'll still need someone to keep the databases synchronized when they open
the branch office in Fargo, won't they?

No, they won't. And the reason is one of the most powerful features of Notes.

Replication

Stepping back for a moment, remember how one of the biggest challenges of
my three-ring binder library was allowing remote employees to have a copy of
each binder and keeping the copy and the original up-to-date? 1 solved this by
converting the library of binders into a Notes server with databases and letting
the remote employees call the server from their computers at home.

This is a big step forward for the remote employee and my library, But
won t the remote employee need to keep an open phone line between his com
puter and the server to see the database or make changes to it? What wiil that
mean if we have 20 or 30 remote employees? That's 4 lot of modems to handle
all the incoming calls and a hefty phone bill.

If only there were 4 way for the remote employees to synchronize their
copies of a database with the copy on the server, some process where only the
information that has changed in one of the copies is transferred to the other,

Of course, you know from those leading sentences, that there is, indeed, a
way The synchronizing process is what Notes calls replication, and, as 1 said
earlier it is one of the most powerful features of Notes. (Il also add that, for my
money, 1t's one of the most amazing )

Here s how it works,

Instead of using copies of the databases from the Notes Server, remote
employees maintain replica The field employees can work with each replica
on their local hard drives without being onnected to the Notes Server. They
add changes, or create new pages just a all the other employees do on the net
work at the office
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Periodically, each remote employee calls the Notes Server and initiates a
replication berween his version of the database and the server's, During this
process, any Documents that the employee has changed are sent to the Notes
Server, and any changes made by the other employees on the network are sent

to the remote employee. Once the replication process is complete, the databases
are mirror images of each other.

Since replication is a process of synchronization, only information that has
changed moves across the network or modem connection. This means an
employee working remotely can use his replica of a database off line all day and
call in to replicate at day's end in a matter of minutes! It zlso means that two or
three modems can take care of 30 employees because each employee needs to
connect only to move the changes in the two databases back and forih.

Figure 1.6 illustrates our library with the concept of replication for our
remote employees.

Dalabase Replicas @

6 Remote Notes Clients can maintain g replica of a Notes Server database and
share information by initiating a replication betiween them

Figure 1.

Gerting back to the branch office in Fargo replication gives me two options:

L I can allow the employees in the Fargo office to dial in to the Notes

Server in the main office and replicate information to their local hard

dnives. This solution will work but its in onvenient for the employees

in the branch office. Whenever one employee makes a change, the

other employee at the remote location have to call and replicate with
€ main server to move the hange to their local hard drives.

1 can set up another Notes server in Fargo, and have the Fargo server call

1‘?;;"‘ main server and replicate. Essentially, this is the same as having two

ibrari : . . . .
ranies that automgyj ally keep the three ting binders in both locations
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up-to-date. Now, all the employees at the Fargo office can share changes
in real-time on their Notes server, while periodic replication with the
main office keeps both branches working with up-to-date information.

1f I'm going to have a number of employees in the branch office, the second
option makes more sense.

So, thanks to Notes databases, Notes SEIvers, and replication, I'm now out
one librarian’s job. (As the company’s new Notes administrator, however, 'm
just geting started.)

Mail Enabling

Up to this point, we've looked at network and/or modem connections and replica-
tion as ways to share information in Notes. Before we move on to the next chap-
ter, let's look at the third way Notes uses 1o share knowledge—mail enabling.

Mail enabling allows Notes Servers to route Documents as messages. (We typi-
cally think of e-mail as a means for people to send messages to other people, but
Notes' mail enabling allows people o send information to databases or people.)

To put this in context, imagine sending a Document you are working on
directly from your desk to a three-ring binder in the library. When the Document
arrives, the table of contents and the index of the binder are automatically
updated. Or imagine telling a three-ring binder in one library to automatically
move or copy some of its pages into a binder at another library whenever a value
on one page changes. As you can imagine, this is a powerful part of Notes.

Agents

Another powerful feature of Notes is the ability to create and run Agents, Agents
are user-created programs that automate or streamline common user processes.
Agents can be simple or complex. A simple Agent might be a single instruction
telling Notes to save a Document whenever 2 button is pressed. A more com-=
plex Agent could be many instructions executing in sequence. These instructions
might create a new Document and automatically fill in some of the Document’s
fields based on who the user is and what she was doing when the Agent was
started. With Notes Release 4, Agents can also include external programs written
in languages such as Visual Basic or C++.
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Agents can be scheduled to run at specific times on a Notes Client or a
Notes Server, or they can be launched by the user on demand.

Workflow

Agents and mail enabling are both powerful tools in their own right. When they
are combined, however, they create an even more powerful tool in Notes called
a Workflow. Workflow is difficult to define for the same reason Notes is difficult
to define—there are so many components that go into a workflow that there's
not much that workflow isn't. To keep things simple, I'm going to go by Lotus’
definition of a workflow for this book:

A workflow is a combination of Notes' features that automate or streamline com-
mon user processes or tasks.

In other words, a workflow is anything that makes knowledge or informa-
tion move more efficiently throughout your organization.

Like Agents, Notes workflows can be extremely simple or very complex.

An example of a simple workflow would be a Notes database that periodi-
cally sends a mail message to a user telling her how many Documents have
been added in the last day that mention her name or the name of a product that
she is researching. In this workflow, an Agent runs automatically on the server,
checking any new Documents for her name or the name of her product. If it
finds new Documents that match the search conditions, it sends the user a mes-
sage using mail enabling. This saves the user from having to open the database
every day to search for new Documents that may interest her.

For a more complex workflow example, imagine that a company using
Notes wants to track its employees’ time cards more effectively. Using Notes,
the company creates a series of time card databases. The first database is
hared by all employees from a public Notes Server. In this database, employ-
€€s can enter their time cards and save them. Once the time card is saved, the
employee is no longer allowed access to it, nor can he see any other employ-

Y
ees’ ime cards because the database's Access Control Lists allows users only
depositor access.

Wlthwe:ki]r?f:oa sup‘oervisor reviews the time-card datab.:lse: If the supervisor agrees

time card g :natlon :n emplo).ree has en.tered o.n his tm.w card, she marks the

that sends pproved. If she d:sagt"ees with the information, she runs an Agent
e employee an electronic memo asking for more information.
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Every night, an Agent that scans the time-card database for Documents
marked approved runs on the Notes Server. If it finds any, it forwards them using
mail-enabling to another time-card database on the accounting department’s
Notes Server. By moving the time cards to another server where only members of
the accounting department have access, the time cards are less likely to be
altered by a supervisor or employee later. Figure 1.7 illustrates this process.

3. An agent runs nightly and moves
approved time cards from the public
database to the database on the

accounting Notes Server.

1. Employees 4. Every pay period, the
fill out accounting depariment runs
electronic a program that moves the
time cards to time cards out of Notes and
be stored in into their accounting system
the public for payroll processing.
::mt:::;d s ‘ 2. A supervisor reviews the
. ) time cards and marks them
approved or requests more
information.

Figure 1.7 Noles uses mail-enabling as the basis for creating a workflotw.

The accounting department uses many different Notes Views in their time-card
database to analyze the information:

& One View displays how many employees worked more than 40 hours
per week.

& Another View sorts the total hours worked from the most to the least.

& A third View displays employees who haven't submitted time cards for
the last pay period.

& On payday, the accounting department runs another Agent that exports
the information in the time-card database into & format that can be read
by the company's accounting software, and payroll checks are generated.
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As you can see, the concept of Agents, Mail Enabling, and Workflow are
extremely powerful extensions to Lotus Notes. As you can also see, my saying
that there’s not much that Notes isn’t may be an understatement!

Summary

Let's summarize what we've discussed so far:

<
<

Lotus Notes is a tool to collect, organize, and share knowledge.

Knowledge is not the same as information or data in that knowledge is
loosely structured and difficult to break into consistent components for
storage and retrieval. Because knowledge is loosely structured, it
depends on information to organize it (similar to a card catalog at a
library).

Notes collects knowledge into Databases of Documents.

Documents are containers designed to combine information and knowl-
edge through the use of text, number, and date fields combined with a
special Notes field called a rich text field.

A rich text field can contain formatted text, graphics, sound, video, or
even other programs.

Response Documents are a special type of Notes Document designed to
be related to other Documents or Responses just as a Post it Note is
related to the sheet of paper it is attached to.

We'll discuss rich text, Documents, and Responses and how they're
used by Notes in greater detail in Chapters 2, 3, and 4.

NOTE

+

Notes organizes information using Navigators, Folders, and Views.

We’ll discuss Folders, Navigators, and Views in greater detail in
Chapter 3,
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& Notes shares information by allowing Notes Clients to share the same
database on a Notes Server. The Notes Clients use Navigators and Views
to locate and work with Documents.

& Notes also shares information through replication, mail enabling, and
workflow.

1. Replication allows multiple replicas, or mirrored copies, of a database
existing in a number of physical locations to synchronize their con-
terits on command.

we'll discuss Replication in exhaustive detail in Chapter 8.

NOTE

2. Mail enabling allows Notes users to exchange electronic mail and
Documents with each other or with Notes databases. It aiso allows
Notes databases to exchange mail and Documents with users or
ather databases.

3. Mail enabling, combined with Agents, creates the basis for Workflow
in Notes.

&  Workflow is defined for this book as any system that helps to move infor-
mation and knowledge throughout an organization through automating or
streamlining user processes or tasks.

We'll discuss e-mail in greater detail in Chapter 9.

NOTE

Adobe Exhibit 1014
Page 042 of 461



Chapter 2

How are Businesses
Using Notes?

In this Chapter...

In this chapter, we'll discuss how businesses are using Lotus Notes to store
knowledge and information, and we’ll cover the five categories that most “out-
of-the-box™ solutions built in Notes fall into. Next, we’ll look at how Notes can
be used to collect information for other applications. At the end of the chapter,
we'll examine how a software company uses Notes combined with the five stan-
dard application types we discussed to create a powerful business solution.

The material we’ll cover will include:

How businesses are using Lotus Notes
Discussion, reference, broadcast, tracking, and workflow applications

Using notes to collect information for other applications

v > P

A real-life example of how Notes is being used

23
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How Businesses Are Using Lotus Notes

We spent a good part of Chapter 1 discussing how Notes is optimized for storing
knowledge because of replication, Documents, Responses, and rich text. Near
the end of the chapter, we also discussed how Notes can use workflow to col-
lect what is essentially data (the time-card example). These types of applications
are the out-of the-box tools Notes provides an organization to solve business
problems, which generally fall into five categories:

4 Discussion applications

& Tracking applications

-
L

Broadcasting applications

Reference applications

&

Workflow approval applications

In the following section, we'll examine each of these application types in greater
detail.

Discussion Applications

Discussion applications are one of the flagship applications of Notes as they
showcase Notes’ strengths. To understand the power of a discussion application,
consider the following information. Every business is the sum of the experience
and knowledge contained in its people. Because of this, it is extremely impor-
tant to an organization to ensure that it creates an environment in which individ-
val knowledge is collected and shared across 2 company or a team. In 2 tradi-
tional setting, this occurs through discussions in person, meetings, by way of
telephone, or through electronic mail (e-mail).

Except for e mail, most of the knowledge transferred in this fashion is rarely
recorded on a computer. It's recorded on whiteboards, tablets, or Post-it Notes.
While having a notepad or collection of papers satisfies individual or small-
group needs, it makes the knowledge obtained difficult to share on a large scale.
As a result, a person with specialized knowledge often answers the same ques-
tion repeatedly as different people arrive at the conclusion that they need 2
given piece of information. Additionally, most of the traditional methods of dis-
cussion (telephone calls, person fo person conversations, or meetings) require
that people be available at the same time. Discussion applications in Notes elim-
inate many of these issues.
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Discussion applications are databases that use Documents to enter main top-
ics and Response Documents to collect individual information or opinions that
should be associated with them.

Discussion applications are the most commonly imitated feature of Notes by
competitors in the workgroup software market. However, no competitor to date
has combined all the following features in their imitation.

Because discussion applications are stored on a Notes Server, topics in a
database are collected and shared by people throughout an organization. New
members o a group can review long-standing discussions before asking ques-
tions to reduce the number of times shared knowledge must be repeated by the
discussion participants.

Security on the server (the Access Control List) can limit the number of people
allowed to participate in a discussion. The ACL can control the discussions a user
can participate in, as well as establish the level at which a user can participate in a
discussion. What this means is that some users can be allowed to create new top-
ics and edit topics posted by others, while another group of users might be
allowed only to read what is being discussed but not add to it or change it

Rich text allows discussion participants to be more appropriately communicate
their information than plain text. As an example, a user wanting to know about a
particular feature of a computer program might include a screen shot of the actual
button or menu command along with his question. Or a discussion participant
who responds to a question might include illustrations explaining the steps
needed to solve a problem,

Finally, replication allows the database to be distributed to many physical
locations and still remain current.

All of these strengths combine to make an application that is effective
because it is unconstrained by time, distance, or software incompatibilities. If a
PErson wants to respond to a question at 3:00 AM using his Macintosh at home
and then replicate his response with an OS/2 server in the morning so that a
coworker using a PC can read it, he can! If someone else takes a two-week
vacation, she can easily catch up on the discussion when she returns because
everything has been stored in a Notes database.

Some examples of discussion applications include:
* New Ideas Discussion. Marketing or product-development departments
can post new ideas or brainstorming topics, and each member of the

group has the opportunity to respond to the idea or provide supporting
information,
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& Project Discussion. Project descriptions are the main Documents, and
informal discussions regarding the project’s scope O Status are entered
as Responses.

4 Executive Discussion. By using Notes’ secufity to restrict access 1O
executive-level employees, the database can serve asa collection of top-
ics and Responses relating to company officers. This type of application
is especially useful to companies in which the senior officers spend a
great deal of time traveling.

& Sales Discussion. A database of sales-related questions or topics and
Responses can be extremely powerful in companies where the sales
force includes remote employees.

& Expert Discussion. Company employees post questions as Documents
to a discussion database that is sowned” by an employee or group of
employees with specialized skills. Answers to each question and sup-
porting information are added as Responses.

Broadcast Applications

Every company has low-priority yet time-sensitive information to share with its
employees (a company picnic, a luncheon seminar, or a memo about parking
lot maintenance, for example). This broadcast information is traditionally stored
on paper and delivered through bulletin board postings, internal mail, or e-mail.
Bulletin boards and internal mail require labor to print, photocopy, and post of
deliver their information.

E mail is effective, but it forces noncritical information into the same mailbox
as urgent messages and requests, often irritating users who receive large amounts
of what they perceive as junk mail. Using Notes o create broadcast applications
provides an alternative delivery method for noncritical, company wide informa-
tion. Stored in public directories and replicated throughout the company's Notes
servers, these databases create an effective one way information flow (from the
sender to the recipients). Because most of the information in a broadcast applica-
tion is read only, Responses are usually not a part of the cdatabase.

Responses could be included however, 10 encourage people to share their
ideas about a given broadcast topic. (A company picnic announcement, for
example, might allow employees to compose 4 Response if they want (0 bring
food items or refreshments.)

Some examples of broadcast applications include:
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% Internal News. Moving company newsletters or departmental updgtes
into broadcast databases can reduce internal photocopying and pritlting
costs, allow information to be delivered faster, and allow the employees
responsible for creating the materials to collaborate. ’

% External News. Storing information obtained from a clipping service or
other outside source (an Internet mailing list, for example) in a broad-
cast database consolidates information and reduces multiple subscrip-
tions to information services or Jists.

4 Personal Announcements. A bgoadcast database that allows anyone
to post information they want anncunced company-wide (weddings,
births, autes for sale) and centralizes this information into a monitored,
non-intrusive, medium.

Reference Applications

As businesses grow and mature, policies, procedures, and knowledge are docu-
mented. Some of this information may be printed as a book (an employee hand-
book, for example). Other information may be stored in a binder (telemarketing
scripts or internal systems documents).

Aside from the obvious cost of maintaining the knowledge on paper (con-
sider changes to an employee handbook after 1,000 copies just came in from the
printer), costs also originate from distribution and creation.

Reference applications are Notes databases designed to support or replace exist-
ing printed reference materials. These databases can reduce the cost of preparation
and distribution dramatically (if you make a change to the employee handbook, for
example, i’s updated company-wide when the next replication occurs). They also
allow collaborative efforts in the creation of the documents. Sharing a Document on
a Notes Server lets Jon enter original content, which can be embellished by Bob.
After Bob finishes, Saily (who spells better than a computer) proofreads the work.
Finally, Bruce (the boss), approves it to be distributed company-wide.

Some examples of reference applications are:

% Business Policies. A Business Policies database could contain travel
and expense guidelines, on-line instructions for filling out company
forms, or a guide to company benetfits.

% Knowledge Bases. Examples of a knowledge base include a database

of answers to commonly asked questions or a comprehensive collection
of information about each of the company’s products,
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4 Document Library. A document library could be a collection of white
papers on technologies used by a manufacturing firm or a collection of
standard contracts at a law firm.

Tracking Applications

All businesses have information that they want to track and update on a daily
basis. It may be a customer base where calls and correspondence to and from
the customer are recorded, a shipping manifest where shipping information is
added daily, or a project-tracking system where hours spent on a given project
are recorded as they are worked. Generally, this kind of information requires
input from multiple sources. Jack in sales may create the original customer docu-
ment. Alice in support, however, will be the one on the phone with the cus-
tomer next week when they discover that “some assembly required” means a
degree in engineering and a six-year-old assistant.

Tracking applications are a challenge to businesses, because tracking different
events usually requires a variety of software packages. (Examples include a net-
work-based contact manager, a shipping-and-receiving program, or a project-man-
agement package.) While Notes isn't suited for real-time tracking applications, its
flexible development structure combined with replication and security makes it 2
powerful tool to apply to a variety of less rapid transaction-oriented situations.

Tracking applications may be Documents alone or a combination of
Documents and Responses. In some cases, a Document may have many differ-
ent types of Responses. For example, a project database where the project infor-
mation is stored in a Document and Responses for entering time spent,
resources required, and project notes are all assoclated with the main Document.

Some examples of tracking applications are:

¢ Employee Tracking and Evaluation. In personnel, a tracking database
can be used to track the interview, hiring, and ongoing performance of
each employee.

& Process Improvement Tracking. In this example, a tracking database
is used 1o record the ongoing status of process improvement initiatives
across the company.

¢ Help Desk or Customer Support Tracking. Companies with tele-
phone support departments Or internal help desks can use Notes {0
track calls. Actions taken to support the Customer may be stored in
Responses or with the main Document.
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# Workflow/Approval Applications. This is a final, important example f
how a business can use Lotus Notes. Workflow Approval applications ar
Notes databases that use background tasks or Notes’ built in mail capabil
ity to route knowledge according to predefined rules. These application
can be complex, such as a “cradle-to grave” human resources system tha
tracks information about each employee in the company and routes infor-
mation based on calendar events or changes in performance to account
ing and select supervisors, They can also be deceptively simple, such as
database that uses a background macro to send out reminders throug
electronic mail.

A Workflow application can be a combination of the other applications we've
discussed to this point. As an example, imagine a Help Desk database (a track-
ing application) at a medium-sized company. The help desk supervisor reviews
the database weekly and uses a specially designed view to determine the five
most frequently asked questions for the week. After he reviews the questions, he
forwards a sample question and answer for each of the top questions to a Help
Desk Top 10 database (a broadcast application). Supervisors in the company use
the Help Desk Top 10 database to look for trends in their departments and to
help identify possible education needs in the company.

5ome other examples of workflow applications include:

& A product-support database where problems and fixes are marked inter
nal use only or public. If a posted problem and fix are marked public,
they are automatically routed to another database. That database, in
turn, is replicated out to customer sites.

¢ A company meeting database that allows employees to enter a meeting
date and time, agenda, and a list of auendees. One day before the meet-
ing, e-mail is sent to all attendees reminding them of the upcoming
event along with the proposed agenda.

Using Notes to Collect Information for
Other Applications

el;"e“ldmg all the examples of standard ways that Notes can be used, it might
. al:\gung to say that, in summary, businesses can (and do) use Lotus Notes
st anyﬂ‘mg——which, based on what we’ve talked about so far, would be
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a reasonable assumption. But there are some applications that Notes, by its
design, does not handle well.

For example, information that requires heavy numerical analysis isn’'t well
served by Notes, nor is data that must be collected and analyzed in real time
(such as a point of sale application that must decrement a master inventory data-
hase when a sale is made). Finally, information that is heavily dependent on
relational linking and joins (accounting data, for example) isn't a strong applica-
tion candidate for Notes.

However, because of replication, workflow, and other Notes features, Notes
is a good method for collecting some of the data we've just discussed, with the
ultimate destination of that data being another application. An example of this
might be using Notes as a4 front end for some modules of an accounting applica-
tion, such as payables management.

In such a scenario, expense reports could originate and move in Notes from
user to user by mail enabling. The reports, when approved, would then be
stored in an accounting package (o be applied to the proper accounts in general
ledger using a third-party tool.

A Real-Life Example of How Lotus Notes
Is Being Used

While the generic examples we've discussed up to this point more than illustrate
the power of Notes 45 4 tool to collect knowledge, 1 can’t help feeling that peo-
ple are bombarded with so many promises about technology today that most of
them have become the “show me” type. Wwith that in mind, this section discusses
how a software company uses Lotus Notes every day and ties the examples
we've just reviewed to a4 business perspective.

Introducing Great Plains Software

Great Plains Software (GPS) is 4 privately owned business headquartered in Fargo,
North Dakota. Since the company began in 1981, the employees who comprise
Great Plains have worked to fulfill a mission that is focused sharply on the people
and businesses they serve to improve the life and business success of partners
and customers by providing superior accounting software, services, and tools.

Great Plains fulfills this mission by being 2 leading developer of accounting
and financial management software. The company offers solutions ranging from
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integrated software for small businesses to powerful client/server applicatipns
for midrange corporations. Great Plains products include Great Plains Profit,
Great Plains Accounting, Dynamics LAN, Dynamics C $+ and Dexterity, the
development environment used to create Dynamics products. ’

In addition to being a technology leader in the accounting software industry,
Great Plains is also an innovative place 10 work. The company’s steadfast devo-
tion to its mission has made Great Plains a featured company in Jerry Jasinowski
and Robert Hamrin’s best-seller, Making it in America, Proven Paths to Success
from 50 Top Companies. Meanwhile, the employee’s shared values and relentless
pursuit of their dreams has also resulted in Great Plains being featured in Robert
Levering and Milton Moskowitz’s best selling book, The 100 Best Companies to
Work for in America.

And, of course, standing next 1o Great Plains’ support, service, and attitude
are its products. Throughout its history, the company has won dozens of
awards, including Editor’s Choice Awards from PC Magazine and Mac Week for
its Great Plains Accounting, Profit, and Dynamics products, and Best in Products,
Support, and Overall distinction from VARBusiness. Of special interest to readers
of this book is the Partner Beacon Award, given to Great Plains by Lotus
Development Corporation in 1993 for the “Most Innovative Vertical Solution”
(GPS’ Integration Manager for Lotus Notes).

How Great Plains Software is Using Lotus Notes

As you might gather from the last section, Great Plains Software is strongly com-
mitted to the success of its partners and customers. That commitment, combined
with the belief that continuous learning and process improvement are a key to
the success of any business today, creates an ongoing challenge for the men and
women of Great Plains—how can they transfer the knowledge accumulated
through the design, creation, and support of their products to partners and cus-
tomers in a timely and efficient manner?

The answer is PlainsOnline; a set of Lotus Notes databases designed by
Great Plains’ Information Services Team to allow Great Plains and its partners to
share up-to-date information by way of CompuServe’s Enterprise Connect
Service and AT&T's Network Notes.

When talking about PlainsOnline, there are two components I'd like to discuss:

1. The technical implementation (because it simply wouldn’'t be possible
without Notes)
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2. The types of applications that comprise the PlainsOnline solution

Because I'm a computer geek at heart, Il begin with the technical details. If you
don't want to consider the technical implementation yet, I'll suggest that you skip to
the section titled "Dynamics, Dexterity, Great Plains Accounting, and PlainsOnline
Discussion Databases,” and continue 10 the summary. When you reach the sum-
mary, consider coming back to this section and giving the technical stuff a ury.

That said, let's consider the physical tools needed to share information
between a company and its Partners using Lotus Notes. Figure 2.1 illustrates
how PlainsOnline connects GPS and its network of partners.

Figure 2.1 A conceptual view of how PlainsOnline
connects Great Plains Software and ils partners.
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Using Figure 2.1 to map the flow of information from GPS to its customers and
partners:

1. Information and knowledge move from GPS' internal Notes Servers to
the external Notes Server via replication and workflow.

2. The GPS external Notes Server connects to CompuServe and AT&T peri-
adically to update replicas maintained by each service provider,

3. Once CompuServe’s and AT&T's databases are updated, customers and
partners can connect and replicate it to their own Notes Servers or
Notes Clients,

This arrangement allows GPS and its partners access to the knowledge and
information GPS wants to share regardiess of the size of their organijzation, 24
hours a day. The one person consulting business can use a single Notes client to
connect and replicate, while larger organizations already using Notes internally
can connect their servers to CompuServe or AT&T directly and replicate auto-
matically. Along with replication, both CompuServe and AT&T allow Notes users
connected to their system to transfer e-mail via Notes to any other user or server
on their networks.

Notes users can also send and receive e-mail through CompuServe’s
and AT&T's gateways to the Internet, MCI mail, and dozens of other

systems.
NOT

Another thing to point out is that since AT&T and CompuServe are providing the
connection, replication, and mail transfer services, Great Plains has the advan-
tage of thousands of local access telephone numbers to its information around
the world, as wel as a solution that can be scaled to thousands of customers
and partners, All things considered, the CompuServe and AT&T networks repre-
Sent a very powerfu| Wiy to move knowledge and information, which leads us
to wonder what kind of knowledge and information Great Plains is sharing,

DY{lamics, Dexterity, Great Plains Accounting, and
lainsOnline Discussion Databases

The . . . .
o Se.databases allow partners to communicate with Great Plains and with each
er .
N a discussion forma, Examples of how partners and customers use them

inc] . .
Ude posting 4 topic designed to seek out other partners with experience
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approaching a particular problem, responding to a question posted by GPS (o
provide feedback about one of Great Plains’ products, and participating in a dis
cussion thread designed to help Great Plains set the direction for PlainsOnline in
the future.

These discussion databases offer many advantages:

1. Since the conversations between partners, CUstOmers, and Great Plains
are saved in the database, new users can review the database to see
what issues have already been discussed and resolved before they post
a question.

2 Because the database i open io virtually thou ands of experts on Great
Plains products, the amount of knowledge that can be applied to a prob
lem or question posted is the sum of the pardcipants This means that
useful Responses can be given to almost any question that can be asked.

Developer Links and PlainsOnline Address Database

The Developer Links and Plain Online Address databases are reference applica
tions Developer Link ontains information about all of Great Plains’ parners
that an be filtered through a number of views, n luding views by geography,
by product line, or by the type of service offered. Once a user locates a part
ner or customer she wishes to ommuni ate with, she can use the physical
address and telephone number in the Developer Links database to gather more
information or use the PlainsOnline Address datahase to look up an e-mail
address to request information electronically.

The Developer Links and PlainsOnline Address database offer the following
advantages:

1. Replication allows information to stay up-to-date throughout the com-
munity of partners. Changing an address or a telephone in one place
ensures that it will, over time, be updated in all locations.

2. Views and powerful search capabilities within Notes make it easy to
locate Partners based on very specific criteria. For example, using full-
text searching (which we'll discuss in depth in Chapter 6), a user can
look for a partner located in Texas that has a point-of-sale application
developed in Dexterity.
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The Partner Source Database

The Partner Source is an example of a broadcast application in Notes. It is
designed to provide up-to-date information about Great Plains’ products, strategy,
and direction. Some examples of the information you might find in the Partner
Source include class schedules for Great Plains University, competitive informa-
tion, a copy of Great Plains' Schedule (a schedule for product releases over the
next year) and the Strategy (a Document detailing future product directions).

Advantages offered by the Partner Source include:

1. Rich text fields allow the Partner Source to include graphics and format-
ting, making information easier to present and read (some files are dis-
tributed in Adobe Acrobar's PDF format, for example).

2. Replication ensures timely information is delivered throughout the
Partner community.

The PlainsOnline Support Database

The PlainsOnline support database is an internal tracking application designed
to collect information about partner calls to Great Plains for support. When a
new support request is received, information about the partner calling is auto-
matically filled in from the PlainsOnline Address book.

By collecting information into a single database shared from a Notes Server,
support personnel can use the database as a reference for troubleshooting prob-
lems, and management can have a comprehensive view of the types of calls
being placed for support.

The Dynamics and Dexterity TechKnowledge Databases

The Dynamics and Dexterity TechKnowledge databases are used by partners as
reference guides to problems reported by customers to Great Plains Support
3.10113 with solutions, I didn't include these two databases in our previous discus-
slon of reference applications because they are also excellent examples of a
workflow approval application.

bcl)n Great Plains internal Notes network, support personnel compose a new

o) .

¥7he DEIWSOIUUOn Document for the TechKnowledge database based on new calls.
Ocument is routed to the support person’s supervisor, where it verified for
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accuracy. From there, the Document travels to the Design and Documentation
group where it is edited to ensure that it communicates the problem and solution
effectively. Finally, the Document is moved to the external Notes Server at Great
Plains to be replicated to the CompuServe and AT&T networks.

In Summary

While Notes isn't the ideal development environment for every application a
business may use to solve problems, it is uniquely suited to five distinct classes
of applications:

% Discussion Applications. Applications that take advantage of Response
Documents to create links between main ideas and supporting information.

#* Broadcast Applications. Applications that take advantage of rich text
and replication to ensure timely, easy-to-read information is distributed.

% Reference Applications. Applications that take advantage of rich text,
Views, and Notes’' powerful search capabilities to make knowledge
accessible.

% Tracking Applications. Applications that are generally combined with
workflow to create automatic solutions to common business problems.

¢ Workflow/Approval. Any combination of the first four applications
that automate the flow of information or knowledge throughout an
organization.

In cases where Notes isn't the proper tool to store information, its replication
and mail-enabled features may still make it an innovative way to collect informa-
tion to be passed to anotherapplication.

Businesses that recognize Notes' strengths can create powerful tools in Notes
that improve processes, streamline information, and increase the overall level of
knowledge within an organization. Also, as you've seen from PlainsOnline, those
benefits can extend beyond the organization to an entire industry.
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Chapter 3

Using Notes to Locate
Databases

In this Chapter...

In this chapter, we'll discuss different elements of the Notes Client and illustrate
how you can use them to locate databases on Notes Servers or on your local
hard drive. We'll also work through the first of many step-by-step exercises
designed for you to follow at your computer.

The topics we’ll cover include:

Exploring the Notes Client

Exploring the Notes Workspace

Finding out information about a Notes database
Adding a Notes database to the Workspace as an icon
About Documents and Using Documents

Taking what we've learned step-by-step (Exercise 3.1)

LR K 2 2R 4
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Before We Begin

1.

~

I'm assuming in this and all subsequent chapters that you have Nates or
Notes Desktop installed on your computer. If you do not have one of
these packages installed, please refer to the installation instructions pro-
vided by Lotus or contact your company's Notes or e-mail administrator.

In addition to having one of the three versions of Notes installed on
your computer, you will need the databases included with this book
installed to follow the hands-on examples. If these databases are not
already installed, please refer to the appendix in this book titled
“Installing the Sample Applications that Ship with this Book.”

Since Notes is a multiplatform tool (versions for Windows/NT/95, O5/2,
Macintosh, Mac OS, and several flavors of UNIX exist as of this writing),
and because the very nature of Notes makes it different things to differ-
ent people, discrepancies will exist between your computer’s screen and
many of the illustrations presented here. As a point of reference, these
iflustrations were collected using Windows 95 and a beta copy of Notes,
Release 4. If you are not familiar with Windows 95, you can use the
appendix to this book entitled “The Appearance of the Notes Client on
Different Operating Systems” to help translate elements of these screen
shots to your own operating system.

In addition to using screen shots from Windows 95, 1 use keyboard and
mouse sequences based on Windows/NT/95. While these key
sequences work on many platforms the Notes Client runs on (for exam-
ple, the key sequence Alt+F opens the File menu on all versions of
Windows, OS 2, and most UNIX platforms), you may have to substitute
different keyboard or mouse commands for your operating system (such
as Command+F for the Macintosh or Mac OS).

I1d like to take a moment to clarify how I use certain terms in the step-
by step exercises:

% Selecting 2 menu item or Notes element means clicking the object
one time with the left mouse button.

% Highlighting means using the mouse to click and drag over a
obiject or range of objects so that they are “selected.”

% Right clicking means clicking once on an object with the rig t
mouse button.
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For example, the following sentence:

“Highlight the phrase ‘Notes is neat’ and select Text, Text Properties...
from the main menu or right-click on the selected text and choose
Properties... from the pop-up menu”

would mean place the mouse cursor before the word Notes, click and drag the
mouse cursor over the sentence ‘Notes is neat,’ and then click once with the
mouse button on the menu choice Text, followed by one click on the command
Text Properties...; or after highlighting the text, click the right mouse button once
on the area you just highlighted and choose Properties from the pop-up menu.

6. At the time this book went to press, the Final Customer Ship of Notes,
Release 4 was not available. While great effort has been made 1o ensure
that screen shots and information in this book is as accurate as possible,
discrepancies may exist between the illustrations presented here and the
actual screens on your computer,

Finally, I'd like to explain how this book uses the following three symbols:

This symbol is used to call attention to information that can help you
\‘ avoid losing or damaging your data.

WARNING
This symbol is used to give a paragraph special importance. The infor-
mation next to it may be about a particularly useful feature, an impor-
- tant concept, or a special condition of which you should be aware.
NOT
This symbol is used to call attention to information that will help you
perform an action more quickly, such as a keyboard shortcut or user
suggestion.
SHORTCUT

Exploring the Notes Client

In the first two chapters you were introduced to Notes on a conceptual level,
Now it’s time to meet Notes “face to workspace.”
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Start Notes by selecting the Notes icon and pressing Enter or by double
clicking the Notes icon on your desktop. After launching Notes, you will see a
screen similar to the one in Figure 3.1.

Title Bar Maximize/Restore
Control Notes Client Minimize Close
Menu Menu
e E& Yow Dede e
Icons representing
different Notes ﬁ .
databases are . Depatits Ak Z Tesch 1;:
arranged on tabbed vl Bovk,on Book et Descutmon on

Workspace 'pages.’

Figure 3.1 The Lotus Notes Client

As you an see from Figure 3.1, the main Notes application consists of many ele
ments There is a Notes Client window with its associated controls (menu, title
bar, border etc.) and a child window within it called the Workspace.

Elements of the Notes Client We’ll Discuss
in Later Chapters

The Notes Client is a busy place. There are many buttons and beveled surfaces
begging you to click them with the mouse or to otherwise activate them.
Throughout this book, we will explore the entire Notes Client. To begin, how
ever, we re going to confine our exploration primarily to the Workspace.

For the urious, impatient, or those readers who are just plain addicted to
mousing around, Figure 3.2 details other elements of the Notes Client. The para
graphs following the illustration dis uss what the elements labeled are and when

we will over them in this book
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Smartlcans The Replication page
on the Workspace

Different paris of the Notes Client Status Bar

Figure 3.2 Areas of the Notes Client we'll discuss in later chapters.

Smartlcons are used by Lotus to create user-defined shortcuts for commonly
used menu commands (such as File, Database, Open... or File, Exit Notes).
We'll discuss Smartlcons extensively in Chapter 11,

The tabbed page on the Workspace labeled Replicator is used to manage
database replication, which we discussed earlier and will discuss again in greater
detail in Chapter 8.

The additional information areas on the Notes Client status bar will also be
covered throughout the book, based on the focus of the chapter.

Exploring the Notes Workspace

The Workspace is where most of your interaction with Notes will occur. Its
interface is designed to mimic tabbed pages that move to the front of the
Workspace window when you click on them (drawing on the metaphor of
opening 4 tabbed page in a datebook or binder). Database icons are stored on
these tabbed pages, giving you a way to organize your information.
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Ee R Mew Deste Window b

-
0
7
DomarisAdden Taach
On the Workspace, each iyt Bt oty %
icon represents a different
Notes database. Double-
clicking each icon opens
ils Database window.

Figure 3.3 Databases are represented on the Notes Workspace by icons.

You can move database icons on a Workspace page by clicking and dragging
them from their current location to another area on the page. You can also move
database icons to a different Workspace page by clicking and dragging them from
their current location to the tab of the page where you want the database to go.

As you an see from Figures 3.1 and 3.3, each tabbed page can have a text
label. What isn t illustrated by the two figures is the fact that you can also make
each tab on the workspace a different olor, You can change the text or color of
a tab using any of the following action

% double-click the tab you wish to customize,
% select the tab with the mouse or arrow keys and press Enter,

% click the tab once with the mouse, then click the right mouse buiton
over the Workspace and choo e Workspace Properties... from the
pop-up menu.

Any of these action will cause the dialog box shown 1n Figure 3 4 to appear.

After selecting the Tabs page of the dialog box, information you type in the
text box will appear on the tab, and the color you select from the drop down list
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will become the tab's color when it is not the currently active page. After you
have made the desired changes, close the Workspace Properties dialog box by
clicking on the Control Menu icon in the upper-left corner of the dialog box
and selecting Close or by pressing Alt+F4 on the keyboard.

Of course, some of you won't close the Workspace Page Name dialog box
until you click on the other tab in the dialog box—the one with an icon that
looks like a lowercase { inside a circle. That dialog page is an information page,
providing you with additional information and options for the Workspace that
we'll discuss in Chapter 11.

& Fropetics for:
Tabs \ €0
Workspace page name:

Workspace x| E!E

T

Figure 3.4 Use the Workspace Page Name dialog box to customize Workspace pages.

Adding and Removing Workspace Pages

You can add and remove tabbed pages from the Workspace by right-clicking on
the Workspace and selecting Create Workspace Page... from the pop-up menu
or by selecting Create, Workspace Page... from the Notes Client menu (see
Figure 3.5),

This will cause a new tab to be added to the left of the currently selected
Page (see Figure 3.6). You can have up to 32 tabbed pages on the Workspace in
Notes, Release 4.
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o Ed Yiw Widow Help
'

Bl Ktowla on " Fronie's Addhass 1 20ch yursol.
X Bock on Dieusson on
MeotesR4-95 Notas54-95 Book onLocel Local

M2 Callhas finished ™N 5

Figure 3.5 Adding a Workspace page using the Create, Workspace... command,

Wndow  Heb

M2 Cal has finished ™N b

Figure 3.6 A new tabbed page on the Workspace.
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To delete tabs from the Workspace, select the page you want to remove and
right-click on it. Select Remove Workspace page from the pop-up menu.

There is no Unde command for a deleted Workspace page. Be sure
you want to remove it before answering yes to the prompt shown in

Figure 3.7
WARNING

Figure 3.7 You will be prompted before Notes deletes
any tabbed pages from your Workspace.

You can also delete a tab from the Workspace by selecting it and
t pressing the Delete key.

SHORTCUT

Changing the Texture of the Workspace

If you have a monitor that can display 256 colors and would like to “texturize” your
Workspace, you can do so in Notes by selecting File, Tools, User Preferences...
from the Notes Client menu to open the Preferences dialog box (see Figure 3.8).

From this dialog box, select Textured Workspace from the Advanced
Options list to change the Workspace’s appearance to be similar to Figure 3.9,

Using the Workspace to Organize Your Information

There are a number of approaches to using the Workspace's tabbed pages. For
example, one user, wanting to organize databases by department, may label the
first tab Administration, the second tab Executive, the third tab Accounting,
and so forth. Another user may use tabs to organize databases by how fre-
quently he or she feels they need to be checked for new information, creating
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one tab called Daily, another called Weekly, a third called Biweekly, and so
forth. A third user may organize databases by their location, labeling each tab
with the name of the Notes Server where the databases on that page reside.

If you're new to Notes, you're probably not sure how you want to organize
your databases yet. As you begin to use Notes in your daily life, however, you |l
appreciate the ability to customize the Workspace to suit your needs.

Startup pphons:
4 I Seanforuesad ™ Epatle schaduled local agents
Bas I~ Erompt for location I™ Enaffie local ground indexing
Local getabase iolder.
[dAnotesidrdata
Intemational Loek ID after | rirwtes of inactivity
. Emvply Trazh!
I Prompt me dung database close _:ﬂ Useed -
Mak Advanced oplions. )
Hake Intemet UALs [hitp:/  }into Hotspols -
v Tedured Wokspace _F
v Keep Wokspace in back when maxmized
Paits Monechiome display -

[ox ] coea | ne

Figure 3.8 The Preferences dialog box,

Ed  ww [odn  odow Hib
.
.

BllFidde on
Noles 495

Figure 3.9 A textured Workspace.
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Locating Databases

As 1 mentioned in the preceding section, the primary purpose of the Workspace is
to organize Notes databases and to help manage replication, Notes organizes data-
bases by using an icon to represent each different database you work with, as
shown in Figure 3.3. When you're just getting started with Notes, your Workspace
will not contain many icons. You can be sure, however, that regardless of the
number of icons you currently have, there are more databases “out there” than
you see on your Workspace. In this section, we'll discuss how to find them,

To locate new databases, use the File, Database, Open... command on the
Notes Client menu, or press Ctrl+O while the Workspace is the currently active
window. This command will open a dialog box similar to the one in Figure 3.10.

Server. Done

= e

Database

e |

. o |
About...

L

TYLNATYLNDISCNSF Blowse...

Figure 3.10 The Open Database diaiog box

This dialog box allows you to search for Notes databases on your local hard drive
and any Notes servers to which you are connected. These servers and the word
Local (representing your hard drive) will appear in the Server drop-down list.

Selecting Local or the name of a Notes Server in the Server list will connect
your Notes Client with the desired location and fill the Database list with the
names of any Notes databases or folders you can open for that location. You
may be prompted for a password at this point.

Once you have established where you want to look for Notes databases, use
the Database list portion of the Open Database dialog box or the Filename text
box 10 begin your search. Each Notes database has a title (a descriptive name up
10 25 characters), and a filename (the name that the operating system the Notes
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Client or Server is running on uses to identify that particular database.) The
Database list portion of the Open Database dialog box displays each database’s
title. When you select a database in the list, you will see the filename of the
database displayed in the Filename text box.

Databases may also be stored in subdirectories on your Local drive or subdi-
rectories on a Notes Server. As you can see in Figure 3.10, the Windows 95 ver-
sion of Notes represents subdirectories with a folder icon and databases with an
icon that looks like a book or binder. Double-clicking a subdirectory will fill the
Database list portion of the Open Database dialog box with the names of any
databases or additional folders it contains. To move up one folder or subdirec-
tory, click on the up-arrow icon.

In addition to double-clicking the location, subdirectory, or up-arrow icon to
navigate, you can also select any of those items by clicking them once and
pressing Enter or clicking the Open button. Don’t open any databases yet,
though—there are still a couple of things I'd like to discuss with you regarding
the Open Database dialog box.

You can use the Browse button on the Open Database dialog box to search
for databases, similar to the way you might search for files in other applications
such as a word processor or spreadsheet (see Figure 3.11).

Choose a Notes database or template Hle: Ki E3
Lookjr  [S3 date ] £
odem log
Tyin migrate
T LNDI Ch names
w2 teadme
helpadmn sivinst
heipltd wikinst

Fiepame || | e I

Files of ype: [Noles Database Files ;I Cancel

Figure 3.11 Scarching for databases using
the Browse butlon on the Open Database dialog box.
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Finding out Information about a Database before
Adding it to Your Workspace

when you're dealing with a large number of servers and databases, sometimes it
is difficult to tell if a database is the one you want to use from its title alone. To
find out more about a database before opening it or adding it to your
workspace, select it and click the About... button in the Open Database dialog
box to see a brief de cription of the database.

The About... button gets its information from an optional document avail-
able to the database designer or manager called an About document. 1 use the
term optional becau e while every Notes database can contain an About docu-
ment, that option may not have been exercised by the designer of the database
you are looking at. If there is an About document, it will appear in a dialog box
similar to Figure 3.12.

{Close tbis window to view the ot base. -

About Discussion

B

A wotkgioup can use this database to shate their thoughls and ideas. Almost any group
that has information to share amang its members can use a discussion database, An
engineering group can discuss the products they are designing. An advertising agency can
discuss the ad campaigns they are developing. A special interest group can share ideas and
opinians on ther common interests -

What does thiz database do?

Figure 3.12 Clicking theAbout... button in the Open Database dialog box
may provide you with information about a database before you open it.

if there is no About document for the database you are locking at when you
click the About... button, you will see a dialog box similar to Figure 3.13.
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& NoHeln  documentis avallabla'for this

=]

Figure 3.13 If you clich the About... button and the selected database
does not contain an About document, you will see this message.

It is also possible that you could click the About... button for a selected data-
base and see a message like the one in Figure 3.14.

& You are not autherized to access that

oK

Figure 3.14 If you are not in a Database's Access Control List, you will see this message.

If you see the You are not authorized...” message, it is because you are not
listed in the selected database’s Access Control List (ACL). As you remember
from Chapter 1, the Access Control List determines who can do what with a spe-
cific database. To be given access, you must contact the database’s manager and
ask to be added to the database’s ACL.

Adding the Database to the Workspace

Once you have selected a server, reviewed the list of databases, and selected one
you would like to look at, you can add the database to your Workspace by mak-
ing sure it is selected in the Open Database dialog box and clicking the Add Icon
button. This will create an icon representing the database on your Workspace. The
Open Database dialog box will remain open, allowing you to navigate to another
server or to make another selection from your current location.
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Opening the Database

After you have finished adding all the databases you want to have on your
workspace, close the Open Database dialog box by clicking the Done button.
You can then open a database by double-clicking on the icon representing it or
by highlighting its icon using the arrow keys and pressing Enter.

If you're going to add one database to your Workspace and open it
immediately, you can save a few steps by clicking the Open button
while the database is selected in the Open Database dialog box.
SHORTCUT  Clicking this button is the same as selecting the database from the
Open Database dialog box, clicking the Add Icon button, closing the
Open Database dialog box, and double-clicking on the new icon.

About Documents and Using Documents

So far, you've started Notes, looked at the Workspace, and learned how to add
an icon to the Workspace using the File, Database, Open... command and the
Open Database dialog box. Now that you've added a database to your
Workspace and opened it for the first time, what do you do with it?

One of the first things to do is to see how the database’s designer envisioned
the database being used when it was created. How do we do that? We look for
two special documents that are part of every Notes database: an About document
(which we discussed earlier) and a Using document. Going back to our three-ring
binder analogy from Chapter 1, the About document and the Using document are
similar to two pages added to the binder that tell you a little bit about the binder
(why it was created, who the intended audience is, etc.) and how you can use
the binder to find or add information (“If you add a page to this binder, be sure
to include the following information on every page...,” for example).

In addition to being available from the Open Database dialog box, the
About document appears the first time a database you have added to your
Workspace is opened. If you have been following along on your computer as
you have been reading, you probably have the About document for a database
on your screen right now. If that’s the case, press the Esc key to close the About
document and keep pressing the Esc key until you are back at the Workspace.
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Anather way to see the About or the Using document is to select a database
from the Workspace (click on it once using the mouse or select it using the
Arrow keys), then choosing Help, About This Database or Help, Using This
Database from the main menu (see Figure 3.15).

wdo Me Ft
A M Findw
s Thie Ot

. on )

N 5 N Book on

Figure 3.15 You can see the About and Using
documents using commands from the Help menu.

called the Database Catalog. The Database Catalog is a Notes data-
base that is maintained by one or more Notes Servers and is updated
nightly. It contains a list of all databases on the Notes Servers in your
domain (a term you can find in the glossary of this book), their loca-
tions, and a copy of each database’s About document. It also contains
the names of people or groups that have manager access to a Notes
database (so if you aren’t in the Access Control List for a database,
you can find out whom you need to contact to ask for access). Since
we're just getting started with locating databases in this chapter, we
won’t look at the database catalog in the following exercise, but you
might want to remember it’s there for future reference.

' You can also see the About document in a special Notes database
N4
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Taking What We've LearnedbStep-by-Step
(Exercise 3.1)

To summarize what we've covered so far, here s a step-by-step example for
adding & Notes database to your Workspace and reading the About document.
To complete thi exercise, you should have the sample databases that were
included with this book installed on your computer. If you do not have these
databases installed, please refer to the appendix in this book titled “Installing the
Sample Applications that Ship with this Book before continuing.

Step 1

Select the File, Database, Open... command from the Notes Client menu, or
activate the Open Database dialog box by pressing Ctrl+O (see Figure 3.16).

[ W L
ophcation »
H 4 N
How. CubN
Tool
Ejgt Hotes

Figure 3.16 Using the File, Database, Open... command

Step 2

Select Local Servers from the drop down list (see Figure 3.17).
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Done
Belp
GPSPaitnerl /Pailnet/GPS
Notes R4 95/Catalyst/US :
_I:l°the|, I - Addleon
& Noles Admuustration Help
& Motes Help Lile About
> Notes Log (Bill Kreisle/Catalyst
& Server Install Gude
]canlopennsl By

Figure 3.17 Selecting Local means opening a database from your local disk drive.

Step 3

Select the TYLN subdirectory (click on it once with the mouse) from the list box
in the Database list and click the Open button, or double-click the TYLN subdi-

rectory (see Figure 3.18).

Server: Done

Local
Help
Databass;
€ Hotes Log (Bill Kieisle/Catalyst ﬂpen
< Servernstall Guide
€ Test Buld Release Notas

© Workstation Instal Guide
modems

w32
Edename:
ITYLN

Browsse...

Figure 3.18 Opening the TYLN subdircctory.

Step 4

Select the database called teach yourself... Discussion and click the Open button

(see Figure 3,19,

Adobe Exhibit 1014
Page 074 of 461



Chapter 3 Using Noles to Locate Databases % 95

Setver Dona
Local -
_ e |

Database

e [ ]
L. Add fcon

About...

TYLNATYLNDISC. NSF Browse...

Figure 3.19 Seclecting theteach yourself... Discussion
database from the TYLN subdirectory on your local disk drive

The database is added to the current page of your Workspace, and since this is
the first time you've opened the database, the About document is automatically
displayed. Note that the About document is a Rich Text document, combining
fonts and graphics (see Figure 3.20).

L] Doain Héo

&

{Cloue tin window to view the tsiebsse )

About Discussion

What does Ihis dalabate da?

A wokgoup can use ths databate 10 thaie thex thoughls and ideat. Almost any group that hat nformation lo thare
:lnmilmbec can use a discussion dalahase. mwmmmm.hmsmnmm

agency an discuss the ad they are o g A special nterest gioup can thare ideas and
opruons on thew common rtoest

TngelHstedauumumbhumaulw;hhwmludmmwlmwuhmhwe
conbibuled Ths  particularl uselul for new member of a workgroup whe need Lo come LD 10 tpeed on the inporlant

::;:.Mhpu wokngon. The hestory of discuspion sbout these  suet is dn the group’s &

Autel can slsotake a more acive tole n the o by g hut own Io othery’ and
Ey prosiortmg ntw ian lopcs lor discusson.

You can thrk of a discutsion database 8 an wicrmal meeting place, where the members of & can thare
idaas and comment maﬂmmmmdhmﬁmﬁmhmmghﬂelnwuﬂw
vouce iz own H undke & | da nat have lo be inthe same room at the
2ame e (o share il People can particp v&mdnmuutlu&mlodﬂnwbemeluaasylm
then tor share niormation, they vl do sa.

Figure 3.20 The About document for the teach yourself.. Discussion database.
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Step 5

After you have finished reading the About Document, close it by pressing the
Esc key or by selecting File, Close from the Notes Client menu. You will see
the teach yourself... Discussion database’s default View (see Figure 3.21). We'll
discuss Views in the next chapter.

: ¢
Edl Yiew Lrems
IR T e, o ow
Add Corilion  Search - . 3_!]
Navigatx | Sladudl—'ddm l ) NmeTeue ; Hwome B Hmloﬂem
ﬂ ADDocumerts Dm v _opic =
¥ & Folders andViews o 07723795 ¥ What Kind of Infrmation Cen | Find in This Databate? [Greg Schweariz, ©
3 My Favonts Docu response} Y j
Q, Aschive Logs * wNYE Evesplhang! (B Fieszle)
Q, 8y Calegory * 07/23/95 ¥ What se "Popupt 7" [Stephen Whitsket, 1 tesponse) . o
Q By Auha & 072395 Popups ave messages you can meke appeas whenever 8 user cicka.q
? A”f*’ - % 07/23/95 ¥ \Why Ak This Tak About Compuders... [Virginia Huebrey, 4 responses) '.
b L Dewgn * 0725 ¥ OK Howsbou Rum Caha? (Susan Kieiske, 3 responzes) e
* 305 W For bett resis, | 1ake & syringe and ., (B Fueitks, llewe
L E 09/08/95 Geez, why donl pou pust.. [Shavm Wical]
* 03/08/95 Gotta tell you.., I've tried this recipe and t's DELICIOUS| [Pau: I
% W'Ma\yblndywemnhsmylﬂ:mmwuslldﬂ? [5mw5nﬁu1“"
1aspon o
-1
* 890995 A Bref Hittoty of Moles (Codected liom the Press) (B Fuende] %, 7
' x 0910/%  ‘Woud Proceseng in Notes (Bl Feisla) l
* 09/13/25  About File Attachments (8 Fietle]
* 09/15/%5  About Tables [Bill Kieitls] ,
* D16/ About Butlons (B Fisisie] =]

- TYLN -

Figure 3.21 The teach yourself Discussion database’s default View

Step 6

Sele t Help, Using This Database from the main menu to open the teach your
self Di u iondatabases sing document (see Figure 3.22),

Step 7

After you have read the Using document, press the Esc key to close it or select
File, Close from the main menu to close it. Select File, Close again to exit the
default View and return to the Workspace. You will see the teach yourself...
Discussion icon on your Workspace page (see Figure 3.23).
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Ele Edl Crests  Actons Window  Help
'k L THEE TE SR

Using Discussion
1

Ta follow a discustion,

Seloct the Al Doctment wiew 1o ee a chronological kizting of man lopics for discustion and thex rezponses. Select
the By Auther wéw [0 see what mdhadusl members of the discussion group have sard Select the By Categoty view lo
beowsa the group’s decushont by a categorization of man lopics.

To begih a discusson:

From the A¥ Documents view By Author view of By Cateory view cieate a Man Topic document | tast & new
tope: for ditcunsion. Be ture (o enter a category for the lope {Trainng, Documentation, Techrcal Tips ete.)

Ta respond ta a main lopic o a response document

Menu

1f you want 1o 1espond to & mas tops: fust keghlight the mamn lopee document and then telect Craate Response. Fil
out the iesporte fosm. When you are done. press ESC and answer e 1o save your new document.

11 pou want to respond 10 the mes1200 m & 1etparte docuinent haghlighl the appropniale response document and
then select Craale, Resporte 1o Resporse. Fll out tha tetponta form and then save your changes.

Agtony
TN

Figure 3.22 'The Using document for the teach yourself., Discussion database.

‘Flo Edlt Miew [este Acwrw  wdow Heb
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Figure 3.23 The teach yourself .. Discussion icon bas been added to the Workspace.
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In Summary

Here's what we learned in this chapter:

<

Notes uses the Workspace to organize databases.

The Workspace cansists of tabbed pages. You can add or delete tabs
from the Workspace by right-clicking the tab and selecting Create
Workspace Page... or Remove Workspace Page... from the pop-up
menu.

Each database is represented on the Workspace by an icon.

Icons are added to the Workspace using the File, Database, Open...
command.

Notes Databases can be added to the Workspace from the local hard
drive, from multiple Notes Servers in a network, or from Notes Servers
that you connect to remotely using a modem.

Each database may contain additional information in two special docu-
ments: the About document and the Using document.

You can see the About document a number of ways:

% Itis displayed the first time you open a database.
% It can be viewed by clicking on the About... button in the Open
Database dialog box.

% It can be read by selecting the database on the Workspace and
choosing Help, About This Database... from the main menu.

You can see the Using document by selecting Help, Using This
Database... from the menu while the database is open or while it is the
current selection on the Workspace.
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Chapter 4

Using the Database
Window to Locate and
Track Documents in a
Notes Database

In this Chapter...

As you recall from Chapter 3, the first time you add a database to your
Workspace and double-click its icon to open it, you see the database’s About
Document. After closing the About Document, the next part of the database
you'll see is called the Database Window. As the name implies, the Database
Window provides the user with a window into the contents of a databease.

This chapter discusses the Database Window and its elements, paying particu-
lar attention to an element called the View pane and its contents, database Views.

Lastly, we'll discuss features in Notes that are designed to help you know
when new Documents are added to a database or when a Document you've
dlready read has been changed.

This information is covered by the following sections:

*» The Database Window
% The View pane and Database Views

59
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How Views display Response documents
How Views categories

Reading Documents

Locating unread Documents in Views

Controlling unread indicators

IR

The Navigator pane

The Database Window

As its name implies, the Database Window is used to look inside a Notes data-
base to see the Documents stored within. It is composed of three elements,
which, in keeping with the window metaphor, are referred to by Lotus as
panes—a Navigator pane, a View pane, and a Document Preview pane. Figure
4.1 illustrates the Database Window and its panes.

Navigator Pane View Pane
(%3
i Yew Actons  ndow
@
Add Search i=x
Havigalor Foldets: NewMan T R Retponze ko R
9 Al Documont Dala ~ Topic
¥ O Foldes ond View 07723735 ¥ WhalKind of Information ~ Find I This Datsbase [ 1
3 My Favorle Docy 1osponse
Q Archive Logs A verpthog! | il Keersle)
Q, By Categary 07/23/95 ¥ What are Fopups7” [Stephen Whittaker 1 responze)
Q, By Auther 07/2v% Popuss &6 et ages pou con makn 0pear whenever a user
9 Agents 07/22/95 ¥ Why Al The Tak About Computers.  (Vigrea Huebret S respanites)
07/23/95 * 0K How about Rum Cake? [Susan Kienle, 4 responses)
19/08/%5 Y Forbestresul  take azymnge and (B Kreisho, 2 respons
AN OE - sam ds % & - e = afiaal PEPEIPN |
What Kind of Information Can I Find In This
Database?

Greg Schwatz on 07/23 3t 11.2659PM
Category. General Informaticn

This detabase has & o1 of Main Topics and Respo ses. as & general rule, what kind of

Preview Pane

Figure 4.1 A Navigator V ew, and Preview pane complete the database window.
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e ———

_ -
When you open a Database Window, all three panes may not be visi-
ble. We'll learn the commands to hide or move some of these panes
later in this chapter.

NOTE

The Navigator pane, View pane, and Preview pane are designed to work together to
help you quickly locate information that is stored in a Notes database:

1. The Navigator pane allows you move between different Views in a Notes
database and to collect Documents from different Views into folders.

2. The View pane organizes the documents in the database according to
the view currently selected in the Navigator pane,

3. The Preview pane allows you to highlight a Document in a Notes View
and preview its contents,

Figure 4.2 illustrates how the Navigator, View, and Preview panes of the Database
Window work together.

(A) The Navigator Pane allows the user {B) The Preview Pane
to select different Database Views for displays the Document currently
display in the View Pane. selected in the View Pane,
fe L Cooste - o
BE - & : % .
Add Condiion | §earch | =

Havigator Stardard Felders HewManTepc [ Resporse Fesponee to Retponse

@& ArDocuments . Date + Topic =
¥ C Folders and Views /23/35  What Kind of Infomation: Can | Find In This Database? (Greg Schwiartz, -
(2 My Favorite Docu 1esponse]
Q Archve Logs 03N Everptwgl (B eisie)
Q, By Colegory Q2755 ~ Whal ate "Popups ™ (Stephen Whiltaker, 1 resporta)
Q By Author 07/2395 Fopups are Mmet£a084 you can make apooar whenever 8
Agerle } 0772035 ~'\whyAll T Tak About Computers. . Vignia Hushner, S1esp 1)
07723195 ¥ OK. How about Aum Cake? [Susan Kieitle, 4 1esponses)
09/08/95 ¥ Fot best 1esulls, | lake & syringe and.  [Bll Kreisle,  azpons
WY Rl TR I PN » MPhavmbifomal T4 avans 13
& Whalt Kind of Information Can I Find In This
Database?

Greg Schwart> on 07723 & 11:26.59 PM
Calegoy Genesal Information

This databasa hes a lot of Main Tapics and Responses. as & ganeral rule, what kind of

Figure 4.2 How the panes of the Database Window work together
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Each pane in the Database Window can be resized by clicking and dragging the
gray bar that separates it from the other panes (Figure 4.3).

B a Crae
' ay -4 =
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- k. Abpcast Compnd Hustrwt  responze
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Usually, theuq rs & border around the popup texd o el you kagw that the word of phiass may
cantain more informabon, bulyou don't have 1o have aborder for @ ampla, click on the word
usually atthe beqnang otts  antance

Figure 4.3 Click and drag the gray bars that separale
the panes in the Database Window to resize them.

You can click and drag the gray bar(s) separating the panes to the edges or bot
tom of the Database Window to hide a particular pane. In Figure 4.4, the vertical
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bar separating the Preview pane from the Navigator and View panes is moved to
the bottom of the Database Window,

. Fle @ Yew [reste  Window .
L T ) . { -]
AddCondton  Sewch | 2 |
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sepal‘ t x3 My Favoude Docy 07/23/35 * What ae "Popup 7' [Slephen Whittaker 1 1e3ponta)
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Pane.

Figure 4.4 Click and dragping a gray bar to the
edge or botiom of the Database Window hides one or more panes

You can also use commands from the Notes Client menu to hide and show dif
ferent panes in the Database Window:

1. View, Document Preview to toggle between displaying and hiding the
Document Preview pane.

2. View, Show to change between the default Folders Navigator and any
custom Navigators in the database,

Of the three panes in the Database Window, the most important pane you'll
work with is the View pane. The reason for this is that the View pane is used to
display all of a database’s different views.

The View Pane and Database Views

Going back in time and space for a moment, let's compare what we learned in
the previous chapter to our three-ring binder analogy:
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% You've been to the library and looked at the binders there.

% You've read the first page or two of a few binders to decide which
binder you want to read.

% You've checked out a book.
That translates to the following in Notes:

% You've connected to a Notes Server or your local hard drive and
selected a database to open.

% You've gotten some information about the database by looking at the
About Document.

* You've decided to add the database’s icon to the Workspace and
opened the database.

What's the next step? Well, going back to our analogy, after taking the book off the
shelf and deciding to read it, youwd probably review the table of contents or the
index so you could go directly to the information you're looking for. What's the
equivalent in a Notes database 1o a table of contents in our binder? Notes Views.

What Makes Database Views So Important?

ews are your primary means of navigating through a Notes database. They
1 Ip you find existing information quickly and provide you with a tool to locate
Documents that have been added or changed in a Notes database since the last
time you read it.

You access views in a Notes database through the View command on the
main Notes menu and through the Navigator pane, a special portion of the
Database Window that we'll talk about later in this chapter.

Since Views are created by a database’s designer, the contents of the drop-
down menu you see when you select the View command and the choices you
see in the Navigator pane will be different with each database. Even if some data-
bases contain Views that share the same name (two databases with a View called
Main View, for example), they may present information differently once they are
selected.

Because Views are so flexible, I believe that how well you understand them
translates into how well you can use them to find information. With that in
mind, I'll spend the next few paragraphs covering Views from a conceptual level
before we get into any step-by-step examples,

Adobe Exhibit 1014
Page 084 of 461



Chapter 4: Using the Database Window % 65

sounds like a long talk about computer science is coming up, doesn't it? Not
1o worry—you're halfway home if you think of Views as the table of contents
and indexes in our binders. You're three-quarters of the way home if you can
imagine those tables and indexes automatically changing whenever a Document
is added to or changed in the binder.

The rest of the job is knowing how Views display Documents and
Responses (the pages of our binder and the Post-It Notes we've attached to
them) and how Notes Views use Categories.

How Views Display Responses

If you go back to my comparison of Response Documents in a Notes database
to Post-It Notes on the pages of a binder, it isn't difficult to imagine the chal-
lenge that Responses would create for a typical table of contents (Figure 4.5).
They are actually different Documents from the page they are attached to, yet
the fact that they are attached to the page means that they are somehow
related to the original Document’s content. How could a table of contents dis-
play that?

One way would be to group Responses directly below their parent
Document (Figure 4.5).

Chapter 1

About Basketweaving for Fun and Profit................. SR |
Bil s Resp nse to the First Chapter 1

Bo s Response to the First Chapter 1
Jon's Respon eto Bob's Respon e 1

De een's Respon etothe Fir t Chap er 1
Types of Baskets you can Weave................. ehsaternssansasasantbnsnenaresen 3
. 6

6

8

Your First Basketl...........cccrinvesrinnnriennne
Carie's Response to Your First Basket!

The Cross-Over-The-Thingy Weaves................... crbemrarrassasanatnrnsenen

The Pushed-Under-The-Other-One Weave..........cocceceireenevoenssrns veene 10

LT TTTY PRI

Chapter 2

Your Second Baskatl.........ccivceevreeerernsuenssssessaneressrnsssssosssesons venees 12
— g

Figure 4.5 How a traditional table of contents in a book
might incorporate the concept of a Response Document.
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A second approach might be to have two tables of contents, where Responses
are separate from their parent Documents (Figure 4.6).

Chapter 1

About Baskatweaving for Fun and Profit... ...ccoccvciriicnriorienns e one
Types of Baskets you can Weave
Your First Baskat!
Tha Cross-Over-Tha-Thingy Waava
Tha Pushed-Under-The-Other-One Weave

Chapter 2

Your Second Baskotl ......orverivmeniier sirmoinnane ae

Responses
Bill's Rasponse to the First Chapter
Beb’s Responsa to the First Chapter
Jon's Retponts to Bob's Responsa 1
Daneen's Response to tha First Chapter
Carla's Respensa to Your Flrst Basket!

e ™ e

Figure 4.6 Another example of bow a traditional table of contents in a
bool might incorporate the concept of a Response Docranent

A third approach might be to have a single table of contents that treats every
Document in the database the same, whether it is a Response Document or a
parent Document (Figure 4.7).

Chapter 1

Abeut Basketweaving fer Fun and Prefit.
Types of Baskats you can Weave... ... ...
Your First Basketl. e e e e
The Cross-Over-The-Thingy Weave .. ....... .. . . -
The Pushed-Under-The-Other-One Weave.. . .. .. .ouiiinieies et
Bil's Response to tha First Chapter

Bob's Resp to tha First Chap

Jon's Respensae to Bob's Response

Densen’s Responsas to the Flrst Chapter

Carle's Respense to Your First Basketl

D n -

[~ QNN
Wk =,
-

Chapter 2

Your Second Bagket! ... . i s e s sseeenee e 12
— e o~

Figure 4.7 How a traditional tabie of contents would bandie
Responses if they were treated the same as any Dociment in the binder
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Not coincidentally, these methods are similar to how Notes approaches display-
ing Responses and Documents in its Views. The first method discussed is what
Lotus calls a Response Hierarchy View.

Response Hierarchy Views are commonly used in discussion applications. Main
topics are the original Documents in the database, and comments from others about
the main topic are Responses. Because the Responses are closely related to the con-
tent of the parent Document, it makes sense to group them next to each other.

Figure 4.8 shows you how a Notes View displays Documents and Responses in
a discussion database and compares it to what we discussed earlier in this section.

Chapter 1
* H Abaout Bask ving for Fun andPreflt ... ...
Main TOPIC Document B sResponse 1o the First C apter
Bob s Response ta the First  hapter 2
L N y
N Jon's Response to Bob's Response 121
Response Document eneen's Responseto the F 1 Chapte 1
Types of Baskets you can Weave. e e soeenes
Your Frst Bask#th... oo viiviene « vevveee e
Response to Response / ane’s Response to Your F' tBaske! .
The Croas-Ovar-The-Thingy Weave ... ... « anbe 8
Document The Pushed-Under-The-Other-One Wesve ... B 1
Chapter 2
Your Second Basketh.....cocovve v wmvmecess s e s oo 1
B A ws [ad
i ' Ll %
Addtondnon  Seach i t
Havgater Starchie! Folders HewMsnT . Resgonee Reipores 1o Resonsy
& M0 Date  Topio
h dg‘:‘;’“ ) o72YS vwn—i: y Lan | Fidin Thee B ? [Giwg Schwmanz. *
» . Iy Favede Docu L
Main Topic Document . & Archalop WNIS  Evwyet (B4 oot
Q Bphute 07/22/%5 ¥ 'What me "Popugs 7 (Stephen Whitske 1 responie]
¥ reti.] Pixacs se me1teger you can make Nipee whenever 2 e
Response Document 7 Agerty 4  Why Al Thee Tk Abous Conpuiere. Nrgrus Hustnes § sarponsea]
¥ K Howebout wn s (e . Dot
- o rendts [ty ptprptard | d eue 1w
09/08/9% ¥ Goar why dontyou st (Shamn Wical, | romonae)
Response to Response oy firi i
Document s Gottalelyou F've tned e jecpe and ' DELIOIOLSH (P
0%08/95 "Em'w'ubgﬂmcmrmmw}ldn? {Surey Sppla, 1
eipndel
/0 A Bined Hotcry of Nolws [Cobected from the Press] (0 Kiove]
09/10/95  ‘Word Procesorg mMeter (B Kele)
(1T Abous it Altachments (08 Kanesle)
DU15/95  Aboul Tabley (0 Kiesie)
™M

Figure 4.8 A View of a discussion database where Responses
are associated with their parent Documents.
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As you can see, our paper approach and the approach Notes takes to grouping
Responses with Documents is similar. One difference between the Hierarchy
View in a Notes database and a paper table of contents is that Responses in the
Notes View can be updated automatically as new Documents and Responses are
added or deleted. Another difference is that Responses in the Notes View can be

“collapsed” under their parent Documents, as illustrated in Figure 4.9.

@ s okh .
o " ur ,
add . Sewh , , um
StndudFolden - - WewManTem:  ;  Ferome " Fowcres i Asporss
& AlDocumenis - Diii. - Yopla
¥ o Foders ardVrws O7/2196 > Whal Kird of I Can Fedin The Dutabate? (Grog Schwartz.*
) My Favonka Docu pzporis)
Q, ArchweLog 1S Eventhingl [0 Kioaie)
Q, By Categery 0 - - * SipphenWitisher  rerponee]
Q By Authon n youl can make 200N s
@ Agents 072345 Wiy Al This Tulk Abcad Compuiess.  (Vignia Husbnet, § esponses]
[t w 0K How aboud Rum Cake  [Socan Krasla, 4 ie3poneei]
09/00/% F betiond  lekeemnge bl (Bl Kisule 2
9/08/95 ¥ Goer why donl youjuat.  [Shawn 'wical. 1 iesponel
18/ tecthal, but. (B Kamiskt]
09/e/Ts Giotia felycus... I've e s rocoe ared #'s DELICIOUS! P
0918795 "Cmrﬁu#wmnhﬂwhmml.mﬂm? (Surry Sippls, 1
fespore)
Response OVORAS A B Histony f Noles [Cobectod rom the Press) (B Kisisa)
Documents CAN0/5  WordProcestingnMHoles [ Kasisle)
084295 About Fils Altachmanis (B Frouie)
can be WSS Abou Tables [B Keomhe)
collapsed : v
under their
parent .
Documents, b a&%’ b
Search i-x
Navigatat Slandaed F MHow Mon Topic ! ;] Fespones o Raepome
& ap Date  Tapic
¥ @ Foldut and Ve 1725 b What Kind of Can FendIn The Dutabase? [Greg Schwanz. 1
&) My Favarte Docu iesporae)
Q Archevs Logy e’ * Slephen'Whitskii,  Hsponte|
Q, By Category WhyAl hs ok Comguters.  gma . Tespomes
2 By Authin CS/DB/% b Cans argbosdy pve me & hestory besson on Lotus Hotes? (Surry Sippte. 1
Q@ Agent response]

L-GhE:
iRl

Wend ProcermgnNoley B Krsale)

About Fla Attachmerty B Krertie]

09157295  Aboul Tabler [B Keesle

0916/95  About Buttons (B Krenlse)
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&

Figure 4.9 Response Documents can be collapsed under their parents.
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The second method used by Views to display Documents (where Responses are
separated from the Documents they are associated with) is what Lotus refers to
as a Responses Only View. In a Responses Only View, there would be pages in
the table of contents dedicated to listing only where all of the Post-It Notes in
the binder are located. This listing might be sorted by the name of the person
who added the Post-It Note to the binder, or possibly by the date the Post-It
Note was added. However, it wouldn't be a requirement of these pages that you
know which main Document each Post-It Note is attached to.

As an example of when you may want to have Responses separated from
their parent Documents, imagine a tracking application (say, a project-tracking
database). In this database, the amount of time spent on a project each day is
recorded as a Response to a main project Document, At week’s end, a View is
used to sort the hours spent by each person across multiple projects and create
a status report. Since we're interested only in the total number of hours spent by
each person, a Responses Only View with Documents sorted by person and date
allows us to create this type of report.

Figure 4.10 shows a Notes View from a project-tracking database and com-
pares it to the paper version we discussed earlier in this chapter. In the View
responses are separated from their parent Documents, grouped logically on a
value stored in each Response's fields.

The third method a view can use to display Documents is what Lotus calls a
No Response Hierarchy View. Going back to our example of a Response
Hierarchy View in a discussion database, imagine a second View for this discus-
sion database, designed to group Documents together based on the name of the
person who created them (all Documents are treated the same). In this View, it
wouldn’t matter if the Document was a main topic or a Response, you'd want
everything created by the same person grouped together.

Figure 4.11 shows you a No Response Hierarchy View in a discussion data-
base and compares it to what we discussed earlier.

Which brings up one more point about Views—you can have many different
Views in a singe Notes database. This is analogous to selecting the right tool for
the right job—different types of Views provide you with a window on the infor-
mation you need in the way best suited to help you find it. In our project-track-
ing database, for example, we'd certainly want more than a Responses Only
View that gave us the total number of hours spent by person, We'd also want to
have a Response Hierarchy View that showed an entry for our project Document
and then displayed Responses containing hours spent on a project together.
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Chapter 1

About Basketweaving for Fun and Profit....
Typas of Baskets you can Weave...........
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Chapter 2
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BillI's Rasponsa to the First Chapter
Bob's Response to the First Chapter
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Figure 4.10 Responses can be separated from
their parents using a Responses Only view.
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Chapter 1

About Basketweaving for Fun and Profit.......
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Your First Basket! [
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Blil's Response to the First Chaptar

Bob's Response to the First Chapter
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Figure 4,11 A No Response Hierarchy view in a discussion database.

How Views Use Categories

The second item we need to cover before moving to our step-by-step exercises is
how Views use Categories, Categories group Documents together in a View
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based on common field values, In our ever-versatile binder analogy (metaphors
in my books work hard for their money), Categories would be similar to the sep-
arators in an index. Let's look at the following index from another book I'm cur-
rently working on as an example,

Index
A C b
access pomts 7, 22, 186 cataclysm 312 dangling participles - 11
adding garlic 9, 33 cherry stams 13, 140 deranged n-laws « 3
aslang for seconds - 122 choke holds dnving
attackang the host for formal events 166 cars 193, 201
without provecation | mformal events 167 boats - 333
with provocabon 151 with relatives 167 stakes (sme in-laws)
B mbusiness 148 E
barkang uncoatr by 1 cracked blocks | 2 easter cggs - 304
basketballs 199 creams ether 124
brealang lamps - 122 faal 122 examining matives - 150

Figure 4.12 A sample index page from a book,

In Figure 4.12, A, B, C, D, and so on are equivalent to Categories in a Notes
View—they group items together based on a common value contained in each
Document, making it easier to navigate items in the list. When moved from the
traditional printed medium to Notes, Categories add a number of features not
possible in a traditional index:

“ Because they are part of a View, Categories can be updated automati-
cally. If a new category is added to the database (using Figure 4.12 as
reference, adding an entry that starts with an 4 would be a good exam
ple), a new Category appears in the View.

o

Categories can be collapsed to allow for faster navigation between
Documents in a Notes database.

Let s take a moment to compare our book index (Figure 4.12) with a Notes View
that uses Categories to index its Documents (Figure 4.13)..

The View in Figure 4.13 is not part of the sample database included
with this book. It is from a database | designed specifically to help

illustrate the concept of categories.
NOT
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p—
Index
A C D
access pomts - 7, 22, 186 cataclysm - 312 dangling participles - 11
addirg garlic - 5, 33 cherry stams - 13, 140 deranged in-laws - 34
askang for seconds - 122 thoke holds driving
attaclang the host for formal events - 166 cary - 198, 201
wrthout provocation - 150 mformal events - 167 hoats - 333
with provocation - 151 with relatves . 167 stakes (see in-laws)
B m business - 168 E
barkang uncantrollably - 11 cracked blocks - 182 eatter eggs - 34
baskethalls - 199 FrREmS ether - 124
breakmg lamps « 122 factal - 122 examining motives - 150
e e —~

_E& Lo = w
. k
w ) Folders and Views
a
¢ Agents
access ponts - 7 22, 186
b & Desgn odding garkc- 9. 33
esking for seconds - 122
afiacking the host

without provocation - 150
with provocation - 151
B
breaking lamps - 122
hasketballs - 199
barking unﬁnbollubly =11
o
chery staing =13, 140
cataclysm-312, 315
ceramal-122
choke holds
inlormal evenls - 167
formal events - 166
fernily gatharings - 167
el the offica - 163 hd

TN

Figure 4,13 How Figure 4 12 might compare 1o a Noles View.

One of the first things you will notice is that when our index became a Notes
View, the three short columns became one long one. That's how Notes displays
Documents in a View as one long list. Because of this, scanning down to the
letter £ to find a Document involves scrolling past a number of Documents that
you are not looking for. However, where Notes loses to the paper medium in
that it uses a single column, it gains on paper considerably in that Categories are
collapsible. That means that since each letter in the index is a Category, the
View can be collapsed so that it looks like Figure 4.14.
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(e Edt Lieste  petons

w ) Folders and Views
A, [ingen}
? Agent
b . Desn

mooa

Figure 4.14 Our Notes View with the Categories collapsed.

That shortens the View, making it easier to locate a specific topic. Another fea-
ture of Categories in Notes Views is that you that you can have selected
Categories expanded, and others collapsed. Figure 4.15 shows us the same
Notes View we've been looking at in Figures 4.13 and 4,14 with Category D
expanded and the other Categories collapsed.

Fle Edt View Lreste Actios Window Heb

WE T Sk RE M
¥ () Folders and Views
Q [inder] A
7 Agenty B
w [, Design P
I» Forms
i Views D
in Foldert dan grous insects 177
ln. Shaed Fickls delvenes
By Subloemt punches 297
&, Hawgslor punch bngs 299
[ Dther coup de grace - 300
babies 199
dangerous nsects - 177
E
ks

©ED YN

Figure 4.15 You can expand a single Category in
a View and see the Documents beneath it.
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Another advantage a Notes View using Categories has over a traditional paper index
or table of contents is that Categories can be nested. Nesting means that expanding
one Category can open several subcategories and opening a subcategory can dis-
play even more subcategories, eventually leading to Documents, That would be sim-
Jlar to an index that grouped all the entries for the letter A under one category and
then grouped all the pages that contained a particular word beginning with A under
a subcategory. Figure 4.16 illustrates a Notes View that has nested Categories.

This is a subcategory
nested beneath the category C.

fle  Edt Lreae  feboes H
B CER S g = B
¥ (s Folder andViews
Q [ingea] A
2 Agent B
b 15, Desgn ¢

cherry slains =13, 140
cotaclysm-312 315
coaramel 122

[ chokehoids |
nlgimal ;[S‘;nls 167
formal events 166

farmily gathenngs 167
otthe office - 169

* =0 TN

Figure 4.16 A Notes View that uses nested categories.

Taking What We've Learned Step-by-Step
(Exercise 4.1)

In this exercise, we're going to open several Views in a Notes database, and see
how what we've discussed up to this point applies to each View we look at. To
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begin, let’s take a look at the All Documents View from the Teach yourself... dis-
cussion database included on the disk that came with this book.

already, please see the appendix in this book titled “Installing the
Sample Applications that Ship with this Book” before continuing. You
might also want to review the Exercise 3.1 if you aren’t sure how to add
the Teach yourself.., Discussion database’s icon to your Workspace.

' If you haven’t installed the Teach yourself... discussion database
4

NOTE

Step 1

Open the Teach yourself... Discussion database from the Workspace by double-
clicking on its icon or by selecting its icon using the arrow keys and pressing Enter.

Step 2

Select View, Show, Folders from the main menu to be sure that the Folders
Navigator pane is opened. In the Navigator pane, click on the View named All
Documents (Figure 4.17).

N S oides N banTope R 1]
P A1Documents Date - opic
v (@ Foldas and Views o  What Fird of Information Can | ndin bt Database | 1og Schwarty, -
2 My Favaits Docu etponse]
Q Archeve Logs 091995 E i Keestle)
Q By Calogory 07/23/%5 = Whal e Popups 7" (Stephen Whittaker, 1 retponte)
Q ByAuthor 077295 Poups e metzaget you can meke appes whenevet 2 ured
? Agent 07/23/% ¥ Why Al Thes Talk Abou [Vigina Huebnes, § rexp
Q 1777l " DK How about Rum Cake? (Suten Kiesle, 4 iesponses)]
09/08/95 ¥ Fed bestiesully | tske asymge and. [l Kieith, 21
03/08/95 ¥ Geez, why dontyoupst,  (Shawn Wical, 1 responss)
11/00/% tne] that, bt (Bil Kseista)
08/08/95 Gotta telyou  F've tved thes recipe and i's DELICIOUS! [P
03/08/35 ¥ Can anybody grve e 4 hestory lezzon on Lotus Noles? [Sunny Sippla, 1
response]
09/08/%5 A Bnef History of Notes [Collecied hom the Press] (Bl Kreigle)

0910/%5  Word Processng m Notes (B Kiosle]
0941395 About Fls Alachments [Bill Kreis)
D9AS/35  Abouk Tebles (B Keeisle)

Figure 4.17 The Navigator pane and the
View pane of the Teach yourself... discussion database.
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The All Documents View is a Response Hierarchy View. It contains Documents
and Responses, and it groups Responses with their parents. Next, notice that a
Notes view can sort the Documents it displays on almost any value in its
Documents. You will notice that this View is sorted by date. If you look closely,
you’ll also notice that only the dates for the main Documents are used for sort-
ing. Notes gives database designers a great deal of control over how they want
to display information.

Step 3

Staying in this same database, let’s change to another view by selecting View, by
Author from the main menu (Figure 4.18) or by expanding the Folders and
Views item in the Navigator pane and clicking the By Author View (Figure 4.19).

& A0
¥ 2 Foldont * wwhatkindol riomaienCanIF - nThis ' atahare? (Gieg chwart,
@ My response)
QA * vergthingl @ Kreiste)
Q By * What are "Popups?” (Stephen Wisttaker, 1 1esponse)
Q By Popups are met1age: you can make appaar wheneves a uiet cick
9 Agents ¥ Why A¥ Thee Talk About Computes.  (Viginia Huebrer. 5 tasponaes)

By . ¥ OK. How about Aum Cake? [Susan Kicizle, 4 rerpantes)
 For best repile. | tako s spinge and. (Bl Keesshe, 21
* Geez, why dont you sl {Shawn Wical, 1 retponse)

11/08/95 | ind that, but. (Bl Kreisle]

05/08/95 Gotte ted you  I've tned this recips and 'y DELICIOUS| (P

09/08/95 'Cmuvt;o@mmahdwh:mwldmuses? [Sunny Sipple, 1
iespente)

09/00/95 A Bried History of Hotet [Colacted from the Prest) (Bl Kreiths)

03N10/85  Word Procettng ni Noles (Bl Kreitle)
0913/35  About Fie Attachments (B Kienle)
0915/395  About Tables (Bl Kienle]

Figure 4.18 Using the View command from the No
Client menu to open the View titled by Autbor .

If you compare the screen shots of the Teach yourself... Discussion database’s
Main View (Figure 4.17) to the By Author View (Figure 4.19), you will notice
that the By Author View organizes the Documents in the database according to
the name of the Document’s author without regard for associating Responses
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with their parents. This is an example of a No Response Hierarchy View.

author names are used as Categories.

Bs Edt Lreaie ndow
ki Wy — % i B
Add!:und!iml Soarch [2:: ]
Mavgator Stansaed] Folders How Marm Topic Fep Retpanse to Resy
F AlDocuments Date s opic
- Folders and Vieves v Huebner Vie
3 My Favorte Docu 07723795 WhwAl hia Tak Comgeders.
Q AchveLogs ~ Kiossle Bill
Q By Category O7/2U%  Popups are mestages you can make 2ppesr whenever 4 wiel
Q [ByAuho] cicks on a word o pcture. {1 What ave "Popupt T
% Agents 09/08/95  For bedliesids, | loko o springe and.  [re: 1GK. How about Aum

Cake

[9/08/95 ABIE-:]HMG}!B‘NI#OS (Colecied from IhtPnni fie. Can
anybody grea me hstory leszon on Lotus Noles?}

03H10/95 o Processing n Holes

0313/95 Fie Attachment:

0415/%5  Aboul Tables

03NE/S  Aboul Buttons

09/16/95  How do Document Link  wark. aryway?

03116/85  Document Links are Buttors that Connect Muliple Nolez
Documents [re: How do Document Links work, argway

09/19/95  Everthingl (1 ‘What Kind of Information Can | Fnd In T
Database?)

T1/009%  viedthat, bt (1 Geez, why dontt youjust. )

© TN -

Figure 4.19 Using the Folders and Views item in
the Navigator pane to open the View titled by Authbo .

Step 4

The

Take a moment to explore the different ways to expand and collapse categories:

First, collapse the entire View so that only the Categories (in this cas
author names) are visible by selecting View, Collapse All from the Notes Clie

menu. Figure 4.20 illustrates the collapsed View.

Next, expand the entire View so that all of the Documents in the View are visi-

ble by selecting View, Expand All from the Notes Client menu.

Finally, use these different keyboard mouse and menu commands to

expand and collapse individual categories in a View:

1. Double-click a Category name.

Press Enter while a Category is selected.

3. Choose View, Expand/Collapse, Expand Selected Level + from the

main menu.
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4. Use the fwisties (small triangles to the right of the category), by clicking
them with the mouse.

Ee Viow LCresie v ep
| - ¥ £ G %
AddConden Sewch |8 x|
Havgator Standad Foldets Hew Main Tope: Responte Asiponsa ta Aetpores
(3 ARDocuments Date 2 Topic *
¥ (X Folders and Views Hue r Vi
3 MyFavoie Docu Ksaitle, Bill
Q, Actwe Logt ¥ Kremsia, Suzan
Q, By Calegory b (Hson, Paul
q ¥ Schwaiz Greg
Q Agenls b Sepple, Sunny
b Whiltaket, Stephen
b Wical, Shawn
&0 TN

Figure 4.20 Using the View, Collapse All convmannd 1
only top level Documents or Categories.

x
e Creats ndw  ep
If ¥ f:.:l a - : = 1 Hé
Add Condiion I Search ' . =z
Navigaior Stardard Friders New Mzin Topic Responee Response lo Hes
=] ' Date ~ Topic
¥ oideis andViews 07/23/35 = What Knd of Information Can | Find In Thes Dalabase? (Greg Schwartz, *
1 My Favorite Docu 1esponze)
Q, Aschive Logs 09n9/95 Evetpthng! {Bill Kreisle)
Q By Category 07/23/95 ¥ What are "Popus?” (Slephen Whittakey, 1 rezponise)
Q By Auther 07/23/%5 Popups are messages pou can make appear whenever 8 uses cie
9 Agerts 07/23/35 " Why Al Thes Tk About Computers. . (Viginia Husbnes, § respomes)

07/23/%5 ¥ OK. How about Rum Cake? [Susan Kreiske, 4 1esponses)
¥ For best tesuls, | take & syringe and. . (B Keeisle, 2 respons

09/08/35  Geez, why donlyou just.  [Shawn Wical, 1 tesponse]
11/08/95 | tiied that, but. (B3 Kreiche]
] Gottatel pou  I've tiied this recipe and #'s DELICIOUS| [P
¥ Can arybody give me a history lexson on Lotus Notes? (Sunny Sipple, 1
Iesponze)

A Brie! Holory of Notes [Collected from the Press) (8 Kieisle)
0910/35  Word Piocessing in Notes (8 Kreisls)
09/13/95  About Flle Attachments (B Keeisle)
08/15/35  About Tables [Bil Kieiske)

Twisties

Figure 421 Tuwisties,
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- If your keyboard has a numeric keypad, you can also use the plus
] (+)] or minus {-}]keys on it to expand and collapse the currently
selected category, and Shift + or Shift - to expand and collapse all

SHORTCUT categories.

Step 5

Finish the exercise by closing the Teach yourself... Discussion database.

Reading Documents

Earlier in this chapter, we discussed the idea that Responses could be collapsed
under iheir parent Document. With the exception of double-clicking the parent
Document or selecting the parent Document and pressing Enter, the commands
you just learned to expand and collapse Categories will expand and collapse
Response Documents as well.

Why won't double-clicking or hitting Enter on a selected Document work?
Once you have used a View 1o locate a Document you want, selecting it and
pressing Enter or double-clicking the Document opens it for reading and editing.

If, once a1 Document is opened, it contains more information than can fit in
the current window, you can use the Up/Down/Left/Right Arrow keys, the
Page Up/Page Down keys or the mouse combined with the window's scroll
bars to move to other parts of the Documents.

After you have read a Document, you can close it by pressing the Esc key,
or hy select ng File, Close from the main menu.

Taking What We've Learned Step by Step
(Exercise 4.2)

In this exercise, we'll open the Teach yourself .. Discussion database again and
use the Main View 1o locate and read specific Documents,

Step 1

Open the Teach yourself... D1 s 1on database and the All Documents View.
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select View, Expand All from the Notes Client menu to ensure that all cate-
gories Jre expanded.

Move your selection to the first Document in the View, which is titled “What
kind of information can I find in this database?” (Figure 4.22).
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|
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3 My Favorke Docu issponse)

Q Archwe Loge 0SS Everthng (B Krevie)

Q By Category 07/21/95 w What are "Popup: T [Stephen'Whittaber 1 resporse

Q By Author 072385 Popups Me messagas vou can mal.e appear whenever a user
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09/08/95 ¥ Geez, why dont you it [Shawn'Wical 1 response
11/08/% Itpad that but B Kiesle]
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091075 Wipd ProcessinginMotes (B Fressle]
03713795  About Fle Attachments [Bill Frensle]
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Figure 4.22 The first Document in the All Documents
View of the Teach yourself... Discussion database.

category in a View, and Ctrl+End will take you to the last Document

4 ina View.
SHORTCUT

Step 2

Open the Document by double-clicking the Document with the left mouse but-
ton, select the Document and press Enter or choosing File, Open from the
Notes Client menu (Figure 4.23).

—I The key sequence Ctrl+Home will take you to the first Document or

Step 3

Close the Document (Select File, Close from the Notes Client menu or press the
Esc key). Move the selection to the next Document in the View, which is a
Response to the Document we just read titled “Everything!” (Figure 4.24). Open
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this new Document and after reading the information in the Document, close it
to return to the All Documents View,

oo Lrean )
At ) L:
Lhose Ecit Documen Rezpord
@ What Kind of Information Can I Find In This
Database?

Greg Schwaitz on B7/20 sl 10.26 53 Pt
Category  General Infarmation

This database has a lot of Mein Topics and Rekunses. as a generel rule, whal kind of
inlormation cen | expectto find in here?

TN
Figure 4.23 The conlents of the first Document in the
All Documents View of the Teach yourself... Discussion database.

& Y Gon T

Cloge Ect Documenl Retpord  * Preview Parent

& Everything!

Bl Faente on D/1% & B5E3IPM

In this discussion database are lips on how 10 use ditierent leatures in Notes, a listof Notes
ralaled Intarmet siles, how to bake & mumcake, and much, much morel

Here ara some examples:
Hotspots and Popups (£}

Somea Notes History (5) )
Grandmather Huebner's Rumcake Reape (31 )

M -
Figure 4.24 The contents of another Document in the All Documents
View of the Teach yourself  Discussion database.
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ndow
) .
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Figure 4.25 The All Documents View of the Teach yourself... Discussion database.

Step 4

Finish the exercise by closing the Teach yourself... Discussion database.

Using Views to Keep Track of Read and Unread
Documents

Compare the screen shot in Step 1 (Figure 4.22) to Step 3 (Figure 4.25). Do you
notice anything different? If you're related to Sherlock Holmes, you may have
noticed that the small stars that appear to the left of the “What kind of informa-
tion can I find...” Document and its Response in Figure 4.22 are missing from
Figure 4,25,

You noticed that? Good for you! Since you're obviously related to the great
detective, here’s another question: All we did is open the two Documents that
no longer have stars next to them and close them again. Why would the stars
disappear?

Did you say that the stars disappeared because opening and closing the two
Documents meant that from Notes' point of view (no pun intended), we reac
them? You're correct! So here's one more question: Why would Notes care if we
read those two documents?
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Because Notes is nosy?
Well, you were on a roll until that one.

Since Notes databases are designed to be shared on a server, over time,
hundreds of Documents may accumulate in a database, With that in mind, keep-
ing track of Documents that you have and have not read is an important func-
tion—it allows you to quickly go to new or changed information in a database
without having to reread Documents. Depending on choices made by the
designer of the View you are using, Notes helps you accomplish this in 2 num-
ber of ways:

1. It displays a small star next to Documents you have never opened.

2. It makes unread Documents appear in a different cofor from Documents
that you have read in the View,

3. It does both.

As I mentioned earlier, how Notes Views display unread Documents is up to the
database’s designer, so two Views in the same database may display unread
Documents differently.

Unread indicators are an optional feature, so a database designer may choose
not to display unread Documents indicators at all. If this happens, there are still a
number of ways to know if there are unread Documents in a database that don't
involve the database designer in question and a sharp stick.

At the Workspace, use the View, Show Unread command to add a small
window to each database's icon that displays the number of unread Documents
in each database (Figure 4.26).

Once you've discovered that a database contains Documents you haven't
read, select the database and use the Edit, Unread Marks, Scan Unread com-
mand to go directly to any unread Documents in the database (Figure 4.27).

You can also open any database View and press the Tab key to move
to each unread Document in a View.

SHORTCUT

In addition to these options, there are also Smartlcons designed to help you nav-
igate between unread Documents in a View. We'll talk about Smartlcons in
Chapter 11.
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Selecting Show Unread from the View menu
causes a small rectangle to appear on each
database icon containing the total number
of unread documents in each database.

Truse
Apmgs leons
vi  eokcaloom
W Show srver amet
youssl taddn:  BAKeeleon
Exaple onl Lesn m"" Book on Locat Locd

N

Figure 4.26 Tracking unread Documents from the Workspace
using the View, Refresh Unread Count command

Selecting Scan Unread from the Edit, Unread Marks menu
opens the first unread document in the selected database.

] . ] L
Plowtiol  AbeErier
ooy o Lok m -
Cate n Y Addse Bl Krowle on
Enamol Local Local Local
Cjour Dol
Select &1 [
Qessbect A2
Mk AL Floacd
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wred

Figure 4.27 Using the Edit, Unread Marks, Scan Unread command.
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Controlling Read/Unread Indicators

As you can see from the number of commands designed to help you locate unread
Documents, unread indicators are an important part of using Notes effectively. The
reason for this is simple. As you begin to work with more and more databases, you
won't be able to keep track of what you have and haven't read in each database.
(In addition to tracking when new Documenits are added, unread indicators also
tell you when Documents you have already read have been edited.)

Another aspect of unread indicators we need to discuss is controlling them.

In our example, we opened a small discussion database (about 14 entries). It is

easy to imagine that we will read every entry in this daiabase, setting our unread

indicator to zero. Once we have done this, new entries in the discussion will be
asy to find using the View or the Workspace.

Imagine however, that the discussion database we used for an example con-
tained several hundred entries. Knowing that we won't have time to read every
entry in the database, we might skim through topics locating ones that interest
us. This will cause the total number of unread Documents to decrease, but we'll
never get it to zero because we don’t have time to read everything. Does that
mean we have to remember how many unread Documents there are in each
database and compare the number of unread today to the number of unread
yesterday to see if anything new has been added? Fortunately, the answer is no.
Notes provides four commands you can use to control unread indicators in each
database:

% Mark All Read

s Mark Selected Read
< Mark All Unread

< Mark Selected Unread

All four of these commands are available by selecting Edit, Unread Marks from
the Notes Client menu. Here’s how they work.

The Mark All Read and Edit, Mark Al Unread commands mark every
Document in o database read or unread. This will change the number displayed
in the unread count window on the database’s Workspace icon to zero (because
there will be no unread Documents in the database) or to the total number of
Documents in the database (because all of the Documents will be unread).

The Mark Selected Read and Mark Selected Unread commands, on the
other hand, allow you to select one or more Documents in a Notes database and
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change them to display as read or unread Documents. To use these two co -
mands, we need to answer one quick guestion: how do you select multipl
Documents in a Notes database?

Taking What We'’ve Learned Step-by-Step
(Exercise 4.3)

In this exercise, we'll learn how to mark multiple Documents in a Notes data-
base so we can use the Mark Selected Read or Mark Selected Unread com-
mand on a specific group of Documenis in a Notes database.

Step 1

Open the Teach yourself... Discussion database’s All Documents View and select
view, Expand All from the Notes Client menu.

Select Edit, Unread Marks, Mark All Unread to mark all Documents in the
database as unread. A small star will appear next to every Document in the left
most column of the Main View (Figure 4.28).

He B8 e
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P AbDocuments . Dale  Topic “
¥ O FddmondVioms x 7  What Kind of Infoimaton Can | Find In Thes Databiase? [Greg s
© My Favosite Docu Iasponse]
Q Achvelogr ' ¥ 1 verything [BA Kaeute
Q By Categary * 07/23/95 = 'whal are Popups” (Stephen Whitsker, 1 sespomse)
Q, By Author x 027235 Popups e motzages you can make appear whenaver a uter ¢
? Agents * 72395 ¥ Why Al This Talk About Computers.  (Vigwua Husber 5 iiponset]
* ¥ 0K How sbout Rum Cabe? (Sutan Vienle 4 respontes)
* (/08,95 ¥ For best iesults tako asyrmge and (B Keessle 2 sespons
* 09/08/35 ¥ (ioez, why donl you uiel.  (Shaven Wical, 1 1esponts)
* 11/08/95 | lneed that bed. (B Kressha)
* 030855 Goltatel you I've ired thus recpe and ' DELICIDUSI (P
* 03/08/35 ¥ an srpbody grve me & history lexson on Lotus Hoter? [Sunry Sople. 1
esponse)
* Q308795 A Bt Hislody of Noles [Collected from the Priess) (Bl Kressle)
x 09710795  Word Processng s Hotes (Bill Fretsle)
* 09/13/95  Aboul File Attachments (B Frexle)
* 09N5/%  About Table [BH Faenle)
* 0IN6/95  About Bulton: (Bl Kresla)
* MALKR PH wdn [V ? R K rarela 1 hd

M O
Figure 4.28 The All Documents View of the Teach yourself Discussion database afler
selecting Edit, Unread Marks, Mark All Unread from the Noles Client menu,
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Step 2

Hold down the Shift key and click on a Document with the mouse. A small check-
mark will appear to the left of the Document. This means it is selected (Figure 4.29).
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Figure 4.29 Documents with checkmarks to their lgft are selected.

gpg| |f instead of the checkmark appearing, the Document opens, you
‘ double-clicked instead of clicking once. Press Esc to close the

Document and try again.

You can also use the Up/Down Arrow keys to move to a Document and press
the Spacebar to select ii.

If you want to remove a Document from a selected group, use the
Spacebar to deselect it. You can also Shift+ click the Document using the left
mouse button.

S You can also click the left mouse button on the leftmost column of any
| View to select/deselect the Document.

SHORTCUT
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Step 3

After you have selected one or more Documents, choose Edit, Unread Marks,
mark Selected Read from the Notes Client menu (Figure 4.30).
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Figure 4.30 When multiple Documents are selected, the Edit, Unread Marks, Mark
Selected Read command will affect each Document in the selection.

Notice that the stars beside the selected Documents disappear and the selected
Documents are displayed in a different color than the rest of the Documents in
the database,

Step 4

Take a moment to experiment with the other two commands—Edit, Unread
Marks, Mark All Read and Edit, Unread Marks, Mark Selected Unread.

Step 5

Complete the exercise by closing the Teach yourself... Discussion database.
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Navigators

Navigators are an important step forward in usability for Lotus Notes, However,
to somecne who wants to explain things as thoroughly as possible to a new
user, they also present a tremendous challenge.

You see, a Navigator provides a way to move between Views in a Notes
database. It also provides a way to go to a specific Document in Notes (just as a
View does). In addition, it provides 1 way to go to Views in other Notes data-
bases or even other Navigators. Finally, it allows the user to work with Folders
(supersers of the Views in a Notes database),

But there isn’t a uniform, consistent way the Navigator accomplishes all of
this. Nearly everything that makes up a Navigator's function is up to its
designer.

So...where do we start?

I suggest we start at the same place we did when we approached defining
Notes. We will start with a simple sentence that we'll expand on in the rest of
this section. Here's the short definition:

Navigators combine Views, Folders, and visual indicators to make locating
Documents more intuitive for users.

Working from this definition, it becomes clear that, first and foremost, the
purpose of a Navigator is to help you locate Documents. You can see the
Navigators in a database using the View, Show command on the Notes Client
menu. You will see at least one Navigator, called Folders, as well as the names
of any Custom Navigators on the View, Show submenu.,

Working with the Folders Navigator

The Folders Navigator is created by Notes with every database. Figure 4.31 illus-
rates the Folders Navigator in the Teach yourself... Discussion database.

As you can see from this illustration, the Teach yourself... Discussion dat
ase’s Views are located in two places. The All Documents View is above the
olders and Views section of the Navigator, while the By Category and By Author

Views are within the Folders and Views section. Clicking on a View in either
ocation causes the selected View to appear in the View Window.
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Figure 4.31 The Folders Navigator in the Teach yourself.. Discussion database.
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Figure 4.32 The All Documents View from the Folders Navigator can only be selected
Srom the View command on the Notes Client mennu using Go To... .
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In addition to using the Folders Navigator to see all the Views in a Databa
you can also use it to organize a database’s Documents into Folders. As 1 me
tioned earlier, a Folder is a superset of a database’s Views—it collects placeho

ers for your Documents from multiple Views,

Placeholders? Let's work with a Navigator in a step by-step exercise to he

explain,

Taking What We’ve Learned Step-by-Step

(Exercise 4.4)

In this exercise, we're going to open the Folders Navigator, then walk thr

creating and using a Folder

Step 1

Open the Teach yourself... Discussion database.

Select View, Show, Folders from the Notes Client menu (Figure 4.33).

Figure 4.33 Selecting the Folders Navigator using the View, Show command.
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Step 2

Expand the Folders and Views heading so that you can see the Views and
Folders beneath it by clicking on the twistie to the left of the heading or by dou-
ble-clicking the heading.

Select the by Category View (Figure 4.34).
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Figure 4.34 The by Category View of the Teach yourself... Discussion database.

Select My Favorite Documents Folder in the Folders Navigator (Figure 4.35).

Step 3

Open the All Documents View and select the first two Documents in the View
using Shift + click or the Spacebar. Select Actions, Move to Folder from the
Notes Client menu (Figure 4.35 and 4.36).

Select My Favorite Documents from the Move to Folder dialog box, and
click the Add button (Figure 4.37).

Notice that the checkmarks next to the first two Documents in the All
Documents View are gone after issuing the Actions, Move to Folder command.
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N $ Folders Hew Mar: Tope: Respore A setoR

& AlDocuments Data Topic
w (23 Folders and Views
@ [Fiy Favorie Documents]
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Figure 4.35 The My Favorite Documents Folder.
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Figure 4.36 Using the Actions, Move o Folder command
afier selecting the first two Doctiments in the Alf Documents Vieu
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Choose a folder:
w (3 Folders and Views
o lkt Add
Cancel
Hetp
LCreate New Folder...

Figure 4.37 The Move to Folder dialog box.

You can also move Documents to Folders by clicking and dragging
the Documents from the View pane to the desired Folder in the

Navigators pane.
SHORTCUT

g g5 There are options in this dialog box that we won't discuss in this exer-
‘ ‘ cise. For more information about the options in the Move to Folder
dialog box, open it again later using the Actions, Move to Folder

NOTE  command and clicking the Help button.

Step 4

Expand the Folders and Views heading in the Folders Navigator. Click My
Favorite Documents and you will see the two documents you marked in the
All Documents View (Figure 4.38). Click once on the second Document in the
View and press the Delete key. Notice that a small trash can appears to the left
of the Document.

Step 5

Open the All Documents View again, Notice that the trash can appears to the
left of the second Document in the View (Figure 4.39),
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Figure 4.38 The contents of the My Favorite Documenis Folder,
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Figure 4.39 The Document marked for deletion in the My Favorite Documents Folder is
the same Document that appears in the All Doctments View
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Step 6

complete the exercise by closing the Teach yourself... Discussion database and
answering “No” to the prompt (Figure 4.40).

Deletet. 1 mark entfs)permanently from:the database
T yourseff... Discussion?

No

Figure 4.40 The Delete Docuument dialog box.

This brings us back to placeholders. When you move a Document to a Folder,
the word move is misleading as you can see from our exercise. It was the same
document in both places. This is a useful feature in Notes because it means the
same Document can be visible in different Views (think about the Views in the
Teach yourself... Discussion database, for example). It also means that the same
Document can be stored in multipie Folders.

Working with Custom Navigators

As you can see from the previous exercise, the Folders Navigator is a very versa-
tile tool designed to help you locate Documents. The versatility of the Folders
Navigator pales beside the flexibility a Custom Navigator provides database
designers and users.

You can see a Custom Navigator in the Teach yourself... Discussion data-
base by selecting View, Show, Main Navigator from the Notes Client menu,

As you can see from Figure 4.41, the views we’re used to seeing in the
Folders Navigator are represented in the Main Navigator as icons. Clicking ont an
icon or the text next to them in the Main Navigator will open the selected View
in the View Pane.

PPy While it is not covered in great detail here, remember that Navigator
’d isn’t limited to moving between Views. Any spot on a Custom

Navigator can be made to open a View, represent a Folder, open
another Navigator, or even run an Agent.
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Figure 4.41 A Custom Navigelor.,

The Document Preview Pane

The Document Preview pane is designed to perform a single task; preview
Documents. As such, [ have only a couple of things to add to what you've
already read about the Document Preview pane in this chapter.

First, I'd like to add that it can move. The Document Preview pane can be
moved around the Database Window by selecting View, Arrange Preview...
from the Notes Client menu and selecting the location for the Document
Preview pane from the Preview Pane dialog box (Figure 4.42).

Figures 4.43 and 4.44 show the Document Preview Pane in the other two
possible locations. Notice that the Navigator Pane stays “anchored” in the upper
left corner, while the View Pane moves with the Document Preview
pane.Second, I'd like to point out that in addition to clicking the gray separator
and dragging it to the edge ol the screen, you cin toggle the Document Preview
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e

pane oft and off using the View, Document Preview command from the Notes

Client menu.

T

Choosa a location for the praview pane: [—ﬁ““‘“‘]

- - ’ Cancel I
' uh v Help l

Boltom Right |  Bottom Right

Figure 4.42 You can move the location of the Document Previeu pane in the Database
Window using the View, Arrange Preview... command on the Notes Client menu
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Figure 4.43 Selecting Right from the Preview Pane dialog box.
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Figure 4.44 Selecting Bottom Right from the Preview Pane dialog box.
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Figure 4.45 The View, Document Preview command.
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In Summary

@

The Database Window is designed to help you locate Documents in a
Notes database quickly and effectively. It is composed of three ele-
ments, or panes:

1. The View pane
2. The Document Preview pane
3. The Navigator pane

Of the three panes of the Database Window, the most important ele-
ment is the View Pane, because it displays the contents of database’s
Views.

The View is the primary window into a database. Some Views are
accessed from the View command on the Notes Client menu. Other
Views must be accessed through a Navigator or the View, Go To...
command.

If a Notes database contains Response Documents, Views may display
them directly beneath their parent Document or in a manner unrelated
to their parent (as if they were main Documents themselves),

As you use Notes databases, Notes keeps track of the Documents you
have and have not read in each one. You can display the number of
unread Documents in a database by selecting Edit, Unread Marks,
Show Unread from the workspace’s main menu.

Most of the time, you can use a database’s Views to locate unread
Documents. Occasionally, you may need to use the Tools, Scan
Unread, Selected Databases command or the Tab key in a View to
locate unread Documents.

You can control unread indicators using the following menu commands:
Edit, Unread Marks, Mark All Read

Edit, Unread Marks, Mark Selected Read

Edit, Unread Marks, Mark All Unread

Edit, Unread Marks, Mark Selected Unread

A Navigator organizes Views and Folders visually. All databases have a
default Navigator known as the Folders Navigator.
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% Navigators can be selected using the View, Show command on the
Notes Client menu.

% A Folder is designed to contain Documents collected by the user from
different Views, Documenits are not actually moved to Folders—deleting
a Document from a Folder deletes if from all other Folders and Views,

% You can select one of three different locations for the Document
Preview pane using the View, Arrange Preview... command on the
Notes Client menu, and you can toggle the Document Preview pane on
and off using the View, Document Preview command.
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Adding Information to
Notes Databases

In this Chapter...

In Chapter 4, we learned how to use Notes to locate Documents. Next, we'll
fearn how to edit the Documents we've located and how to add new
Documents, including Responses.

Before delving into these new steps, however, we’ll revisit the topic of
Access Control Lists (because the level of access you have governs how you can
contribute information to Notes), and introduce Fields, Forms, and Labels,

Here’s the outline for this chapter:

% Understanding the Access Control List

% Determining your privileges in a database
% Fields, Labels, and Forms

< Editing existing Notes Documents

< More about Fields

% Adding Documents

103
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Understanding the Access Control List

The purpase of the Access Control List (ACL) is to control who does what with a
Notes database by allowing users different privileges. These privileges are asso-
ciated with different levels of access.

You can assign seven basic levels of access in 1 Notes database:

1. No Access means no privileges in the database—you cannot even add it
to your Workspace. In Figure 5.1, user Angela Ralph has No Access

privileges.
Avtess Contiol List [x¢]]
P Serves, Group: User Tpe
q Defalt P, @
Basics
& & Amnlovein r d4
& & BidKienle/CATALYST/U r
& & B¥ oceYeuser € B
FRoles & & GrepgWeme l- -1 d d d
& & SlephenWhitaker = ered  dems
& & VigmaHucbner r
H 9
Advanced
Latt signed by Bl KiSta/CATALYSTASS on 07/23/95 11 2337 PM accarding lo
8 ]| cuca | Heo |

Figure 5.1 A nser with No Access privileges

ta

Depositor Access includes the privilege to add the database to a user’s
Workspace and to add information but not open any Documents in the
clatabase for reading (An example of when someone may use Depositor
Access is a suggestions database where anyone should be able to enter
a suggestion but not read other suggestions once they are entered.) In
Figure 5.2, user Billy Joe Yeiser has Depositor Access privileges.

3. Reader Access gives you the privilege of adding the database to your

Workspace and reading the Documents contained in the database
you've added. sers with Reader Access are not allowed to edit or
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—_—

delete existing Documents, This is a common level of access for broad-
cast or reference applications where Documents are published for an
entire organization. In Figure 5.3, user Virginia Huebner has Reader
Access privileges.

Defaut Accesslevet | [TETHEN

@ Peopla Servars Groups: User Type:
q
Batics

o7

d d
d é
b &
Aoles & & Gieggwemes
d &
4 4

¥

oed d

K3

rgerua Huebner

237109

]

Log Agd I HAenama. I Fiarnnxe_l
Last sigried by B Krelie/CATALYSTAUS on 07/23/85 11 2337 PM accordinglo

[[8 ] cones | hen |

Figure 5.2 A user with Depositor Access privileges.
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iy .
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Figure 5.3 A user with Reader Access privifeges
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With Reader Access, a database manager has the option to allow individ
ual users the ability to create personal Agents, Folders, and LotusScript.

Also notice that while Reader Access is a higher level of access than
Depositor, one privilege Depositors have that Readers do not is the abil-
ity to create new Documents.

You may have Reader Access {0 a database but still be unable to see all
Documents in the database due to an option exercised by the database’s
designer called a Reader Names Field, which we'll discuss later in this
chapler.

Author Access gives users the privilege to add a database to their

Workspaces read the Documents contained within it, and typically, to

compose new Documents and edit Documents that they have previously
reated. Author Access is often used in discussion applications, where

participants should be able to create main Documents and Responses as

well as edit the Documents they create. Authors cannot edit Documents
reated by others.

In Figure 5 , user Ann Lovern has Author Access privileges.

Access Control List

(33 Peopla Servers, Groupe UeerTwpe:  [Per on ~
) q Delauk: Access level | Author hd
Bagcs | | & & AngelaReph 7 Craale documents
o & & Db Kreile/CATALYST/US ggmm
5 . . aata personal agents
& & BilyJosYeiser e
Boles & & GregyWemes Create persons folders
& & StephenWhitlaker r
& & ViuginiaHuebner  Creats Lotus§
A
Advanced
Log Agd ] Hename, I Rewaye |
Last signad by Bl Kieidle/CATALYSTAIS on 07/23/3511 23.37 PH accostinglo
o ] _conel | ueo |

Figure 5.4 A user uith Author Access privileges.

With Author Access, a d° abase manager has the option to allow the
creation of personal F ders Agents, and LotusScript, as well as
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decide whether a specific user should be allowed to create or delete
Documents.

Editor Access gives a user the same privileges as Author Access, but it
adds the ability to make changes o any Documents (their own and those
composed by other people). In a discussion application, for example, you
may want to appoint one person as a database monitor. The monitor is
responsible for ensuring that Documents added to the discussion do not
contain profanity or otherwise upsetting material. Giving a user Editor
access allows them to alter the contents of Documents created by any
other user. In Figure 5.5, user Gregg Wemes has Editor Access privileges.

Access Contiol List E|
@ Paople, Servers Gioups: User Type:  |Pesson vi
q Defaut- Hccess lovet | Editor -
Baiics & & AngelaRaiph ! documents
& & Amlovem 7 Delete documents
§ 4 PR TS| s
Flokes T Giegy Wemes F" ?___._.__weww
& & Stephen Whitaker 7 Kieate shared folders]
& & Viginia Husbrer [¥ Craats LotusSeript
Folex:
Advarcad
Log A, | Bename. | Remogs |
Last by BAl Risktlo/CATALYS T AUS on 07/23/35 11:23.37 PM, according 1o
2 ] cocel | o |

Figure 5.5 A user with Editor Access privileges.

With Editor Access, a database manager has the option to allow the cre-
ation of personal Folders, Agents, and LotusScript, as well as the cre-
ation of shared Folders. The database manager can also decide if a par-
ticular user should be allowed to create or delete documents.

Designer Access gives the user the same privileges as an editor and adds
the ability to create and modify the design elements of a database,
including Views, Forms, Navigators, the About and Using Documents,
Agents, LotusScript, and, the Database's Icon. Typically, a database will
have only one or two users as Designers. In Figure 5.6, user Stephen
Whittaker has Designer Access privileges.
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Figure 5.6 A user with Designer Access privileges,

With Designer Access, a database manager has the option to allow the
creation of personal Folders, Agents, and LotusScript, as well as the cre-
ation of shared Folders. The database manager can also decide if a spe-
cific user should be allowed to create or delete documents.

Mandger Access includes the privileges of Designer Access as well as the
ability to add and delete other users from the Access Control List. A
database's manager is also the only user authorized to delete the data-
base completely from a Notes server, Since this is the only level of
access that can modify the Access Control List, every database must
have at least one manager. In Figure 5.7, user Bill Kreisle has Manager
Access privileges.

G Poeesom e [showat FJ tiseTioe:  [Poson ¥
" 4 0 an Accatshevet [Monager ¥
Boscs & & AngolaRach 7 Dests docunares
& & Amloven 7 Dol documents
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&

&
& Grepg Wemes d
& Stephen Whitaker
& Vigrsa Huebner

Rolex

Q=

tog ‘ "'Bm | Hemoxel

List sxred by BE Kieale/TATALYST/US on 07/23/95 11:23.37 PM, accordiig to
e T

Figure 5.7 A user with Manager Access privileges.
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Notice that users with Manager Access can still be restricted from creat-
ing or deleting Documents.

Determining Your Privileges in a Database

As you can see, Notes can get pretty specific as to what you can do with one of its
databases. Until now, the step-by-step examples we've worked with depended on
your having Author privileges or higher to the examples database. Since Editor
Access is the default access level in the Teach yourself... Discussion database, it didn’t
matter if you knew about the ACL when you were working with the examples,

The default access in a database’s ACL specifies what privileges
‘ ‘ should be given to a user who isn’t specifically named in the ACL or
in one of the groups in the ACL. For example, you aren’t in the ACL

for the Teach yourself... Discussion database, but since the default
access is Editor, you have Editor privileges.

NOTE

In this chapter’s examples, however, you must have sufficient access to perform
the tasks presented. (Translated: If you want to follow along with the examples,
you should use the Teach yourself... Discussion database or one in which you
have Editor Access or higher.)

There are several ways to determine what level of access you have in a data-
base. The first is trial and error. For example, try 10 open the database. If you are
in a group that is set to No Access or if you are not named specifically in the data-
base with some level of access, you will see the dialog box shown in Figure 5.8,

& You ate not authorized to access that databass
=T

Flgure 5.8 If you do not bave sufficient access to open a database,
Yyou will see this dialog box.

IFyou can add the database to your workspace or open it, then you have at
IEHSt Depositor Access. If you open a View and see Documents, you have at
€45t Reader Access. There is, of course, a more structured approach to deter-

Adobe Exhibit 1014
Page 129 of 461



110 % reuch yourself Lotus Notes 4

mining your privileges in a database. You have to use the first method (trial and
error) to get to it, however.

Qnce you have the database icon on your workspace (meaning you have to
try to open it before you know if you have any access at all), select it and
choose File, Database, Access Control from the main menu. This will open the
Database Access Control List dialog box (similar to Figure 5.9).

Access Control Last

@ :
¢ I
Besics Bilt rersle/CATALTSTUS
A fB OtheDomamServers F ed
% |
W ol
F e wd
1 B
iy R
Log O I _
Last syned by Bl K1erla/CATALYSTAUS on 0510485 123723 BM, according lo
I

Figure 5.9 The Database Access Control List dialog box.

This dialog box will allow you to select your name from the list and see what
evel of access you have been assigned.

One problem with using this technique for determining your access is
that Notes administrators frequently control access by creating groups
of people and including the name of the group in the [ist instead of
each individual’s name. That means if you don’t know which groups
list you as a member, you won't know for sure what level of access
you have. [f you cannot tell what level of access you have from the
Access Control List, a third method to determine what level of access
you have is to select the database and click the access level indicator
on the Notes Client as illustrated in Figure 5.10.

This will open a dialog box indicating your access level. (Figure 5.11) It
will not indicate any options that may be exercised by the database
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manager for a particular level of access, however. (Meaning that if you
have Author Access, but the database manager removed the privilege of
deleting documents, this dialog will simply indicate Author Access.)

Be & Vow Do Whdw  Heb
fr L .
0 r+ =
Catogeries K Adden el
Eeala an Loca bk oniocs ey

Access Level Indicator

Figure 5.10 The A ess Leved Indi ator on the Notes  lient

Groups and Roles El

For Bl

*/CATALYST/US Bone
*US

Bill Kreisle Heip ,

v BilKieisle/CATALYST/US

Ml have edilor access to this database. I

Figure 5.11 e Groupsand R [ hal  fsopundwhen oue I ke nithe ac ess lovel indicator
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You can also see what your Access Level is “at a glance” by looking at the type
of Icon currently being displayed on the Access Level Indicator while you have g
database open, as illusirated in Table 5.1.

Table 5.1 Determining your Access Level to a Database from
the fcon Displayed on the Status Bar while the Database is Open

icon Access Level

Manager Access

D Designer Access
iy Editor Access

Author Access
Reader Access

== Depositor Access

Fields, Labels, and Forms

The next thing we need to discuss before we start adding information to our
Notes database is how Notes uses Fields, Labels, and Forms. (We'll start with
Fields, and I'll sneak Labels and Forms in on you toward the end of this section,
50 stay on your toes.)

Fields contain everything you type, paste, attach, or import into a Notes
database. They are arranged on Forms and enhanced by Labels. I've put off talk-
ing about Fields until this chapter because they break my ever-useful binder
analogy [ can't think of an effective way to illustrate a Field when you're pic-
turing a loose leaf binder full of pages,

You see the problem is this: to be represented correctly in our binder anal-
ogy, 4 Field wouid have to somehow translate to a part of each page in the
binder. Sort of like an area on the page where you're only supposed to put a
certain type of information. Like a page number, or u title, or a header... or a
footer... hmmm., (maybe the binder analogy can be stretched one more time!).

OK, work with me, here. Let's pretend that Figure 5.12 is a page from one

of the binders in our original library.
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Bill’s Big Book of Adventure

Hot that being altacked by & pack of rahid
butterflies was goin t slow me dovm no
strree. [ wasont them,

They were smuggling the formula for
range “wice out [ the country m the weave of
Persian rugs.

1 felt sorry for ther. Thos was lower than
stealing the pennies out [ penny loafers Bui,
no matter how far the mighty had fallsn, my job
was 1o bring them in.

Tknew what Thadt do [drew my weapon
and ran through the door.

After [ rgrined  nsciousness, [ made a
mental pote to open the door before running
throwgh it next time.

Chapter 1 Page 10

Figure 5,12 A page from a book.

The format of the page in the illustration is similar to what you might see on the
page of a book. The top of the page is reserved for the title of the book. Most of
the page is an area intended to contain text or pictures, while the bottom aof the
page has an area designed to teli us what chapter and page number we're cur-
rently reading. Every page in the book will look like this page (more or less).
Going back to our illustration, let’s give each area of the page a specific name
and purpose (Figure 5.13).

The areas we defined that will change from page to page (the body, the chapter
number, and the page number) are the same in concept as Fields in Notes. The
other areas (such as the title of the book and the words chapter and page) are
the same on every page. They’re the same in concept as Labels in Notes.

Because the page itself is now a collection of predefined areas for changing
information (Fields), and a collection of constant text (Labels), the page is now
the same in concept to a Form in our Notes database.

To put it another way, in our binder, a predefined layout, combined with
information printed in each defined area, makes a page. In Notes, the Form
(when combined with Fields and Labels) composes a Document.

So thanks to the ever-versatile binder metaphor (I'm going to run for office
using that analogy, just wait and see), we've covered Fields, Labels, and Forms.
That means we're ready to move on.
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Bill’s Big Book of Adventure

Not that being attecked by a pack of mbid
butterflies was going o slow me down. mno
simee 1 was onto them,

Body ——

They were smuggling the formula for
orange juice out of the country in the weeve of
Persian rugs.

I felt somy forthem. This wes lower than
stealing the pennies out of penny boafers  But,
1o matter how far the mighty had fallen, my job
wes 10 bring them in,

Iknew what I hed todo 1 drewr my weapon
and ran through the door.

After ! reguined consciousness, 1 made a
mental note to open the docr before running

through it rext time
r— Chapter 12 — Pa@‘lTD
I [
Chapter Number Page Number
Chapter and Page Labels

Figure 5,13 A book’s page follows a predictable Form.

Editing Existing Notes Documents

One of the first ways we can add information to a Notes database is by editing exist-
ing Documents. Editing a Document consists of four steps (which I'll present as a list
here and cover in more detail later in the chapter with a step-by-step example):

1. Select the Document you wish to edit using a database View, Folder, or
Navigator.

2. Open the Document for editing by choosing Edit from the menu that
appears when you right click the Document, by selecting the Document
choosing Actions, Edit Document from the Notes Client menu, or by
pressing Cerl+E,

3. Make changes by moving to the desired Field(s) in the Document and
entering or editing its contents.

4. Save changes and close the Document by selecting File, Save from the
Notes Client menu followed by Actions, Close (or by pressing Esc after

you have finished editing and answering yes to the prompt.)
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These steps can be compared to steps for our binder. If you were going to edit

page, you'd have to turn to the page, go to the area you wanted to edit, mak
your changes, and return the binder. In Notes, that is the same as opening -
view, putting the Document in edit mode, moving to a Field, making changes
and saving your work.

Taking What We’ve Learned Step-by-Step
(Exercise 5.1)

Let's look at the four steps required to edit an existing Notes Document from a
hands-on perspective by editing a document in the Teach yourself... Discussion
database.

Step 1

Open the Teach Yourself... Discussion database, and select the By Author View
from the View menu. Expand Category, Bill Kreisle. Select the Document titled
“Word Processing in Notes” (Figure 5.14).

x
Fo E Dese O )
B oaw - OEFE % .
Navgaler | Slandad Folders NewMan T -Aep Response ta Fesp
& Al Documents Dats 2 Topic
¥ () Foldert and Views. * Hutbner, Virginia
€ My Favorie Document 077235 ‘Why Al Thia Tok About Computet
&:'dc?'-w * Kigizlo, Bil
y Latogary ’ O7/23/95  Popupt aa mestages you can make sppoar whendyet b utet
Q cick onawordorpiclue  fre. ‘What aie "Popups 77)
7 Agent 03/08/95 Fab_e#lenl:lldtum’rmm [re: BK. How sboul Aum
]
09/08/95  ABunef Histevy of Notes (Collected homtha Pre  rec Can
© me hat on Lotus Holes?
‘Woid Processngm Holes
About Fila Altachments

0915795 About Tobles

08/16/95  Abeas Butions

03/16/95  How do Document Links work, anyway

09N6/95  Document Links are Bullons that Corvect Mulgle Noles

D iz [re; How do D i Links wark anpway?)
0819/9%5  Evewlhing' (re: What Kindof Infemalicny Can  Find' In Th
Database?)

1/00/%5 | tedthal, but  (re: Geez, why don you pst,
¥ Kreisle, Susan -
07/23/95 DK How sbout Rum Cake? fre: Wiw Al The Tall About e

3 TV
Figure 5.14 The Teach Yowrself . Discussion database’s By Author View
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Step 2

Open the Document titled “Word Processing in Notes™ for editing by doing one
of the following:

1. Click on the Document with the right mouse button and select Edit from

the menu,
T Nowgator StwdardFolders . NewMainTopc . Resp Feaponsa ta Flesp
P ANDocuments T e s ST
w 2 Folders and Views * Hucbner, Vitginia
G My Favoite Docu 07/723/%5 Wiy A Thi Tak About Computers.
gs'ﬂc';"-ﬂw ~ Kigisla, B8
ooy U7/23/95  Popupt are testages you can maka appasr whonever 5 uber
Q, [Byhuthal chickg on a word orpiciure.  [re: \What e [ Popups 2]
Q Agent 03/08/95  Forbestiesuky, | lake a type and.  [re: OK. How about Flum

CakeT}
09/08/35 A B Hatory of Hotes (ColéZEed irom the Press) re: Can
03N0/9%5  Wed -

0915/95 Abow Cut
taness Ak Cow

09/16/%5 Howc Comaslrk ?
O/16/S  Docw B Muliplo
Ooct (. werk, prowey 7]
094995 Evend CanlFirdinThe
_ Dpe  Open
10e/s  imed
* Kicislo, Suzan Frink. )
[ 77=T A MTHTTak

Figure 5.15 Opening a Document for editing using the right mouse bution menu.

2 Select the Document and choose Actions, Edit Document from the
Notes client menu.

3. Select the Document and press Ctrl+E to open the Document in edit
mode

Step 3

A small blinking vertical bar (the insertion point) is positioned in the first Field
of the Document. (Editable Fields are flanked by small brackets on the upper-
left and lower right corners as shown in Figure 5.17).

se the Up/Down Arrow keys to move the Insertion point to the Field
containing the text, “A Notes Rich Text Field provides users with extensive...”
Figure 5 18).
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Eo £a Yew Creste wdow el
. Cuaror Tooks ko My rbrest Proide ~HE iy
Aghevs Selstted Documants
Nevgewr  [[°] Stevded]  Change Do Fesoones i Femonse
Chagow Names
A Domamanis Egi Archwve Protia
v 2 Folders s Varwy Ech Inbovust Proly
2 MyFavorte Doy Mur, Docusert As Expeed
Q, Asthive Logs
Q, By Category
Q [Eriiy) wroewd e 0
9 4o Forvard aa Bockmark
Hove o Folde,
Blewsve irom Foider
Yinwr Options »
Btrieve Enti Dorunant

TS How do Document Links work, sryway?
0199 Evegpthng [ What Kined of Infosmation Can | Fond bn They
Databata?)
¥ Ripule. Suvan

YN

Figure 5.16 Opening a Document for editing using the Action menu on the Notes Client.

Field Begins

"This Text is Inside a Field

Field Ends
Figure 5.17 Fields are delimited by small brackets.

The Insertion Point

Po £ Come poiom Dot Wrdm i
i EUO B/ a2 EXZa_|
Tjoxe  Tysave

Word Processing in Notes

8 Pk CATALYSTAIS on D910 OVZIS2PM
 Gorverad Informalion ;2]

f1a Notes Rich Text Field provides users wilh sxisnswe word-processing capabiiss  double
click any line in the lisl below for mose informatin

e Bulteted Toxt

s Changing Fonts

®» cheng ng F Nt Sizes

*  Bol, ¢ Underng snd Stakelhuiugh
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*  swgrap pac g

Ml
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Figure 5,18 The "Word Processing in Notes” Document, opened for editing.
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Step 4

Correct the spelling of the word information at the end of the first paragraph.
Save your changes and close the Document using one of the following:
Select File, Save followed by Actions, Close from the Notes Client menu,

Press Esc and answer Yes at the dialog box shown in Figure 5.19.

Do you want o save your changes?

Figure 5.19 The Save Changes dialog box.

ongratulations, you're an editor!

Pop Quiz (worth 100 points)

Assuming that the database containing the Document you edited is on a server,
what do you think will happen to the unread indicator for that Document for the
other users accessing that databa e

If you said it would change to unread for those users, add 100 points 1o
your score. Your editing will flag the Document as unread to other users.

Back to the Fields

As you saw in Figure 5.17, Fields are often represented by a tiny pair of brackets
on the Document you are editing. You can navigate among Fields by clicking
them with your mouse (placing the cursor in the Field you clicked) or by using
the Up/Down Arrow keys 1o move the cursor from Field to Field. Not all fields
are editable. Some are calculated based on the values entered in other Fields or
he action being performed. In Figure 5.18, the line in the Document that reads
Bill Kreisle CATALYST/US on 9 10 at 01:23:52 PM" is 2 combination of calcu-
ted fields and labels designed to inform users who created the Document and
hen it was created,

Let s go back to the binder and page example we used to introduce Fields
Figure 5.12) for a moment. Just as the predefined areas of the page are
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intended to hold different types of information (page number, chapter number,
body text), Fields on a Form can be a combination of the following types:

% Number Field, Designed to hold numbers, including integers and deci-
mals. Number Fields can be formatted to display currency symbols,
thousands separators, and scientific notation. Alphabetic characters
(a,b,c...) cannot be saved in Number Fields.

% Time Field. Designed to hold time and date values. Time Fields may be
formatted to accept a variety of date-time values (01/01/95 12.00.00 AM,
1-1-95, or 12.00 AM, for example).

% Text Field. Designed to hold text and numbers. Text Fields can also
contain lists, delimited by characters specified by the database’s
designer. For example, a Text Field for favorite colors might consider
Red, Black, Green to be a list of three values if the comma is a speci-
fied delimiter.,

% Rich Text Field. Designed to hold formatted text, numbers, pictures, file
attachments—just about anything,

@ Keyword Field. A Text Field with a predefined list of values that you
choose from. (For example, a Keyword Field called state that is part of
an address may only allow two letter abbreviations of the 50 states to be
selected from its list.)

% Names Field. Designed to hold a list of user, Server, or group names.
These are most frequently used to collect lists of addressees for
Documents in a workflow.

% Author Names Field. Designed to hold a list of User, server, or group
names that can edit a Document if they have Author Access.

¢ Reader Names Field. Designed to hold a list of user, server, or group
names that can read a Document. Only those users, servers, or groups
specified in the Reader Names field will see the Document in Views,
Folders, or Navigators. If a Reader Names field is blank, it is assumed
that everyone should have access to read the Document.

Some Fields react differently when you try to enter information into them. A
Keyword Field, for example, is a list. If You try to type information into a
f(ﬂyword Field, and you happen to type a letter that is the first letter of a word
n the list, then that word will appear. (In a state Keyword Field example, typing
A would make AL appear in the Field.) If you type a leter that isn't the first let-
terof 3 keyword, you hear a beep,
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Pressing Enter in 4 Keyword Field makes a dialog box containing the pre.
defined values for that Field appear. Pressing Enter in any other Field type
inserts a new line in the Field (whether it belongs there or not).

Which makes things a little confusing, if you ask me. Here you are, a|l
excited about entering information into Notes, and now you learn Lotus’ dark
secret. How can you tell what information belongs in what field? Use this list.

% Number Field. The only way you’ll notice a number Field has an illegal
value (that is, something that isn't a number) is if you try 10 save g
Document with letters where numbers should be and you get the error
shown in Figure 5.20.

Entor Yalidating Field X
° Cannot converl text to a numbar

Lok ]

Figure 5.20 If a Mumber Field contains text instead, you'll see this dialog box.

Fortunately database designers know about this problem, so number
Fields arc next to Labels like “time (in minutes)” or “cost,” to help you
recognize when numbers should be used instead of text,

.,
(3

»  Time Field. Like numbers, you'll probably only notice a Time Field
when you type something that doesn’t belong and try 10 save the
Document (Figure 5.21),

Error Validating Field E3

0 Unable to interpret Time or Date

L Ok

Figure 5.21 The crror you' ll receive if Notes can't convert
whet you 've entered in a Time Field into a time/date value.

One tricky thing about time Fields is that dates are entered differently
depending on your operating system and its clefault date settings. (If you're
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*

2,
Lo

running Notes for Windows, for example, you most likely will enter a date
as 1/1/95. On OS5/2 or the Mac OS, however, the date may require a for-
mat of 1-1-95.)

Text Field. Text Fields can hold letters or numbers and won’t generate
an error if either are entered into it when you save your Document. One
thing to remember about a text Field, however, is that it is a “plain”
Field. You can't apply formatting to the text (make it bold or italic for
example), and you can't insert pictures in or attach files to a Text Field.
To determine if you're in a Text Field, place your cursor inside the field
and select Text from the Notes Client menu. You will notice that all the
formatting choices (such as bold and italic) are dimmed for Text Fields.

Rich Text Field. If you select Text from the main menu and see format-
ting options enabled such as bold and italic, you're in a Rich Text Field.
That means you can import and attach files, paste pictures, or do what-
ever else you may think of (pretty much).

Here's a thought. A Rich Text Field can hold a Notes database! (S0, if
you create a database and put another database in a Rich Text Field in
one of its Documents and save it, and then put that database in a Rich
Text Field of another database, and then put that database...)

Keyword Field. As 1 mentioned earlier, the “gotcha” in Keyword Fields is
finding them. Any time you start typing and Notes starts complaining,
you're probably in a Keyword Field. Pressing Enter while you're in a
Keyword Field will provide you with 4 list of legal keywords and, posst
bl a box to allow you to enter new keywords (Figure 5.22).

Keywords W
Fun St
v General Tnformation ] Cancel I

Note Fealure

Mew Kepwords:
L ]

Figure 5.22 The Select Keywords dialog box
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With Release 4 of Notes, a Keyword Field may also have a small box g
the left of its first bracket that is not only an indicator of a Keyword
Field, but also a mouse shortcut (clicking the box opens the Select
Keywords dialog box).

Visual Indicator

Category  £irGeneral Infoimation

Figure 5.23 A visual indicator that Category is a Keywords Field.

However, that small box is an option that may or may not be used by
the database’s designer.

Well, that wasn't as much fun as some of the other stuff we've learned, but it's
important information that we can say we've added to our list. In addition,
better prepares us to move on to the next section.

Adding Documents

With the Access Control List, Fields Forms, and editing under our belts, it’s time
to explore another way to add information to a Notes database—composing
new Documents.

You compose a new Document in Notes by selecting a database to add a
Document to and then using the Create command on the Notes Client menu,
Under the Create menu will be a list of Forms you can use (0 compose new
Documents. Like Views, the Forms in this menu represent choices made by the
database’s designer. So what you see when you select Create from the Notes
Client menu will vary depending on the database that is selected.

ltalso means that two clatabases may use the same Form name (“Response”™)
for example, but the Forms will contain different Tields and Labels, Figure 5.24
illustrates the Create menu from two databases.

As you can see from Figure 5.24, the Teach yourself. . Discussion database
allows you to create Documents using three types of Forms: Main Topic,
Response, and Response to Response. The standard Notes Mail Database allows
you to create Documents using the Memo, Reply, Reply with History, and
Workflow Forms.
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Figure 5.24 Different databases will bave different Forms available from the Create menu.

As we did earlier for editing documents, let’s look at the steps required to
add 4 Document to a database briefly and then work with the steps later in a
hands-on exercise:
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Select the database where you will add information.

2. If you are composing a Response Document, open a View and highlight
the Document that will be the parent to the Response. If you are com

posing a main Document, skip this step.

3. Choose Create from the Notes Client menu, and select the name of the

Form you wish to use to add 2 Document to the database.

Note that Step 2 in these instructions is a conditional statement. It requires different
actions depending on whether you are compaosing 4 Response Document or a main
Document in the Notes database The following exercises will cover both options.

Taking What We've Learned Step by Step

(Exercise 5.2)

In this exercise, we'll add a Main Topic and Response to the Teach yourself...

Discussion database.

Step 1

Select the Teach yourself... Discussion database and choose Create, Main Topic

from the Notes Client menu (Figure 5.25).

r"‘l

A¥Documenty

W O Foldars and Vier
) My Favoris
:Nd'ian

By Category
NoTrs

7 Agenty

Figure 5.25 Creating a Main Topic in the Teach yourself... Discussion database.
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step 2

A new window called Lotus Notes—New Topic will open. Enter “Using Rich Text
Fields” into the first field in the form.  se the Down Arrow key to move to
category Field and press Enter. Select General Information from the key
words list and click OK.

Edd oew [Cresle  Actr Jed  Windw Heb

] -l s o E %|| =
Close Save ‘
rU . R Fun Sl E
smg 1 | v Conadliiamaion | r,..‘,.r[‘
< o o
Faesshe/GPS
Gane
™HN

Figure 526 Adding information to the Main Topic Document's Flelds

Use the Down Arrow key again to move to the body of the Main Topic
Document.

Step 3

Type “Could someone show me some of the things I can do with a Rich Text
Field, please?” in the Main Topic Document's body Field (Figure 5.27).

Step 4
Save your changes by pressing Esc and answering Yes to the prompt, or by

selecting File, Save followed by Action, Close from the Notes Client menu.

Select View, By Author from the main menu. Locate and expand your
hame in the By Author View to see your new Document.
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@ rUsing Rich Text Fields,

Bill Krele/GPS on. 11412 ot 0302 58 PM
Categoy T Genesal Information 3 =)

Could someane show tme some of the things ! can do with a Rich Tex! Fie d, plea e

L)
Helv 1 ) YN
Figure 5.27 Adding Information to the ney Main Topic Doctiment.
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Figure 5.28 Locating the Doctument o fust
alded 1o the Teach yourself... Discussion database.
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Taking What We’ve Learned Step by Step
(Exercise 5.3)

In this exercise, we're going to respond to the topic we just entered into the
Teach yourself Discussion database. We're also going to work with formatting
text in a Rich Text Field,

Step 1

If it’s not still open from the previous exercise, open the Teach Yourself... Discussion
database. Select View, Show, Folders from the Notes Client menu, and select the
All Documents View. Click once on the View pane to change focus to the View,
and press Ctrl+End to move to the bottom Document in the View (Figure 5.29).

E6 Yon Godo pooom Wodow o - .
* ' #wo- i b 3 -

Novgaior  StandandFolders | [ Howbian Tenic | ERp Hosponse | Retponse to Respanas

O A1 Documents Dats v Topi: -
¥ O Folders U\d\ﬁe\m 07/23/95 ~ What aie "Fopups T {Slephen 'Whittaker 1 responsa)
3 My Favorite Docu orRvs Popups are messages pou can make BOpESl wheneve! & iter
g g 07/23/35 Wiy A1 This Tak About Compuders. - Vigrss Huebrer 5 tesponses]
Q Byhutha 07/234%5 ¥ OK. How sbout Aum Cake? [Susan Kiewle 4 responses)
7 Agents 09/08/95 ¥ Fou bestiesulls, | take o tpimge ond.  [BA Kiertle,  te
3089 W Gee: why dontyou il [Shawn Wical, 1 response)
11/08/% | tied that, bul. (B Ksessla)
03/08/95 Golta el your  ['ve tned s eerpe and #'s DELICIOUS! [Pau
02/08735 % Can anybuody grve me & history lesson on Lotus Notes? [Sunny Sippls, 1
response
09/08/95 A Brief Hastory of Notes [Colecied iom the Press) (BA Kiersle)

09/10/%  ‘Word Procettng n Noles (B2 Kreule)

0913/35  About File Attachment (Bl Keersle)

03/15/95  About Tables (Bl Krenle)

09N6/%5  About Buttons [Bi Kseule]

0918/35 *H  doDocument Link woik, aryavay? (Bl Kaele, 1 1etporise]
0316/%5 Dogumetit Lk ate Button: that Connect Mukiple Motes Document
nn2%B ingRich Tend welds (B Kreisle]

L

* TN -

Figure 5.29% The Document created in Exercise 5.2 in the All Documents View.

Step 2

Leaving the Document we created in Exercise 5.2 highlighted in the All
Documents View, select Create, Response from the Notes Client menu or click
the Response button on the Action Bar.
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D91 About Fie Atischments [Bil Kreiske)

09N5/5  Aboul Tables (B Kreisle)

03HE/5  About Buttons (B8 Kiekle)

03/16/%5 ¥ How do Document Links work, srywoy? (G Kieisle, 1 responte)
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ALB UugRich extFicid: B eisle) %
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Figure 5.30 Creating a Response 1o the Document we created in Exercise 5.2,

Step 3

Enter the Response text similar to Figure 5.31. To change the fonts of your
Response 10 look like the example, highlight the text you want to change by
clicking and dragging with the mouse, then choose Text and the appropriate
menu command from the Notes Client menu.

Step 4

Suve your changes by pressing Esc and answering yes to the prompt or by
selecting File, Save followed by File, Close from the Notes Client menu.

In the Main View, our Response will appear immediately after the main
topic we composed in Exercise 5.2.
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Big, Blue, Bold Text]
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Figure 5.31 Adding information 1o a Response Document.
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Figure 5.32 The New Document and Response created in
Exercises 5.2 and 5.3 both appear in the All Documents View.
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Layout Regions and Dialog Boxes

So far, we've learned the primary way to enter data into Notes is to use Forms,
which are a collection of Fields and Labels. Fields are areas that are enclosed j in
half-brackets, and may require a specific value in them such as numbers, dates,
or preselected keywords, With Notes Release 4, there two more ways a des1gner
can use to ask you for data—Layout Regions and Dialog Boxes.

Layout Regions are a special area on a Form designed to organize fields ang
labels in a manner similar to a dialog box. Like standard forms, different field
types can be used in a layout region; your best clue as to what field type is
expected will come from the labels the designer provides you with and the error
messages you receive when trying to save. Figure 5.33 illusirates a Layoug
Region on a Notes Form.

e & ww T i Wik
d . B/ 3 .

Updata Hitteey | Lelter el i Med Toda we: Hem
] .

Cortect | T e

Tite | | Fex [
ompeny [ ]

Address E

City | | Stave: | ] Zip | ]

E-Mail;

b HNotes:

w History:
11/19/3504 31 1T PM  Contact record created by Bill Kretsle

- TYLH

Figure 5.33 A Layout Region organizes Notes Fields similar to a dialog bax
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Summary
we've covered a lot in this chapter:

% Access Control Lists (ACLs) affect your ability to open, read, edit, or add
Documents to a Notes database. There are seven levels of access con-
trol. A database manager has a number of options with each access
level to tailor it more finely to his application.

4 Forms organize Fields and Labels into Documents. Fields are variable
areas that you fill in on each Document—they can be designed to hold
numbers, time values, text, rich text, or predefined keywords. Labels are
constant from Document to Document. They are generally used to
explain what should be entered into a Field.

% To edit a Document in Notes, select the Document from a View, Folder,
or Navigator and put it in edit mode by selecting Action, Edit
Document from the Notes Client menu, or by pressing Ctrl+E. Once
this is completed, you can use the mouse or Up/Down Arrow keys to
move to the Field you wish to edit and make your changes. Save
changes by selecting File, Save from the main menu, or by pressing Esc
and answering Yes to the “Save Changes?” prompt.

# To add a Document to Notes, choose Create from the Notes Client
menu combined with the name of the Form you wish to use to create
the Document. If you are composing a Response Document, you should
select the Document that will be the new entry’s parent before selecting
the Create command.
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Chapter 6

More Ways to Add
Information to Notes
Databases

In this Chapter...

When we discussed editing and composing Documents in the Chapter 5, we
focused primarily on entering information into Text, Rich Text, Number, and
Date Fields. In this chapter, we're going to expand on the things that we can
add to Rich Text Fields, including File Attachments, Embedded Objects, Tables,
and Buttons. While we're talking about Buttons, we'll cover a special type called
a Document Link.

Next, we'll look at copying and pasting information in Notes databases, fol-
lowed by a discussion on deleting Documents from Notes.

133
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Here's the outline for this chapter:

% File Attachments

% Embedded Objects

4% Tables

< Buttons

< Document, View, and Database
% Copying and pasting into Fields
% Copying and pasting into Views

s+ Deleting Documents

File Attachments

File Attachments are copies of files that can be stored in a Notes database. They
are contained in Rich Text Fields on a Document, and are represented as an icon
with the file’s name. Figure 6.1 illustrates a File Attachment in a Rich Text Field.

. [ Ed Yew
.

e -
-

Close Ecit Document Respond

.~ About File Attachments
<

BAY ecte/CATALYSTAUS o 09713 oL 103145 P
slegary  Notos Feahues

File Attachments are copies of fles that can be rsered inlo Rich Text Fislds 11 Notes. A File Altachment  ispresenied
by an Leon and the name of the stiachad file, ke iy

i

caldoc

A copy of the Word for Windows file
cal.doc is attached to the Rich Text Field
of this Document.

igure 6.1 File Altachments are represented by an icon combined with the file'’s name
Adob&EXRibit 1014 represented by f
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To attach a file to a Document, use the File, Attach... command from the Notes /
Client menu to open the Creqate Attachment(s) dialog. (See Figure 6.2.)

Create Attachment(s) [ 2 x]

Look ji: la Teach pourself _:] ‘ J:j_l [E_E:'-
) Chap? P chpllig

@ Chap8 ﬁ chpZlig
@ Chapter§ ‘E] chp3fig
@ Chapter? @' 01-01

ﬁ Chapter8 figures
@ Chapterd @ Intio

| b

Flename: | Create

Cancel I

¥ Compress

Figure 6.2 The Create Attachmeni(s) dialog box.

The File, Attach... command is only available when vou are editing a
Document and have the cursor in a Rich Text Field.

NOTE

From the Create Attachment(s) dialog, you can seleci the drive, directory, and name
of the file you want to attach to your Notes Document. Clicking on the Compress
check box inserts the file using compression, meaning it takes up less space in the
database. Clicking the Create button inserts a copy of the selected file.

To eliminate confusion, this command is inserting a copy of the file
you select from the Create Attachment(s} dialog box. The file will still
exist in its original location. After clicking the Create button, the file

NOTE Wil exist in its original location and a copy of it will be inserted into
the doucument’s Rich Text field.
If you want to insert more than one File Attachment at a time using the
Create Attachment(s) dialog box, you can do so by typing the name of the
files in the File Name list box separated by a space, or by holding down
SHORTCUT

the Ctrl key and clicking on the name of each file you want to insert.
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You can delete a File Artachment from a Rich Text field by clicking.én it once
and pressing the Delete key. Before the file is deleted, Notes will display the
prompt shown in Figure 6.3, ’

I otus Notes

This operation cannot be undone. Would you like to proceed?

Figure 6.3 Deleting a File Attachment from a Rich Text Field will generate this message

This prompt is telling you is that after you delete the File Attachment, you cannot
use the Edit, Undo command to get it back.

If you double-click a File Attachment icon in a Rich Text Field, you will
see the Attachment Properties information tab (Figure 6.4).

Attachment

File: caldoc
Length: 39 Kbytes | 60.3%)
Modified:  08/28/95 04:34:50 PM

e a eta ..

Figure 6.4 Double-clicking a File Attacbment icon
will open the Attachment Properties information tab.

You can also view the dialog box in Figure 6.4 by right-clicking the File
Attachment icon and selecting Attachment Properties from the pop-up menu
(Figure 6.5).

Going back to Figure 6.4, you'll notice that the information page of this dia-
log box gives you the name of the file, the size of the file, and information
about when the file was onginally created. The dialog box page also contains
View, Detach, and Launch buttons.

Adobe Exhibit 1014
Page 155 of 461



Chapter 6. More Ways to Add Information to Notes Databases % 137

fle & Yew [wess  Atachmenl  Window fob
k4 Qg a Loox T, % B
Clase Edit Bocument Respond
@ About File Attachments
B Krecle/CATALYST/US on 0941 N45PM
Notes Features

File Attachments are copies of fles that can be mserted nto Rich Text Field nynlcs.AFieAwmhrmmded
by an icon and the name of the attached fle Fke this:

biig —

cel.toc

View
Detach...

Launch.. j
Detsch AL, : . =

TVIN 7
Figure 6.5 The Attachment Properties command on the right-click menu.

Clicking Detach makes a copy of the file at a location you specify. If you
checked the Compress box when you stored the attachment, it will be automati-
cally decompressed when it is written back to disk.

Clicking Launch makes a temporary copy of the file on your local hard
drive and launches the application associated with the file’s extension What this
means is that if you attach and save a Microsoft Write file, when another
wWindows user double clicks on the attachment and selects the Launch bution,
she will launch the Microsoft Write and a copy of the file automatically. When
the second user closes Write, the temporary copy of the file created on her com
puter will be deleted.

There are few important things to note concerning the Launch button:

1. Different computers may have different applications associated with the
same file exiension. As an example, you create a Microsoft Word
Document called MYFILE.DOC and insert the file into Notes as an
attachment. Another Windows user, who favors WordPerfect, may dou-
ble-click on your extension and select Launch, only to discover that
WordPerfect wasn t the application that created the file.
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7

2. The Launch button may not work on files that were attached by a Notes
user on a different platform. For example, a Microsoft Word for the
Macintosh user creates a file called MYFILE and attaches it to a
Document. A Windows user who has Microsoft Word for Windows
installed double-clicks on the attachment and clicks the Launch button.
Because the file MYFILE has no extension, Notes may respond with the
dialog box shown in Figure 6.6:

l

Lotus MHotes

& Sony, an application ta open this document cannot be fourd,

Figure 6.6 Launching a file with no extension or an extension
not recognized by your operating system will generate this message.

3  Some extensions (exe, bat, app, or cmd, for example) are considered
programs by Windows, OS 2, and UNIX. Selecting Launch on a file
with one of these extensions will actually run the selected program!

Never launch an attachment with an EXE, BAT, COM, or CMD
extension if you aren’t 100% sure of what the program will do and
are reasonably sure you know the person who composed the
Document. A malicious user could make an attachment called
SMILE.BAT or something else equally innocent-sounding that erases
your hard drive!

WARNING

4. Detaching a file makes a copy of the attachment on your hard drive, but
it does not remove the attachment from the Document (just as attaching
a file makes a copy in the Notes Document but does not remove the
original file).
Depending on the type of file attached, clicking View may open Notes’
built-in viewing utility. This utility is designed to allow you to look at
files created with programs you may not have on your computer. It is
especially useful for viewing attached image files (Figure 6.7).
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E’ dt Miew Creste  Actions Hitmap indow Help

- ™

Figure 6.7 sing Notes built in 1ewer to examme attached files

Embedded Objects

Embedded Objects are special types of File Attachments They are files that
become a part of your Notes Document. The difference between an Embedded
Object and an auached file is that changes made tc an Embedded Object by its
associated application are stored in the Notes database, while changes made to
attached files are made to temporary files on a local hard drive. One way to
think of the difference between working with Embedded Objects and File
Attachments would be comparing it to working with an original page of a book
versus working on a photocopy. Whatever you do to the original page will be
available to the next person who reads it, while what you do to the photocopy
is never seen by the book’s next reader.

Why would you use Embedded Objects instead of File Attachments? Imagine
that you are one of three people asked to edit a Document that was created in
Microsoft Word and stored in a Notes Document, If the Document was stored as
a File Attachment, you would double-click the Document s icon, select Launch,
and work with the temporary copy. When you finished making your changes, if

Adobe Exhibit 1014
Page 158 of 461



140 % reach yourself... Lotus Notes 4

you wanted the next person who was supposed to edit the documef;‘ to see
your suggestions, you would have to save the file to your local hard drive and
attach the new file to the Document, next to the original. The next eglitor would
have to launch the original and your document to see if you're suggesting the
same changes she would and create a third file and attach it to the Document.

If the Document was an Embedded Object, however, you could double-
click on the Document, and it would automatically launch the associated appli-
cation (there is no Detach or View option for Embedded Objects). After you fin
ished editing, your changes would be saved in the Notes Document. (Meanin
that the next person who double-clicks on the Embedded Object would se
your changes because they were stored within it.)

You can insert an Object into a Rich Text Field by placing your cursor at th
desired location in the field and choosing Create, Object... from the mai
menu. This will open a dialog box similar to Figure 6.8, which lists the differen
Objects that are registered with your operating system.

¢ Cieate a new object oK
Create an object fram a file

Obiject type:

Cancal

Approach Application

Approach Chart

Approach Crosstab

Appioach Foim Lelter

Approach Form

Appioach Mailing Labels Display asicon
Approach Report

Approach Worksheet

Resul
inserts a new 1-2-3 Worksheet abject into your

document.

Figure 6.8 The Insert Object dialog box.

The types of Objects you can insert will vary from one machine to
another,

NOTE
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From the Insert Object dialog box, select the type of Object you want. If the Create
New radio button is selected, whatever Object type you select will be a new Object
within the Rich Text Field. If the Create from File radio button is selected, you
will be given a dialog box to locate the file you wish to insert into the Rich Text
Field as an Object. You can use the Display as Icon checkbox to display the Object
you are inserting as an icon. If you do not select this checkbox, the Object you
insert will appear in the Rich Text Field much the same as if it were being viewed
by the application used to create the Object. Figute 6.9 illustrates a Microsoft Chart
inserted into a Rich Text Field as an icon and in its native format,

& ew  Ciesn ndow  ep

E Doctaneat Aetponte

Embedded objects ere files thatwera created us ng an application and stored in & nch text fie
in their native format.

They can be created as icons o displeyed as the would appaar if ther native applicat r
wiewing them

%

Feod Ges My

Figure 6.9 An Embedded Object can be displayed as an icon or in its native format.

You can delete an Object from a Document in the same way you can delete a
File Attachment—select it by clicking on it once, and press the Delete key. You
will see the “Operation cannot be undone. Would you like to proceed?” message
we discussed earlier in this chapter.

and Objects that work seamlessly across platforms are definitely work in
progress. While there are times when storing a file as an Object might
make sense, make sure you can live with the consequences of working
with a new technology (meaning an occasional failure of epic proportions).
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Tables

Tables can be inserted into Rich Text Fields by positioning {he cursor at the
desired location in the field and choosing Create, Table from the Notes Client
menu. This will open a dialog box similar 1o the one shown in Figure 6.10.

Bows: Columns: I oK l
Cancel l

IxE ]
Help I

Figure 6.10 The Create Table dialog box

.

sing the Create Table dialog box, you can specify the number of row and
columns desired. If you aren’t sure how many rows and columns you will need
you can make changes to the table later, Figure 6.11 illustrates a table in a Rich
Text Field.

E® View Creslo uolion Window  sp

Closs Edit Document Respomss

Tables help separale micymation 1 a Rich Text Field
nio dciete components

Ceds can contan Embedded Dbyects, ke this
Mictosolt E quation:

JSuccess = Work?
g Different cells in a table can
) brg contain diffesent types of text.
Cells can contasn File Altachments

Cel an also contan picuses
t

L
[
1

To change the appearance of a Tabie. nght

cick the mouse on the 1able of postion the

cursoe nside a table cell and select Table
froda the Notes chent mernu.

Figure 6.11 A table inserted in a Rich Text Field.
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While you are editing a table, you can use the Tab key to move from one cell t
the next. To make changes to a table after it has been inserted, position the cursor
inside one of the table’s cells and select the Table command from the Notes Client
menu. You can also right click anywhere on the table to open the Properties bia
log box and choose Table from the drop down list (Figure 6.12)

= Table x a
CelBorders L 1o

For current selec Document
Database

[% O one nge ou &
O None O Nore

5 T
@ Single et Al To Nane @ Sngle
SetAllTo Singlel

O Double O Double

O None @ Single O Double

Figure 6.12 Changing a Table s Properties using the
right mouse button and the Properties dialog box

To quickly add another row to a table, press the Tab key while you
are in the last cell of the table.

SHORTCUT

Taking What We’ve Learned Step-by-Step
(Exercise 6.1)

In this exercise, we will compose a Document in the Teach yourself...
Discussion database, and insert 2 Table, File Attachment, and Embedded Object
into the Rich Text Field of the Document we create.

Step 1

Select the Teach yourself... Discussion database and choose Create, Main
Topic from the Notes Client menu, Enter “Exercise 6.17 in the first Text Field, and
position the cursor in the Rich Text Field at the bottom of the form (Figure 6.13).
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Fe  Edt Yiew Creste Actos Test ‘Window Heb
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egor ereral 1 ) .

aa?

Hely 10 one TN

Figure 6.13 Getting ready by creating a new Document
1 the Teach yourself.. Discussion database.

Step 2

Choose Create Table... from the Notes Client menu., Dimension the table as 1
row by 2 columns and choose OK.

He & Vew & Jent mdow  Heb
r "BJ7 aw- EXZ3X PR =

Close . Save MakPrivatel -
T .
@ Exercise 6.1,

Bl Kreisle/BPS o 11723 8. 04 40:08 P
Category:  * General 53v§
P

Cicate [uble

eiv 1 one] - ™N

Adobe ExhiBfMye40. 14 Inserting a 1 row by 2 column table.
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Step 3 /

Position your cursor in the first cell of the table, and select File, Attach.3 from
the Notes Client menu. If you are running Notes on Windows (et al.) or OS5 2,
enter “c:\config.sys” in the File Name text box. If you are using another operat-
ing system, select a text file from your local hard drive using the Drive,
Directory, and File Name list boxes.

j= Ed v  Ciasle &ctima_tle:d Table  welow Help
i* e - : B4 et EEX

Closer Savg I MukP:'mlaI
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Figure 6.15 Inserting a File Attachment into the first cell of the table.

Step 4

Use the Tab key to move to the next cell in the table. Choose Create, Object...
from the Notes Client menu. Create a new Embedded Object using an associated
application (Figure 6.16).

Notice that after you click OK to Create the Object, a heavy box appears around
the new Object and the Notes Client menu choices change to reflect actions that you
can take on that Object’s type (Figure 6.17). This is an example of in-place editing—
a component of the Object Linking and Embedding (OLE) standard, version 2.0.

Step 5

Click outside of the newly created Object onto the second cell in the Table 1o close
the Object and fester;ihe ieles Client menu to its normal state (Figure 6.18).
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Figure 6.16 Creating an Embedded Object in the second cell of the Table.
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Figure 6.17 The Notes Client menu changes to reflect options
you can use with the type of Obfect you chose to Create.
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Figure 6,18 Click outside fan Fmbedded Object 1o
return control of the menut to the Notes  lient

Step 6

Complete the exercise by saving the new Document and closing the Teach your-
self... Discussion database.

As you can see, the Rich Text Field is an important part of Notes (and if you
think this is powerful stuff, wait until you see the next section).

Buttons

Buttons in a Notes Document are designed to work the same way as buttons on,
say, your radio. If you push one, something happens How Notes accomplishes
this is by allowing you to store mini programs called Agents with each button
that you (or the database’s designer) create When you click the button (or select
the button using the Arrow keys and press the Spacebar), the action stored with
it will execute.

Another important feature of Buttons is that they can be stored in Forms as well
as Rich Text Fields. As you recall, Forms organize a Document s Fields and Labels—
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every Document composed by the same form will have commeon Fields ané Labeljs.
By allowing Butions to be stored in forms, every Document composed can have the
same Buttons as well. This allows the database’s designer to automate or simplify
the process of creating or navigating Documents created by a specific form.

As an example, imagine a Notes database of purchase orders. Documents
are composed in that database using a form with Fields for the order date, the
bill-to address, the ship-to address the items ordered, payment terms, and ship-
ping terms. Since the bill-to address is often the same as the ship-to address, the
database designer creates a Button called “Same as Bill To” on the Purchase
Order Form, too. When the user clicks the “Same as Bill To” button, an Agent
runs that copies the information from the bill to address fields to the ship -o
address fields, saving time for the person entering the order.

besides Fields, you might have the impression that they are the only thing
we've discussed up to this point that can be included on a Form. Basically,
NOTE anything that can be stored in a Rich Text Field can be stored inside a Form,
including File Attachment, Embedded Objects, or pictures. Pictures,
Buttons, and Tables are the items you'll find used in forms most often.

' Since Buttons are the first thing I've mentioned that can be stored on a Form
]

Because inserting Buttons means understanding Notes” Agent languages (a topic
we won't cover in this book because of the amount of space I'd have to devote
to discussing it could easily make another boek) this section is devoted primarily
to how you can use Buttons as opposed to creating them yourself. (Although in
Exercise 6.1 you will use Notes’ Agent language to create a Button so we can use
it later in the exercise.)

“Big deal. Point at the Button and click,” you're probably saying to yourself.
“What else is there to know?”

For the most part, you're right. There, are, however, a couple of other things
I'd like to mention:

1. Buttons are similar to File Attachments with EXE, CMD, BAT, APP, or
COM extensions. When you start them, something’s going to happen. If
you're not sure what a Button does or you don’t recognize the name of
the person who inserted it into a Document, don't click on it until you
can find out more about it.

2. Y i i i d
AdQu g i%?le & 4Buttons from a Rich Text Field by selecting them an

PRISTUPE g Delete key.
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Unlike File Attachments and Objects, Buttons are activated by click-
ing on them once. That means to select a Button to delete it, you
have to place the cursor before the Button, and click and drag ovey
the Button. You can also select a Button to be deleted by placing the
cursor before the Button, holding down the Shift key, and using the
Right Arrow key to move over the Button.

WARNING

Taking What We've Learned Step-by-Step
(Exercise 6.2)

In this example, we’re going to get a minimal introduction to one of the Notes
Agent languages (@Functions) as we insert a Button into a Rich Text Field. As
with the previous step-by step example, we Il use the Teach yourself...
Discussion database to compose our Document.

Step 1

Open the Teach yourself.. Discussion database and choose Create, Main Topic
from the Notes client menu. Enter “Exercise 6.2” in the first field of the new
Document and position the cursor in the last field on the Form.

Select Create, Hotspot, Button... from the Notes Client menu (Figure 6.19).

This will cause several things to happen. A Button will appear in the Rich
Text Field, the Properties dialog box will open, set to Properties for Button, and
the Document window will split, showing an area to program what action the
button should take when it is clicked (Figure 6.20).

Step 2

In the Properties For Button dialog box, select the first tabbed page and enter
the text “Message from our Sponsor” in the Button Label text box.

In the action area make sure the Formula radio button is selected, and

enter: @Prompt({OK]; “MIS:Press” ; “Be sure to look for our other Teach
yourself... books the next time you're in the bookstore!™)

in the text box beneath the radio button (see Figure 6.21)
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Figure 6.19 Creating a Button in a Rick Text Field.
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Figure 6.20 Different areas that appear when the Create, Hotspot,

. Button... command is issued from the Notes Client menu.
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Figure 6.21 Adding a label to a Button and entering the Button's formula

It's important to enter the formula exactly as it appears above, paying

attention to the use of parentheses, brackets, semicolons, and quota

tion marks.
NOTE

Click outside the button on the Document to close the action area of the
Document Window, and close the Properties For Button dialog box.

Step 3

To examine the code behind the button again, hold down the Ctrl key and click
the button, or use the Up/Down/Right/Left Arrow keys to highlight the but
ton. Then, choose Button, Edit Button... from the Notes Client menu,

Click on the Document to close the action area of the Document Window.

Step 4

Click the “Message from our Sponsor” Button. You will see the MIS:Press dialog

box (Figure @ Exhibit 1014
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Figure 6.23 The MiS:Press dialog box.

Click OK to close the MIS:Press dialog box.

Step 5

Using the mouse, click on the space in front of the “Message from our Sponsor”
Button and drag the mouse over the Button to select it without launching it.
Press the Delete key or select Edit, Clear from the Notes Client menu to
remove the Button from the Document.

Step 6

Complete the exercise by closing the Teach yourself... Discussion database. Yo
do not need to save your changes uniess you want to refer to this Docume
later,

This is a very basic example of using a Button in a Rich Text field—it simpl
opens a message box to display text. However, an experienced database devel-
oper can make Buttons powerful extensions to Notes.
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Figure 6.24 Deleting a Button from a Rich Text Field.

A Quick Look at @Prompt

While I said I wouldn't get deeply involved in the Notes macro language, I'd hike
to briefly cover the @Function we just used in our example {just in case you're
curious). If you aren’t interested in this part, feel free to skip to the next section
of this chapter, “Document Links,”

What we entered in the Formula box of the Insert Button dialog box was:

@Prompt({OKJ);“MIS:Press”;"Be sure to look for our other teach yourself...
books the next time you're in the bookstore!™)

@Prompt is the name of a Notes @Function (pronounced “at-Prompt” and
“at-Function”). As you saw in the step-by-step example, @Prompt creates a mes-
sage box. What is contained in the message box @Prompt creates is determined
by the arguments passed with the @Prompt function. Arguments are separated
by semicolons, Looking at the preceding example, you can see that there are
three arguments for @Prompt. All three arguments are grouped together by a set
of parentheses.
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The first argument, [OK] is one of several arguments the Noties Developqlas
Reference tells us we can use with the @Prompt function, It determines what
kinds of Buttons will be displayed at the bottom of the Message box. Eor exam-
ple, another first argument that could be used with @Prompt is [YESNOI], which
displays a Yes button and a No button at the bottom of the message box.

The second argument “MIS:Press” is the text that will be displayed in the
message box’s title bar.

The third argument “Be sure to look for our other Teach Yourself... books
the next time you're in the bookstore!” is the text that will be displayed in the
message box when it is opened.

As you saw earlier, @Prompt combined with our three arguments, produces
the result shown in Figure 6.25:

Ba sure to look for our other Teach yourself... books the nest time
yauf're in the bockstore!

Figure 6.25 An example of the @Prompt Function.

Document, View, and Database Links

Another type of Button you can insert into a Rich Text Field is called a Link
There are three different types of Link buttons you can insert: Document Links,
View Links, and Database Links.

Document Links work as their name implies—they link Documents together.
Here’s how it happens: imagine that you've just finished reading 2 book called
Teach yourself... Lotus Notes. After you finish the book you become so excited
about Notes that you read more books and work with Notes a little bit on your
own. Before you know it, you're a Notes evangelist!

To help others discover the “Gospel of Notes,” you maintain a discussion
database where you answer guestions others have about Notes and provide tips
to make life with Notes easier in general. As you're reviewing today’s questions,
you see that someone new has asked a question about Document Links.
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The person who entered the question didn't notice that earlier in the discus-
sion database, someone else had asked the same question. Of course, you real-
ize that Notes is a little bit overwhelming to new users, so you don’t mind
answering the question again. However, since you’re a Notes gufu, you know
you don't have to retype your answer—you can make a Document Link instead.

You compose a Response to the new user’s question and in the Response
enter the text “Document Links are connections between Documents in a Notes
database. To learn more about Document Links, double-click here->.” After you
enter the text, you go to the discyssion’s All Documents View and select the
Document you originally composed to answer another user’s question on the
same subject. While the original message is selected, you choose Edit, Copy As
Link, Document Link from the main menu (Figure 6.26).
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Figure 6.26 To make a Document Link, select a Document
and choose Edit, Copy As Link from the Notes Client menu.

You can also right-click the document in the View and select Copy as
t Link from the pop-up menu.

SHORTCUT
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You return to the new Document your composing, and insert the Document
Link after the “click here  text by choosing Edit, Paste. What you get is somer

thing similar to Figure 6.2 ;

o
-
_ AT N EREERRE
= z ~
About Document Lmnks
Kreisle. 1 o 11/23 ot 07°43:21
ot RE-0

ocument Links are connections between Documents in one ar more Notes databases. To
earn mora about Document Links, double-click here ->

- [ I
A Document Link

Figure 6.27 A Notes Document ontaining a Document Link.

When the user who asked the new question about Document Links checks the
discussion database again, he will find your Response. When he double-clicks on
the Document Link you've inserted into the Response, he will be taken to the
original message you composed about Document Links earlier in the discussion
database.

Of course, allowing you to save time and energy by avoiding retyping
Documents is a useful feature of Document Links, but its just a hint of their
power, Document Links make creating reference materials easier by allowing
you to create review points for users throughout the material Take, for example,
this book. 1 introduce a concept early on, and when I mention the concept
again, I often copy some of the original information from an earlier chapter into
the current one 10 give you a quick review With Document Links, I could sim
ply leave a bookmark that would take you back to the related information.
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Document Links can also link Documents in different databases Suppose
you have two Notes databases, one for customer names and addresses and
another for orders. Whenever you wanted to associate a new order with a cus
tomer in your database, instead of retyping the customers name’and address
you could create a ‘DocLink” from the new order to the customer Document.

Taking What We’ve Learned Step-by-Step
(Exercise 6.3)

In this lesson, we’'ll use the Teach yourself... Discussion database to recreate our
earlier example of how you might create and use Document Links.

Step 1

Open the Teach yourself... Discussion database. Select Create, Main Topic from
the Notes Client menu. Enter “How do Document Links work, anyway?” in the
new topic’s first field. Close the Document and save your changes.

@ ew Cess et  ndow Hep

b B o = §E _
Closs Save  Mark Privale

< 'How do Document Links work, anyway?

BllKimsle/CATALYSTAUS on: (F/16 &l 921553 PM
Categoy ¥ 431
A

"ak?

NI

Figure 6.28 Adding a new Main Topic to the Teach yourself... Discussion database.
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Step 2

Select the Document we just composed from the All Documents View agd
choose Create, Response from the Notes Client menu Figure 6.29).
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Figure 6.29 Adding a Response lo the new Main Topic.

Enter “Document Links are Buttons that connect multiple Notes Documents” in
the topic field. Move the cursor to the last field in the Form Add the text “Like
this...” (Figure 6.30

Step 3

Select Window, 2. Teach yourself... Discuss..., from the Notes Client menu
(Figure 6.31).

This will bring the window containing the All Documents View to the top of
the Notes Client. Select the Response Document “Everything!” near the top of
the All Documenis View (Figure 6.32),
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Figure 6,30 Adding a Response to the new Main Topic.
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Figure 6.31 Using the Window command to navigate multiple windows.
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Figure 6.32 Selecting a Document to create a Document Link unth.

Step 4

While the “Everything!” Response is selected, choose Edit, Copy as Link from
the Notes Client menu (Figure 6.33).

The message “DocLink copied to clipboard...” will appear in the status area
at the bottom of the Notes Client (Figure 6.34).

Step 5

Select Window, 3. Response to “How do Docu... from the menu to bring the
window containing the new Response Document to the front of the Notes Client
(Figure 6.35a and 6.35b).

Step 6
Place the cursor in the bottom field of the Response at the end of the sentence
“Like this...”

Choose Edit, Paste from the main menu. The Document Link will appear in

the Rich Text field along with the text you typed earlier (Figure 6.36).
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Figure 6.33 Copy the selected Document as a Document Link
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Figure 6.34 The Status Bar will indicate that you have copied the Document as a Link
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Figure 6.35a Returning to the Response Document 10 insert the new Document Link.
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Figure 6.36 The Document Link is pasted into the Rich Text Field of the Response
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Step 7
!

Double click the on Document Link. The “Everything!” Response will appear as
the front window of the Notes Client (Figure 6.37).

& ew Lese b
Cascade
Clote Ed#t Dacument E . ill Paiork Praview

&> Evarything!  1wokpessmw
2 Teach yousef... Discuss..
BllKiessle oer 19/19 a1, 3 Mew Reaponss to “How do D...

In thrs discussion datebass aretp  nh  touse differentfgatures in Notes a isi of Notes
relatod Intemet sites, howtobeke  mcake and much, much moral

Here are some examples:
Hotspots and Popups (8 )

Some Notes History (3 )
Grandmother Huebner's Rumcake Re pe

Figure 6.37 Double-clicking on the Document Link
opens the Document specified by the Link button.

Notice that the “Everything” Response becomes a choice on Notes Client's
Window menu. Take a moment to explore the other Document Links in the
“Everything!” Response. Close all Windows and the Teach yourself... Discussion
database to complete the exercise.

View Links and Database Links work similarly, except that what appears
when you double-click on them is the linked View or database.

To create a View Link, open a Notes database (o the View you wish to link
to and select Edit, Copy As Link, View Link from the Notes Client menu
(Figure 6.38).
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As with the Document Link, a message will display on the status bar of the
Notes Client indicating that the Link to the selected View was successfully

copied (Figure 6.39). ]

ocLinent

: . tephen Whittaket]
N b bk % & appeal whenever & user cicks on s
b wWhyal ak Abcct Computers  [Vieginia Husbiet)
hd meamyhﬁmmmNdu?(SW
o Histoty of Hote Lk the Press) (Bl Krsisle 03/08]
N ol ond Processing i Nolos (B Krersle)
About File Attachments B Kressle)
About Tables (Bill Keeila)
Madks > About Buttons {Bill Kreisle]
¥ Howdo ocument Links work, argway @ Kieitle]
octment Link  are Buttons that Conmect  ultiple Notes Decurnents (B

Kressle 11/23)
11/23 About Embedded Dbyects (Bl Krersie]
123 Exeicree 6.1 (Dl Kreide)

Figure 6.38 Creating a View Link

wew Link co iedto ol board Use Paste to msert it into & TN

Figure 6.39 The status bar's message that a Link to the View bas been copied.

Finally, Database Links are created by selecting a database on the Workspace
and choosing Edit, Copy as Link, Database Link from the Notes Client menu
(Figure 6.40).

As with Document Links, you can also create a Database Link using the right
mouse button menu. Right-click on the Database and select Copy as Link from
the pop-up menu.
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Figure 6.40 Creating a Database Link,
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Figure 6.41 sin the right m wuse button menu to create a Database Link
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/

Copying and Pasting Information in Notes

As you can see, Link buttons are another powerful feature of Notes—the‘y allo
you to reference information without retyping it. Of course, Links aren’t the onl
way to reference existing information without retyping it. You can also cop
information from a Document to a clipboard file and paste it into another one.

How you select information in Notes to copy to the clipboard fil
depends on where you are (in a Document or a view) and what you ar
doing (reading or editing):

% If you are reading a Document, you can select information by clicking
and dragging the mouse over the area you want o copy, or by choosing
Edit, Select All from the menu to select the entire Document.

x
fie Ed View LCiesle Actot Wndow Hep
* L= o
d : L =5 &
Close . Edt Document ] Response *
< 1 e uginNotes
o
A Motes Pich Text Field proades users wiih axtensive word-processmn capabilties  double click
ativ line o (b st below for more eiformatin
LI Bullcted
PR Char
. Changing Fon
L Bold. fiakc, Undeiline
Super .
O “script and
e Paragraph Spacing
« Color
» ettina Tah Stnns . ..'_l

b ’ = TN

Figure 6.42 Selecting information to copy while reading a document.

% If you are editing a Document, you can select information by clicking
and dragging the mouse over the information in a field you wish to
copy, or by choosing Edit, Select All from the main menu to select the
entire contents of the current field.
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I

¥
An important difference between copying information from a

Document in Read Mode versus a Document in Edit que is that you
can only copy information from the currently selected field while you
are in Edit Mode. While you are in Read Mode, you can copy infor-
mation from multiple fields simultaneously, but you can only paste
what you’ve copied into a single field (Figure 6.43).

La

NOTE

5

-
e ER View fctons et . mdow Heb

- 7 w JE 32 H |
Closa Save  Mark Pavate

< Ceessing 0

Kok /CATALYSTAJS o 09410 at 01
egoy VY Genessl Infoimation 18y

A Notes Rich Tex Field provide  er with exiensive word-processing capabilitias. . double
click any line in the list below { r  re informatin

e Bulleted Text
¢ Changing Fonts

o  cChanging Font S i S
. Bold, /takc, Underdine a d Stakethiough
o “script and _ script

e  Paragraph Spating

+« Color
» alhnn h Ston

Figure 6.43 Selecting information to copy while editing a docuiment.

If you are using a View to navigate Documents, you can select one or more
Documents from the View using the mouse or Spacebar, or by choosing Edit,
Select All from the main menu to select all Documents (Figure 6.44).

Once you have selected the information you wish to copy, choosing Edit,
Copy from the main menu copies it to the clipboard. After you have copied the
information, choosing Edit, Paste from the menu reinserts it into the currently
active view or the currently selected field of a Document. Where you can paste
the information depends on where you got it from.
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Figure 6.44 Selecting Documents to copy from a View

If you copied information from a Document in edit or read mode and
you selected formatted text, attachments, Buttons, Tables, or labels to be
copied, the information can be pasted only in a Rich Text field.

If you selected text, numbers, or dates from the Document, they can be
pasted into Text, Number, or Time Fields.

If you copied one or more Documents from a View, you can only paste
them into the database from a View. There are some important things to
remember when copying and pasting Documents at the View level.

NOTE

Since Documents are created using a Form, and different Forms are stored
in each Notes database, you may have problems copying Documents at
the View level from one database and pasting them into another.

If you copy a Response Document from a view and do not copy the
parent Document, the Document currently selected in the View when
you paste the Response into it will become its parent.
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Taking What We’ve Learned Step-by-Step . J

(Exercise 6.4) “~

In this exercise, we will copy information from a Document in read mode and
paste it into a Rich Text Field on a new Document.

Step 1

Open the Teach yourself... Discussion database to the All Documents View.
Select View, Expand All from the Notes Client menu to be sure that all
Documents and Responses are visible, then open the Response titled
“Everything!” near the top of the View (Figure 6.45).

dt ww  [esie Actons Yindow

Nawgaior Folders Hew Main Topc Betpone } Responss To Aesponte
&9 At Documents T atew Tome -
¥ (3 Foiders and Views 0223 %1 ‘What Kind of information Can | Find In This Databiase? (Greg Schwatz)
] :’:u"";"“ Eversttungt (Bl Kieiste 09/19]
gaz Categeny 0/23 ¥1 What e Popups?'| tephen Whiaker)
Popup aie messages pou can make appedl whenaver & user chcks on a
Q Archve Logs woid of pcture  (Bill Fresle O
? Agentt 07723 5 ‘Why Ak This Tak About Computers. (Viginss Husbres)
b & Desgn ¥ b How about Rura Cake? [Susan ¥ rasie 07/23)

* Fos best reedts | 1ake & synge and (Bl kransle 03408)
¥ ez don ‘tyoupst.  [Shawn Wical 09/08)
wedthat but (Bl hrerse 11/08)
Gottatel . e thed this tecipm and it's DELICIOUS! {Paul Olson
09/08 ¥  Can arwbody give me & history lesson on Lotus Notes? [Sunny Sipple]
A Briel Higt yoi Nole [Collected fom e Prass) (Bl Kiewle 09/03)

0910 word Processing n Notes (Bl Kreisle)
0913 About Fie Attachments (Bl Krsisle)
09715 About Tables [B¥ Kiesthe)

09/16 About Butions (Bl Kretsie)

Figure 6.45 The Response Document “Everything!”

Step 2

Experiment with selecting information by clicking and dragging the mouse over
the Document. Choose Edit, Select All from the menu to highlight the entire
Document (Figure 6.46). Choose Edit, Copy from the menu.
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Edt  ow sate

Close Edit Dacument Resporte Response To Response Paert Freview

&P Everything!

bl

TOM  Calthas ffished

Figure 6.46 Selecting the entire Document to be copred

After selecting the information you wish to copy, you can also right-
click on the selected area and choose Copy from the pop-up menu

that appears.
SHORTCUT

Step 3

Close the Document using the File, Close command, Create a new Document
by selecting Create, Main Topic from the Notes Client menu. Place the cursor
in the last field on the form, and choose Edit, Paste from the Notes Client menu
(Figure 6.47).

Notice how formatting, labels, text, and pictures are all pasted into the field.

You can also paste information into a field by placing the cursor in it,
right-clicking the mouse on the Document and selecting Paste from

the pop-up menu.
SHORTCUT
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L T oie .

Figure 6.47 Pasting the contents copied from the previous Document into a new Document.

Step 4
Place the cursor in the first field on the form and select Edit Paste from the
main menu (Figure 6.48).

Notice the message that appears when you try to paste labels, attachments,
Tables, or other Objects into a text field.

As you saw in the previous exercise, when you copy information to
the Notes clipboard file, it can be pasted multiple times. Information
copied to the clipboard remains on the clipboard until you close

NOTE  Notes or until you select and copy another Document or field.

Step 5

Close the new Document and leave the Teach yourself... Discussion database
open to the All Documents View for Exercise 6.5. You do not need to save the
Document unless you want to refer to it personally later.
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Figure 6.48 If you try to paste information into a Text Field that contains Pictures,
File Attachments, or Embedded Objects, you will see this message.

Taking What We’ve Learned Step-by-Step
(Exercise 6.5)

In this exercise, we will copy a Document from the Main View of the Teach
yourself... Discussion database and paste the copy into the View.

Step 1

Select the Response Document “Everything” from the All Documents View of the
Teach yourself... Discussion database. Choose Edit, Copy from the Notes Client
menu (Figure 6.49).

Step 2

Choose Edit, Paste from the menu (Figure 6.50). Notice that a second
Document labeled “Everything!” appears in the All Documents View as a
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Response to Response Document (meaning the Response “Everythir‘;é!” is the
new Document’s parent).

x
Yiew : ndow
g : -
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Figure 6.49 Copying a Document from the All Documents View.
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Figure 6,50 Response Documents are associated with
whatever Document is selected when they are pasted into a View.
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Step 3 /

Select the parent Document “What kind of information... * at the top, of the All
Documents View and choose Edit, Paste from the Notes Client menu. Notit.% that
another “Everything!” response is added to the parent Document (Figure 6.51).

e B Yew s ndow e
. ro * ’
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Figure 6.51 The same Document can be pasted into a View multiple times,

Step 4

Close the Teach yourself... Discussion database to complete the exercise.

Deleting Documents

After covering how to paste additional copies of Documents into a Notes data-
base, it seems only fitting to mention how to delete them as well.

You delete information in Notes using the Edit, Clear command. Similar to
the Edit, Copy and Edit, Paste commands we just discussed, the results of the
Edit, Clear command depend on where you are (in 2 Document or a view) and
what you are doing (reading or editing) when you call it.

If you are reading a Document, selecting Edit, Clear from the menu will
mark it for deletion, and move you to the next Document in the view.
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If you are editing a Document, selecting Edit, Clear from the menu will
delete either selected information in a field, or, if no text is selected, the charac-
ter to the right of the cursor in a field. '

éent(s)

From a Notes View, choosing Edit, Clear marks the selected Docu
in that view for deletion.

.
[ " .
What does “marked for delenon” mean? Documents marked for deletion will
have a small trash can next to them in any view, as illustrated in Figure 6.52-

Documents marked for deletion
in a Ngtes Database will have a small
trash can to their left in any View.
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Figure 6.52 A Notes View with Dociuments marked for deletion.

While you remain in the Notes database, the deletion marker can be toggled on
and off by selecting & Document and choosing Edit, Clear from the menu or
pressing the Delete key. Documents marked for deletion will be removed from
the Notes database the next ume the current view is refreshed, or when the
database is closed. Before the Documents are deleted, you will be prompted
with a dialog box similar to the one in Figure 6.53.
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Lotus Notes [

Do you want to permanently delete 2 documents from the database
Teach yourself... Discussion?

Figure 6.53 If a Notes database contains Documpnts marked Jfor deletion, you will
receive a prompt similar to this when the database is closed.

Once Documents are deleted from a Notes database, there is no way
{ to recover them without access to a backup copy of the database or a

replica of the database that has not received the deletions.

WARNING

In Summary

Rich Text Fields are a powerful part of Notes—they expand the ways you can
add information to include, File Attachments, Embedded Objects, Tables,
Document Links, View Links, Database Links, and Buttons.

% File Attachments are copies of files. They are represented in a Rich Text
field by an icon combined with the file’s name.

L2
o

Double-clicking on a File Attachment allows you to detach a copy of
the file, to launch the attached file, or to view the contents of the
attached file using Notes’ built in viewer. If the file has an EXE, BAT,
CMD, COM, or other extension that indicates it is executable, the pro
gram will be run. If the file has an extension associated with another
program, the associated program will be run with a copy of the file as
its contents. If you edit the contents of a File Attachment, you must save
the attachment as a new file, and reattach it to the Document if you
want to share it with others.

Embedded Objects are files that are “embedded” in a Rich Text field by
the application that created them. Embedded Objects can appear in their
native format in a Rich Text Field or they can be displayed as icons.

e
...
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L3

Double-clicking on an Embedded Object launches the applicatipn that
created it with the embedded information as its contents. Unlike a File
Attachment, the embedded information is stored in the Rich Text Field
when the associated application is closed. 4

Document Links connect Documents in the same or different databases.
To navigate to the related Document, double click the Button that repre-
sents the link. You create a Document Link by selecting the Edit, Copy
as Link, Document Link command from the main menu.

View and Database Links wor the same way Document Links do, only
they connect users with Views and databases instead of Documents.

Buttons allow users to launch mini programs called Agents. You can
delete Buttons from a Rich Text Field by selecting the Button and
choosing Edit, Clear from the Notes Client menu. If you receive a
Document containing a Button, and you are unsure if you should
launch it, holding down the Ctrl key and clicking on the Button will
cause the Button option to appear in the Notes Client menu. Choosing
Button, Edit Button from the menu will display the actions the Button
1s supposed to perform when clicked.

You can copy and paste information in Notes a number of ways.

While reading a Document, you can select 2 range of information by
clicking and dragging the mouse over it and selecting Edit, Copy from
the main menu to move it to the clipboard.

While editing a Document, you can select a range of information in a
single field of the Document by clicking and dragging over it and select-
ing Edit, Copy from the main menu.

Depending on what you've copied while you were reading or editing,
you can paste the information into a field of another Notes Document or
into other applications (such as a word processor).

From the View level, you can copy and paste entire Documents. You can mark
Document for deletion from a Notes database while you are reading them or at
the view level. Documents marked for deletion will be removed when you
refresh the View that contains the Documents or when you close the database
and answer yes to the confirmation dialog box. Once you have deleted a
Document from a view, it cannot be recovered., While you are editing a
Document, you can only delete information from one field at a time.
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Chapter 7

Using Plain- and Full-Text
Searching to Locate
Information

In this Chapter...

While locating Documents using Views is efficient, there are times when you
may want to find Documents that meet special criteria within a View. This is
done in Notes using Plain Text and Full Text searching, which we’ll cover in this
chapter following this outline:

< What is plain and full-text searching?
Plain-text searching via the Edit, Find command

L
< Full-text searching via the search bar

179
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What is Plain- and Full-Text Searching?

You're sitting at your desk when the phone rings. You answer, cfnly to find
yourself standing in the center ring of the Career Circus. Your boss is trying to
print a presentation at the last minute before he flies to the stockholders’ meet-
ing and something “isa't right.” You wonder why he’s calling you instead of
Joan, the resident network expert.

“Joan’s out of town today,” he begins. Your heart sinks. You wanted to be
the ringmaster in the Career Circus, but there's the distinct possibility that today
you're going to be the tightrope walker (or worse, the clown) instead. As he
describes his problem he mentions something you immediately recognize as an
opportunity, “I had this problem last week...."”

Aha! Joan uses Notes to keep track of all of her customer calls! All you have
to do is open the Help Desk database and you’re set. You select View, Calls by
Technician from the Help Desk database. You're going to walk the tightrope to
thunderous applause.

Suddenly, reality smacks you in the face with an aluminum skillet. There
must a thousand Documents here... how are you going to find the one you need
before it's your turn to start talking? (And, just out of curiosity, how does Joan
manage to help so many people in a week?)

Fortunately, you've just finished reading a book about Lotus Notes from
MIS:Press. You take a calming breath (it says so right in the book). You execute
a command from the Notes Client menu. You execute one more command.
Bingo! There’s the call from last week. You open the Document and read Joan's
solution to the boss. He tries it. It works. You say “No problem,” as you think to
yourself, “So that’s how Joan helps so many people...”

Wondering what commands made you a star? They were the ones that
allow you to perform what Lotus calls Plain-Text Searching and Full-Text
Searching.

Plain-Text Searching via the Edit, Find Command

Plain-text searching is available in any Notes database, and it can be used from
a View or in a Document to find words located in any Document’s fields. You
start a plain-text search by opening a View or a Document, then choosing
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Edit, Find from the Notes Client menu. This will open the Find dialog box,
pictured in Figure 7.1.

Eind: m 1 Find Previous |

Match:
Done l Help ] [T 'wholewWord |~ Accent [~ Case

Figure 7.1 The Find diglog box
From the Find dialog box:

1. Enter the word or part of a word you want to search for in the Find text
box.

2. Select the Match: Case check box if you want to find only words or
phrases that exactly match the ones you enter.

3. Select the Match: Accent check box if you want to search for words that
use accented characters (O circumflex, £ umlaut, etc). To specify an
accented character, you must enter a special series of keystrokes, which
will differ depending on your operating system. The on-line help in Lotus
Notes, which you can access by clicking the Help button on the Find dia-
log box, contains more information about entering special characters.

4. Select the Match: Whole Word check box if you want to find words of
phrases spelled exactly like the ones you enter. If this option is not
selected, variants of the word will be included in the search results. For
example, if Match: Whole Word is not selected, entering contain in
the Find text box and clicking Find Next or Find Previous would
return contain, contains, containing, contained, and so forth.

What you see after clicking the Find Next, Find Previous button depends on
whether you are in a Document or a View. If you are in a Document, the Find
command takes you to the first occurrence of the value you are searching for, as
illustrated in Figure 7.2.

Clicking Find Next or Find Previous at the View level moves you forward
or backward in the view to Documents that contain the text you're searching for
(Figure 7.3).
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Figure 7.2 Executing the Edit, Find command in a Document.

hdt_!mm&nﬁumrdmeb

Navigator Folders New Main Topic Response Respume To Responts

@ AlDocument Date v Topic
P . Folder and tews 0223 ¥ WhatKind of Information Can i In This Database? (Grag

Q Agent Schwailz)
| £ emthing (BAK

¥  ‘Whatae' opups " Stephen kes)
) er choks ona
L JI = Nt | evous

Boe | e | _\A;ord ; o

- 1
§ e that, but .. (B3 Kressle 11/08)
Golta tell pou. |'ve tned thas 1ecipe and # DELICIOUS! §Paul Ovon
09/08 ¥  Can angbody give me a history Jesson on Lotus Motes? {Sunny

Siople)
niel Histowye of Hotes (Collectsd from e Pre (Bl Kreuste 09/08]
091 ‘Word Processing in Notes (Bl Kreisie)
0913 Aboeut File Altachements (B Krenle)
0315 Abouk Tables [Bi Kieiste)

Figure 7.3 Executing the Edit, Find command in a View.
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/

Full-Text Searching via the Search Bar

]
Full-text searching can be thought of as “industrial strength” searching. You can
use full-text searching to locate information in any field of a Notes database by
building complex queries from the search bar. Some examples of complex
queries are:

% All Documents containing the word Trek but not the word Star.
4 All Documents containing Copy and Macintosh in the same paragraph.

% All Documents containing the words Shortcut and Key.

Besides complex queries, full-text searches also support the use of wildcards.
Wildcards are placeholders you can use in words or sentences to allow a variety
of combinations to be true. The two wildcard characters that Notes supports for
full-text searching are * and 7. The asterisk is used to denote any value, any
length. The question mark is used to denote any value with a fixed length. What
does that mean? Let’s look at some examples of wildcard searches:

comp*

This argument will return computer, compost, compensation, complex, or any
other word beginning with comp as a match, no matter how long the word is.

compute?

This argument will return computes, computed, or computer as a match. The
word computers, however, would not be returned, as there is only one question
mark in the argument. Using compute?? would return computers.

Full-text searching can be performed only on databases that are full-text
indexed. A full-text index is a collection of files that Notes builds on your local
hard drive or a Notes Server for each full-text indexed database. Full-text
indexes make searching more powerful, but there’s something you’ll want to
consider before creating one for every database you work with. A full-text index
increases the size of a Notes database by a considerable amount. As illustrated
by Table 7.1:
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Table 7.1 Determining How Big a Full-Text Index Will Be

f |
Index size with word,
Index size with senfence, and
word breaks only  paragraph breaks

Database Size  Percentage text (50% of text) (75 % of text)
8 MB 5 (6MB) 3 MB 4.5 MB

3 MB 50% (4 MB) 2 MB 3 MB

8 MB 25% (2 MB) 1 MB 1.5 MB

3 With Notes, Release 4, it is possible to perform full-text searches
‘ against database that do not have a fuil-text index created for them,

however, this option may not be available depending on how your
Notes Network is administered.

If the database is located on a Notes Server, it also increases the amount of work
that server has to perform to keep each index up-to-date.

You create a full-text index by selecting a database icon and choosing File,
Database Properties from the Notes Client menu, and then clicking the Full
Text tab of the Properties for Database dialog box. Figure 7.4 illustrates the Full
Text tab of the Properties for Database dialog box.

Database *r 2. X
Basics. € - Design Launch Full Text

Database is not full text indexed

pate ex Create Index...

Lipdate frequenay (servers only): ' i'!l

Cout u in exe  ocumen s
index sethings,
Ca e sensitivity
index breaks:
Stap woid fle:
Index Attachments:
Index Encrypted Fields:

Figure 7.4 The Full Text tab of the Properties for Database dialog box.
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/

> | 7o create a full text index on a Notes Server you must have Designer
Access or greater in the database you are creating it for. ¥
4 g y 8

NOTE

To create a new tull text index, click the Create Index... button. To update an
existing full text index, click the Update Index button. To delete an existing
full-text index, click the Delete Index... button.

The Create Index... button opens the Full Text Create Index dialog box,
illustrated in Figure .5

full Text Create Index | X]

The index will be created with these setings

I~ Case sensitive index

™ Index attachments Cancel I
Index encrypted fields

I Exclude words in Stop Werd file

|

Index breaks
" Word breaks only
+ MWord_ sentence and paragraph

Figure 7.5 The Full Text Create Index dialog box.

The choices in this dialog box affect the size of the index that is created and
determines how full-text searching can be performed later. Referring to Figure
7.5, selecting the Case Sensitive Index check box will allow users to base
searches on the exact case they entered in a query. This option will increase the
size of your index by about 5 to 10 percent.

Selecting the Index Attachments check box will allow you and other users
to locate documents based on words or phrases contained inside the files
attached to them. Obviously, this won't work with every type of attachment
(bitmaps, for example). In a database that contains text files or word processing
documents as attachments, however, it is very useful. How much this option will
increase the size of an index depends on the number of attachments in the data-
base and each attachment’s size.
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Encrypted fields are rich text fields that Notes scrambles so that only users with
a specified identification or password can read them. Selecting Index Ehcrypted
fields in this dialog box allows you to search for words or phrases in them.

£}

We don't discuss encryption in this book. You can find r’nore informa-
tion about it in the Notes Help database and the manuals Lotus pro-

vides with the Notes software.
NOTE

Selecting the Exclude Words in Stop Words File checkbox will cause Notes to
exclude any words listed in the spécified stop word file. A stop word file is an
ASCII list, that can be created using Windows Notepad or almost any text editor.
Notes includes a default stop word file called defaeir.stp.

If you want to create a custom stop word file, consider making a copy
of the default.stp file and editing it as opposed to changing the
default.stp file directly. This allows you to preserve the defaults that

NOTE  ship with Notes in case you want to refer to them later.

Using a stop word file can decrease the size of a full-text index considerably.
Why? Because it excludes common words such as the, of, and, and so forth from
an index. However, the trade-off is that words excluded from the index cannot
be searched using the Search Bar. For example, if you include the word of in
your stop word file, you could not search for the phrase Society of Mind. Instead,
you'd have to search for Society AND Mind, where AND is a logical operator.

The default.stp file includes a line that looks like this:

{0-91+
NOTE
This line prevents numbers from being included in the index. If you

want to search on numbers and you want to use a stop word file to
reduce the size of your index as well, make a custom stop word file
or edit the default.stp file and remove this line.

The radio buttons in the Index Breaks group determine whether you can use prox-
imity operators in your searches. A proximity operator is used to look for a group
of words in close relationship to each other (that is, in the same sentence, or in the
same paragraph). Some examples of a query using a proximity operator follow.
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Artificial near Intelligence }

This query would return all Documents containing the word Artificial and the
word Intelligence. However, Documents where the words are closer toghther
would be given a higher rank in the search.

Artificial sentence Intelligence

This query would return all Documenys where the words Artificial and
Intelligence appear in the same sentence.

Artificial paragraph Intelligence

This query would return all Documents where the words Artificial and
Intelligence appeared in the same paragraph.

Selecting the Words, Sentence, and Paragraph radio button means that prox-
imity operators can be used. Selecting the Word Breaks Only radio button
means (you guessed it) proximity operators cannot be used,

Whew! This is starting to sound like a programming language, isn't it? If it
does and you’re thinking you're not cut out to use full-text indexing, don't give
up yet. We have to go through a little awkwardness to get ready to make our
first query in the following exercise, but after we get to the part where you actu-
ally search for the information, you’ll discover that Lotus had done an excep-
tional job of making a powerful tool very easy to use.

Taking What We've Learned Step-by-Step

Before we can move into exercises that use full text searching, we require a
database that is full-text indexed. Because Lotus stores all of the on-line help for
Notes in a Notes Database, using 1t in our exercise accomplishes two things:

1. Itshows you how to use full text searching.

2. It gives you glimpse into a wealth of information about Lotus Notes that
is contained in the Notes Help database.

Step 1

Locate the help database icon on your Workspace (Figure .0).
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4594

Notes Help on
Local

Figure 7.6 The Notes Help database icon.

If there is not an icon on your workspace, select Help, Help Topics from the
main menu. This will add the Help Database icon to your Workspace and open
it to the Index View, as illustrated in Figure 7.7.

& View ale : ndow  &p
. £
@ Contents . e andope  iter you want
1
L 3 Howdol 7 [regabon) eperator
® Tedl tre about. b [sublraction) cpesator
tasks ¥ 123
‘ Comemor * About
. What's new? ¥ About datebase document
) ¥ About Datsbase documents
Y Troubleshooting » Abs funchon
b Absohis value
mludu » Abstract method
E\rm..um b Accelmated keys
Soach B Accented charact
[ ¥ Access
b Accass-cortrolled
m"'“mdﬂ' b Actess contiol bt
SOCELS el » Accers keywosd
mmmrm b A fevels
- 3 b Accets pes iof fies
b Accessng
B Accetsing cunent
b ACL
b ACL properly
» ACot funchon
b Acqure sciipts

Figure 7.7 The Notes Help database’s Index View.

Database installed. If this is the case, you can still follow along with
the exercises, but your screens and results will be slightly different
than what | present here.

' Your copy of Notes may have only the “Lite” version of the Help
N4

4
[=]
-
L)
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/

As mentioned in Chapter 3, this book was written using beta soft-
ware. As such, the number of Documents referenced in this exercige

and their contents will be different from your results.
NOTE

Step 2

Select File, Database, Properties from the Not&s Client menu (Figure 7.8).

& Yew ede : op
Close Ctdew/ N
‘ this st typa ter pou want
[negation apetator
T2 dvbtar-tirs A

Bephcation b fccess Conbrol..

Hoble QOpen. .

[mpest,.. New.. Cubel

EWL s Hews Copy

Page 5

Tosts v Roe

E Motss : o

drag them inte ths
o & >
»
¥ Accesung cuirent document
bact
» ACL property
» function
¥ Acoue scrpls
Figure 7.8 Creating a full text index on the Notes Help database.
Step 3

Click the Full Text tab of the Properties for Database dialog box and click
Create Index... (Figure 7.9).

Accept the default settings in the Full Text Create Index dialog box by click-
ing OK (Figure 7.10).

Adobe Exhibit 1014
Page 208 of 461



190 ¢ teach yourself .. Lotus Notes 4

Database .
ts. @ esgn am  F e !
Database 15 not full text indexed Size:
paenex r2ae  ex.. gee ndex..

Updale frequency fser e onlyk.

OURn LINEE eXe oCuments
Index sethngs

Car  sensitwvity

Index breaks:

Stap word file:

Index Attachments.

In ex Enciypted Fiekds,

Figure 7.9 The Full Text tab of the Properties for Database dialog box.

The index will be created with these seftngs.
I {Case sensiive mdex
[ rdex attachments
v nidex encrypted fields
Exclude words in Stop Word file

Eefau’{.stp l

Index break
Word breaks only
ord, senience and paragraph

Figure 7.10 The Full Text Create Index dialog box.

If the Notes Help database is on your local hard drive, you will see the message
shown in Figure .11, to which you should answer Yes.

As Notes builds the index, it will display its progress in a window similar to
Figure 7.12.

When Notes finishes creating the index, you will see the following dialog
box shown in Figure .13:
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/

This is a local database and must be indexed manually. Do you want
to index it now?

Figure 7.11 This dialog box appeags when your Notes Help
database is on your local drive and you create a full-text index,

Indexing 4534 documents
I 3 ]
|

Figure 7.12 The progress indicator Notes displays while creating a full-text index.

a\t

Lotus Notes [

4534 Document(s) Added/Updated
0 Document(s] Deleted
4330380 Bytes Indexed

Figure 7.13 Notes will provide you with this dialog box after creating a full-text index.

Step 4

Once you have indexed the Notes Help database, open it and select the Search
view from the Navigator or choose View, c. Search from the Notes Client menu.
Either action will open the Search view.

If the search bar is not visible, click the Display Search Bar button at the
top of the View, or select Yiew, Search Bar from the Notes Client menu to
make it active.
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Figure 7.14 Opening the ¢ Search View in the Notes Help database.
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Adobe Exhibit 1014 Figure 7.15 The Search view.
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Step 5 /

Click Add Conditions on the search bar to open the Search Builder diglog box.
Make sure the itemm Words and Phrases is selected in the Conditions drop-
down list, and the All radic button is active. Enter Full in text box 1, Text in text
box 2, Search in text box 3, and Creat in text box 4. Click OK to close the
Search Builder Figure .16)

Condition: l'w‘ords and Phrases ]

Search for Any I of the words below

1. [Ful | s | |
2. lTexl —l 5. L l

3, [Index Al K
4. |Creat I 8. L J

Figure 7.16 The Search Builder dialog box and the values we'll use for this exercise.

Notice that the values you entered appear in the search bar (Figure 7.17).

Add Condtion Search FReset 8%

Figure 7.17 The values you entered in the Search Builder dialog box are in the search bar.

To edit the conditions you've entered, select them in the search bar and click
the Edit Conditions button or double-click them in the search bar.

Step 6

Click the Search buuon on the search bar, and the documents in the View will
display similar to the screen shot in Figure .18.
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Figure 7.18 The results of our query for Documents
containing the words Full, Text, Search, and Creat”

More than 250 Documents your number might be different) just like that (sound
of snapping fingers).

Step 7

Double click the first document in the view and use the Page up or Page down
keys to scroll through the document. Notice that the words you searched for are
highlighted in the document by a surrounding box. You can use Ctrl Grey +
(Plus) to move forward in the Document o each surrounding box in the text,
and Ctrl Grey (Minus) to move backward.

Step 8

To complete the exercise, close the Document and leave the database and the
current View open as you read through the next section.
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Figure 7.19 Words that match the query are bighlighted in each document.

How the Full-Text Search Results are Displayed

Let’s examine the view that Notes created when you executed the full-text
search in our step-by-step exercise:

Notice that there’s a shaded bar to the ieft of the Documents in the View.
This bar is used by Notes to provide you with a Relevance Ranking, which is the
result of a formula applied by Notes when you execute a full text search to
determine how relevant the document might be to the criteria you've entered for
searching.

If you are searching for a single word in Documents that are roughly the
same size, ones with more occurrences of the word rank higher than ones with
fewer occurrences. Before Notes decides which document is more relevant,
however, it considers the length of each Document. A short Document that con-
tains two occurrences of a word you are searching for may rank higher than a
much longer Document with three occurrences of a word you are searching for.
Once Notes has finished ranking the Documents, it moves the more relevant
Documents to the top of the View,
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Figure 7.20 A view that contains Documents sorted by relevance.

If you are searching for a group of words, a Document where the words are
closer together (in the same sentence, for example) will probably be more rele-
vant than a document where the words are not. In this case, even if the second
Document had more occurrences of the words you are looking for, the first
Document will have a higher Relevance Ranking.

Since Notes puts the Documents it thinks are most likely to be relevant to
your search at the top of the View, you might wonder what the bar to the left of
the Documents is for. It is a visual element designed to use shading to help you
group Documents.

The Relevance Ranked View is the default View Notes uses when you per-
form a full-text search. However, there are other ways to View your query resuits.
Using the Search Options button on the search bar, you can choose 10 see the
Documents sorted by date in either ascending (oldest first), or descending (newest
first) order.
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Figure 7.21 Notes uses a shaded bar to color code Documents
in a Relevance Rarked View, belping you group them.
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Figure 7.22 The Search Options bution on the Search bar.

Other Search Options

The Search Options button on the search bar also allows you to specify other
options Notes should use when executing your query.
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When Include Word Variants is selected (meaning there is a che}& mark
beside the menu item), your query results will contain not only the exact words
you specify but any word variants. This is similar to specifying a wilgicard char-
acter at the beginning and end of each word or phrase in the query.

When this option is not selected, only the words, phrases, and wildcards
you specify will be returned.

When Use Thesaurus is selegted, your query will return both the words
you specified as well as any words with similar meanings. For example, search-
ing on remove in the Notes Help database with the Use Thesaurus option active
will also return words that contain delete, deleted, deleting, and so on.

Selecting Maximum Results.., from the Search Options button menu will
open a dialog box that allows you to specify the maximum number of
Documents you want your query to return to the View. The default value is 250.

Manimum results: oK
250

Cancel

Figure 7.23 The Maximum Resulls dialog box.

More Ways to Search

Going back to the Add Conditions button on the search bar for a moment, let’s
examine a number of other ways Notes gives you to specify the criteria you
wish to use for locating Documents.

If you open the Conditions drop-down list on the Search Builder dialog box,
you'll notice that Words and Phrases is one of many choices you have. These
choices include By Author, By Date, By Field, By Form, and By Form Used.

Selecting By Author from the Conditions drop-down list causes the Search
Builder dialog box to appear as shown in Figure 7.25.

You can use the drop-down list on this dialog box to specify Contains or
Does Not Contain along with one or more Names in the text box below it
Clicking the button to the right of the text box will allow you to enter names
using Notes’ Name and Address book.
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Search Builder }
Condition:  Words and Phrases A
By Author !
~ ByDate
Seaich for: B}‘ Field
By Form
1. B Form Used
2 B.
L
3 | 7 T |

I CanceIJ

Help

Figure 7.24 The Conditions drop-down list on the Search Builder dialog box.

Search Builder -]

Eondition: | {EFEIEE

Search for documents whose Author contains

l

Cancel l

Help l

Figure 7.25 The Search Builder dialog box using the by Author condition.

Selecting By Date from the Conditions drop-down list causes the Search Builder

dialog box to appear as shown in Figure 7.26.
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Search Builder | %]

Condition:  [S1iELS -

Search for documents whose date created hd

[oon - ]

Example date foimat: 5/30/66

Cancel Help

Figure 7.26 Tbe Search Builder dialog box using the By Date condition.

The first drop-down list in this dialog box allows you to specify whether you are
searching based on the date the document was created or the date the docu-
ment was last modified. The second drop down list allows you to specify how
you want the dates you enter to be compared to the Documents you are seeking
(is on, is between, is before, and so on).

Selecting By Field from the Conditions drop-down list causes the Search
Builder dialog box to appear shown in Figure 7.27.

In this dialog box, the first drop-down list contains all available fields in the
database. The second drop-down list allows you to specify what it does or does
not contain. The text box lets you enter the value the field should be compared
with.

Selecting By Form provides you with a drop-down list of Form names that
the database’s designer has marked for use in queries. Selecting a Form from the
drop-down list fills the area below it with a representation of the form. This
allows you to perform a query based on a combination of values in different
fields (Figure 7.28).
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Conditior:

Search for documents where field: @y 4;“
1

contains hd l_

Cancel I Help I

Figure 7.27 The Search Builder dial g box using the By Field condition.

X

Condition:

Form:
-~

Help Topic.
Reviewer's Name:
Date of Review:
Review Comment:
More Information:

119 Cancel Help

Figure 7.28 The Search Builder dialog box using the By Form condition
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Selecting By Form Used from the Search Builder dialog box causes it 56 appear
4s shown in Figure 7.29.

Condition: By Feam L sed

Eoim:

Reviewer Response

[ oK | coost | hep |

Figure 7.29 The Search Builder dialog box using the By Form Used condition.

Here, you can restrict your query to Documents that use a specific Form by
clicking the name of each Form you want to include in the query.

Full-Text Searches Across Multiple Databases

You can perform full-text searches in more than one database at a time if all the
databases you select are full-text indexed. To begin a full-text search across mul-
tiple databases, you must select them by holding down the Shift key and click-
ing on each one with the mouse. After you have selected all of the databases
you wish 1o search, hold down the Shift key and double-click one of them.

This will cause the Folders Navigator from each database selected to appear
in the Navigator pane, as illustrated in Figure 7.30.

If you want to follow along on your computer with this section, you
will need to create a full-text index for the Teach yourself...
Discussion database before continuing. Otherwise, you can use the

NOTE  screen shots to illustrate the concepts for your use later.
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Figure 7.30 The Folders Navigator from two databases are combined in the Navigator pane.

To search the databases, create your query and click Search.

Add Condition Search Heset .- 2>
Figure 7.31 Enlering a query by typing directly into the search bar.

At this point, you might expect to see Grandmother Huebner's rum cake recipe
from the Teach yourself... Discussion database appear in the View pane, but if
you look at Figure 7.30, you'll notice that we were in the Notes Help Database’s
Index View when we began the query. So instead, we sce the following mes-
sage in Figure 7.32 in the status bar.

omatc ng ocuments were ound. ‘

Figure 7.32 If you execute a query on a View that does not contain any matching
Documents, you will see this message in the status bar of the Notes Client.

However, if you use the Navigator Pane to change to the Teach yourself. ..
Discussion database’s All Documents View, you'll see the resulis shown in
Figure 7.33.
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Figure 7.33 The results of our query for “rum”
against the Teach yourself... Discussion database.

Full-Text Search Strategies

As you can see, there are a number of options you can use to locate a specific
document in a Notes database. So many, in fact, that Notes has almost made
indexing too powerful. To help you get the most out of searching for documents
in a database that is full-text indexed, I'd like to offer the following tips:

1.

If you can't think of unique words for a search, string together several
common words to help make your search more targeted. If you're look-
ing in Notes Help for information about the keys used to delete docu-
ments from a view, searching on deleting will return more Documents
than searching on deleting AND documents. You'll narrow the search
even more using deleting AND documents AND (key OR view).

Don’t be afraid to type your query directly into the text box on the
search bar. You can get more powerful results this way. For example,
the last query in the tip above couldn’t be created using the Add
Condition button. It combines AND and OR operators and uses paren-
theses to group the OR condition. If either condition is met, it is true for
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the rest of the search. Also, remember that proximity operators (near,
sentence, and paragraph ) are available when you enter queries directly.

If you didn’t create the index, assume that a stop word file was used
when searching for phrases. Break phrases into key words, eliminating
words likely to be excluded from the index. For example, if you are
looking for Society of Mind, search for Society or Mind, instead.

Make a habit of checking to see whether the Word Variants and
Thesaurus menu item is checked on the Search Options button before
executing a search. If you know exactly what you're looking for, these
will return many more documents than you wani. If you don't know
exactly what you're looking for, these options may make the difference
in finding the information you seek.

Remember that a full text search or a plain text search in a View will
query only against the Documents available in the View. If there is a
View in the database that will display all Documents, switch to that
View before starting your search.

In Summary

o

L3

Notes supporis two powerful methods for searching a database for spe-
cific Documents:

1. Plain-text searching is available in any database and is accessed by
opening a View or Document, then selecting the Edit, Find command.

2. Full-texti searching is only available on databases that have a full-
text index created for them, and is executed using the search bar.

A full-text index may be created on any local database, but you must
have Designer privileges or higher to create a full-text index on a data-
base that is stored on a Notes Server. Full text indexes can add 15% to
40% to the overall size of a database.

Full-text indexes support advanced searching operations. You can enter
a search request in the current query text box on the search bar, or use
the Add Condition button to access the Search Builder dialog box.

Plain-text and full text searching is performed only on the Documents
that are available in the current View. It you know of a View in a data-
base that shows all Documents, you should generally switch to that
View before executing either type of search.
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Replication

In this Chapter...

Bankers, doctors, lawyers, and even priests are doing it, and nobody who tries it
is ever the same again. Are you going to do it, too? I sure hope so. After all, if
you don’t, you'll miss out on one of the comerstones on which the foundation
of Notes is laid.

What am 1 talking about? Why, replication, of course. And that's exactly
what we'll cover in this chapter.

< What is replication?

% What does replication mean to Lotus Notes?
% Some important replication concepts

% Creating a new replica

% Using the Replicator Page on the Workspace

% More replication concepts
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What is Replication?

Please excuse me while T squirm under extreme pressure. After all, with the
build-up I've given replication, it's going to be disappointing if my explanation
of what it is misses the mark. OK. Calming breath and here we go: Replication is
a process that moves changes between files bidirectionaily.

Tada! Short, sweet, and completely useless if you don't already know what
replication is.

OK, let’s try again: Replication consolidates changes made to multiple copies
of a file by first comparing them and then merging the most recent actions (such
as deletions, edits, or additions) into each copy.

Longer, less sweet, and as cryptic as the instructions printed on the paper
sleeve that your chopsticks came in.

One last try: Replication is magic.

You know, I think I like that one. But it can’t stand alone—1'll have to give
an example to support it. Since 've made reference to a three ring binder and
library metaphor abour a gazillion times in this book, what should I use as an
example this time?

Imagine, if you will, that I have a binder in my library at the company head-
quarters that is a collection of executive memos. Across town, at a satellite office
building, 1 have another, smaller library with a copy of the same binder. I add at
least one memo to the binder at the headquarters location every day. The librarian
at the satellite office adds a memo about once a week. Sometimes I go through
the binder at the headquarters library and remove memos older than 90 days.
Occasionally, other employees who review the binders at either location add a
note with supporting information for a memo or a suggestion regarding a new
policy cutlined in 2 memo.

It isn't hard to see that after about a month, the binder I have at the head-
quarters location will look nothing like the binder at the satellite office. There
are new memos in both binders that aren’t at both locations. There are com-
ments made by employees at one office that aren't at the other. Even worse,
there are memos that have been removed from one binder thar are still con-
tained in the binder at the other location. We haven't even talked about the third
Iibrar§ in Dur branch office upstate vet!

Obviously, this isn’t what was intended when we decided to create a binder
offexecutive memos—nobody has the same information! How can an employee

who comes to the library looking for a memo outlining travel policy be sure he's
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read everything about travel by just looking at one binder® There might be com
ments made by the accounting department on the same copy of the memo at
another location. Worse yet, maybe there’s an outdated memo at one locatign
that’s been removed from the others, giving an employee the wrong policies!

The only thing that can fix our problem 15 to get all three binders together
and compare them page by page. If there’s a memo 1n one b'nder that 1sn't in
the other two, then we need to copy it and put it in the others. If there's a
memo that's been removed because it's outdated, we need to make sure it has
been removed from all three. If theres a comment about 2 memo that was
made by an employee at one location, that comment should be copied and
inserted at the binders at the other two locations.

I call up the other librarians. My binder has abour 1,000 pages The
satellite office’s binder has about 1,500 (remember, I'm the only location deleting
outdated memos). The branch office upstate has about 1,300. After talking on
the telephone, we make a time estimate for comparing 3,800 documents and
trying to consolidate them so they contain the same information. It will take one
full-time employee with a copy machine at least two days. Nobody volunteers.
We agree to talk about it more at our weekly meeting the next day.

On the way home, I pass a magic shop. I'm thinking I'll learn a new trick to
surprise my three year old as I walk in. As I'm looking over the list of spells and
tricks, 1 see one called “replication.” T read the description [ get really excited,
buy the spell, and head home. I leave a message for the other two librarians to
be sure to bring their executive memo binders with them to our morning meeting.

The next day, I show the other two librarians the replication spell. They
read about it, and become excited, too. We agree to try it and begin reading
the directions out loud:

First. Take the two objects that you want to replicate and place them side
by side.
Our first snag  We have three objects. What should we do? After some dis-

cussion, we decide that we’ll just lay the binders out in a straight line, and use
the spell on two at a time. We line up the binders as in Figure 8.1.

Headquarters Satellite Office Upstate Office
Binder Binder Binder

Figure 81 Getting ready io replicate.
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Second. Place your hand on the first object, and repeat the magic words:

Of replication, we're desirous,

We call upon the belp of Iris.

To make the replication full,

You, little object, must start to bull.

The satellite office librarian places his hand on the first binder and says the
words as instructed.

Third. Place your hand on the second binder.
Following instructions, he places his hand on the second binder in the row.
Fourth. Step back.

As he does so, he notices that the headquarters binder and the satellite
office binder are shaking slightly. The headquarters binder bursts open, and the
pages start flipping wildly from the first page to the very last. Next, the satellite
office binder bursts open, and it flips from the first page to the last as well.
Suddenly, coptes of memos and annotations come flying out of the satellite
office binder into the headquarters binder. Apparently, the spell read both
binders, compared what was different between them, and then started pulling
copies of the things that were different!

Figure 8.2 illustrates the process.

Headquarters Satellite Office
Binder Binder

Figure 8.2 Tbe replication process compared both books, then it pulled
changes from the Satellite binder nto the beadquarters binder.

Kext, the spell started pulling things from the headquarters binder into the satel-
lite office binder. Here’s where it got interesting—do you remember how I said
hat T deleted old memos from the headquarters binder, but the other offices
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didn’? Well, the replication spell pulled over the deletions I made, too Pages
just started disappearing from the satellite office binder.

As quickly as it started, it was over. Both books slammed shut The satellid
office librarian and 1 opened our respective binders and compared them...they
were exactly the same!

This was powerful magic

With excitement, we began a replication etween the satellite office binder
and the upstate office binder. The same thing happened. Both books flew
open, the documents were compared, and then changes were pulled from one
binder into the other. New documents appeared, deleted documents disap
peared, and after the books slammed shut, the satellite office binder and the
upstate office binder were exactly the same.

Happily, the satellite office librarian and the upstate office librarian picked
up their binders and started for the door. What we thought would take days
only took a few minutes! As the other librarians were about to leave, I realized
something important and stopped them. They came back, and I compared their
binders with mine. They were different. Why?

Because the satellite office binder replicated with the upstate office binder
after it replicated with the headquarters binder. You see, the satellite binder had
all the new information and deletions from the headquarters binder—they repli-
cated first. When the satellite and upstate office binder replicated, the headquar-
ters and satellite office changes were given to the upstate office binder. The
upstate office binder passed any additions, deletions, or updates it had back to
the satellite office binder. The headquarters binder hasn't replicated with the
upstate office binder. It did replicate with the satellite office binder, but that was
before the satellite binder's replication with the upstate binder. So, since the
headquarters binder hasn't replicated with the upstate binder ever or with the
satellite binder since the upstate binders’ documents were added, it doesn't
know about the changes from the upstate binder.

To solve this problem, the headquarters office binder needs to replicate with
either the satellite office binder or the upstate office binder one more time.
Once this is done, all three will be the same.

Talk about three happy librarians! All we have to do is bring our binders to
the meeting once a week and cast the replication spell and we're set. If only
there were some way to get all of our binders to do this automatically without
having to remove them from their physical locations...
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What does Replication Mean to Lotus Notes?

Of course, you already know about my leading sentences. The way to have all
of those binders replicate automatically is to convert them into Notes databases
and to convert the libraries into Notes Servers and Notes Clients. Now, with a
modem or network connection, the servers can automatically exchange addi-
tions, deletions, edits, and updates.

Important Replication Concepts

Now that we have a basic idea of how Replication works with Notes, let’s refine
our understanding by €xamining some important concepis:

Replication IDs

When the three librarians came together in our story, each had a binder of exec-
utive memos that he wanted 1o synchronize with the others binder. What would
have happened if two librarians had brought their executive memo binders and
the third one had brought a binder of cookie recipes by mistake? A real (albeit
tasty) mess. Recipes would be scattered throughout the two executive memo
binders. A user looking for a chocolate chip cookie recipe might wind up with a
memo prohibiting the wedring of chicken suits in the office during business
hours instead.

Translating that analogy to Notes, what would happen if a user tried to initi-
ate a replication between his mail database and another database containing
completely different information? That, too, would be a mess.

Fortunately, Notes has a mechanism that keeps things like this from happen-
ing. The mechanism is based n a database s Replication ID. A Replication ID is
a very long number that is randomly generated whenever a new Notes database
is created by a designer. The number s a part of the database that cannot be
removed or changed. Whenever a new Replica of a database is created, the
Replication ID generated for the first database is stamped on the new Replica as
well,

This unique stamping mechanism, combined with the fact that Notes will not

allow replication to occur between databases that do not share the same Replica
ID, prevents accidents like the ones we described earlier from happening.
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To see a Notes database’s Replica ID, select it on the Workspace and chooséf
File, Database, Properties... from the Notes Client menu. You can also right
click on the database’s icon on the Workspace and choose Properties... frpm
the pop-up menu that appears. Once the Properties for Database dialog box is
opened, click the Information tab (the tab with the lowercase i on it).

Database

Size: 19 Mb Documents; 86
. Use : ompac

Activity:

Created: 03/10/94 01:32:23 PM

Modified: 11/25/95 04:33:58 P
sef cmy.

Replica ID: 86255F20:0071DBID

orized for Latus Notes Mail/Lotus Notes Express usa
hy ael Clark s

The Replica ID

Figure 8.3 The Properties for Database dialog box's
Information tab will show you a database’s Replica ID.

Field-Level Replication

A new and important feature in Notes Release 4.0 is called Field -Level
Replication. Field level replication allows a Notes Server or Workstation to com-
pare Documents down to the field level, and to move changes only within a
field instead of an entire Document. This is useful for a number of reasons, not
the least of which is that it aliows users who connect by modem to replicate
faster.

As an example of how field-level replication works, imagine that I downldad
a piece of shareware from the Internet, and after evaluating it, [ want to share it
with other people at my company. I create a Document in a Notes database and
enter a description of the shareware in a text field along with an attachment (the
actual shareware program) in a rich text field,
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A couple of days pass. During that time, some people with whom I work
who happen to be on the road called in and downloaded the new Notes
Document containing the shareware program. About this time, I realize that I
forgot to include a piece of important information about the shareware. | open
the Document in the Note# database and make a change to the text field that
contains the description.

With versions of Notes before Release 4.0, that action would have caused
the entire Document I changed to rereplicate to the remote users the next time
they called in and initiated a replication. Assuming that the shareware files took
up a little over a megabyte, that would mean that in addition to the 15 minutes
they spent replicating the Document the first time, they'd have to spend an
another 15 minutes downloading the Document again. All that time, just to get
one sentence that was added to the text field of the Document.

Of course, even with Notes Release 4.0 the user would still spend the first
15 minutes downloading the Document for the first time. However, the second
time, only the text field that changed would be replicated to the user, taking
about 15 seconds. That saved the remote user over 14 minutes! Imagine, if you
replicate a database that has several small changes made to it regularly how
much time you'll save.

Replication Security

Since the databases are stored on Notes Servers, Notes also brings its security to
the databases. For example, if two replicas of a database exist on two separate
Notes Servers, it’s posstble to give one of the Notes Servers reader access only.
That means the server with reader access will accept anything added to the
other server’s database, but it cannot send anything that has been added at its
home location.

Why would you want to do that? Well, let's say you maintain 2 database of
technical notes that you wan to share with your customers. You want cus-
tomers to get any up-to date information you add to the database, and you want
lo encourage them to add 1o the database themselves,

However, you don’t want Documents that Customer A adds to his database
to replicate back to your server, because then those changes would be moved to
Customers B, C, D, and so on. By giving the customer’s server reader access
only, you could enforce thus restriction.
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/

Selective replication allows you to tell a Notes Server to only replicat& cefain
Forms, Folders, or Documents with specific values in their fields to the replicat-
ing Notes Server.

Selective Replication

As an example of how you might use selective replication, imagine we have
a Notes database that contains current events. The database is maintained by the
research department. Because the research department’s specialty is research,
they keep every Document they add to the database in case they need to refer
to it again. Qther departments, however, would like a replica of the database
that has only the most recent events. To solve this problem, the other depart-
ment’s server uses a replication formula to replicate only Documents that were
added in the last 15 days. This accomplishes two things:

1. It reduces the size of the current events database on all the other servers
in the company.

2. It gives the customers a small, easy to navigate database that won’t over-
whelm anyone dropping into it to catch up on the industry.

Creating a New Replica

So, with what replication is, how Notes uses replication, and a discussion of
some important replication concepts under our belts, it’s time for you to decide:
are you ready to replicate?

If you said yes, congratulations! Before you begin, however, you'll need the
participation of a consenting Notes Server. If you're working remotely, you'll
also need to know how to connect from your logation to a Notes Server. We'll
discuss remote connections in Chapter 10. But, even with Chapter 10's help, you
won't be able to connect alone—you'll need your Notes Administrator to get it
working completely.

Notes Server, so | can’t present you screen shots that will look exactly

Remember that | don’t know which databases you have on your
LA
like yours,

NOTE
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If you’ve been working on a copy of the Notes Client that isn’t set up
to connect to a Notes Server at all, you'll be able to do some of the
things listed here. For other steps, however, you'll just have to read
along and live vicariously through the examples,

The first things we need are two databases that share the same Replica ID or
two replicas. You can make a replica of any database to which you have Reader
Access. If you make a replica of a database that you have only Reader Access to,
remember that you won't be able to send any edits, additions, or deletions back
to the server. You will just replicate to receive new information from the
server’s copy of the database. If you want your changes to be sent back to the
server, you must choose a database in which you have Author Access or greater.
We discussed how to determine your level of access to a database in Chapter 5.

You can create a new replica of a database by selecting File, Replication,
New Replica...from the main menu. If no database is currently selected on the
Workspace, you will be prompted to select which database to be replicated using
the Choose Database dialog.

Server Cancel
Help

Database;

© cantopen

@ Categones Example Select

£ Contact Manager

% Kressle s Address Book __ About. I
€ Migration Gurde

> Notes Admyustration Help

Eflename:

bk contd nsf = j Browse... I

Figure 8.4 The Choose Database dialog box

# You use the Choose Database dialog box in the same way you used the Open

Database dialog box in Chapter 3. After you have selected the database to be
replaced, you will then see the New Replica dialog box.
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New Replica "' | %}

s [3 K ,
Title: [ ] Cancel

Eile name:

Help

e

Encryption... Size Limit,

Create: * |mmediatefy
¥ Copy Access Control List
Create full text index for seaiching

Figure 8.5 The New Replica dialog box

If you have a database selected on the Workspace when you
choose Replication, New Replica from the Notes Client menu, you
will see this dialog first instead of the Choose Database dialog box

NOTE gy Figure 8.4.

You use the New Replica dialog box to provide Notes with information about
the database you are about to create. In the Server drop down list, you select
the name of the Notes Server where you want the new replica you are making
to go. If you are making a replica on your local hard drive, enter Local. In the
Title text box, you can enter what you want displayed with the database’s icon
on the Workspace. The Filename text box allows you to select what file name
you want the Operating System to use for this database.

Clicking the Encryption... button allows you to apply local encryption to
the new replica you create (See Figure 8.6). Local encryption uses your Notes ID
to “scramble” the contents of a database so that only you can open it. This fea-
ture is designed to allow you to protect sensitive information on your local drive
such as your electronic mail, or a database containing sales figures.

You can choose between no local encryption or encryption using the radio
buttons on the Encryption dialog boxes. If you select 1o enable encryption, you
can then choose between Simple, Medium, or Strong encryption levels.

The differences between these encryption levels are explained in the infor-
mation area at the bottom of the Encryption dialog box, and in Table 8.1.
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K
Do not locally encrypt this database 2

(¥ Locally enciypt this databass using: Cancel

For: Bilt Kreisle/GPS Help

This database will not be able to be opened focally without the appropriate user ID.

Medium encryption is the recommendad chaice. It offers good security and speedy access to
documents. D atabases usmg medium encryphion cannot be compressed by disk compression

Figure 86 The Encryption dialog box.

Table 8.1 Differences between Local Encryption Methods

Local Encryption Method Description

Simple Provides limited access from casual
snooping.
Offers the fastest access times for
encrypted databases.

Can be compressed using your operating
system’s disk compression utilities.

Medium The choice Lotus recommends.
Good security and Document access times.

Cannot be compressed using disk com-
pression utilities

Strong Should be used when security is the pri
mdry concern,

Documents take longer to open than
Medium or Simple Encryption.

Cannot be compressed using disk com
pression utilities,
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Once you have encrypted a database, you cannot “decrypt” it, and
you can open it only if you have the same Notes ID file you used to
encrypt it originally. If your Notes ID becomes corrupt, you will not

be able to open a database encrypted by that ID ever again unless
you have a backup copy of the ID.

WARNING

Clicking OK or Cancel on the Encryption dialog will return you to the New
Replica dialog.

Server o

Title: llest Build Release Notes —I -

Eile name: liadme.nsf e
Enciypton.. Replication Settings..

Create: Immediately *  ext scheduled rephication
Copy Access Condrol List
1eate full test index for searching

Figure 87 The New Replica dialog box

Clicking the Size Limit... button allows Yyou to set the maximum size you want the

new replica to occupy on the disk of the server you specified in the Server text box
(Figure 8.8).

Siza fimit; oK
asyi ]

The size limit is the masimum size that this database can occupy
on disk. Once the database is cieated the size may not be
changed.

Figure 88 The Size Limit dialog box.
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As your choices in the size limit drop-down list are 1, 2, 3, and 4 GB, you will
most likely use this option only if You are creating a New Replica on a Notes
Server instead of your local drive.

Once you have selected a size limit for your database, you cannot
change it. You will have to create a new Replica.

WARNING

As with the Encryption dialog box, clicking OK or Cancel returns you to the
New Replica dialog box (Figure 8.9),

Server oK
Title: [Test Buld Release Notes ]

Carcel
Help

Beplication Setlings...

Eile name; freadme.nsf

Encrpption...

Create: ¢ immediately * Next scheduled replication
v Copy Access Contiod List
reate hull text index for searching

Figure 89 The New Replica dralog box.

The Create radio buttons on this dialog determine whether the new replica will
be created as soon as you click the OK button on the Replica dialog box, or if
the database will be replicated on the next scheduled replication between the
replica’s destination and the gerver you are creating the replica from.

If you choose the Next scheduled replication radio button and click OK,
you will see an Icon on your workspace for the new replica, but if you attempt
to open it, you will see the message in Figure 8.10.

What this message is telling you is that the database is currently a Replica
'Stub. A Replica Stub is like a place holder for Notes. It lets it know that at the
next scheduled replication event, it should copy the contents of the original
replica over to the stub, thereby initializing the new replica,
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/

You will have to use ‘Replicate...’ an the File, Replication’ menu to

& Database is not fully initialized yet. (it does not contain any views.) ~q i
initialize it.

Figure 8.10 This message means that the database is a Replica Stub.

Marking the Copy Access Control List checkbox allows you to use the AC
of the database you are replicating from as the ACL of your new database
Marking the Create Full Text index for searching checkbox will index your ne
replica after it is created using Notes’ default settings.

Finally, clicking the Replication Settings... button on the New Replica dia-

log box allows you to fine tune how replication between your new replica and
replicas of the database on any other server act (Figure 8.11).

Ta conserve space in this replica:

4 Hemove documents not modified in the last: days

Space Savers

Receive summary and 40KB of rich text only

Q@ Replicate a subset of documents: r

g W 23 Folders and Views

Sen Q, Table of Contents
Other

Advanced

Cancel Help

Figure 8.11 The Replication Settings dialog box.
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This dialog box is actually several combined into one. Clicking on the icons in

the leftmost column of the dialog box will cause new fields to appear in the area
to the right.

Selecting the first icon, Space Savers, allows you adjust how Documents
replicate to conserve disk Space on your local drive (Figure 8.12).

A small triangle will appear
next to the currently selected icon.

To conserve space m this replica:

4 emove documents not mosdified in the last: days

Space Savers Receive summary and 40KB of rich text onjy
-)@ [¥ Repiicate a subsst of documents Select by formula
<3
Send Z Diafs
=3 ent
@ ¥ Al Documents
Other F Trash

¥ () Folders and View

‘K’ Q Dis ussion Threads
Q Meetings
Advarced Task

OK Cancel Help

Figure 812 The Space Saver wcon and options in the Replication Settings dialog box.

Checking the Remove Documents not modified in the last days checkbox

will only allow Documents tha re newer than the value you enter in the days
text box to replicate.

If this option is used with Notes databases that incorporate Response
Documents, be aware that some Responses may fall within the date
range you specify while their parent Documents will not. The resuit
will be “orphaned” Documents, Responses not associated with any par-
ent. These Documents may not be visible in all Views of the database.

NOTE
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Selecting the Receive summary and 40 KB of rich text only check box will keep
you from replicating large attachments, or extremely large rich text fields

If, after replicating a Document in which a rich text field 1s truncated by
this option, you decide you want to retrieve the full Document, you
can do so using the Action  Retrieve Entire Document command on
the Notes Client menu. (This option will be available only with short
ened Documents; it does not appear on oqe that is fully replicated.)

NOTE

Selecting the Replicate a Subset of Documents checkbox allows you to employ
what we referred to earlier as “Selective Replication.’ As an example, a user who
has Notes installed on her computer at home wants to be able to check her mail
by dialing into a Notes Server and replicating her mail database. She has a lim
ited amount of space on her home PC, however, so she'd like to replicate only
Documents that are in her Inbox.

To do this, she creates a new replica, opens the Replication Settings dialog box,
selects the Space Savers icon, marks the Replicate a subset of documents check box,
and then clicks only the Inbox folder in the Folders Navigator (Figure 8.13 .

To conserve space in this replica:

| Remove documents not madified in the last: days

Space Savers Receive summaty and 40KB of rich text only
-b@ ¥ Replicate a gubset of documents; ™ Select by farmula
@'Inboxl Al
Send # Dialfts ]
=] Sent
# AllDocuments
Other @ Trash '
hd Folder and View
K Q Discussion Thread
Q, Meeting
Advanced Q Task d
oK Cancel I Help

Figure 8.13 sing the Replicate a subset of do uments
checkbox from the Replication Settings chalog box
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You can select multiple Folders and Views by clicking on each one you wish to
have replicated (Figure 8.14).

The Views and Folders that are
surrounded by a border are the
ones that will be replicated.

@ To conserve space in this repl’ a

4 | Remove documertz not  difi  in the last: daps

Space Savers I Recerve summaty and KB o rich tent only

-}@ ¥ Replicate a subset o docum s Select by formula
L -
Send 7
E’
P Al Documents
Dlhe: g Tlash

¥ (23 Foiders and Vie s
-Ef Q, Discussion  hreads
 [Hesng]
Advanced Tasks

oK Cancel Help

Figure 8.14 You can replicate more than one Folder or View using selective replication.

If you are experienced with writing Actions in Notes, you can choose to filter
Documents that are replicated using the Replicate a Subset of Documents
checkbox by activating the Select by Formula checkbox as well. This will
cause the area below the check boxes to change to a formula entry window
(Figure 8.15).

We aren’t going to discuss this option in detail, as it would require another
book’s worth of information on Lotus’ @Function language, which we discussed
briefly in Chapter 6.

Selecting the Send icon on the Replication Settings dialog box allows you to
control what information is sent to other replicas of your new database once it is
created and initialized. (Figure 8.16)
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The Do Not Send Deletions Made in this Replica to Other Replicas check box
allows you to control whether or not Documents you delete in your new Replica
will be removed from any other replicas of the database. J

To conserve space in this rephca
4 [ Remove documents not modified in the last days

Space Savers [~ Recenve summaiy and 40KB of rch text gnip

-)@ W Replicate a subset of dosuments: &b Selact by fomula
ELECT 24l

Send

Other

Formula Windaw..

oK Cance! Help ’

Figure 8.15 Using the Select by Formula checkbox

__Tialds € Funchiors, . |

Advanced

Heplication Settings for Notes-H4-95Fstals498. nsf

I™ Do not send deletions made in this replica

to other replicas
Space Savers

|+

Send

&S

Other

ax

Advanced

4

[k ] concel | peb

Figure 8.16 The Send icon and its options on the Replication Settings dhalog box
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The Do Not Send Changes in Database Title & Catalog Info to Other
Replicas check box allows you to change the text rhat appears on the
Workspace for this database without having those changes replicate to other
Servers or users.

The Do Not Send Changes in Local Security Property to Other Replicas
check box allows you to control whether or not changes made in the Access
Control List to enforce local security can be replicated to other Servers. Local
Securily means that even on a workstation, the level of access granted to a user
is in effect,

PP y] Some of these options may be grayed out if you are following along
' with this section on a Notes workstation. They are set that way in

the database which you are replicating from and, therefore, cannot
be changed.

Selecting the Other 1con from the Replication Settungs dialog box allows you to
set the replication priority of your databases, disable replication, or use control
replication using dates (Figure 8.1 ).

Replication Sellings for Notes-B4-95kreadme.nsf

emporary disable rephcation

Scheduled replication priority

Space Savers Low * Medium High

-}E Only replicats ncoming documents saved or modified after

Send l— —l

CD-ROM publishing date:

B, | ]

gt,]

Advanced

, ak I Cancel l Help ‘

Figure 817 The Oth r1 on and its eprr 1 11 1he Replication Settings dialog box.

Marking the Temporarily Disable Replication check box wil prevent any user
or Notes Server from performing replication with thi database. The High,

Adobe Exhibit 1014
Page 244 of 461



Chapter 8 Replication % 227

Medium, and Low Replication priority radio buttons are for use with scheduled
replications.

Entering a value in the Only Replicate Incoming Documents Saved op
Modified After text box allows you replicate only recent Documents. Checking
the CD-ROM Publishing Date checkbox enables the text field below 1. This field
is for marking the date that a database is moved to CD-ROM for mass distribu
tion. When users copy the database from the CD to replicate, they will replicate
only Documents added after the publishing date.

Finally, clicking on the Propeller Head icon in the Replication Settings dialog
box allows you to create extremely granular replication guidelines.

When computer. | Bl Kressle/GPS =
Space Savers Receives from; [-Any Server E’ @l

¥ (3 Folders and Views

Send Q [Table of Contents|

&

Other Replicate mcoming:
Forms. views, ete, ccess contiol fist
E 4 W gents Deletions
Advanced Reglication formula

Replicate a subset of documents
|

| 0K ' Cancel Help

Figure 818 The Propeller Head 1con and its options in the Replication Settings dialog box

In this dialog box, you will see the option to replicate only specific Folders or
Views. This is similar to the option we discussed in the section on Space Savers
with the exception of the two drop down lists above it called “When computer”,
and “Receives from.” With these settings, you can control what is replicated
between Notes Servers or between Notes  sers and Servers.

Here’s an example- A user maintains a database of sales leads for a com-
pany with five offices worldwide. Each office has a Notes Server. After the user
enters a lead, he drags it to one of the Folders in the contact database for each
office. In the Propeller Head settings box of the Replication Settings dialog box,
he sets it up so that each office only replicates the folder with their leads in it
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Finally, in the Replicate Incoming section of the Propeller Head dialog box,
you can control which database design elements are replicated into your data-
base from other replicas.

Checking Forms and Views allows changes made to those design elements
or newly created elements to be replicated to your database.

Checking Agents allows changes made to existing Agents or new Agents
added in other replicas to be replicated to your database.

Checking Replication Formula allows changes to the Propeller Head settings
or new Propeller Head settings to be replicated to your database.

Checking Access Control List allows changes made in the ACL in other repli-
cas of your database to be replicated into yours.

Checking Deletions allows Documents deleted from other replicas of your
database to be removed from yours as well,

Replication Tips

Wow! There are a lot of Replication options to consider! But the good news is
that unless you’re a database admunistrator you don’t have to worry about a lot
of them. The important keys for the casual replicator to remember are:

1. You can replicate only databases that share the same Replica ID.

2. Replication can happen only between a Notes Client and a Notes Server
ot between two Notes Servers. Two Notes Clients cannot replicate
directly with each other.

3. The Access Control List in the database you are replicating with governs
whether or not you can send new Documents from your database
replica to other replicas. The Access Control List in your database deter-
mines what can be sent to you from other replicas.

4. The Space Savers settings are a powerful new addition to Notes as of
Release . Replicating selected Folders and Views gives you a great deal
of flexibility in managing the space on your local hard drive.

5. You can use a lot of different settings when replicating. If a replication
doesn’t work the way you expect it to, check the settings on both repli-
cas involved in the process to see if any of them are the cause for the
behavior you are seeing.
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Taking what We've Learned Step-by-Step
(Exercise 8.1) ’

In this example, I'm going to make a local replica of the Teach Yourself
Discussion database that is located on the Notes Server Notes R 95 Catalyst
To conserve space, Im going to replicate only the My Favorites folder to
local replica.

Step 1

To begin, I'm going to add an icon to my Workspace for the Teach Yourself. .
Discussion database on Notes R4-95 (Figure 8.19).

ES Yew [resls s Widow o

. b
Teach poursef
Notes Hep Discussson

0
Kimisle's Address
Book

LCategoiies
Exampla

TYN

Figure 8.19 The Teach Yourself . Discussion database

To be sure that the icon on my Workspace is from the Notes R4 95 Notes Server,
I will select View, Show Server Names from the Notes Client menu (Figure
8.20). This will add the name of the server each database is located on to its
1con on the Workspace.
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This icon represents a database
on the Notes Server Notes-R4-95,

i Edt eate ndow e
P e e Count
Arrange leons 4
Stack Repica lcons
ﬁ v Show Linead ﬁ
&E,
Teach yoursel
NotesHeb  GaTo, Duactstvon o0
Go To Agents HNotes-R4-95
Kreisia's Address
Book on Local
Catagones
Example on Local

These icons represent databases
on the Notes Client's Local hard drive,

Figure 820 TheView, Show Server Names command.

Step 2

After selecting the Teach Yourself... Discussion database’s icon on the
Workspace, I will choose File, Replication, New Replica from the Notes Client
menu. Since I want the new replica to be on my Notes Client’s hard drive, [ will
choose Local for the Server, and keep the same Title and File name information
(Figure 8.21)

Since I only want the Documents 1n the My Favorites Folder to replicate to
my local replica, I must click Replication Settings on the New Replica dialog
box, check the Replicate a subset of Documents check box, and select the My
Favorites Folder 1n the area beneath the check box (Figure 8.23).
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Server Iimal _*l oK B |
Titte: [Teach yourse  Discussion ] Cancel l

Ele name: |TYLNDISC.NSF J Help
Encrvption... ] Size Limit... Replication Settings...
Create: Immediately * Nest scheduled replication
pio

W Copy Access Control List
Create full text index for searching

Figure 821 Creating a Neu Replica of the Teach Yourself... Discussion database.

Hepiicalion Settings for Notes-R4-951TYLNDISC N SF

To conserve space in this replica;

4 | I" Remove documents not modified in the last. days

Space Savers I” Receive summary and 40KB of rich text only

Q@ ¥ Repiicate a subset of documents: Select by formula
&' Al Documents
Send ¥ (3 Folders and Views
—[My Favories]
Q, By Author
Other Q, By Category
Q, Archive Logs
Advanced
ok Cancel l Help
Figure 822 Uhing the Replication Settings dialog box
to replicate the contents of the My Favorites Folder only
Step 3

After closing the Replication Settings dialog box, I will select the Immediately
radio button in the Create group so that my database Replica is created as soon
as I click the OK button on the New Replica dialog (Figure 8.23).
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New Replica "Teach yourself.. Discussion”

Server ‘El ._]I F ax l
Tille: ITieach yourself.. Discussian J Cancel

File name: [TYLNDISC.SF

1o

|

Help |

Replication Seltings... J

Create:

Next scheduled replication

M
[T 1eate full text index for searching

Figure 8.23 Selecting Create: Immediately will cause the new database
10 be created as soon as the OK button is clicked on the New Replica dialog box.

Step 4

The message “Background replication request submitted (check Workspace
Replicator Page for status)” appears on the Notes Client status bar (Figure
8.24).

ackgroun rep  ation request su mitte chec o $pac

Figure 824 The status bar's message.

Clicking on the Replication Workspace page shows that the replication is in
progress (Figure 8.25).

After the new replica 1s created, there will be two icons for the Teach
Yourself... Discussion database on the Workspace page (Figure 8.20).

Step 5

As a final step, T will venfy that the two database icons on the Workspace are
replicas using two different methods.

First, 1 will compare Replica IDs by right clicking on each database and
selecting Database Properties from the pop up menu. Comparing the Replica
ID on the Information tab of the Properties for Database dialog box should
show them to be the same ID (Figure 8.27).
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/

x
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¢ | '
. F
1
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Bil's Knowledge Base Today with GPSKoles6/GFS B
== G24PM  DRecewed,0Sent
oum engn T wih  atnerPatner/GPS
Discussion =% 028PM 7 Feceived, 05ent
sw Painet orum — O Faled Wit GPSPattrert /Padnec/GPS: 113AM T/
i 16434+ - 01:26PM previcis Stempt 1o resch the setver was
Lotus Beta Elect H Faett with GPSPattnen) Foner/GPS: 10:13AM T
at Support ¢ ’ 01:26 PM A praviouz attempl to reach the setver was
N £Data Today 67 attnerl Partner/G
¢ * o 6P ORecsived, 3 Sent
NotesRd-65 with Notes Ad-95/Catalyt IS
[~ TYLNDISCNSF =t
" tb I
11 ot of 41 updates; approsimately kess than a mewle remaining Next
L e 1
Receiving TYLNDISC NSF from Notes R 4-85/Catalyst/US TYLMDISC. NSF Stop
Backgiound: © "7 subfdled ehéck Wark TN

Figure 825 The area at the bottom of the Workspace's Replication
page will provide information on replications in progress

. Fle & VYiew Creste ndow  Heip

Teach pourself.
MNotes Help en : !
Local chuL ocm:" on
)
Kienle's Addets
Book onLocal
Categones
Example on Local

N

Figure 8.26 An icon for the Teach Yourself. . Discussion
database on the Local bard drive will be added to the Workspace.
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Database B 4
asics Desgn  Launch K-
Size: 480 KB Documents: 0

4 used: I mpact
Activity:
Created: 12/03/95 01:58:42 PM
Modified: 12/03/95 02:08:42 PM
User Activily...

Replica ID: 86256203.00182082

Authorized for Lotus Notes Mail/Lotus Notes Express use
by Lotus Notes

Figure 8.27 Examining the Replica IDs of the Teach Yourself  Discussion databases

A second way to confirm that the two databases are replicas is to select View,
Stack Replica Icons from the Notes Client menu (Figure 8.28). This will cause
the icons for all databases that share a Replica ID to be “stacked” on top of each
other on the Workspace.

T & Coste  ndow  Heb
2| ‘Refresh Urread Count
Aganpa cons

v Stach Replics leons
v how Urread )
4 v Show Server Hames [1]
Teach yoursel
Hotes Help on +
Loca Uscusronon
[}
Kresle's Address
Book onLocal
]
Catagarier
Example on Local

Figure 8.28 TheView, Stack Replica Icons command.
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Any databases that have stacked icons will have a small button in the uppey
right corner of their icons (Figure 8 29).

MIS.

E 0

Teach yourseff .
Discussion on
Local

Figure 8.29 The small button in the ufiper right corner of this
database’s icon indicates that it represents m re than one database

Clicking this button will open a pop up menu with a list of all of the locations
this database can be opened from. (Figure 8.30

& ew [Crese

Notet Heip ont
Lacal

Hroigle's Addreds
Hook onlocal

Categoiies
Example on Local

Figure 830 To select between different databases using a stacked icon, click
the button in the upper right of the icon and select the server from the pop-ufr menu.

Step 6

To complete the exercise, I'm going to open the new Teach Yourself...
Discussion database on my local hard drive, and examine the All Documents
View and the My Favorites Folder (Figure 8.31)
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Lie  Ede Yiew Cieate  Actions ‘Window H

a
Navigator Folders . New Main Topic Response
& AlDocuments Date +
¥ 2 Folders and Views
23 My Favories
Q. By Author
Q By Calegory
Q Archive Logs
7 Agents
P [ Desgn

Topc

Be & ew Cosle Aciom adow Help
2

Navigalos Standad Folders New Main Topic Basponss

& AfDocuments Date

~ Topic
¥ ) Foiders and Views

Resporise To Assponte

Response to Response

By -

23/95 DKHWMRmMe‘?[RE Why AIThis Tak  Susan Kiessle
ﬁ About Computers. |

Q By Author 091
Q ByCategay In This Dalabasa?}
Q Archva Logs
Q Agents
b B Desgn

Figure 831
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As you can see, the contents of the My Favorites Folder was replicated to the

local database, but all of the other Documents were not,
!

Using the Replicator Page on the Workspace

In Exercise 8.1, we created a new replica of a database on our local drive That
replication gave us all of the information in the database we requested, so for
the moment, our replica is up to date., However, over ume new items will be
added to the database on the Server, and we may want to add new items to our
replica. To keep the replicas up to-date, we'll need to perform regular replica-
tions between them in the future. The Replicator Page on the Workspace is a
tool specially designed to help us with this rask (Figure 8.32).

x
Fe teate  fctions o
Start Serxt & Recave Mad Other Actions ™ Help
1 a
05:00 P Today
tritgong
T B19PM OReceved.0Sen
+
(NTFs) ¢
Teach youreel. Todgy with Notes-R4-96/Cstahst S
Dircyssion ¢ ) 05:31 PM OReceived, [ Sent

Instead of representing databases as icons,
the Replicator Page represents each database

Figure 8.32 The Replicator Page of the Workspace.
As you can see, the Replicator page has a number of features not found on any of

the other Workspace Pages. You'll also notice that databases are not represented by
icons, but rather panels in the scrolling window at the center of the Replicator Page.
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You can add a database panel to the Replicator Page by clicking and dragging it
from the page it is currently on to the tab labeled Replicator. You can remove data-
base panels on the Replicator Page by selecting them and pressing the delete key.

When you drag an icon from another Workspace Page to the
Replicator Page, Notes will create a new panel for the database in the
Replicator Scrolling Window. It will not, however, remove the data-

NOTE  base icon from the original page as it does when you drag an icon
from one Workspace Page to any other Workspace Page.

The main purpose of the Replicator Page is to give you a centralized place to
manage common replication tasks such as replicating new mail or telling Notes
to deliver your outgoing mail if you are working remotely.

The Start button at the top of the Replicator Page will cause Notes to try to
perform replications on all of the currently selected database panels (Figure
8.33). You use the checkbox at the left of each panel to select or deselect them

The Start Button

- Lo ER Yiew eats  Actiont  ndow H

1]

e I; SendkRecsiveMal  ther Attions

@ Shant epication at

Help

Schadule is suspended.

Send outgong oday
? 519 P O Recsived. 0 Sent
Dat lemplates
[NTF3) ¢
Tesch yoursed.. Today with Notes H 455/ Catalrt/US
Discussion ¢ ? 0531 PM G Rocerved, 0 Sent

Panels that are checked will replicate

Figure 8.33 The Start button and selected panels on the Replicator Page
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The Send and Receive Mail button on the Replicator Page will replicate yo’);r
Notes Mail database with your local replica and deliver outgoing messages to the
Notes Server specified in your location setup. J

The Other Actions button opens a drop down menu.

Edd  ew e Aclions

Start © SendiFeceveMal  OiwriAcion: T

Ctatr al:
@ Scheduls it suspended. Rephcate with Server...

Send outgoing mal Aephcaie Selecied Database
Send Outgoing Mal Sent
1] ! E3
m NTFy ¢
Teach yousel . Ty with Nolet-A4-95/Catalyst/US
Discussion =P BIPM HRocewed. 0 Senl
Idle

TN

Figure 8.34 The Other A tions drop down menu

Selecting Replicate High Priority databases will cause Notes to initiate a replica

tion between all databases on the Replicator Page that are marked high priority
and their respective Notes Servers. High-priority databases on the Replicator Page
have a small exclamation point to the left of the database’s panel. (Figure 8.35)

* Teach yoursel... Today
MIS.

v PRESS Discussion Lo 4 05:31 PM

Figure 8.35 High Priority databases on the
Replicator Page are marked with an exclamation pownt

As you may recall from earlier in this chapter, you can set a database’s replica-
tion priority by opening the Replication Settings dialog box, selecting the Other
icon, and selecting the High, Medium, or Low priority radio button.
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»

You can also make a database a high priority database by right click
ing on the database’s panel in the Replicator Page and selecting High

Priority from the pop up menu.
SHORTCUT

guidgmgmmym Help

£ star SedkRecovetal Otheracions ¥ . 1 Hep
@ Staut repiicabon af;
Schedule iz suspended.
Send mad Today
} U513 PH 0 Recarved, 0 Sent
Bl  Database templates
m MNTFs) ¢
Qg Tepch poursef i Tt with Hotaz:H4- S
! Discussion pliont 0 Recerved, 0 Sent
Rephcate Salactad Database
Repcation Settings.
Replication History:

Eh‘k

Figure 8.36 Using the right click pop up menu to mark a database as high priority

Selecting Replicate with Server... from the Other Actions button on the Replicator
Page will cause Notes to initiate a replication between the server you select and all
of the databases on the Replicator Page that have a replica on the specified server,

Selecung Replicate Selected Database from the Other Actions button on
the Replicator Pages causes Notes to attempt to replicate the database currently
highlighted with its Notes Server.

You can also use the right-mouse click pop-up menu on a database to
initiate the replicate selected database command.

SHORTCUT

Clicking the Send Outgoing Mail... button on the Replicator Page causes Notes
to attempt to deliver any mail it is holding with the server specified in the cur
rent location. We'll discuss locations in greater detail in Chapter 11.
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In addition to the buttons at the top of the Replicator Page, there are alsg /
buttons on each database panel represented by arrows that point left, right, or in
both directions. This button indicates whether or not the currently selected' dack
base is set to send Documents to the server, receive Documenits from the server,
or send and receive Documents whenever it replicates.

You can change these setting by clicking on the button and making changes
to the Database dialog box (Figure 8.3

x
Replicate with server; K
S available, by last sye - Cancel
v Send documents to server Help

Beceive documents from server

Receve full documents

Figure 8.37 The Database dialog box.

You can also use this dialog box to set the selected database to replicate with a
specific server using the Replicate with server drop down list and to replicate
only summary information and the first 40 K of rich text using the drop down
list at the bottom of the dialog box

Taking What We've Learned Step-by-Step
(Exercise 8.2)

In this exercise, I'm going to use the Replicator Page of the Workspace to repli
cate changes to the Teach Yourself.. Discussion database from the Server
Notes-R4-95 Catalyst S to our local replica. You'll notice 1 didn’t say “we’re”
8oing to use the Replicator Page. That's because there’s no way for me to give
you precise step-by step instructions 1o replicate the database you used in the
previous example. (I don't know whar it 15, for starters  For this example, I'd
like you to follow through the steps completely before trying to duplicate them
on whatever database you've hosen to work with at your location. Obviously,
you'll need to make some adjustments.
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Step 1

To prepare for this exercise, I added two new Documents to the Teach Yourself. ..
Discussion database on the Notes R4 95 Catalys S Notes Server (Figure 8.38).

- x
:Iﬂe it e goda Actions  Window
'S .

]
-
S A
Closs Ecit Document I Responss -

<@ Exercise 8.2 - Main Topic
Ell hrenle/Tataly tAUS  ore 12704 & 07-48:56 PM
Catagory:  Gerwral ™

This is a test document to
demonstrate replication.

hayh s
e ERoew oste  fotons  ndow [
in* " A f 4
Tloss Edit Document Response Resporse To Respores Paiert Preview =

4y Exercise 8.2 - Response

BA Y ieide/Cotabal/US onl 12/04 ol 07 5 PM
!

This is a test Response Document to
demonstrate replication.

TYLN

Figure 8.38 Adding two new Documents to the
Teach Yourself  Database on Notes R4 5 Catalyst/US.
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After adding the two new Documents, I moved one of the Documents (Exercise
8.2—Main Topic) to the My Favorites folder.

f |
P
LR fctions Hel
. : Do 5o
e — i

v o - | -7 R, F=7

Mavigator Fodrs | NewMsiaToic  Aesponss  Fikp Respare T
@ AYDocuments Date Topic ) -

¥ & Foldors end Views T Fabestionds |t gatinge and Ao 09/08)

£ My Favortes X wical 03/09)

Q By Autho : el T1/08)

Q. By Category a folder:

Q, Auchive Lags ¥ @ Folders and Views -—J otes? [Sury
O hgerts b ravei) A R

b A Design Carend
e
Tt
e ewk . phs Motes Documents
¥ o
n23 Exercise 6.1 (B Kisise)
12/ -

Ewd&e82~Md1TOM[BiKldde]
xeftise B Aesporiee (B Kreisle 12

TN
- x
& ew Actors Wndew  Hebp
¢ t . BHR O B OSH -
Novidor | Stonded Fodess | 5 NewMain Tookc B33 Response [ Resoonse o Respere
9 Al Documents Uste  ~ Topic By
¥ 3 Folders and Views 07/23/95 O How about Fum Cake (RE Why Al THs T sk Sutan Kisitle
5[ Fovotes] o s "
Q By Author 09/719/95 Evergthngl (RE What Knd of irformation Can | Find B8 Kyestie
Q By Category In Thit Database?)
Q Archve Logs wercise 8 -Man opic i Krsiso
9 Agents
P b Dewpn
Figure 839

Moving one of the new Documents 10 the My Favorites folder.
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Since the local replica I created is set only to replicate Documents in the My
Favorites folder, I'm expecting only one of the two Documents 1 added to the
database on the Notes Server to be added (o it.

Step 2

Next, I will click on the Replicator page and select the Teach Yourself...
Discussion database’s panel. The panel was added to the Replicator page auto
matically when I created the new replica in Exercise 8.1. If the database panel
were not there, I could add it by clicking on the jcon for my local replica on the
workspace and dragging it to the Replicator page (Figure 8.40).

Stat %'smmacmm [ thetActions T . Hep

@ Start repication at:
07 00 P Today

Send outgong mat '

Dat templates
NTFs) ¢

Mg Joo o ]

f.

Figuré 8.40 The Tea b Yourself Discussion
panel onhe Replicator Page of the Workspace

I will click on the Replication Options button (the arrows) to see what the cur
rent settings for this database are Figure 8. 1).

After examuning the settings, 1 will close the Database dialog box and right
click on the Teach Yourself... Discussion’s database panel and choose
Replicate Selected Database from the pop up menu (Figure 8.42).
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Replicate with server: gK

2 gy ailabie, by last oo

end documents to server
Receive documents from setver

Receive full documents -
Figure 841 The Database dalog box

oA Vew s g e

St " Servd k Receive ad Othesdctions X pgp

tart 1epheaton al
O7-00 P Today

S oulgong mal

B o e
& Teach yoursol

Di
Qphons.

Replioalion Settings.
Replcation Hetory.
High Pnosty

e

YIN

Figure 8.42 Using the Replicate Selected Database command,

Adobe Exhibit 1014
Page 263 of 461



246 « teach yourself . Lotus Notes 4

dwma«:ﬁwnw

B
¥ st sendt Reoewe s | Oterctons x | Hew |
Stait (ephcation al
£9.00 M Todey

Send outgong mat Today
—_I' 0328FH D Ascoved, § Sent

Database lemplates
[NTFg) ,__J‘

Teach yoursel, Today 06:28 PM
= Discussion =] ®BPM  ORecewed, 0Sen
1out 1 updates, apprevimately less than & Minute semsining Hewt
Recerving TYLNDISC.NSF fom Notes-R4-95/Catabrst/US TYLNDISC NSF Stop
Back “olindrephcationrequesi 1of fin ~ chesk'W TYLN

The Status Area of the Replicator Page.

Figure 8.43 Ongoing status about a replication is displayed in this area

After the replication is complete, you will see information about it in the data
base panel on the right side of the panel. As you can see, even though we
added two Documents to the discussion database, only one Document (the one¢

we moved to the My Favorites folder) was replicated (Figure 8.44),

Step 3

Just to be sure I have the right Document, I'm going to open my local replica of
the Teach Yourself... Discussion database and check the My Favorites folde:
(Figures 8.45a and 8.45b).And there we have it, Replication in three steps, two
of which were added just to demonstrate replication, The last one was extended

to cover all of the features. It's really thart simple.

And, if you're using stacked icons, another simple way to initiate a
replication between a local database and a Notes Server is to click
the button on the stacked icon and select Replicate... from the pop-

SHORTCUT 1y menu (Figure 8.46).
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di View Dwaste Actions  mdow sp

Stet SendtRecoiveMal  OtherAcios = Hep
@ tac tephicsion at
09.00 PM Taday
S outgong Today
===  (8BPM 0 Receved,0Sent
Database t
(NTFs] R
Toach yousel. Todsy wih N R485/TashsUS
! Discussion =P B3P I Received, 05ent

B.

* - TriN

Information about the
last replication.

Figure 844 The right side of the database panel
displays information about the last replication

e dt  wew Ciesre . ndow
T
ﬁ Noles 4950t
Notes Hepon Toach yoursel Repicate.
Local

Kresia's Addrest

Book on Locel

Categones

Example on Local

Figure 8.45a Selecting the local replica.
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Flo Gt Yew ssle Aclone  wdow

Navgstor { ] Starcard Foldeis NowMa'ani:l Response Piacponse o Respoiue
& Al Documents . Dite ~ opic By -
¥ 0 Folders and Views 07/23/% 0K How sbout Aum Cake? (RE Why Al Tha Tak  Sutan Kiestls
& HyFavaies] Computess.
Q By Authar (9/19/95 Evengthingl [RE ‘Whak Kind of trformation Can find B Krewsle
Q By Category In Thes Database
Q, Archive Logs (12708756 _Exeicioe B2 Main 10pc B Kieske
@ Agenis
» I Dewn

Figure 8.45b The new Document has been added to the database.

ls: v Local
ES fi] Notes-R4-35/Catalyst/US
Teach yourself... )
Discussion on
Locat

Figure 8.46 Using the Replicate... command on a stacked icon

More Replication Concepts

Congratulationst You have successfully replicated! And just like the story at the
beginning of this chapter it was magic, wasn’t it?

Replication Histories

Just as our original magic spell flipped through every page of both binders,
Notes flipped through every Document in each database, building a repfication
history. A replication history is a special index Notes keeps that contains a
unique signature for each Document in a database along with the time the
Document was added, deleted, or edited. Notes compares Document signatures
and the date the last action was performed on a Document to determine

whether a change is needed in one of the replicas. In our example, after reading
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both databases and comparing their rep icauon histories, Notes was able to
determine that both of the Documents we added to the database on the Serv
were new. Then, using the rep ication settings of the lo al replica, it decided
that of the two new Documents, only one met the selection  riteria.

Replication Conflicts

Occasionally, there will be circumstances that cause Notes to believe that a
change should be made to the same Document in both databases (the exact
same Document was edited at both locations by someone before a replication
occurs, for example). In these cases, Notes decides based on the time stamp in
each Document and the number of changes made to the Document which
Document is a winner and which Document 1s a loser. The winner is displayed
as a normal Document in the database. The loser is. .

Did you say deleted? No, Notes would never do that. The loser 15 displayed as
a Response Document with the winner as its parent. This flags the Document for
human intervention (Figure 8.4 . These cases are called replication or save con
Slicts. Depending on the size of your Notes database and the number of times
Documents are changed, replication or save conflicts may occur frequently or never
at all. When replication conflicts occur frequently, its possible to reduce conflicts
through “creative” administration. So if you work with a Notes database that seems
to have a large number of conflicts, be sure to let your Notes Administrator know.

dat Lresls Actions ndow [l .
" A ER n%w % .
H avigalor Felder: I New Man Tops: ) . Resporss Aesponts To Responte
& Al Documents Dae~ Topse
¥ o Foldess and Views AEmiH Y yofMote Colertad from the Prest) (B Kseute 03/08)
= My Favoutes 0910 Word Procetsing n Notes (B Kieisie]
& g";‘!"“’ w3 Aboul Fie Altachments Bl Kisisle]
QA‘” "’L:; 0315 About T ablas (Bl Kersle)
? N e About Buitons [Bil Kressie)
b & Desgn 03/16 ¥ How do Decument Links work anyweay? (B Kieiske)
ument Lirk. are Bultur  that Cornect Muliple Notes Documentt
B Necs 1
1723 About Embedded Obyect (34 Krersle)
123 Exercisn 6.1 (B Krensle]

1204 ¥ Exercise 8.2 - Man Topic (Bl Kreisle)
Extd e ecponce (Bl Kreisle 12/04)
* {Rephcaiion on Save  ouillict]

T

Figure 8.47 A Document that is marked as a rephcation or save conflict Document.
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In Summary

L2
0..

Replication is a process that moves changes (additions, deletions, or
edits) between files bidirectionally.

Replication can happen automatically between servers, or it can be initi
ated by a user between a Notes Client and a Notes Server.

Replication can occur only between Notes databases that share the same
replica ID. You can see the replica ID of a Notes database by opening
it or selecting it on the Workspace and choosing File, Database,
Properties... from the main menu, and then clicking the information
tab of the Properties for Database dialog box.

The Replicator Page is designed to serve as a central point for managing
database replications. You can add a database to the Replicator Page by
clicking on its icon on a Workspace Page and dragging it to the
Replicator tab.

Notes uses the unique signature of each Document combined with each
Document’s time and date stamp to determine what Documents should
be moved between databases.

If the same Document should be moved to both databases, a replication
conflict occurs. Notes resolves replication conflicts by designating one
Document as the winner of the conflict and the other as the loser. The
loser is not deleted; it is displayed as a Response Document with the
winner as its parent.

There are a number of settings you can use to control various aspects of
replication.
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Lotus Notes Mail

In This Chapter...

This chapter is important because it covers another cornerstone of Notes—elec-
tronic mail. It's also significant because this 1s where you can tie almost every-
thing you've learned in the other chapters of this book together, including
Views, Folders, Navigators, Documents, attachments, objects, and Replication.
No matter what concept you name, you'll find it useful here (even plain and Full
Text Searching),

In addition, 1 feel compelied to blurt out here that Lotus Notes Mail is one of
the main reasons I am a Notes Evangelist today. I live, work, and think from my
mail database, which most likely has you thinking to yourself, “Now there’s an
insight I could have been spared...how could you ‘live’ in Lotus Notes Mail?” I'm
glad you asked.

Using standard Notes Mail, I tracked to-do items and messages. As | learned
Notes development, I worked on creating my own custom mail database. This
database not only allowed me to convert incoming messages into to-do items, it
allowed me to convert messages into meetings.

251
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I created special fields for my to-dos that allowed me to assign scheduled com-
pletion times and track the amount of time I spent on each item. I created views
that organized my to-dos in different ways, and showed scheduled meetings. I
began relating to-do items with projects by creating a Project Form. Whenever |
checked my voice mail, I entered my requests as to-dos in my Notes Mail,

Before long, I had an integrated project, meeting, and action tracking system
that incorporated the two mechanisms most often used for delegating and
accepting assignments—voice mail and electronic mail, By relating to-dos to
projects and tracking time on each to-do, I had a ready-made status report at the
end of each week. And because it was all in a Notes database, I could replicate
my projects, to-dos, meetings, and mail to my local hard drive and carry my life
around with me wherever [ went.

Next, I created a contact-tracking database that allowed me to collect infor-
mation about contacts. Whenever I had a to-do item for one of my contacts or
wanted to begin a project for a contact, I designed the contact database to auto-
matically create these items in my mail database. I'd even include a Document
Link back to the contact record.

As you can see, Notes is indeed a too] to organize, collect, and share knowl-
edge—and once you get the swing of it, it can also make your teeth whiter, your
life brighter, and improve your looks,

But I suppose 1 should climb down from my soapbox and get to the task at
hand, which is explaining Lotus Notes Mail, Here's the plan for this chapter:

% What is Notes Mail?

% Using Notes Maii

% Opening your mail database
% Creating a mail message

% Addressing mail

% Adding content

#* Delivery options

% Special options

% Saving and sending messages
f* Reading messages

% Replying to messages

/ % Forwarding documents as messages

< Book marks
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# Phone messages

% Serially routed forms

%  Tasks ’
% Mail Tools

% Adding users to your personal name and address book

% Archiving Messages

% Out of office notification

% Letterhead

% Stationery

What is Lotus Notes Mail?

Lotus Notes Mail is a Notes database designed by Lotus to give users a wide range of
electronic mail capabilities through an easy to-use interface. When this database is
combined with other Notes features like Replication, rich text fields, and customizable
forms, it becomes an extremely useful application for users at all levels of expenence,

I's important to understand that from Notes point of view, Lotus Notes Mail
is just another Notes database. This means that all the exercises we've done up to
this point can be used with Notes Mail. You create new Documents, delete
Documents, and use Views and Foiders to sort the documents and categorize
them. You can Full Text Index your mail database (if you have sufficient access
and space) and then use Plain or Full Text Searching to find messages. You can
even Repiicate your mail database between your Notes Client and a Notes Server.

The next thing to understand about Notes mail is that, since it is the same as
any other Notes database, it can be customized, and your Notes Administrator
may have done so, Consequently, if the screen shots you see here are different
in your mail database, it may be because you have a different mail database
design. In addition, minor differences wil| appear in quarterly releases of Notes
itself, so your screens may appear different even if you're using “standard” Lotus
Notes Mail, but a version later than release 4.0.

Finally, before moving on to using Lotus Notes Mail, I'd like to point out
one more thing. Just as it is important to know the concepts behind
Documents, Responses, Forms, Views, and Replication to use Notes effectively,
there are ideas about Notes' mail-enabling process you should understand to
help you get the most out of Lotus Notes Mail. This is especially true if you are a
remote (Mobile Notes) user.
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With that in mind I've included a section on Lotus Notes Mail concepts in
Chapter 10 that I would like for you to review. Since it is probably the most
technical part of this book, I will make it recommended reading if you are a net-
work Lotus Notes Mail user, to be reviewed after you finish this chapter. It is
strongly recommended reading if you are a mobile Lotus Notes Mail user

Using Lotus Notes Mail
Opening your Mail Database

To begin using Lotus Notes Mail, you need to have an icon for your mail data-
base on the Notes Workspace (Figure 9.1).

o
Bill Kreigle
Figure 9.1 An icon for your mail database must be on the Workspace to use Notes Mail
You also need to have your mail database set up correctly in your current
Location Document. If you select Create, Mail from the Notes Client menu and

see None Available on the submenu, you aren't correctly set up, and will need
help from your Notes Administrator (Figure 9.2).

Workspace Page

Figure 9.2 [f you aren’t correctly set up for Lotus Notes Mail,
You will see this on the Create, Mail meny.

If you aren’t correctly set upy, you will see the choices shown in Figure 9.3.
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f
Window Help
Reply
Reply With History
Workspace Page Task
S al »

Teact  Qther..

Figure 9.3 The choices on the Create, Mail menuy if Lotus Notes Mail 1s set up correctly

Creating a Mail Message

As you saw in the previous section, you can create a mail message in Lotus Notes
Mail by selecting Create, Mail, Memo from the Notes Client menu  Figure 9.3).
You can also create a new message in Notes Mail by selecting your Notes Mail
database on the Workspace and choosing Create, Memo from the Notes Client
menu (Figure 9.4).

[T Ele Edit View Achions  Wind

¥*-a

Mail »

Beply

Reply With Histary
JTask

Special >
Bil Kreisle Agent...

Workspace Page
Folder...
Yiew,..

Design >

Figure 9.4 Creating a mail message by selecting the Notes Mail database on the
Workspace and choosing Create, Memo JSrom the Notes Client menu.

Clicking on the Mail button in the Status Bar of the Notes Client and
choosing Create Memo will also create a new mail message (Figure 9.5).

SHORTCUT
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Create Memao

Scan Unread Mail

Receive Mail

Send Outgoing Mail_

Send & Receive Mail The Mail Button

0 nMai on the Status Bar
of the Notes Client.

Figure 9.5  sing the Maul Button 10 create a new Notes Mail message.

Any of these actions will create a new Document in the Notes Mail database
using the Memo Form (Figure 9.6).

Ol e £ Vew Ceste Acons e Widow Heb
Qy - Bf .t EEXZX #1=E 1%

A At LE_SMA;DM& [ B sent | By sendandrie | Foeiver opions. |

From: Bil Kieisle on 01/0479504:  PM

Ta: J
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r
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F
r
*
r
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<O slnd

Figure 9.6 Creating a Document in the Lotus Notes Mail database using the Memo Form.

In the Memo Form, to To-, cc:, and bee: fields are for entering the names of peo-
ple who should receive the message.
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The Subject fieid is for a short description of the message that will be dis
played in the Inbox of the recipients. The field at the bottom of the form is the
body—a Rich Text field designed to hold the main body of your message. !

Addressing Lotus Notes Mail

As we mentioned in the previous section, the three fields you can use to address
4 message are the To:, cc:, and bee: fields. Fhe To: field 1s where you would
want to include the primary addressees (e.g., those who should take action on
the message or who would be most interested in the message’s content.) The cc:
field is where you would include the names of addressees who mught be inter

ested in the message’s content, but aren't expected to act on the message. The
bec: field is a special field you can use to send a copy of the message to one or
more addressees blindly (i.e., recipients in the To: and cc: fields aren’t aware of
addressees in the beg: fields),

You do not need to fill in the addresses to save the message as a draft,
but to send it, at least one recipient in the To: field is required,

NOTE

You can type the names of the people you want to send your message to into
these three fields directly, or you can use the Address... button on the Action
Bar to open the Address Message dialog box (Figures 9.7 and 9.8).

The Address... button,

f¥e Edit View Creste Actions Ted Window Help

1B U=z s L@
A addess. IgﬁwAsDrdl | BB send | By sendandrie

From: Bl Krersle on 01/04/96 04,13 PM

To: T
ce L]
bee T
Subect

Figure 9.7 TheAddress... button on the Action Bar of the new mail message
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lEalalyst's Address Book jl Addiesses:
2 Kieisle, BT To> | [ o)
& Kieisle, Susan _ A ce
h LocalDomanS arvers i_‘ [# bee
(2 Notes-R4-95/Catalysi/UIS Stals bee: >

th OtherDomanServers
Open... l

Copy to Local Address Book ' Remove I Remove All '

I 1] 4 I Cancel I Help I

Figure 9.8 The Mail Address dialog box

To use the Mail Address dialog box, select the name or group you wish to include
in your message, and click To: >, cc; >, or bee: > to add the selected name to one
of the fields. When you are finished addressing your message, click OK.

Adding Message Content

Once you have addressed your new message, you can enter the subject and
body of the message. Since the field designed to hold the body of your message
is a Rich Text field, you can include any Rich Text feature in your message
(attachments, text formatting, paragraph formatting, bullets, etc.).

Figure 9.9 illustrates a message with the address, subject, and body fields
filled in.

Delivery Options

Once have created your message, you can set a number of options that affect
how it is delivered and how it will appear in the recipient’s Inbox folder

The first group of options you can set for a mail message are its Delivery
Options, accessed by choosing Actions, Delivery Options... from the Notes
Client menu while you have a memo opened for editing. This will open the
Delivery Options dialog box, illustrated in Figure 9.10.
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/
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| A 1§ - B/ u EEFIapH QY
(A addoss. | T8 sovarsdiot [ send | By sonaanarie | [ ] Dotvery Uptoon. | B
From Bl Ksewsto on 01/04/95 0413 PM
To: Susan Kiessie
=]
beg:
Subject  How dal lova thee?
"How do I love thee?
Let me count the ways...
(A
==
1 ha 3 j
Hebe 1 [Mone) =D it -

Figure 9.9 A mail message with the To:, Subject, andbody fields filled in.

Dehvery (Iptions | %

®

Importance: Defivarp. report.’

|
Mood stamp. Delivery priotity
{Normal 2§ [Nomal =
I~ Swgn I~ Retwn recamt
™ Enciypt [T Prevent copying

Figure 9.10 The Delivery Options dialog box.

You can use the Importance: drop down list to select whether the message
should be regarded by the recipients as of high, normal, or low importance. If
you select high importance, the message will appear in the recipient's Inbox
Folder with an exclamation point beside it (Figure 9.11).

The Delivery report drop-down list on the Delivery Options dialog box allows
you to receive a message when certain delivery criteria are met. Selecting Only
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on failure from the drop down lists instructs Notes to notify you only if the
message you are sending cannot be delivered.

G| Inbox| Wha apate ~|  Subject

o Dealts T B Chrton 0104736 Uigent request for yourt advicel

=1 Sent Lou Gerstet 01/04/36  Please look at this if you get me

&9 Al Documents * Madonna 01/04/96 DK Thus is the last time I'm gong L propo e { mean
2 ToDo * Dawid Letterman__01/04/98 At pou sure won't accept o uciative job offer

v RITTY * Jefhiey Papows __ 01/04/96 ‘We need you advice, it

Figure 9.11 Identifving a message marked as bigh importance.

Selecting Confirm delivery instructs Notes to notify you when the message has
been successfully delivered to its destination.

Selecting Trace entire path instructs Notes to provide you with a message
at each step in the delivery process (i.e., a message is generated when you send
the message 1o your mail server, when that mail server hands the message off to
another mail server, and so on).

Selecting None teils Notes not to inform you about the message once
you've sent it under any circumstances.

Choosing an option in the Mood Stamp drop-down list adds a bitmap to your
message that helps convey its tone. For example, a humorous message might be
sent with the Joke mood stamp attached to it, as illustrated in Figure 9.12.

Mood Stamp

DE‘:E&!’NQ?HQWIM Window  Heb

C ABD 4 B/ R EZS A

7 assoes | [T swvmssit | 7% Sond | By sonaararie. [ [ oetvey gpirs. |

01/04735 6. D3P Lt

To: Dawd Letterman/Late Show @ BS

o

bec:

Subject:
v

&"

r
10. No amimals were harmed in the making of the book.

Top Ten Aeasons w teach yoursed  Lotut Notes.

9 Once appled. does notwear off
8. 'Won't stain hands ar  othing
7 Sate for children and pets.

6. Reliet without drowsiness 4

Helv 0 one * Could rest find David Leteiman/Late  how®@CEH * < Difice “

Figure 9.12 An exampie of a Mood Stamp.
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In addition to including the bitmap in the message itself, a smaller version of th(f
image will be displayed in the recipient’s Inbox Folder (Figure 9.13). Table 9.1
illustrates some of the Mood Stamps available P

|* |4 DawvidLetterman 01/04 95 That i t an't funny! |

Figure 9.13 An example of a Mood Stamp displayed from a View
Table 9.1 Mood Stamps

Stamp Image Stamp Name

Personal
Confidential
Private
Thank You!
Flame
Good Job!
Joke
FYI

Question

LGB OO

Reminder

The choices in the Delivery Priority drop-down list on the Delivery Options
dialog box allow you to assign values of high, normal, or low. Delivery Priority
differs from importance in that the setting you select in this drop-down list
may affect the amount of time it takes for your message to be delivered. At
some Notes installations, sending a message with a delivery priority of low will
cause it to be saved for delivery until late at night when the network’s servers
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Selecting the Sign check box on the Delivery Options dialog box will embed
a unique digital signature from your Notes ID into the message you are sending
(Figure 9.14). The signature can then be used by the recipient to verify that you
are the original sender of the message. Authentication of signed messages
depend on the user having access to your Public Key (a value most likely stored
in your Notes Name and Address Book).

Delivery Options E

Importance: Delivery. repaort: _Camd;-l
LNonmal ] Iﬂb on fallure H

Mood stamp: Delivery peiority:
CEm— e —
P Sion ™ Retuinreceipt

I Encypt I™ Pievent copping

Figure 9.14 Selecting the Sign check box on the Delivery Options dialog box

When another Notes user opens a signed mail message, he will see a message
similar to Figure 9.15 in the status bar of the Notes Client:

L “[Signed by Bil Kreisle/Catalyst/US on 01/04/96 07.00:32 PM. ] <O |d

Figure 9.15 Notes displays name of the user who signed
the message along with the date and time of the “signature.”

Selecting Encrypt in the Delivery Options check box will scramble the contents
of your message so that only the recipients can read it.

Selecting the Returh Receipt checkbox allows you to receive a message
indicating the date and time each addressee opened and read the message you
sent to him.

Checking Prevent copyiag on the Delivery Options dialog box will disable
the copy and print functions at the Notes Client whenever the recipient has your
message open.

Special Options
The next set of options you can use when creating messages are accessed by
choosing Action, Special Options... from the Notes Client menu while you are
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editing a new message. This command will open the Special Options dialog bOJf
(Figure 9.16).

I
Special Options
Expuation date (after this date it is safe to | I
archive of delate tis document) I_ —l oK
Stamp message with a "Please reply by"” L j _I:ancel_]
date:

Replies to this memo should be addressed io; .
L ]
[ I am sending this Nates document to other

Notes mail user(s) through the Intemet

Figure 9.16 The Special Options dialog box.

In this dialog box you can enter an expiration date for your message (so that if
its recipient is using automatic archiving it will be deleted at an appropriate
time) by entering a date in the first text box in the dialog box.

You can add a “Please reply by~ stamp to your messages by entering a date in
the second text box in the Special Opitions dialog box. If you use this option, the
text, Please respond by date will appear at the top of the message (Figure 9.17).

Please respond by 010696

To: Bill Kreisle/Catalyst/US
ce
Subigct. Meed your answer soon!

Figure 9.17 Using the option 1o include a suggested response time.

If you enter one or more names in the replies to this memo should be
addressed to text box, those people will automatically be addressed when the
user chooses to reply to your message.

Clicking the I am sending this Notes document... Internet check box
will cause Notes to transmit the message in a way that will allow the Notes users
who will be receiving your message via the Internet to view it as it was origi-
nally formarted.

Saving and Sending Messages

Now that you have created your message, addressed it, filled it, and set any
options you wish to use, you're ready to send it! To send your message, click
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the Send button on the Action Bar, or choose Actions, Send from the Notes
Client menu. Based on the options you selected in the User Preference dialog
box, your sent message may be saved to the Sent Folder after it is delivered.

If you want to move the sent message to a Folder other than the Sent
Folder at the time you are mailing it, click the Send and File... button

on the Action Bar, or choose Actions, Send and File...
SHORTCUT

If you'd like to save your message and work on it again later before sending it,
click Save as Draft on the Action Bar (Figure 9.18).

Send
Save As Draft Send And File...

O £d Vew Lo poom T Widw

BHa - Bsr FAFrE=xa R £ 3
' natoss.. | sovens ot |24 _om | 2y seosanarie. | beivory ptons | -
AT o3 0120475 0357 F1y
T Debra Willems-Caudey

cc
bee
Subyect teach yoursel  Lotus Notes

"Debra-
Here 1s & stalus updete an the progress of the teach yoursell book project
To be submitted e week_

Chapter §
Chapter 10

Glossary

Index 4

Hedy w0 Coukd ol find Debra Office:

Figure 9.18 TheSave As Dr S, Send, and Send And File, .. buttons on the Action Bar

You can also save and send a message by pressing the Esc key to close the cur
rent Document you are editing, and selecting the appropriate radio button on
the Close Window dialog box (Figure 9.19).

Choosing Send and save a copy and clicking OK would be the same as

clicking Send on the Action Bar. Choosing Save only and clicking OK would be
the same as clicking Save As Draft on the Action Bar. Choosing Send only and
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clicking OK would allow you overrnide the Send and Save option you may have
set in your user preferences. Choosing Discard changes and clicking OK closes
the current window without mailing the Document or saving your changes,

Pk

e Cance |
€ Saye only Help
" Discard changes

Figure 9.19 The Close Window dialog box for Memos

Reading Messages

In addition to creating and sending messages to other electronic mail users, you
will want to read and file mail that you receive from others. You can find incom
ing messages in the Inbox Folder of the mail database. As with any other
Document in Notes, you can open it from the Inbox View by selecting it and
pressing Enter, or by double-clicking the selected document. Once you have
read a message, you can move it to another Folder if you wish to save it, or to
the Trash Folder if you wish to mark it for deletion.

Replying to Messages

When you want to reply to a message that you have received, you can do so by
clicking the Reply or Reply with History button on the Action Bar of the mes-
sage you are currently reading. Choosing Reply creates a new message with the
original sender of the message in the To: field of the new message, and the
same subject as the original message except the text Re: is prepended to it.

Choosing Reply with History creates a new message with the same
options as Reply, but it adds the original body of the message to the body of
the new message.

Forwarding Documents as Messages
in addition to being able to create messages using the Memo Form, Notes can send

any Document using any Form. Sometimes Notes accomplishes this by creating

Adobe Exhibit 1014
Page 283 of 461



266 « teach yourself... Lotus Notes 4

special Forms with fields that the mail system needs. Other times, Notes simply
takes advantage of the fact that a rich text field can hold anything. The seconc
option is one you can use to forward documents to other Notes users.

Let's say I'm looking at the Teach yourself... Discussion database and I decide
that I want to send Grandmother Huebner's Rumcake Recipe to a friend of mine al
another company that uses Notes. I could create a Document Link and send it, but
since my friend at the other company doesn’t have the Teach yourself. .. Discussion
database available, it wouldn’t work as expected, [ could edit the Document and copy
out the body and paste it into a new message, as well, but that's time consuming.

Instead, I'm going to open the Document and choose Actions, Forward
from the Notes Client menu. This will create a new message for me and fill the
body of the message with the Document that contained Grandmother Huebner’s
Recipe, as illustrated in Figure 9.20.

ElBe Edt Wew Gese Actons Tew Windw Hep
O B e B/ R EEX A | I

4 savess.. | sovossrat | P s | By senaanarie |1 votvery Opions. ! “

N Bt ioile 000496 1018 P

bee: a
Subyetl:  OK How sbout Aum Cake?
r

Forwarded by Bl Kiewie/Catalyst/US on 01/04/96 10,18 PM

[;b OK How about Rum Cake?

b 26FM

Grandmother Huehne Rum ke Re pe

Cake:

List of pnmary people to send memo. hd
. a - - & Office

Figure 9.20 Using the Actions, Forward command to Jorward a Notes Document,

Book Marks

As I mentioned earlier, if [ wanted to let a user know about a Document in a
Notes database that the user also has access to, an alternative to forwarding the
entire Document would be to send him a Document Link. As you recall from
Chapter 6, creating a Document Link means sclecting a Document or having it
open on the Workspace and choosing Edit, Copy As Link, Document Link
Adobe Exhibit 1014
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from the Notes Client menu. This copies the Document Link to the Clipboard sq
that I can paste it into a mail message. Since this is a common procedure for
Notes users, Lotus has added a special mail form to Notes Mail to make sendidg
a Document Link quick and easy

The special Form is called a Book Mark and you can create one by selecting
Create, Mail, Special, Book Mark from the Notes Client menu while you have
a Document open or selected in a View.

Going back to our example of wanting to forward Grandmother Huebner’s
Rumcake Recipe to a friend of mine, assuming that my friend has access to the
Teach yourself... Discussion database, I can send it to hum using the Book Mark
form, as illustrated in Figures 9.21 and 9 22,

Phona Message
Setial Route Meme

Agent
Design lE_ Memo To Databace M anage

Grandmothe Huebner's Rumcake Recipe

Cake

1 cup pped pecans or walnuts.

1 1 package yellow cake moc

1 3 4oz package Jello instant vanilla pudding rrux.
4 2ggs.

172 cup cold water

12 cup Wesson oil

142 cup Bacardi dark rum (80 proof)

Glaze

14416 butter
1/4 cup water _'_l

1, ool

© =3 Dffice

Figure 9.21 Using the Create, Mail, Special, Book Mark command

When my friend receives this message, he can activate the Document Link to the
open Document containing the recipe.

Phone Messages

Another option in the Create, Mail, Special command menu is the Phone
Message Form. To create a phone message, select your mail database on the
Workspace or open it, and choose Create, Special, Phone Message from the

Notes client menu. This will open a form similar to Figure 9.23
Adobe Exhibit 1014
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Elo Edt Yew LCieste Action: JTew Window Help
G BHo - ' B/ s EX3 I 3

x

4 astos. | suvetsoun | £ 5o | B st | ostvon opine. | :

m Bookmark

Fiom: Bl Kserle on 010579 10:35 PM

To:
=

g‘:fiecr Bookmark. OK. How about Rum Cake
Document Link Information:
Document:
"l
2l
Youmwopenlhedoumﬂbpdﬂﬁe bokung on thes Ik

© =D Dffice -
Figure 9.22 4 Book Mark message.
x
B!Edk'w;'mamlﬂ![mﬂﬂb ,
Q &4 : B s « EX 3 A § 3

A sttes.. | sovors et [ % ser | 2y sendtedie. | Dotvary opins |

While You Were Out

Contact:

[ _J
of: )

0y ]
Phane-
L J
FAX:
L 1
{7 Toleghoned ™ RelumsdCad [~ Leit Packaga
Listof pnmery peoplet send mam

PR - <& Offies

Figure 9.23 The Phone Message Form.
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Serially Routed Forms ,

A good example of a process that Notes can supplement with Workflow is one
where information flows from user to user in a linear path, with the informa

tion being tracked at each point where it stops. A tool to support this type of
Workflow in Notes is the Serial Route Memo. You compose a Serial Route
Memo in Notes by selecting Create, Mail, ‘Special, Serial Route Memo from
the Notes Client menu. This opens a new Form, similar to the one illustrated in
Figure 9.24,

ClEe E® Viw [Ceste Acions Ied ‘Wrdow Heb

O ABAD™ ¢ B/ -BEe=xa ZERS
24 assess | saversust | soncitoNowPason [ Ry sodacrie.. | oobvers Opions.. | *
Fiom, B Krese/Catabat U5
Roule 1o:
Aemanng route list
Current person i igute
wect

[ Noiity sendes at each stop

Subject of memo.

Figure 9.24 A Serial Route Memo.

Enter a list of people whom you wish to route the Memo in the Route to: field,
with each name separated by commas. Use the Subject: field and the rich text
field at the bottom of the Memo the same way you would use them in a stan-
dard mail message. If you want to be notified as the memo travels to each per-
son on your list, check the Notify sender at each stop check box on the form
before clicking the Send to next Person button on the Action Bar.

Figure 9.25 shows a Serial Route Memo with the fields filled in.
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(1] Fle Ed Yiew [Cests Acions Jed ‘Window Heb o )
Q &BOR - B/ SlEEza H RN

ng..JESMMDEﬂJ smwﬂmpuml‘%smmmJDDMGM -

Frony Grandmother Kressle

Route to: Bl Kraisle Susan Kressie Vigrua Kressla
Remamung route kst
Currend pesson in (oute

Subject: Mew policy tegarding the use of roller skates i the bathvoom.

Giver: the most recent sccdent now bouse  suggest that we make it a rule not Lo leave roller skates on the
bathioom floor any longes

We'F distuss this uther when | rstur from the hospital
Lots of Love [and the next tine you wisit, bing Aowers

Grardmother Kreisle
R Noty serder at each stop

- “ Searcht canceled &) Dffice ‘

Figure 9.25 An example of a completed Serial Route Memo.

Tasks

Another type of Workflow you can use Standard Notes Mail for is the delegation
of tasks to others by using the Tasks form. You can create a new task by choos
ing Create, Mail, Task from the Notes Client menu. This opens the Task Form,
illustrated in Figure 9.26.

In this form, you can enter a description of the task, a priority, as well as a
due date and an expected start date for the task. To assign the task to yourself,
choose Close and save it. To assign the task to others, click Assign To
Others... in the Action Bar. This will cause Assign to: and cc: fields to appear
on the Task Form and adds an Address and Send button to the Action Bar, as
illustrated in Figure 9.27.

To view tasks that you have created or that others have assigned to you, use
the To Do View in the Folders Navigator or choose Yiew, Go To..., To Do from
the Notes Client menu while your Mail database is open or selected.

In addition to being able to create Tasks using the Create, Mail, Tasks
option, you can also convert incoming messages into Tasks by using the
Actions, Convert to Task command while you are reading a message.
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- X
- B Edt Yiew Ceate Actions Ten Window Hep

A & 53 ¢ B FAREzaaw :'fne J

7Y Close 'ﬁ'?n.nmrnou-m “

¢ Task:

t Send five copies of teach poursel... Luh,rsN'otnloLwGel@e«. l\\ﬂ
‘t? Priosily: . e ]
g,'“' ) Nore ® Hehil) Medum (2} O Low (3] o
‘s Due Start:

'Iqj;‘ 1/8/96 | |

e T g e e

.@ddilional infoymation:
F)

Figure 9.26 The Task Form.

Fe EQ Yow Cran Actons I Windw Hep !
O fBmH= B/ EEXZa g i g%

Clote g.&ddum l Semf‘ “

< Task:
é’: Send five copues of teach pourself... Lotus Notes to Lou Getsiner.
(3 -
4
/

,_ Prority:
™ None ® Hoh(1l O Metm(2) O Low(3)
Due: Stant:
g yeLl ], 1/6/% |

e T R e e

Assgn to: I

ot T

'édd‘llional information:
a

Listof pnmery people to invite o the meeting

-

Offica Y

Figure 9.27 A Task that can be assigned to other Lotus Notes Mail users.
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Fle Edt View [resle Actions Widdow  Hein
G BOEFg £ LT rs v = %

G NewTosk | Ty patte | o Complte | @ Uststa Taske | o Rems om o Dovim |

G Inbox Tazk Dua Atzigned Ta  ~
s g'“" ¥ Current
=1 Sent -
P Al Document @ f::uﬂ mmﬂ ée;cs:mmsel o
oo LX)
P Teath
¥ o Folders and sews
Q Archive Log
Q Discuzsion Thisa
4 Agents
b » Deagn

© =D Office -

Figure 9.28 The Tasks View.

e Convent To Taz
e Edt View Cioate I-]]
o] B = EvoyTan nT. S B

= M Tools »

K New emo Iﬂ'anaue Change Recpiont Name ~ Fomard 9 Rooty | (2 Aok Witk Hitory |
=

BT oo

Forward
Please 1espond by 01/06/95 Move To Folde«.:.
Tor Bill Kreiste/Cataiyst Defvery Information, .

o
Subgecl  Need your answer

__
- ___J T

* &5 Office

Figure 9.29 The Convert-to-Task Agent on the Actions menu.
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Mail Tools

Lotus Notes Mail also provides you with a wide variety of tools to customize and
control the information you work with in your Mail database. These are accessed
by selecting or opening your Mail Database and choosing Actions, Mail Tools
on the Notes Client menu. This will provid you with a list of Agents designed
by Lotus.

Adding Users to your Personal Name and Address Book

The first Agent in the list is titled Add Sender to Address Book. If you receive a
mail message from someone and would like to remember his electronic mail
address for future reference, this 15 4 handy command. It will create a new
Person entry in your Personal Name and Address Book for you, and fill in the
Forwarding Address field with the address used in your message Once you
have added a person to your Personal Name and Address Book, you can use the
Address button on new memos to refer 1o him later.

Archiving Messages

The next Agent in the list, Archive Selected Documents, uses your Archive
Profile to manually move the message that is currently open or the messages
that are selected in a Notes View to the specified archive database.

To create an Archive Profile, select the Archiving View in the Folders
Navigator or select View, Go To... Archive Profile from the Notes Client menu
while your Mail database is open or selected.

If the View is empty, click the Setup Archive... button on the Action Barto
create an Archive Profile. If an Archive Profile already exists in the View, select it
and open it for editing to change its settings (Figure 9.31).

If you want to archive expired documents dutomatically, click Archive
Expired documents and fill in the number of days after expiration that the
Notes Client should wait before performing an archive operation.

If you want to archive documents that you haven't opened for a specific
period of time, click Archive documents which have no activity and then
type a number to indicate how many days of mactivity the Notes Client should
wait before archiving a document.
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e ER Yew Lo Actns Widow Heb
G BHa - A Lh rt v, =% %

L Inbox Description

<O Office
Figure 9.30 The Archiving View.

Fl e E® Yew Coste actos Ied lidow Hebp
o} B 8B ¢ B af2EEA :
T Cose | By Sava Prote |

[«k E Archive Profile

I™ Awhve Expued documents. aller 5 days

[ Archive document which have na activity after 365 daps

I” Generate an Archuve g each ime anh aichive occws ™ Include document link

Dacumenls are aichived @ tLocally

O On Server
Archeve lile tadha_bkreis. rsf

< Qifice

Figure 9.31 A new Archive Profile Document.
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Clicking Generate an Archive Log each time an archive occurs causes
the Notes Client to create a special Document called an Archive Log each time jt
performs an archiving operation. You can have a Document Link to every docf-
ment that Notes archives, by chicking Include Document Links.

This option will not appear unless you click An archive log will be
generated each time an archive occurs.

In the Documents are archived radio buttons select Locally or On Server to
choose where archived Documents are saved. Enter the path and filename you
wish to use for your mail archive 1n the Archive File field. If the file does not
exist when you save the Document, Notes will automatically create it for you.
Notes will suggest a default name and path for your mail archive

If you select Documents are archived... On Server, you must have
permission to create databases on the server you specify. If you aren't

sure if you have permission, check with your Notes Administrator.
NOTE

Taking What We've Learned Step-by-Step
(Exercise 9.1)

In this exercise, we'll create an Archive Profile for a Notes Mail user and use the
Archive Selected Documents Agent to move Documents to an archive database,
The intent of this exercise is to provide you with a series of steps that you can
duplicate to achieve the illustrated results using your own mail database, Since
the servers, names, and locations cannot be the same, it is obvious you will not
be able to follow this exercise to the letter. However, you should be abie to fol
low along making reasonable substitutions.

Step 1

To move Documents to an archive database, we need to create an Archive
Profile. To do this, open your Mail database to the Archiving View and click
Setup Archive... on the Action Bar (Figure 9.32)
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Clicking Generate an Archive Log each time an archive occurs causes
the Notes Client to create a special Document called an drchige Log each ume it
performs an archiving operation. You can have a Document Link to every docuy-
ment that Notes archives, by clicking Include Document Links.

This option will not appear unless you click An archive log will be
generated each time an archive occurs.

NOTE

In the Documents are archived radio buttons select Locally or On Server to
choose where archived Documents are saved. Enter the path and filename you
wish to use for your maijl archive in the Archive File field. If the file does not
exist when you save the Document, Notes wiil automatically create it for you.
Notes will suggest a default name and path for your mail archive

if you select Documents are archived.., On Server, you must have
permission to create databases on the server you specify. If you aren’t

sure if you have permission, check with your Notes Administrator.
NOTE

Taking What We've Learned Step-by-Step
(Exercise 9.1)

Setup Archive... on the Action Bar (Figure 9.32).
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The Setup Archive button.
The Archiving View
in the Folders Navigator.
Dl Be gdt Vew Cmato gctors Widow Hep )
& B = - TR L-% 2R ol
SepAuchive...
i b Doscription
P
=1 5ent
@ Al Documents
& Tobo
3 Tish

¥ ) Foldess and Views
Q, Drcussog Thieac
Q {Arghwing
7 Agenis
b (o Design

- -

=3 Dffica -

Figure 9.32 The Setup Archive button on the Action Bar

In the Archive Profile Form that is opened, check Generate an Archive Loy
each time an archive occurs, and Include Document Links.

Ele Edt Yew [iesle Actions Jed Wirdow Hep

¢! B = B/ a+ EE 3 A I
T Cose | g sevene | B

Archive Profile

I Archive Expued document after 5 days

[ Archive documents wiwch have no sctrvity altes 35 days

BE Geneiste an Archive Log sach time an aichwwe oceurs M incloda document Yinks

Document me archived. @ tocally

C Dn Server
Archuve fda madua_bkeess. raf

Offies -

Adobe Exhibﬂ%ﬁa‘;‘; Selecting options in the Archive Profile Form,
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Step 2

Click the Save Profile button on the Action Bar of the newly created Archfve
Profile Form, accepting the defaults specified by Notes and saving your
changes. Click Close on the Action Bar. An Archive Profile Document will
appear in the Archiving View (Figure 9.34).

Fle Edt Yiew Ceols  Actors ‘Widow Holp
o} B B . L It T 4= em
Sehup Achive.
€5 inbow Description
o Diaits ¢ eProl

-=1 Sert donot delele Ascheve Protie
&P A¥Documenis
@ Tolo
T Teash
W ) Folders and Views.
Q, Drcussion Thiea:
N
Q Agenls
b i Desgn

fice

Figure 9.34 The Archive Profile will appear in the Archiving View

You may have to refresh the View by pressing F9 or clicking on the

arrow in the upper left corner of the View (Figure 9.35) to see the

new Document.
NOTE

L Inf;; TITIE Description

/ Drafts Click here
=1 Sent to refresh a
¥ Al Documents View's contents,
2 ToDo
F Trash
¥ (3 Folders and Views

Q {Archwve Log|

Q, Discussion Threac

Figure 9.35 \Refresking.a.View y clicking on the circling arrow n the upper left corner
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Step 3

Open a Folder in the Notes Mail database that contains messages you wish t
Archive. In this example, I'm going 1o use the Inbox Folder (Figure 9.36).

Eie Edt View Emdu Aclions  Yindow ljab

G & - L k2 W Sh
Y HowMeomo ]%nwj ‘&]MmToFuldn h""ﬂFmd I = Repy I Froply With History
<59 Inbox  Date Subject
< Dreliz D Let m Ne e * M o ?
=7 Sent Madorna 01/06/9 OK. Thes is the last Gme ('m gons 1o propass (! mean i this |
(9 ABDocuments Lou Gerstner 01/06/9  Please look ai thes ¥ you get time.
@ ToDo ! Bill Cinton 01/06/96 Uigent Aequast|  yous Adwce
F Tiash Grandmother Kietsh 01/06/9% Mew policy regaiding the use of roller shates i the bathioo
W = Foldess and View Nancy Reagan  01/04/96 Heead pour answer

& Dawd Letlemanr 01704796 That kst an’t furngd

Q Discusson ¥ Jeffiey Papows 01704796 We need your adwite Bl

Q Archwng
Q Agents
b & Desgn

=3 Difice -

Figure 9.36 The nbox Folder

Step 4

Select one or more messages to move to the archive file and choose Actions,
Mail Tools, Archive Selected Documents from the Notes Client menu.

After answering yes to the confirmation prompt (Figure 9.38), information
about the archiving prqcess will appear in the Status Bar of the Notes Client
(Figure 9.39).

Upon completion of the archiving process, Notes will display a prompt
informing you how many messages were moved to archives (Figure 9.40).

Step 5

Returning to the Archiving View, a new Archive Log has been added (Figure
9.41). Open the Archive Log and examine its contents (Figure 9.42).
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!a New Memo I Delete L Wih Hitorp
F——  DhegoRechisrtNome o, w0fice
€ tbox Fowaid §oloct Lettehend.
< Dialts v Edit Docurmant Lreate Stationery. sive* ' off
=1 Sent v Resend 8 m propose [| mean &
& AbDocument v Convet To Tatk Plaase ook & this & you gt time.
2 ToDo v Move To Folder Ui Aquest for yous Advice
F Trash Elsmave From Foldar New policy regasding the use of roller skates i the bathioom
w (5 Folders and Need polarinswer soont
Qo ¥ Folder Options » Lhaef:ﬂa-aﬂm o
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Figure 9.37 Selecting multiple documents and choosing Actions, Mail Tools,
Arcbive Selected Documents from the Notes Client menu.

Are you sure you want to move thesa documents to your archive
database now?

Figure 9.38 Notes will ask you to confirm that you are moving messages to an archive file.

| *JArchiving selected documents... <0

Figure 9.39 Status Bar messages.

Archiving

4 documents were archived.

Figure 9.40 Notes prompls you at the completion of the archiving process.
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1B Ed Yiew Dlea-ie Actions Window  Help
C ABDDEwg A TFFF- ., =22 ¢

@ Setup Archive...

<5 Inbox * Descrplion
o Disfts Archive Prafile
=] Serk Please do not delete - Archive Piolie
P ANDocuments Aschive Logs
Z ToDo x Alchive%lu 1/6/96 B:72-49 PM
F Testh
¥ ) Folders endVi
Q, Disoussior
N
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b = Desgn

“ 1 uwead documenifs Offics -

Figure 9.41 An Archive Log Document bas been added.
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Figure 9.42 The entry includes Document Links to the archived Documents
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/

Close the mail database to complete the exercise.

Out of Office Notification

The next Agent on the Mail Tools menu allows you to set up an Out-of-the-
Office profile by selecting Actions, Mail Tools, Out of Office... from the Notes
Client menu while the mail database is open or selecied on the Workspace.

Plo Ed Vew Code fcione It Windw Hob )
O . ABO0E FEP B/ T xzawa: " § S

75 Close | 7 Enable Out of Difcn ngens | -
Out Of Office Profile
1 vl be out of the office on the [ollowing dates:
Leavng: w
Returnwy I“
My Out of The Office ge for most ple/groups:

To: Whonxmy
Subject: "Bl Krersde/Catayst/US is the cifice.

=

. - Difice <

Figure 9.43 The Out of Qffice Profile Document.

The purpose of the Qut-of-Office Profile is to allow incoming mail to be answered
while you are (you guessed it) out of the office, In addition to being able to send
others information about your being out of the office, Lotus has added some fea-
tures to make the system more easily customized to suit your needs.

To use the out-of-office features, enter the dates you will be leaving and
returning in the Qut-of-Office Profile document. If you want, you can customize
the subject of the message that will be sent to users who send you mail by
changing it in the boxes that follow the departure and return date.

The first group box, labeled My Out of the Office message for most peo-
ple groups is designed to be your default message that anyone will receive
when he sends you a message (Figure 9.44).
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My Dut of The Office message lor most people/gioups:

To: Wy
Subject: Bill Kreisle/Catalyst/US  out of the office

| will respond to your message when  return.

Figure 9.44 The first group in the Out of Office Profile Document

The second group, My Out of The Office message for special people groups: is
designed to act as a filter, sending a different message to certain individuals or
groups (Figure 9.45).

People/groups who should receive a special message’

=l

My Out of The Office message for special people/groups-

To: Whameny
Subject: Bill Kreisle/Catalyst/US 15 out of the office

Figure 9.45 The second group in the Out of Office Profile Document.

The final field is to enter the names of people or groups who should not receive
any messages (Figure 9.46). This field is useful for entering the names of servers
that send you messages automatically or the names of Internet List Servers if you
subscribe to an Internet mailing list.

People/groups who hould not  cerve any me age
=

Figure 9.46 Spe ifying people or groups who should
not recewe any out of office notification.
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/

Once you have filled in the fields of the Out of Office Profile Document with the
values you wish to use, click the Enable Out of Office Agent button gn the
Action Bar to close the document and enable the Out of Office Profile you just
entered (Figure 9.47).

The Enable Out of Office Agent button.

flo EGt View [Code Ackors st Window feb
O ABH B O B/ &t EEZX HEEI £ 3

Chose o Erable Qutof O Apert I -

| wall be out of the cific on e nllowang dacet
Leavng: ’
Returing  iffelle

Wy Dut of The Ollice mossope for most people/otoups:

To: Wi
Subjoct: B Krcitle/Cotalyst/ll  out of the office.
1 vl b out of the office fiom 01./19,/96 untl 11 /727/96

¥im gong to Lotusphered
- ofice .
Figure 9.47 The Enable Out of Office Agent button on the Action Bar.

Here are some special things to understand about the Out of Office Agent and
Profile:

< While the Out of Office Agent is enabled, users will not receive more
than one message, even if they sent several messages to you while you
were out.

% On the date you specified as your return date, Notes will create a
“Welcome back” message in your inbox that includes a list of all the
people it sent messages to. Until you open the “Welcome back” mes-
sage, Notes will assume you are still out of the office. (Which is
extremely handy if you stay away longer than you expected).

% If you return earlier than you expected, select Actions, Mail Tools, Out
of Office and click Disable Agent. Notes then sends you a “Welcome
back” message that includes a list of all the people it sent messages to.
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Letterhead

The Actions, Mail Tools, Letterhead Agent allows you to customize your mail
messages by including a graphic letterhead at the top of each message.
Choosing the command from the Notes Client menu opens the Select a
Letterhead dialog box (figure 9.48).

[JEk E& Yiew Lredte fctons Jedt Widow Heb
h . Qe AR BETI B 7%

P‘JDM' “

Preview leitetheads tor new Memos and Aeplies i the kst below
‘When you find one pou ke, press Done.

.

-

Buck Rogers Mal
Certered and Bold
Decco -
1]
Bl Krsizle 01/22/9% 1001 PM
- <0 TN -

Figure 9.48 The Select a Letterbead dialog box.

Stationery

The final Agent in the Mail Tools menu is Create Stationery... This Agent
allows you to create special mail messages that can be used as templates. For
example, if you submit a weekly status report that always follows the same for
mat, you can create a template of the formai and save it as stationery to use over
and over.

To create your own stationery, select Actions, Mail Tools, Create
Stationery... from the Notes Client menu. You will be prompted to selec
whether you want to base the stationery you're about to create on the standarc
Mail Memo or on the Personal Stationery Form. Since we've already seen the
standard Memo Form, the remaining examples in this section will use the
Personal Stationery Form (Figure 9.49).
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Which Farm would you ke to use to create this Stationery J

message?
Cancet l

Feiconal Shationsn

Lpor

Figure 9.49 Basing the stationery we're about to create on the Personal Stationery Form

This will open a new Document in your Notes mail titled Personal Stationery—
Lotus Notes (Figure 9.50). The new Document will have a rich text field at the
top and bottom of the Form, as well as fields for any common addresses, the
subject, and the body of the new Stationery you want to create. The two addi-
tional rich text fields are there to allow you to add images or formatted text to

the Stationery .

Ele Edd View Croate Actiors Jext 'window Heb

Q *%ﬂ -‘3 & B 7 ae EXZ 3 Pt S
4 acess. |\ ooss | Doivery Optors. :

Fom B Kisil on 01/06/96 0348 PM

Ta

=4

be

3

Moy * 10 [None] Dffcs

Figure 9.50 Creating new Stationery based on the Personal Stationery Form.

For example, if you sent information that you wanted the recipients to treat as trade
secret, you might create a Personal Stationery that looked similar to Figure 9.51.
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Po Edt Yew [esie Acons Jed Window Hel
O ABLEB= B/ s« EX3 HER 3 I

Possnn_| e | oo |
TRADE SECRET

The nformation contaned heren 1s considered by the sender to be Trads Secret
and subject to the non-disclosure agreement you signed with the company he or
she represents

From: Bl Kiensle on (11/06/96 03 48 P

Tor

cc

boe
Subject

r
4

TRADE SECRET

Hedv 1 Nope “ =3 Diice

Figure 9.51 An example of Personal Stationery.

When you save this new Document, Notes will ask you to name your new
Stationery (Figure 9.52).

Save as Stationery

What would you ke to call this Stationery? I DK I

LT rade Secief 1 Cancel l

Figure 9.52 Naming your new Stationery.

After you have named it and*¢licked OK, Notes will display the message shown
in Figure 9.53.

Save as Stationery

This Message has been saved as Stationery in your Drafts folder. A new
message wit be crested every time you open this Stationery,

Figure 9.53 Insiruction on bow to use your new
Stationery will appear after you bhave named it.
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To use the new Stationery, go to the Drafts Folder in your mail database anﬁ,

double-click on the Trade Secret entry to open it (Figure 9.54).
:

- x
Fée Edt Yiew Lieste Achions Window Hep

G 4B B L EFL T, 2% i,

ﬂ Hew Memo lgbdﬂa JE EcilDoeumJ Use Staboney Rename Stabienery.
G Inbox Who aDate v  Subject
/ ~ Slationery
2] Sont 3 006/ W
& All Documents 0 Tt o
@ ToDo
T Trash

¥ _) Folders and Vi

A Duscussor
Q Archiving
2 Agents
¥ B Desion

PO - Dffice - -

Figure 9.54 The new Stationery is saved in the Drafts Folder.

Summary

4 Lotus Notes Mail is a Notes database designed by Lotus to provide users
with a robust electronic mail system. It combines the ideas behind elec-
tronic mail systems with the features of Notes to create a product that
can be useful to customers at all levels of experience.

% Composing a message in Lotus Notes Mail is accomplished by creating a
Memo Form in your Mail Database. In the Memo Form, you fill in the
addressees, the subject, and the body of your message.

% A number of options exist in Lotus Notes Mail to help users control the
Memo's appearance and method of delivery:

1. Messages can be sent with low, normal, or high importance.
Messages that are high importance are indicated by an exclamation
point icon in the Inbox of the recipients.

2. Messages can be sent with low, normal, or high delivery priority.
Depending on how your Notes Administrator has set up your Lotus
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@

Notes Mail system, these settings may affect the speed at which
your message is delivered.

3. Options to trace the delivery path of your messages can be used to
determine when the recipient's mail server receives the Memo, or
when every server in the delivery chain receives and processes the
Memo.

4. Mood Stamps allow you to add an image to the Memo Form to
help convey the tone of your message.

5. Options to sign, encrypt, and request return receipts for your mes
sages can be used,

After you have finished composing your message, you can send it to
other electronic mail users immediately or save it as a draft and edit it
again before sending it.

Messages sent to you from other electronic mail users are stored in the
Inbox Folder of your mail database. From the Inbox Folder, you can
read your messages, move them to other Folders for later review, con
vert them into Tasks, or delete archive them.

A special option in Notes Mazil called Forwarding allows you to send any
Document in any Notes database to other Notes users by copying the
Document into the body of a new Memo.

If you don’t want to send an entire Document from a Notes database to
other Notes Mail users, you can use a special form called a Book Mark
to send a Document Link instead.

Notes Mail also includes Forms for creating Phone Messages, Serial
Route Memos, and Tasks:

1. Phone Messages can be created and sent to other Notes Mail users.

2. Serial Route Memos can be created and sent to a chain of Notes
Mail users, with each person in the list receiving the message and
passing it to the next person in the chain.

3. Tasks can be created for yourself or ¢reated and assigned to others
by mailing the Task Form to them.

In additicn to Forms, Lotus Notes Mail also provides a number of
Agents that you can use to manage Documents in your mail database.
These Agents are accessible from the Actions, Mail Tools menu on the
Notes Client:
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1. Add Sender to Address Book copies the sender’s address out of
messages that you have received, and and uses it to begin a Person
Document in your Personal Name and Address Book. !

2. Archive Selected Documents moves one or more Documents
from your mail database to the archive database you specified in
your archive profile,

3. Out of Office... opens the Out of Office Profile Document, where
you can set up electronic mail responses for people who send you
mail while you are away from the office.

4, Letterhead allows you to add different images to the top of your
Memos and Replies.

5. Create Stationery... allows you to make Memos that follow a spe-

cific format. You can use these Memos over and over again to send
special messages, such as status reports, time cards, etc.
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Mobile Notes

In this Chapter...

You wake up and head downstairs to the coffee pot Whiie the coffee 15 brew-
ing, you check your electronic mail, get a summary of the morning news, and
see what the latest entries are in the new product naming contest you're spon
soring at the company. You answer some mail, forward an article about a com
petitor to a coworker, and add a couple of comments to a newly added sugges
tion to call your latest product “Good Software (Really).”

At your morning visit to a client’s site, someone asks you a question about
one of the newer product lines that you aren’t as familiar with as you'd like to
be. During a break, you check an exhaustive collection of technical notes and
design documents about the product back at the home office, and have an
answer (and a purchase order) by the end of the meeting. You fill out the pur
chase order on your laptop and during your next phone call to the office, you
move the order into the accounting system and have a confirmation for your
client before you leave the building.

When you get to the office, a project database that you're working on has
several new items added to it. You'd like to look at them but won't have time
until tonight, so you don’t wotry about them for the moment. By the end of the
day, you've forgotien about them. But it's okay, because when you get home,
the updated documents are waiting for you.

291
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Welcome to the world of Mobile Notes, which we’ll discuss in this chapter
using the following outline:

% Mobile Notes concepts

% Setting up a modem

% Setting up a server connection document
% Setting up a location document

< Calling a Notes Server

% Configuring a passthru server

% Lotus Notes mail concepts

% Mobile Lotus Notes mail concepts

Because of the extensive differences that could exist between your
installation of Notes and the system that was used during the writing

. of this book, this chapter does not include any step-by-step examples,
NOTE

Mobile Notes Concepts

Notes Release 4 offers a wide variety of features thart allow you to connect your
home computer and or laptop to the corporate network easily and automatically
using telephone lines. One of the key features, of course, is Replication, which
we discuss in Chapter 8. Other features, which we’ll discuss here, include.

1. Support for hundreds of modems.

2. Location documents (which give you the ability to quickly change your
sefup to use a moderg‘instead of a network connection).
3. Tools to connect your Notes Client to multiple Notes Servers in a single
telephone call.
4. A special Notes Database designed to hold electronic mail addresses
and server telephone numbers while working off-line called a Personal
’ Name and Address book.

f Figure 10.1 will help illustrate how these concepts comprise what Lotus calls
Mobile Notes.
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A B C =
% g [E o201 —1— [Too 3 ’
i
Local Database Server
Replica Databases

Figure 10.1 Mobile Notes concepts

Referring to Figure 10.1, the Notes Client looks at the current Location Document
{A) in the user’s Personal Name and Address book to see if a modem connection
is enabled. If a connection is enabled, Notes uses a modem driver to instruct the
attached modem (B) to call the Notes Server listed in the Location Document (A).
To get the telephone number it is supposed to call, Notes uses another Document
in the Personal Name and Address Book called a Server Connection Document
(A). Once connected (C), the Notes Client can transfer data between any Local
Replicas with the Notes Server’s databases.

Setting up a Modem

As you can see from Figure 10.1, a central requirement of Mobile Notes is the
presence of a modem. Typically, Notes asks you a number of questions about
a modem during installation and uses your answers to configure itself.
However, if you buy a new modem, or decide to attach the modem to another
COM port, it is possible to set up Notes to use 2 modem manually. To do so,
you need to know what type of modem you have and which COM port it is
connected to.

nications (COM) port. Since most computers have more than one
communications port, these ports are generally referred to as COMT,
NOTE CcOM2, andsoon.

' Modems are connected to a computer using the computer’s commu-
N4

Once you have this information, select File, Tools, User Preferences from the
Notes Client menu to open the User Preferences dialog box (Figure 10.2).
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User Preferences | X

j!_’ Startup options;
ENEY ¢ | I scanfor uead I™ Enable scheduled local agents
Basics I Prompt for location ™ Enable local background mdesing

Local database folder:

ld:\noles\data —l
[nternational Lock ID after |:| minutes of Inactivity
Empty Trash folder:

mmpt me during database close ;“ {Iset Dictionary. I
Mail Advanced options;
Ly v Keep'Workspace n back when maxirmized -
rn% Monochiome display
Right double-click closes window o
Ports v Keep all windows within main Notes window [MDI) >

[ o ] cancad | hep |

Figure 10.2 The User Preferences dialog box.

From this dialog box, click the Ports icon to examine your current port settings
and add new ports (Figure 10.3),

User Preterences | |

A o .
o cl Comraunication Ports:
TCRIP - New...

Basice AppleTalk
COMT __ Berams. |
@ v Delete l
International | Feorder g.l Show Status l
Diiver. XPC cC -
e COM2 Options... | Lo Comecion. |

Mail
e

-

' ¢ | T PortEnabled
Poits T Encrypt network data

[k ] coce | heo |

Figure 10.3 The Ports panel of the User Preferences dialog box.
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Here, select the COM port number your modem is connected to in the
Communication Ports list box, and click the Options button beneath the list to
open the Additional Setup dialog box (Figure 10.4). !

Additional Setup | X|

Maximum port speed:.  Speaker volume; Dﬁﬁnode: Cancel '

19200 =l Lo 0 [Tore = Hep |
™ Log modem 140 Dial timeout: seconds

I Log scrpt /0 Hang up if idle for: minutes Modem Fite... l
¥ Haidweare fiow contro! Port humber: Acquire Seript... l

Figure 104 The Additional Setup dialog box.

In the Additional Setup dialog box, specify what type of modem you have from
the Modem type drop-down list (Figure 10.5).

Hayes V-Series Accuia Smartmodem 14400 v

Hayes V-Senes Smaitmodem 2400V 42

Hayes V-Seties Smartmedem 3600

Hayes V-Seiies Smaitmodem 3600 V.42

Hayes V-Series ULTRA & OPTIMA Smartmodem 14400

Ha s -SeriesU TRA &OPTIMA Sm itmode 600 v

Figure 16.5 The Modem type drop-down list.

If you don’t see your modem in this list, select Generic All-Speed
Modem File (with Instructions).

NOTE

Once you have selected a modem from the list, the rest of the Additional Setup
dialog box will be filled in with the values Notes recommends for that modem.
If vou are familiar with how modems work, you can adjust these settings if you
wish to fine-tune your modem's performance. Click OK when finished to close
the Additional Setup dialog box and return to the User Preferences dialog box.
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Now that you've selected a COM port and specified what type of modem is
connected to it, the last step is to enable the port for use by Notes. To do this, click
the Port Enabled check box on the User Preferences dialog box (Figure 10.6).

User Preletences [}

A al .
_B]' E.' ;ommumcatmn Poits:
TCRIP

AppleT alk
Caomt

New..

Bename l
Delete I
Inteinational Reorder. .'L] .:I Show Status... I
Driver: %PC T C i
] CoM2Ogtors., | Leee Comecton. |

Basics

Mail

s

S (| prate

Ports I™ Enciypt network data

8K Cancel J Help J

Figure 10.6 Enabling the port using the Port Enabled check box

A Notes Client can support multiple modems, so if you have modems connected
to other COM ports, repeat the process to set them up for use by Notes. When
you have added your modem(s), click Done in the User Preferences dialog box.

Setting Up a Server Connection

Now that we have information about our modem associated with a COM port,
the next step is to provide Notes with a list of Notes Server names and
Telephone Numbers it can call.

This is done by creating a Server Connection Document in your Notes
Client’s Personal Name and Address Book (PNAB). To create one of these docu
ments, choose File, Mobile, Server Phone Numbers... from the Notes Client
menu. This will open the PNAB to the Server Connections view, as illustrated in
Figure 10.7.
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‘e
Figure 10.7 Tbe Server/Connections View in the Personal Name and Address Book.

In this view, you will see entries for any servers that may have been configured dur-
ing the Notes Client install. You can edit these entries the same way you edit any
Notes Document. To add a new Server Connection Document, you can click the
Add Connection button on the action bar or choose Create, Server Connection
from the Notes Client menu while the View is the active window (Figure 10.8).

In the new Server Connection Document, use the Connection Type field to
specify what type of server connection you want to establish. Your choices are
Network, Dialup Modem, Passthru Server, and Remote LAN Service. The
Network option would apply to Notes Servers you want to be able to have
included in the Open Database dialog box that normally don't appear when
you're connected to the nerwork. The Dialup Modem choice would apply to
any instance where you want your Notes Client to connect to a Notes Server
directly by modem. Passthtu Server would apply when you want to use one
Notes Server to reach other Notes Servers connected to the network (which we'll
discuss later in this chapter), and Remote LAN Server would be used if you
have a point-to-point protocol (PPP) server at your office that you can use to
connect to the network.
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. e Edt VYiew [reste Actions Jedt Wwdow Help

i 7] QRA B/ aT2EXZS CEY |
- L ] - »
Batics Dostination
Connection lyps: Diskip Modem 3 »j Servei rama’ Ty
Country code: United States (1) 5 =
Assa code’ K]
Phone number. 2
p Advanced
<D TN

Figure 10.8 A New Server Connection Document.

Since you would require a special account on the PPP server and additional soft
ware on the Notes Client to use the Remote LAN Server option, we won't dis
cuss it here. We're also going to skip the Network connection record, focusing
our attention on the Dialup Modem type for now and examining the Passthru
Server type a little later (Figure 10.9).

Keywords
Local Area Netwark
Passthiu Server _C_.J

Remate LAN Service

Figure 10.9 Selecting Dialup Modem as the connection type.
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Once you have selected Dialup Modem as the connection type in the Basics
Section, the fields in the Destination section of the Server Connection Document (see
Figure 10.8) can be used to specify the name of the Notes Server you wishto cgtl,
what country code to use when dhaling, and the area code and telephone number.

Setting Up a Location Document

Now we've told Notes about what type of medem we have, which COM port 1(’s
connected to, and what telephone numbers it  ould call. The next step is o
pull all of this information together into a Location Document.

When Notes was first installed on your computer, it is likely that the setup
program created one or more Location Documents based on your responses
during the instaliation. If your computer is always connected to the network or
is always remote, this probably wont mean much to you. If your computer is a
laptop or alternates between being connected to a network and being remote,
you’'ll appreciate the flexibility Location Documents provide.

To examine an existing Location Document or configure one of the standard
Documents for your use, select it on the Notes Client using the lower right cor-
ner of the status bar or by using the File, Mobile, Select Location... command
on the Notes Client menu (Figure 10.10).

DI Be Ed Yow Qoste gctom Widow Heb

T Q©

=4

. Teach poursel
Kieisle's Address o Jo
Discusaion on
Book on Loca! Noter-4-95
0
Categones
Example on Local
Home (Modem)
Itland [Dyconnected)
Qffice (Network]
T
ot Cur
- ™

The Location
Selector

FAiggbrg éghllgl t Tf{ﬁ{toca!ion selector on the Notes Client status bar
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Once the desired location is selected, choose Edit Current... from the Location
selector menu or File, Mobile, Edit Current Location... from the Notes Client
menu (Figure 10.11).

Home (Modem)
Island (Disconnected)
Office (Network)
Tiave! [Modem)
TYLN

10

Figure 10.11 The Edit Current... command.

This will open the specified Location Document in your Personal Name and
Address Book database (Figure 10.12).

B Edl Yew QLreste folions Jed  Window Heb

i QA ¢/ Bs « E==xEa I E
-
L ] L ]

TYLN

Basics Servers

Location name TYLN Home/mad sarves. 4 GPSNotesb/GPS o
Location type: Both Dislup and Local Ares Passthvu server: r

Network ; =

Prompt for No =] InterNoles server Galjeo/Stelar Cartography
time/daie/| 3

Local time zone' Cantral Standard Time § _=q
Pot tows W LAND K M

Phone Di.

Prefu: foe oudside e 7 Caling card acces

rnmber

Coundrycode st thes 71 Caling card number

locabion.

Atea code at thes E]

location: Diaing Rules.

M ail R

i ad fle focation: TLocaly ~] S chedule: ¥ Enabled ¢

Mad fle: E\fiblasle nsf “Replcalo dol belween. © 0800 AM - 10.00PM

- -

. =3 T 3

Figure 10.12 A Location Document in Notes Personal Name and Address Book database

As you can see from Figure 10.12, the location document is broken into several
groups of fields. The Basics section provides fields for configuring the Location’s
Name (what will appear in the Location Selector menu), what type of connection
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it is, what time zone Notes should use when this Location is active, and which
ports the Location document should use to establish connectiong w'yh Notes
Servers..

The Servers section allows you to enter the Notes Server name for three dif-
ferent types of Notes Servers—Mail, Passthru, and InterNotes. Your
Home mail Server is the name of the Server Notes will use to deliver outgoing
mail. Also, in many dialog boxes that deal with connecting with Servers, Notes
will suggest this Server’'s name as the first choice because it is your “home”
server. If you are working remotely, you can leave this field blank.

A Passthru Server is a Notes Server that is willing to serve as an intermediary
between a Notes Client connected to it by modem and other Notes Servers on a
network. We’'ll discuss Passthru servers later in this chapter. The /nterNotes
Server is a server that is running Lotus’ InterNotes Web Retriever software. We’ll
discuss InterNotes in Chapter 11.

The Phone Dialing section of the Location Document is for entering infor-
mation that Notes should use when piacing telephone calls, such as what the
area code will typically be when this location is active, what needs to be dialed
to place a long distance call, and so on.

The Mail section of the Location Document is for specifying the name and
exact location of your mail file, as well as information about your mail domain
and your preferences for addressing mail. We'll discuss this part of the Location
Document again later in this chapter.

The Replication section of the Location Document allows you set up times
for the Notes Client to connect with a Notes Server and Replicate automatically.

Once you have entered the settings you want to use for a new Location or
edited an existing location, selecting File, Save and File, Close from the Notes
Client will return you to the Workspace.

Calling a Notes Server

It certainly seems like a lot of work to get set up to connect remotely. When you
stop 1o think about it, however, it's really no different than giving a secretary the
information he needs to place a call for you. Whe to call, what number to call,
under what circumstances to call, and how to place the call. As you saw in the
last section, once you have your Location Documents set up, switching between
them is very simple using the Notes Btatus bar.
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In addition to the automatic times you may have specified in the Location
Document for your Notes Client to contact a Notes Server, there will also be
times when you will want to manually initiate a call to a Notes Server. To do
this, you have several options.

The first option is to choose File, Mobile, Call Server... from the Notes
Client menu to open the Call Server dialog box (Figure 10.13).

GPSPartner1 /Partner/GPS

Prefix: Server number. Sulfix:

[ 11123 4567 N ]

Figure 10,13 The Call Server dialog box.

The names of any Notes Servers that you have created Server Connection
Documents for and specified the Dialup Modem connection type for will appear in
the dialog box. Selecting a Server from the list and clicking Awuto Dial places the call.

While Notes is calling, information about the call will be displayed in the
Notes Client’s status bar,

[Initializing modem... {CTRL+BREAK ta Cancel} “

[Call in progress... [CTRL+BREAK to Cancel) “

[COM2: 19200 bits per second connection established 4

Figure 10.14 Following the progress of a call in the Notes Client's status bar,

Once you are connected, you can use the File, Database, Open command to
open new databases on that server. You can also initiate replication between a
local replica and databases on the Notes Server to which you are connected.

When you have finished working with the Notes Server you have called,
choose File, Mobile, Hang Up... from the Notes Client menu to open the Hang
Up dialog box (Figure 10.15).
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Eort {Hang Up ’
| I Cancel |

Server:

GPSNotes6/GPS

Figure 10.15 The Hang Up dialog box.

If you are connected to multiple servers on more than one COM port, select the
Notes Server you wish to disconnect from, then click Hang Up to end your con
nection. You will see a message similar to that shown in Figure 10.16 in the
Notes Client’s status bar.

[COM2: Call has finished 1

Figure 10.16 The Notes Client using the Status Bar to report that the call is disconnected

Another option for calling servers is to use the Replicator Page. By adding pan
els to call Notes Servers to the Replicator Page, you can have several different
calls placed with the click of a single button (Figure 10.17).

Call Server Today with GPSNotesE/GPS
4 GPSNotesB/GPS 2 | meearm

Figure 10.17 Adding a Panel to the Replicator Page to call a Notes Server.

To add a Panel to the Replicator Page to call a Notes Server, select where on the
Replicator page you wish to add the Panel, and select Create, Call Entry from
the Notes Client. This will add a Pane to the Replicator Page with the name of
the server in the Mail Home Server field of the current Location Document. To
change the panel to a different Notes Server, click the Telephone button on the
panel to open the Call Server dialog box, and choose the name of the Notes
Server you want called (Figure 10.18).
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Casao
SF 5N ahesF GRS Auto Dial |
GPSPaitnerl /Partner/GPS =

Cancel
Help I

| |z ) (st

Prefix: Server number Suffix:

Figure 10.18 sing the Call Server dialog box to
specify a different Server on the Call Server Panel

Now, whenever you click the Start button on the Replicator Page, Notes will
call the Server specified when it reached that Panel. You can also add a panel 1o
instruct Notes to hang up a connection to a server by selecting the position on
the Replicator Page where the panel should appear and selecting Create,
Hangup Entry from the Notes Client menu,

Hang up!

a4 B

Figure 10.19 A Panel telling the Replicator Page to bang up

Configuring a Passthru Server

A powerful new feature of Notes Release 4 is the option to make one or more
Notes Servers in a network a Passthru Server. As you've probably already
guessed from other places where the Passthru Server was mentioned in this
chapter, its purpose is to allow you to connect to multiple Notes Servers using a
single telephone number. Figure 10.20 illustrates a Notes Server that allows
passthru services.

Referring to Figure 10.20, note that a Notes Client (A) places a call o a Notes
Server (B). Because the Notes Server {B) is connected to a network (C) with other
Notes Servers (D) and because the Notes Server being called is also a Passthru
Server (B), the Notes Client (A) can open databases on any of the Notes Servers
(B,D).

If your network has a Passthru Server, you can set up your Notes Chent to
use this Server by creating these documents:
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Figure 10.20 A Notes Server that also acts as a Passthru Server.

A Server Connection document that is a Dialup Modem connection to
the Passthru Server (Figure 10.21). Since a Passthru Server is alse a
Notes Server, we need a Dialup Modem Connection Record so Notes
knows what phone number to call whenever it wants to connect to it or
one of the Servers for which it is a gateway.

In our example, the Passthru
Server s Name is
Gateway-R4-95/Catalyst/US.

Flo Edt View Cieate Acions Jed indow Help -]
wrd EuE B 7 « EEX A IR

-

Server Connectiong
Gateway-R4-98

Basics Destination
Connection type: "Dialup Modem _+| Server name: T Gateway-R4-95/Calalyst AUS
V|
Counliy code: United States (1] y =
Area code .
Phone number. 173 4567 5
¥ Advanced

Figure 10.21 A Server Connection Document for
a Dialup Modem connection to the Passthru Server
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2. One or more Server Connection Document for the Passthru Server that
specify what Server(s) the Passthru Server should be used to connect to
(Figure 10.22). Using this Document, Notes will know that whenever I
want to open a database on Notes-R4-95 Catalyst US, it should call
Gateway-R4-95 Catalyst/US using the Server Connection Document we
created earlier (number 1 in this list).

In our example, the Passthru Server's Name
is Gateway-R4-95/Catalyst/US.

@Ek Edl View [ieste Actiont Sechon Heip

B B 3 - B/ aE He 1§02 %
Server Connectioni
Notes-R4-95

’ Destination

Cornection ype: Passthru Server 5+ Sefver hame: Motes-A4-95/Catalyst/US
Passthiu server Giateway-R4-95/Catalyst/US
naine”

» Advanced

- one * Could not find ‘Gat 4 s ’ “ & TYLH - |

Figure 10.22 A Passthru Server Connection Document.

3. A Location Dbcument that specifies the name of the Passthru Server
(you may want 10 edit an existing Location Document for this purpose;
see Figure 10.23). Adding Gateway-R4-95 Catalyst/US to the Passthru
server field of the Location Document makes it “active.”

Lotus Notes Mail Concepts

When we discussed Lotus Notes Mail in Chapter 9, we focused primarily on the
features of the mail system itself so the chapter would be useful to both Mobile
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Notes users and users who only use Lotus Notes Mail from a network. Because
more in depth coverage is appropriate for Mobile Notes users to get the most gut
of Lotus Notes Mail, this section talks about the concepts behind its operation.

To begin with, let’s talk about Lotus Notes Mail in general, which works by
combining several elements:

A network of Notes Clients and Servess

Lotus Notes Mail databases

A Notes Name and Address book

A special Notes database called a mailbox file

L -2 2 .

In our example, the Passthru
Server's Name is
Gateway-R4-95/Catalyst/US.

x
Ee Edt Yow (ioste Actont Jed Window Hep

‘otr Q!E:j "B.{r.aﬁ g : ;%}%n.
L ]

TYLN

Basics Servers

Location name: TTYLN 5 Homa/mad server Not PS,

Location ype: 7 Both Diskup and Local Area Passthvu server G aleway-A3-35/Catalyst7UST

Hework ;) J

Prompt for No =j interNotes server Gabieo/Stella Catogiaphy

o/ date/phone:

Local time zone: Cenbral Standaid Time ; =
Porist use: T LAND B COM2Z

Phone Di

Prefix for outtide me:  / Caling card access
nurmber:

Counitry code 2t this 1 Calling card rumber.

location:

oo coda ol this i Diskrg s
s Beplcation.

Mad fils location. Local 5+ Schedule TEnablad 5

Mad e d\nehbloeise nsf 5 Repicate dady between: 70300 AM TO.00PM 4

7 - -

© MmN
Figure 10.23 Adding the Passthru Server’s name to the Location Document,

As you know from the beginning of this book, a Notes Server is a machine running a
Server version of Lotus' Notes software. It is designed to centrally store Notes data-
bases, and to facilitate mail exchange and workflow using a network. This network
can be dedicated (meaning a physical connection that is always present) or demand-
based (imeaning dialing in by modem from a Notes Client to a Notes Server).
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Mail databases are simply Notes databases that are designed to collect me:
sages. What makes a mail database different from any other database is that it i
listed in the Notes Name and Address Book on one or more servers.

The Notes Name and Address Book is a Notes database calied NAMES.NSF. It i
a combination user directory, configuration file, mail directory, program schedule:
and groups list. There is a NAMES.NSF on every Notes Server and on every Note
Client. The Name and Address book on a Notes Server is used to route mail and pro
vide users with a means 1o look up electronic mail addresses and groups. The Nam
and Address book used by Notes Clients can be used as a personal address list, and
as we saw earlier, a list of Server telephone numbers for remote connections.

The mailbox file is a “holding cell” for Notes messages. It may be located or
your local hard drive or on a Notes Server, depending on whether or not you
have a dedicated or on-demand network connection.

Now that I've introduced the key players in mail-enabling, I'm geoing to draw
a few pictures of a Notes network of clients and servers, and narrate the life of a
Lotus Notes Mail message based on the network in each picture.

In our first illustration (Figure 10.24), we're going to have one Notes Server and
two Notes Clients. Each of the Notes Clients has a dedicated connection to the Notes
Server, so they will be using server-based mail. Server-based mail is automatically
routed to a Notes server the moment it is sent. It is given a unique name to differen
tiate it from workstation-based mail, which we will discuss later in this section.

A= pores

Server

Wendy's computer == “Flash”
running Notes, =
Notes Desktop, — D
or Lotus Mail. I
=
C
D
<
E F

Tom's computer running
Notes, Notes Desktop,
or Lotus Mail.

Figure 10.24 Two Notes Clients and a Notes Server;

the Notes Clients are using server-based mail.
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Using Figure 10.24 as our reference, let’s examine the steps Tom takes to send a
message to Wendy, and the steps Notes Clients and Notes Servers take to deliver the
message: ’

1. First, Tom needs to create a new Document in his Lotus Notes Mail
database (E) using the Create, Mail, Memo or Create, Memo com
mand on the Notes Client menu (Figure 10.25).

H

Te ¥ \Wondy Hubbard 4
o ¥
beo L]
Subject  PTeachyoursel Lotus Noles 4
FWendy-

Lotus Mailis one of the most powerul festures of Notes

Y15 robust easily customized. and netive 10 the Notes smaronment, Ineaning you can

use il with many of the ather things wa read about in Teach yourseff Lotus Notes 4, including Full
Text Searching, Object Embedding, and Fle Attachments!

Torrl,

-
. Notes
== server
“Flash”

[ PH]

0

Tom's computer running
Notes, Notes Desktop,
or Lotus Mail.

Figure 10.25 Creating a new Lotus Notes Maii memo.
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2. Now that the new Document is created, addressed, and filled with informa-
tion, Tom sends it to Wendy by clicking the $Send button on the Action Bar.

3. ‘Tom's Notes Client looks through its Personal Name and Address Book
(B) to see if there is anything special about Wendy's address it needs 1o
act on before passing the message to Notes Server Flash (Figure 10.26).

=
Tom’s computer running
Notes, Notes Desktop,
or Lotus Mail.

Figure 10.26 Checking the Personal Name and
Address Book for Wendy's address.

4. ‘There is no entry for Wendy in Tom's iocal Name and Address book, so the
Notes Client contacts Tom's home server Flash over the network, and deposits
Tom’s message in Flash's temporary mailbox file (C). (See Figure 10.27)

5. The Notes Server Flash checks the temporary mailbox file (C) and dis
covers a new message, addressed to Wendy. Flash looks up the
address for Wendy by checking the Server's Name and Address Book
(D) to see if there is an entry for her (Figure 10.28). Flash finds the
entry, and it says that Wendy’s mail file is located on the Notes Server
Flash (F).

6. Flash deposits Tom’s message into Wendy’s mail file (F). The next time
Wendy opens her mail file using her Notes Client, she will see Tom's
message (Figure 10.29).
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Notes ’
Server
“Flash”

-

—

[0 <
Tom’s computer running

Notes, Notes Desktop,
or Lotus Mail,

o [
\\

s |

\\

Figure 10.27 Delivering the message to the temporary
mailbox file on the Notes Server Flash.

<[]
— ot
Server

“Flash”

Tom's computer running
Notes, Notes Desktop,
or Lotus Mail.

Figure 10.28 The Notes Server Flash looks up
Wendy's address to find out what it showld do next
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Notes
Server
Wendy's computer running “Flash”
Notes, Notes Desktop,
or Lotus Mail.
_ o
F

Figure 10.29 When Wendy opens ber Lotus
Notes Mail database, she will see the new message.

Condensing these six steps:

1. The user creates and addresses a message.
2. The user sends the message using the Notes Client.

3, The Notes Client looks for each addressee in its Personal Name anc
Address Book, and converts any matches it finds to a forwarding address i
one is entered.

4. The Notes Client deposits message in a Notes Server's mailbox file.

5. The Notes Server checks the mailbox file and finds a message. It looks uj

the addressees of the message and compares it to its Name and Addres
book.

6. If an addressee has a mail database on the Server processing the mes
sage, the Server deposits a copy of the message in his or her mail file.

Whar happens if there is more than one Notes Server in your network? The same
principte. If the addressee has a mail database on another Notes Server, the
server processing the message contacts the next server and deposits a copy o
the message in its temporary mailbox file.
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Mobile Lotus Notes Mail Concepts

In cases where a user has an on demand (mmodem) connection to the Ngtes net
work, mail is routed a little differently Lets add another user, Ted, to the rfet
work we created in Figure 10.2 , and make Ted a Mobile Notes user who con
nects to the Notes Server Flash using a mode n. Figure 10.30 illustrates our new
addition,

Using Figure 10.30 as our reference were going to trace mail in two direc
tions this time from Wendy to Ted and from Ted to Tom. Before we start trac
ing steps, however, let’s compare Figures 10.24 and 10.30. The modems and a
PC for the new Notes Client are obvious enough, but why do you suppose Ted's
machine has more databases locally than Tom or Wendy's (H, I, ), and one
more database is added to Flash’s drive G)?

The answer is because Ted's connection to the network 1s intermittent He
doesn’t stay connected constantly, and dials in only when he needs to
exchange information or he wants to check for new mail. That means that in
addition to his Personal Name and Address Book (1), he needs to duplicate
the resources that the Notes Server has to work off line, including a mailbox
file (H), and a Replica of the Server s mail database for Ted on his local hard
drive (J).

So what’s the file that got added to the Notes Server, Flash (G ? It is also a
replica of Ted’s Lotus Notes Mail database.

Why does he need to have two mail files? Because Ted is only occasionally
connected to the Notes network that Tom and Wendy are connected to con-
stantly. When a mail message is sent by Tom or Wendy to Ted, Flash doesn'’t
want to have to wait for Ted to call in to clear the message out of his temporary
mailbox, he wants to put it away and get busy looking for the next incoming
message. To do this, Flash uses a replica of Ted’s Lotus Notes Mail file to deposit
messages in whenever one is addressed to Ted (Figure 10.31).

How these new files affect mail routing is displayed as we trace the steps for
Wendy to send 2 message to Ted, and then for Ted to send a message to Tom:

1. Wendy composes, addresses, and then mails her message to Ted,

2. Wendy’s Notes Client checks its Personal Name and Address Book (A)
for an entry for Ted. It doesn't find one, so it delivers the message with
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the address “as is” to Wendy's mail server, Flash. (It places the message
in Flash's temporary mailbox file (C).) (See Figure 10.32.)

Ted's Mobile

@ Nates Notes Client,
A ES . w= e

Wendy's

Notes Client.

Tom’s
Notes Client.

Figure 10.30 The Network in Figure 10.24 with the addition of a remote user

Ted's Mobile
Notes Notes Client.

<

Figure 10.31 The additional files needed to add a Mobile Lotus Notes Mail user
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Notes
@ Server
“Flash”

A
Wendy's
Notes Client
= =
C b
= <z
= SIS

Figure 10.32 Wendy s message to Ted begins its journey

Flash checks the temporary mailbox file, and finds a message addressed to
Ted. After searching through the Server's Name and Address Book (D),
Flash discovers that it has a replica of Ted’s mail file (G). (See Figure 10.33)

Flash deposits the message into Ted’s mail file (G).

Ted establishes a connection with Flash via modem. Once connected,
Ted initiates a replication event between his local mail database (J) and
his mail database on Flash. Ted's Notes Client pulls the message that
Flash delivered (Figure 10.34).

Ted disconnects his Notes Client from Flash and reads his mail.

As Ted reads Wendy’'s message, it makes him think of a question he
wants to ask Tom. So Ted composes a message for Tom by selecting his
local mail database on his workspace (J) and choosing Create, Memo
from the main menu. After he addresses the memo to Tom, and asks his
question, he sends it.

The Notes-Client Checks Ted’s Personal Name and Address Book (I) to
see if it has an address for Tom. There’s no information about Tom in
Ted’s Personal Name and Address Book, so the Notes Client deposits the
message in Ted's temporary mailbox file “as is” (H). (See Figure 10.35.)

Adobe Exhibit 1014
Page 333 of 461



316 @ teach yourself... Lotus Notes 4

Notes
@ Server
. “Flash.”

Figure 10.33 Flash looks for Ted’s address to decide what to do next.

Ted's Mabile

g Server Notes Client.

Figure 10.34 Ted connects to Flash and replicates his Lotus Notes Mail database

9. A few minutes later, Ted finishes answering his mail, and he calls the Server
Flash again. He initiates a replication between Flash and his Notes Client
again, and this time, he also transfers ourgoing mail using the Replicator
Page. The message to Tom, along with any other messages Ted composed
or replied to, are moved from the temporary mailbox on Ted'’s Notes Client

to the temporary mailbox on the Notes Server Flash (C). (See Figure 10.36.)
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Ted’s Mobile

Notes Notes Client.
Server ¥
“Flagh.”

ST -

=7

Figure 10.35 Ted's Notes Client prepares a message for delivery

Notes Ted’s Mobile

@ Server Notes Client.
“Flash.”

Figure 10.36 Ted's Notes Client uses the modem connection to move
mail from iis temporary mailbox file to Flash’s temporary mailbox file.

10. The Notes Server Flash checks the temporary mailbox (C) and discovers
a message addressed to Tom. Flash checks the Server’s Name and
Address Book and determines that Tom has a mail file on Flash (E), so it
deposits the mail message in Tom'’s mail database,
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Tom’s
Notes Client.

Figure 10.37 Flash delivers Ted's message to Tom’s mail database.

Whew!

As you can see, how Notes delivers mail isn’t rocket science, but it isn't exactly
simple, either. Of course, if you were to break any electronic mail system down
and follow a message from one point to another, youwd find it was a little more
complex than you would have guessed.

But the bottom line is that Notes delivers mail based on two modes of oper-
ation—server-based mail and workstation-based mail (or, as Lotus calls it with
Release 4, Mobile Mail). The primary difference between server-based and work-
station-based mail is that workstation based mail clients have their own tempo-
rary mail boxes and majntain replicas of their mail databases so they can work
with them while they are not connected to a Notes Server.

Which version of mail you are using is set up using two sections of the
active Location Document (Figure 10.38).
In the Servers section of the Location Document, Notes uses the value in the

Mail/Home server field as well as the Passthru Server field (if enabled) to deter-
mine what Server it should try to connect to when asked to deliver mail.
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Servers
Home/mail server; 7 GPSNotesb/GPS 3
Passthiu server. L
InteiNotes server;  Galileo/Stellar Cactography 3
e
Mall iile location: T Local ; +}
Mail file: ¥ d\nsf\bkreisle.nsf
Mail domain: TGPS 4
Recipiant name T Personal Address Book Only
type-ahead: KA |
Recipient name T Stop aftes first match x4
lookup:
Transfer cutgoing r'5 1 messages pending
mat if:

Figure 10.38 Seitings that affect mail in the Location Document.

In the Mail section of the Location Document:

-

L7
.’0

<

The Mail file location field is used to specify whether Notes should use
a mail file on your local hard drive or on the Server specified in the
Servers section when you create new memaos,

The Mail file field is where you enter the path and name of your mail file.
The Mail domain field is where you enter the name of your Notes
Domain (your Notes Administrator should be able to supply you with
this information).

The two Recipient name. .. fields allow you to control whether or not Notes

tries 10 match names you type into the mail address fields (To:, cc:, and
bece: ) as you type, and what Notes should do if it finds multiple matches.

The Transfer outgoing mail if field ailows o set a value that Notes should
use as a trigger to automatically call your Mail Server and transfer mail.

If you wish to transfer Mail before the number of messages specified in your
Location Document are stored in your mailbox file, you can do so two ways:
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1. Select Send Qutgoing Mail from the menu that pops up when y
click the Mail icon on the Notes Client status bar (Figure 10.39).

[Pe Edt Yew [oole Window Help
. ”
*®

w i

N Teach poursel
Kumirlo's &ddrecs
Ducusson on
Book onLoca NotesRi-95
13
Categonss.
Exarrple on Local

& Meme
gcen_Urled Mad

§ WA o

Mail icon

Figure 10.39 The menu choices for the Mail icon on the Notes Client status bar

2. You can enable the Send outgoing mail panel on the Replicator Page
before clicking the Start button.
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GPSPaxtner! /Partret/GFS {455 P Could not establish dislog wath remole syatem
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Figure 10.40 The Send outgoing mail panel on the Replicator Page.
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Summary

Mobile Notes combines replication with a wide array of tools to manage
modems, communications ports, Notes Server telephone numbers, and elec-
tronic mail to create a powerful tool for keeping your information up-to-date.

With that power, however, comes responsibility. To configure Mobile Notes,
you need to set up:

1.
2.
3.

A modem
A Server Connection Document

A Location Document

Once you have these items set up, you can use the File, Mobile... menu com-
mands on the Notes Client menu to call and hang up with servers, or you can
use the Replicator page.

L

>,
0.0

L

passthru Servers are Notes Servers that will allow you to pass informa-
tion through them to other Notes Servers connected to the network you
have called.

Lotus Notes Mail combines Personal Name and Address Books on the
Notes Client with a mailbox file, a Server Name and Address Book, and
user mail databases on a Server. Whenever a user sends a message, it is
placed in his mail server's mailbox file for processing instantly.

Mobile Lotus Notes Mail works by duplicating the resources a Notes
Server has for delivering mail, including a mailbox file and a replica of a
user’s mail database on the local drive. Instead of sending mail instantly,
messages are stored in the local mailbox file until a connection is made
to the user’s mail server.

You can switch between Mobile Lotus Notes Mail and Lotus Notes Mail
easily by having different Location Documents.
When you are working with Mobile Lotus Notes Mail, you can send mail

using the Replicator Page or the Mail menu that appears when you click
the mail icon on the Notes Client status bar.
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Chapter 11

Working Faster and
Smarter

In this Chapter

Our final chapter is a departure from the orderly progression we've been follow-
ing. It is designed to introduce features that enhance some of the things we've
already covered as well as discuss new features that aren’t absolutely necessary
to use Notes but may interest you.

In other words, this chapter is where 2 lot of cool “power user” stuff is that [
couldn’t fit into the rest of the book. Some of the things we'll cover in this chapter:

Smartlcons
Word processing in Notes
Building simple Agents

The InterNotes web navigator

IR

File and database maintenance

323
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Smartlcons
Smartlcon are shortcuts for common Notes tasks (such as adding a new data
base to your Workspace or deleting 2 Document from a View) that you can dis

play as a group of buttons on the Notes Client.

Smarticons

Fle Ed Yiow Deste Widow Hep

¢
s Y
Toach pounsel.
Notet Hol cn Dizeussion on
NoteeR4-95
K C‘shdders
Book on Local
0
Categone:
Exasrple on Locel

Figure 11.1 Smarticons

Smartlcons can be grouped and located to suit your needs using the File, Tools,
Smartlcons... command on the Notes Client menu. This will open the
Smurticons dinlog box (Figure 11.2).

As of Release 4, Notes has two types of Smartlcons. Standard Smartlcons are
icons you group together on the icon bar for your own use inte what Notes calls
Smartlcon sets. Context Smartlcon, are icon groups that Notes can present on
the icon bar at a specific time, such as while you have a View open or while the
current window is the Workspace. In other words, they are icons that appear
based on the coniext of what you are currently doing.
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You use the Smartlcons dialog box to control whether one, both, or neither

of these icon types are displayed on the Notes Client by using the Icon Bar and
Context Icons check boxes in the Show group.

Avalable icons rl.lnivcual llll -
A [Spaced] Propetties - Cancel
Actons CaFegonze . Fia Save Position:
Acton Forward Edit Copy Show
Creale Agent Edit Paste ¥ Icon Ba:
Cicate Elip & ‘Window Wotkspace ¥ Context lcons
¥ Desciptions
Create Field - Help Guide Me
teale Folder Edit-1con.
Create Form Save Set...
' Create Graphee Button Deleta Sot... l
Create Hotspot Bution
I = - leon Size...

Figure 11.2 The Smarticons dialog box.

If you select the Icon Bar check box, whatever Smartlcon set specified in the
drop-down list at the top of the Smarilcons dialog box will be displayed (in
Figure 11.2, the Universal Smartlcon set is selected). The scrolling window

beneath the Smartlcon set drop-down lists shows the Smartlcons that will be
added to the icon bar.

If you have the Icon Bar or Context Icons check box selected, the
Positions drop-down list allows you to control where the SmartIcons will be dis-
played on the Notes Client. Table 11.1 illustrates the different locations.

You can use the Descriptions check box in the Show group of the
Smarticons dialog box to control whether or not Smartlcons will display balloon
help. When this box is checked, holding the mouse over an icon on the

Workspace for about a second will cause its description to appear in a small
pop-up balloon.
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Table 11.1 The Pasitions for Smartlcons on the Notes Client

Position Icon
Top -
el i
Bottom ;
he =
. —
Right "
Y -
s~ =
Floating
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File Edit VYiew Create Window
& AR - 00

Book 1

EI

StandardNoles  Notes Mail R4

Edit Paste

Figure 11.3 Provicwing a Smarticon’s name without rinning it

lcon Size |

Icon Size

@ Small VGA)

" Large [Super VGA)

T

Figure 11.4 The fcon Size dialog box.
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File Edt View £ te F Edt View Create W
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Figure 11.5 Large and Small Smartlcons on the Workspace.
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Even if Descriptions is turned off, you can still preview a Smartlcon
without running it by right-clicking on it.

NOTE

You can use the Icon Size button on the Smartlcans dialog box to make the
Smartlcons appear on the Workspace as either Large or Small using the Icon Size
dialog box.

You can create your own Smartlcon sets using the Smartlcons dialog by
clicking and dragging icons between the Available Icons scrolling box and the
currently selected set. After you have finished customizing a Smartlcon set, click
ing on the Save Set bution will open the Save Set of Smartlcons dialog box.

Save Set of Smartlcons

Name of set: [1]3

File name: mynew. smi | Cancael

. Directory: d:\notesrd\data\w32
| Cumrent sets:

bilts. smi
vCcommon. smi

Figure 11.6 The Save Set of Smarilcons dialog box.

In this dialog box, the Name of Set value is what will be displayed on the
Smartlcons dialog box, and the File Name is the name your operating system
will use to identify the set whenever Notes starts.

As you can see from the Available Icons list in the Smarticons dialog box,
there are a wide variety of icons you can include in your personal sets. 1 have
created several tables to help you decide which icons might be useful to you.
I've also identified which Smartlcons are context sensitive, so that you can know
whether or not you need to include them in your custom sets (they might
appear automatically whenever you're doing a given task).
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Table 11.2 Smarticons for the Workspdce

Smartlcon Context Description
Eelit Mark Al Marks all documents in the
ea selected database as read
EdllMark All Marks all documents in the
Urvead selected database as unread

Copies a link for the selected
Edit Copy As Link database to the Clipboard

Allows you to add databases to
Edit Scan Choose your “preferred list” for quick
unread Document scanning

FdiScanUnead Allows you to add database to
Choose Preferred your “preferred list” for quick
unread Document scanning

Fie Databasa Workspace; Opens the Access Control List for
Access Contrel  replicator the selected database

page
Fie Database Makes a new copy of the selected
New Copy database ar prompts you for a

database name to copy from if no
database is selected on the

Workspace
ie Database Opens the Properties for Databas
roperlies dialog box
Closes the Notes Client
I File Exit Notes
File Open Replicator Opens the Open Database dialog
Database page box to allow you to select a

database from your local hard
drive or any connected Nates
Servers
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Smarticon Context Description
Eile New Workspace Creates a new database replicator
atabase page
ﬁ*jé"ﬁ"‘aﬁa‘a{mﬂ Creates a new replica of the
ew ﬁepllca selected database or prompts you
for a database to make a replica if
no database is selected on the
Workspace
Vieve Show Adds information about the Notes

Server Names

Server a database is located on to
its icon on the Workspace

Brings the Workspace Window to

e

Workspace the front of the Notes Client
Cascades all active Windows

Window Cascade (including the Workspace) in the
Notes Client

"""""""""""""""""""""""" Tiles all active Windows (including

Window Tile the Workspace) in the Notes Client
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Table 11.3 Smarticons for the Database Window
Smarticon Context

Description

Action Edit Database

Document window;
reading
documents

Opens the selected Document in a
View/Folder for editing; will also
open a document you are reading
for editing

Edit Clear

Deletes the selected Document(s)
in a View/Folder from the database

Edit Copy

Copies the selected Document(s)
in a View/Folder

Edit Paste

Pastes the contents of the
Clipboard into the currently
selected View/Folder; will only
paste Documents that have been
cut/copied from another
View/Folder

Edit Copy As Link

Copies the selected document as a
Document Link; at the time of this
book's writing, this icon did not
work for Database Links and View
Links

Edit Cut

Deletes the selected Document(s)
from a View Folder and leaves a
copy of the selected Document(s})
on the Clipboard

Actions
Categorize

If the current View Folder is
categorized using a special
Categories Field (up to the
database designer), then this
button allows you to move
Documents to different categories
from the Database Window

A

Edit Find Next

Adobe Exhibit 1014
Page 348 of 461

Finds the next Document in the
View that matches your search
criteria



332 % rteach yourself  Lotus Notes 4

Smartlcon Context Description
Edit Mard ™" Marks the selected Document(s) in
Selected Read the Database Window as read
“E'd-t Mak ™~ Marks the selected Document(s) in
elected Unread the Database Window as unread
- Selects all Documents in the
E, Edit Select All current View Folder
File Document Opens the Properties for
Propetties Document dialog box for the
currently selected Document in a
View Folder
....................................... Exports the currently selected
File Export Documents in the View Folder to a
user specified format.
Imports records from a user
Fite lmport specified format into the current
View Folder as new Documents
" Database Takes you to the next Document in
Navigate Next window; the current View Folder; useful
reading when reading Documents
documents
Tt Database Takes you to the previous
Mavigate Previous window; Document in the current
reading View Folder. Useful when
documents reading Documents
\ " Database Takes you to the next main
ain window; Document in the current
reading View Folder (skipping
documents Responses); useful when reading
Documents
angale “ T Database Takes you to the previous main
revious Main window; Document in the current
reading View Folder (skipping
documents Responses). Useful when reading
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Smarticon Context Description
@i Navigate Next ™ Takes you to the next selected
/ elected document in the current
View/Folder
Navigate Takes you to the prior selected
Previous Selected document in the current
View/Folder
“Navigate Next *~ Database Takes you to the next unread
nread window; document in the current
reading View/Folder.
documents
AT Database Takes you to the prior unread
& Previous Unread  window;, document in the current
reading View/Folder
documents
) s Database Expands the selected Document in
View Expand window a View/Folder (if it is a Main Topic,

for example, it expands any
Responses to it). Also will expand
a selected category

nmirmm————;. Database Expands all categories/Documents
ﬁ View Expand Al window in a View/Folder
s Database Collapses the selected Document
View Collapse window in a View/Folder (if it is a Main

Topic, for example, it collapses any
Responses to it). Also will collapse
a selected category

T Database Collapses all categories/Documents
View Collapse Al window in a View/Folder
ree=-— I ~ Reading Takes you up one level from the
View Go Up Level documents current window (i.e. if you are
[T reading a document, moves up to

the last view).
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Smarticon Context Description
Causes the currently selected
View Refiesh View Folder to check the Notes

database for any documents that
may have been added deleted
during the current session. Updates
the View Folder with the most
current snapshot of the database

. ViewShow/Hide Database
Preview Pane window

Toggles the Document Preview
Pane on or off if you are in a
View Faolder. Toggles the
Document Link Preview Pane on
or off if you are reading a
Document

~ . ViewShow/Hide Reading
- Preview Parent

- View Show/tide = Reading
- Preview

documents

Toggles the Parent Preview Pane
on or off if you are reading a
Response Document

Toggles the Document Link

. documents Preview Pane on or off if you are
Document Links .
reading a Document
Table 11.4 Smarticons for Notes Mail Users
Smarticon Context Description
e Workspace Opens a Mail Document in the

Create Mail Memo

mail database specified by the
current location

Edi Scaninisad Workspace
Mail

1y

fle Preferences

Opens the default View/Folder for
Mail and shows the first unread
Document {Mail Memo) in the
database

Opens the File, Preferences dialog
box and selects the Mail Settings
icon on the dialog

= Mail Address
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SmartIcon Context Description
Opens the mail database specified
.. ¥ MailDpen in the current location
Mail Send Sends the currently selected/open
« Document Document as a Mail Memo
Database Forwards the currently selected
Actions Foward  window; Document as a Mail Memo
reading
documenits
Texl Permanent  Editing Allows you to add comments to a
Pen documents message in a different color

Table 11.5 Smarticons for Mobile Users

Smarticon Context Description
File Mobile Cal  Workspace; Allows you to select from al  ote
erver replicator Servers specified by the cur nt
page location to establish 4 modem
connection
‘Bﬂe Mobile Hang  Workspace; Closes a modem connection
p replicator between the specified
12 page communications port and Notes
Server
File Mobile ™™™ Workspace, Allows you to view or edit your
Locations replicator current location Documents in
page your local Name and Address book
File Beplication ~ Workspace Initiates a replication between the
Replicate currently selected database(s) and
the associated Notes Server(s)
File Repfication Opens the Replication Setting
Setlings dialog box for the currently

selected database
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Table 11.6 Miscelluncons Smarticons

Smarticon Context Description
Adds a space between Smartlcons
[Spacei] on the Icon Bar
Opens the Agent View of the
Create Agent currently selected database, and
allows you 1o create an Agent
File Database Eull Opens the Create Full Text Index

Text Cieate Index

dialog box and allows you 10
specify settings for and create a
Full Text Index for the selected
database

File Dalabase Fuil
Text Info

File Databa e Ful”

A IT n%’ngpdale

View Show/Hide = Database
Search Bar window

Navigate Next
Highhght

N 1 ’
Bravious_Highiight

e File Database
eader Fooler

File D ataba e
Publi h
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" Workspace

Opens the Properties for Database
dialog box for the selected
database and makes the Full Text
Index page of the dialog box
active

Causes the Notes Client or Notes
Server to update the Full Text
Index of the currently selected
database

Toggles the Search Bar on or off in
the Database Window

Moves 1o the next match to your
query in the currently open
Document

Moves to the previous match 10
your query in the currently open
Document

Allows you to create header and
footer information that will be
printed with every document in the
database

Adds information about the
currently selected database 1o the
specified Libriry Database
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Smartlcon Context Description
File Preferences Opens the File Preferenc  dialog
2 Port box and selects the Port n
Prints the current
% File Print View Folder Document
Opens the Printer Setup o box
File Pnnt Setup
File Switch User ~ Workspace Allows you to switch to a different
o User ID at the Notes Client (i.e.,

log in as a different user)

File Tools Server Opens the Server Administration
Administration window

Opens the Notes Help or ote
Help Guide Me Help Lite database to the Guide Me
Docurnent

Opens the Notes Help or Notes
Help Topics Help Lite database to the Help
Topics View

Workspace Clears the active information about
Lock ID the current ID file in use at the
Notes Client (to use the ID, a user
will have to re enter the ID’s
password)

Opens the Properties dialog box
Fropertie for the currently selected object in
the Notes Client
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Table 11.7 Smarticon Settings

Smarticon Context Description
Eile Tools Opens the Smartlcons dialog box
Smartlcons
Smaticons Toggles the SmartIcons between
 Floating their current location on the
Workspace and Floating
~  Smaricons Next Displays the next Smarticon set in
- Sel the Icon Bar
Table 11.8 Smarticons for other Lotus Applications
Start Lotus 123 Start Lotus Word Statlotus
for Windows ' Pro cc:Mail tor
indows
Start Lotus Start Lolus Improv StatLgius
Freelance tar Windaws otes:Document
Graphics for maging
sfimelrise
Start Lolus Smart [ W] Stait Lotus StatLotus
Pics {#"l Organizer SmaitText

Table 11.9 Smanrticons for Word Processing or Rich Text Fields

Smarticon Context Description
Edit Check " Editing Activates the Spell Checker in the
*  Speling documenits current field

Deletes the currently selected

Edit Clear text/objects in a rich text field
Copies the currently selected
A Edit Copy text/objects in a field
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Smarticon

Context

Description

Edit Cut

Removes the currently selected
text/object from a field and leaves
a copy of what was removed on
the Clipboard

Edit Paste

Pastes the contents of the
Clipboard into the currently
selected field

Edit Paste Special

Pastes the contents of the
Clipboard in a special format into a
rich text field

Edit Find Next
A

Finds the next item in the
Document that matches the search
criteria

Edit Find/Replace

Database
window;
reading or
editing
documents

Finds the next item in the
Document that matches the search
criteria and replaces it with the
specified string

Ereate Graphic

Inserts a graphic button into the
rich text field and opens the
Programmer’s Pane

Create Hotspot
Button

Inserts a button into the rich text
field and opens the Programmer’s
Pane

Crea S Hotspot
Text Popup

fe

Creates a text pop-up on for the
currently selected text in the rich
text field and opens the
Programmer's Pane

Create Object

Creates an object in a rich text field

E Edit Select Al

Selects the contents of the entire
Document if reading, the currently
selected field if editing

Edit Undo
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Smarticon Context Description
Editing Inserts a File Attachment into a
File Attach documents Rich Text Field
File Document Opens the Properties for
Properties Document dialog bex for the
currently open or selected
Document

Exports the current document or
File Export view to a number of formats

Imports the contents of a file into a
File import rich text field

.....

Allows you to input settings about
File Page Setup the size and margins of the pages
the Documents will be printed on

Saves changes made to the current

File Save Document

Paragraph Editing Opens the Properties for Paragraph

Properties documents for the currently selected

paragraph in a rich text field

Editing Inserts a table into a rich text field

Cieate Table documents

Table Delele Deletes the selected rows from a

Selected Row(s) table in a rich text field

Inserts a row before the current

Table Insert How cursor location in a table in a rich
text field
able Dalete Allows you to delete multiple rows
pecial or columns from a table
able Insert Allows you to insert multiple rows
pecia or columns in a table
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Smarticon

T able Properties

Text Align
F’araglaph Center

Text Align
Paragraph Full

Text Ali
Pgraglé%?a Left

Text Align
F'aragréph thht

Text Bold

Context

" Editing

documents

" Editing

documents

“ Editing
documents

Editing
documents

" Editing

Teuxt Italic

Text Underline

Text Normal Text

Text Numbeis

Text Bullat

documents

Editing
documents

Editing
documents
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Description

Opens the Properties for Table
dialog box for the currently
selected table in a rich text field

Center Justifies the currently
selected paragraph(s) in a rich text
field

Fully justifies (even left and right
edges) the currently selected
paragraph(s) in a rich text field

Left justifies (even left edges) the
currently selected paragraph(s) in a
rich text field

Right justifies (even right edges)
the currently selected paragraph(s)
in a rich text field

Toggles bold text on or off for the
currently selected text in a rich text
field

Toggles italics on or off for the
currently selected text in a rich text
field

Toggles underlining on or off for
the currently selected text in a rich
text field

Sets the currently selected text in a
rich text field to the font defined
by the database designer as the
field’s default

Adds or removes numbering based
on the currently selected
paragraph(s) in a rich text field

Adds or removes bullets based on
the currently selected paragraph(s)
in a rich text field
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Smarticon Context Description
Fext Cycle Editing Cycles the currently selected
galaacg"l‘anh documents paragraphs between single, one
pacing and-a-half line, and double spacing
Reduces the size of the currently
Text Reduce Size selected text in a rich text field to
the next setting for that font
rm—— Enlarges the size of the currently
Text Enlarge Size selected text in a rich text field to
the next setting for that font
— e Editing Indents the currently selected
= TextIndent documents paragraph(s) text in a rich text
- field
—  Textindent Furst Indents the first line of the
= Line currently selected paragraph(s) in a
— rich text field
_ e Editing Outdents the currently selecied
E  TextOutdent documents paragraph(s)/text in a rich text
field
s 4 Opens the Properties for Text
Test Paragraph dialog box
Opens the Properties for Text
Text Propeities dialog box for the currently
‘ selected text in a rich text field
Text Styie Cycle Editing Applies the next style in the
Key documents defined styles list to the currently
selected paragraph(s) in a rich text
field
rmmemm——__Eliting Toggles the ruler on or off for the
View Ruler documents currently open Document
Creale Page Inserts a page break into a rich text
Break field
g==  View Show Page Shows any defined pages breaks in
*  Bieaks the currently open Document
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Table 11.10 Smarilcons for the Intern

Smarticon

Context

Description

Goto URL
agd?ess

Allows you to type an Internet
address in the form of a URL and
open the specified address using
the InterNotes Web Navigator

Table 11.11 Smarticons for Database Design

st

Cieate Elipse

Create Hotspot
Hectangle

Create Polygon

Cieate Polyline

Create Rounded
ectange

DesignFam
Propetties

Design lcon

Destgn View Form
Formula
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Create Field Create Folder
'f.";l-‘ EL?IE;BJ Eiggle Shared
» ‘s:f Create Subform
Y

Cieate Textbo

Design Biing to
Fron? g

Design Field ~
Propeilies

DesignV

besngn View
Selection
Conditions
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Navigator View Show/Hide File New

Propertie Programming Database
Pane

View Show/Hide

Actlion pane

Table 11,12 User Defined Smarticons

: ,:_-__ Macro Button Macro Butlon Macro Button

. Macro Bulton !, Macro Button

Macio Bulten Macro Bulton

Macro Button Macra Button
Macro Button

Taking What We've Learned Step-by-Step
(Exercise 11.1)

In this exercise, we're going to create two new Smartlcon sets

Step 1

Select File, Tools, Smartlcons from the Notes Client menu to open the
Smartlcons dialog box.

Using whatever set is currently selected in the Smartlcons dialog box, click
on the icons in the selected set’s scrolling window and drag them toward the
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Available Icons scrolling window. This will cause the icons to disappear from
the selected set (Figure 11.8).

Smartlcons
Available icons: [Universal =]

[Spacer] - Propesties -

Actons Eaegorze File Seve Paosition;

Actions EdL ‘ g

Ot Eax fr 7

Actions Forward % Edit Copy Show:

Create Agent S5) Edk Paste  icon Bar

Creale Efipse Window Workspace F Context Icons

7. Descriplions

Cieate Field 53 el Guide Me

Cieate Foldet Hditir .. I

Creste Form SaveS ..

Croate Giaphic Button pofete s

Cieate Holzpot Button _._._.__I
) v *  loonSize.

Figure 11.7 The Smarticons dialog box.

Available icons: [Universal 'ﬂ
E"_‘E.‘i.’..'_]._..m,..mfw __’ _Plopenie: ; Cancel
) A_d_uf_Ed__—___egum e ............Fh sa:.................. S Posilion:
By ! . EdCu Tom =
" Achons Fomward fh Ed Cony Show:
Ciaale Agent #3) Edit Paste [Z Icon Bar
Cieale Ebpte ' Window Waorkspace [¥ Conlext Iconz
¥ Descriptions
gy Create Field . Help Guade Me
Cieate Folder Edit lcon...
Create Form Save Set..
Cieate Graphic Bulton Delete §
Cieate Hotspot Bulton
- - lcon Siee...

Figure 11.8 Dragging Smarticons off of the
selected set to the Available fcons scrolling window.

Continue to drag off all icons in the selected set until the scrolling window
beneath the set’s name is empty (Figure 11.9),
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Univessal L‘:]'

Available icons: -
[Spacer] Cancel l
Actions c‘lmu ' Poasition:
temsd | [
Actions Forward Show:

Creale Agent k ¥ilcon Bar
J Create Elpre ,[:g:::::::::‘
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Figure 11.9 Rentoving all Smarticons from the currently selected set.

Step 2

Click the Save Set... button to open the Save Set of Smartlcons dialog box

(Figure 11.10).
Nomooist [ ] 1

Boosos [ ] _Cooce |

Directory” d:\noles\data\w32

Lurrent sets. [hois s
VCOMMONn. smi

Figure 11.10 Getting ready o save a new icon sel.

Enter the phrase Blank Set in the Name of Set text box, and the word blank in
the File Name text box. Click OK (Figure 11.11).

The Blank Set Smartlcon set will be the currently selected set in the
Smarticons dialog box (Figure 11.12). This will allow you to create new
Smartlcon sets from a blank template.
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Momo of st
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Figure 11.11 Saving the Blank Set Smarticons sel.
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Figure 11.12 The Blank Set of Smarticons in the Smarticons dialog box

Step 3

Now we're ready to create our own Smarticon set. Drag the following
Smartlcons from the Available Smartlcons list to the Blank Set scrolling window
(Figure 11.13).

If you drag a Smartlcon from the Available list to the Blank Set
scrolling window and it doesn’t land in the right position, you can

o1 move the Smartlcon by drag and dropping it up or down the list.
N
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Figure 11.13 Creating a new Smarticons Set

The results should appear as shown in Figure 11.14,

|

| Available icons: [Blank Set | oK ]
[Spacer] Fie Tools Smasticons Cancol
i::.bm ::mm Smarticons Floating Position:

jons _
Document Smartlcons Next Set f
»  Aclions Forward Show:
Cioate Agent ¥ Icon Bar
Croate Elipse M Context Icons
[ Descyiptions

Create Field
Croate Folder Edit'lcon...
Cieale Formn ) Sove §
Create Graphic Butlon Dotete Sat.
Creale Hotspol Butlon
B bd lcon §

Figure 11.14 The new Smarticous.

Click the Save Set... button. Enter the phrase Smarticons in the Name of Set text
box, and the word “smart” in the File Name text box. Click OK (Figure 11.15).
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Save Sel of Smartlcons [3¢]
Name of set: oK
File name.  [smart.smi | Cancel

Disectory: d:\notes\data\w32
Current sefts:

bills. smi
blank.smj
smart.smi
vcommon. smi

A

Figure 1115 Saving the New Set

Close the Smartlcons dialog box with the Smartlcons set selected in the drop-
down list at the top of the dialog box (Figure 11.16).

Availabls icons: I Smarticans i | ar I
[Spacet] = File Tools Smaticons ' = Cancol
qg :c:m ::: porze Smartlcons Floating Position:
chions
& Document Smarticons Next Set
Actions Forward Show
Create Agent ¥ ican Bas
Croate EBpse ¢ ¥ Context Icon:
Creste Field ¥ Descyiptions
teale P
Cresle Folder
teate Form
Create Graphic Briton
Create Hotspot Butlon
-

Figure 11,16 The new Smarticons set is the currently selected set.

The Smartlcons set will appear on the Workspace, Click the different Smartlcons
in your new set and examine how each works (Figure 11.17).
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1
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Figure 11.17 The Smartlcons set on the Workspace

Word Processing in Notes

While not a full-fledged word processor by today’s standards (the kitchen sink is
not included), the capabilities Notes gives you for formatting text in a rich text
field make working with Notes faster and more effective.

To begin with, let’s discuss the elements of a rich text field that Notes gives
you control over:

% Paragraphs

% Paragraph Attributes
% Text Artributes

< Paragraph Styles

< Shortcuts

Paragraphs

Paragraphs in Notes are just the same as paragraphs in this book, a logical group
of sentences or text. The only difference between a paragraph in a rich text field
and a traditional paragraph is the concept that creates the group
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In a traditional paragraph, sentences are combined to convey a thought or
idea. Paragraphs break when the idea changes or the thought being conveyed
moves to another logical viewpoint.

In a Notes paragraph, however, sentences are combined by the presence of
a paragraph mark A paragraph mark in Notes is produced whenever the Enter
key is pressed. You can see paragraph marks in Notes by opening a document
for editing, and selecting View, Show, Hidden Characters from the Notes
Client menu.

Looking at Figure 11.18, Notes would consider any group of text between
two paragraph marks to be a paragraph. That means that as far as Notes is con-
cerned, the line 1/2 cup Bacardi Dark Rum (80 proof) is a paragraph, the blank
line beneath it is a paragraph, and the block of text beginning with Grease...
and ending ... is used up, is a paragraph.

1 £de : : ot H*.
. B =
Clote ‘Save  PeontPaview
4eggs. 1

172 cup-co dwater

1/2-cup Wessonoil §

1/2 cup Bacerdi dark rum (80-proafy

1

Glan g

T

1/410 » butterg

1/4 cupwwatary

1 cup » granulated sugary

1/2 cupsBecardi dark rum (80 proof}{

1

Proheetoven o 325 degrees-(F) -Grease and fiour 10 tube-or12-cup Bundt pan. Sprinke nuts over-
bottom ol pan, Mix el ceka ingredient logethar Pour batler cver rists Beke-1 how Cool Inver on-
serang pale Pricktop -Dntzte-and smooth glze evently aver top and sides -Allow cake to-ehsorb
Repentunt glare s used up §

1
Forglaze-meli butterin aucapan Strinwaterand sugar Boil 5 minutes stenng constenty Pem
trom heat Strnrum BE CAREFULY

1
Opuo acotatefini hed caka ~ who marachino chemes and bardarof sugar rostng o whipp :l

~omm San . .eaadlet rraen. mnosdestar unhooaowrdorad.ennme

Hely 1 o TN

Paragraph Marks

Figure 11.18 Faragraph Marks in a Notes Rich Text Field

Paragraph Attributes

Now that we know what a paragraph is by Notes' definition, we can begin to dis
cuss paragraph attributes. A paragraph attribute is a specific bit of formatting that
Notes can apply to an entire paragraph. Some examples of paragraph attributes are:
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% Left-justified text;
% Single spacing before the paragraph, double spacing after it;
% A bullet or number before the paragraph begins

You apply paragraph attributes by placing your cursor in the paragraph you
want to add the attribute to, and then executing a command to apply it. For
example, here are the steps needed to change a paragraph from left justified to
right justified:

1. Opena Document for editing.
2. Place the text cursor inside the paragraph you wish to right justify.
3. Select Text, Align Paragraph, Right from the Notes Client menu.

Let’s take a few paragraphs (no pun intended) to discuss several special para
graph attributes in greater detail.

INDENTS AND OUTDENTS

Indents and outdents are special paragraph atributes that affect the left edge of
a paragraph (Figure 11.19). Indents cause the edge of the paragraph to begin
further to the right of the remaining text. Outdents cause the edge of the para
graph to begin further to the left than the remaining text. You can create Indents
and Outdents in Notes using the Text, Indent and Text, Outdent commands
on the Notes Client menu,

You can also “visually” create indenis and outdents in Notes by using the
Notes ruler, which is a special bar you can toggle on and off while you are edit
ing a rich text field by choosing the View, Ruler command from the Notes
Client menu (Figure 11.20).

Examining the ruler for 2 moment, you can see that two markers appear in
the ruler where the paragraph’s left edge should be (Figure 11.21).

These markers can be move using the mouse to different positions on the
ruler, by clicking and dragging the small rectangle at the bottom of the markers.
This will change the left edge of the currently selected paragraph.

The two Paragraph Edge Markers can also be moved individually to create
what are known as “hanging” indents and outdents. A hanging indent or outdent
is one where the first line of the paragraph is further to the left or right than the
remaining lines of the paragraph (Figure 11.22).
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Figure 11.19 Indented and ontdented text in a rich lext Sfield.

The Notes Ruler

“TEI: & oale o Wedew ]
G A& : B/ ) = HE £
[zz] " SaeAsDrift G - Send | SendAndFi thvesy

- | das -t ol

[= -4

bec:

Sutnect.

Fithis rs a standard paragraph

This s an indented paragraph Nofice that the Isft edge of the text 1s further in
to the right of the screen than the other paragraphs  twill print like this. as

well Does anybody read the text ins de the screen shots? | always wonder
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anybody read the text nside the screen shots? | aways wonder about that

Figure 11.20 The Notes Ruler.
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Figure 11.22 Mot ing the Paragraph Edge Markers
independently creates banging indents and outdents

TABS

Tabs are special characters inside a rich text field that cause the text after them
to line up with the next available tab stops. Tab stops are set at either a fixed
interval (every half inch, for example), or at specific locations in a paragraph.
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Tabs are created in paragraphs by placing the cursor in the paragraph you
wish to set tabs for and selecting Text, Properties from the Notes Client menu,
or by right-clicking on a paragraph and selecting Text Properties... from the
menu that appears. In the Properties for Text dialog box, you then select the

B page and choose either Individually Set or Evenly Spaced from the Tabs
drop-down list.

a o
7 t
Addrets.. svo At 5 Send And File Deelivary Opbuans.

Ta Text

oC

bec

Subect P Pagatresk beleo pagizph
"This is a standard paragraph pusgachon  page

Keeppangr  wih net parbraph
This 3: hanging indented p  Right magn ffor Defaul

first line of text is furtherintotheng . ' P
prnt like this as well Does anybo ‘ T ep 15020r40H
ahways wonder about that

This is a hanging outdented paragraph  Notice that the left edge of the first
line text 15 further to the left of the screen than the re tof the text It
will pnnt like this as well Does anybody read the text1  de the screen
shots? | always wonder about that

1 - M

Figure 11.23 Using the Properties for Text dialog box to set lab stops.

If you select Individually Set, enter the location for each tab stop separated by
a semicolon. If you select Evenly Spaced, enter the interval you wish to have
between tab stops (such as 0.5," 0.75" or whatever you require).

You can also set tab stops in a paragraph using the Notes ruler. Clicking on
the bottom half of the Notes ruler will cause a tab stop to appear, which you
can then click and drag to the desired location. You can remove tab stops from
the Notes ruler by clicking on them and dragging them off of the ruler toward
the bottom (Figure 11.24).

It is important to remember that tab stops are an attribute of a para-
graph. Different paragraphs in a document can have different tab

stops associated with them.
NOTE
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Figure 11.24 Tab Stops on the Noles Ruler

Paragraph Spacing

Paragraph spacing is the number of lines that Notes will display between para
graphs. You set paragraph spacing in Notes by placing the cursor in the para
graph you wish to adjust and selecting Text, Spacing, and the desired spacing
interval from the Notes Client menu.

Text Attributes

Text attributes are settings that affect the appearance of the words and sentences
in a rich text field. Some examples include:

< Font

)

< Bold, Ialic, Underline.

% Color

% Size
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To change text atributes, you must select the text that is to be affected and then
apply the desired commands from Notes.

E& Dreals (] ndow  Wp

B = R ¥

Addes wehy ot ond ond And File Debvery plicet.
- -t o1

Bill Kreftla/GPS
12/08/95 05 408
o
[
b
Subject

"Bold text can be croated by selecting text and choosing Text Bold from the
Notes Client menu

/f2ke and Undarlined text can be created the same way

Text an be made |arger o matec Using the Text Enlarge Size or Text Reduce
Size command

Text can also be different 4
Helv ] ona

Figure 11.25 Examples of different lext attributes in Nofes.

As you can see from Figure 11.25, text attributes can be combined
within a paragraph. It's important to note that a single set of text

attributes can also be saved as a paragraph attribute.
NOTE

Paragraph Styles

As you can see, there are a lot of options you can employ to affect the appear
ance of your text in Notes rich text fields. There’s where the paragraph begins
(paragraph edge marks), what tab positions are available, what spacing will be
used between paragraphs, and the text attributes of the paragraph.

Suppose over time, that you develop a favorite combination of attributes for
your text. Wouldn t it be nice to save those attributes as a set and apply them to
a paragraph all at once instead of having to change each one individually?

Notes allows you to do this by creating paragraph styles.
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Taking What We’ve Learned Step-by-Step
(Exercise 11.2)

In this exercise, we're going to pull together ail of the different things we've dis-
cussed about text and paragraph attributes and paragraph styles by creating our
own custom paragraph style.

Step 1

Open the Teach Yourself... Discussion database and compose 4 Main Topic
Document. Enter Exercise 11.2 in the first field, and position your text cursor in
the field at the bottom of the Document (Figure 11.26).

Enter the following text into the field.

When you see Enter in the following text, don’t type the phrase Enter.
Instead, you should press the Enter key to create a new paragraph.

NOTE

Notes provides a number of tools for working with paragraphs and text.Enter
One useful tool is paragraph styles.Enter

Paragraph styles combine a set of paragraph and text attributes into a single
command.Enter
To be sure that each line you entered is 2 separate paragraph in Notes, select
View, Show, Hidden Characters from the Notes Client menu and make sure
that a paragraph mark is visible at the end of each line (Figure 11.27).

Step 2

Place the text cursor in the second paragraph and select Text, Align Paragraph,
Right from the Notes Client menu, followed by Text, Spacing, Double. The sec-
ond paragraph should appear similar to Figure 11.28.
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Figure 11.26 Getting ready 1o create a new paragraph style.
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Figure 11.27 looking for paragraph marks at the end of each line
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Figure 11.28 Applying attributes to the second paragraph.
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Figure 11.29 Opening the Properties for Text dialog box
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Step 3

Right-click the second paragraph, and choose Text Properties... from the pop
up menu.

Click the Named Styles tab in the Properties for Text dialog box, fol
lowed by the Create Style... bution.

Text L 4
3
Siple:
Click on a style to apply
*Basic Basi Style setiings to the
*Bullet Bulle cuttent selechion
*Headlina ‘Hea
531 o
[ eS

Figure 11.30 The Properties for Text dialog box Named styles tab

Enter Right Double in the style name text box, and select the Include font in
named style and make the style available to all documents check boxes (Figure

11.31). Click OK

Style nama: i]
[Right Double |
Cancel
nchude font in named styls Help

“akestie av . for ai documents)
In this style in Cycle Key | - 1]

To create siyde basad on the curently
selectad paragraph, ype a style namna.and
choase OK

Figure 11.31 Naming a new siyle.

Close the Properties for Text dialog.
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Step 4

Notice that while the cursor is in the second paragraph, the style name in the
status bar of the Notes Client displays Right Double (Figure 11.32).

1 Rt  ou

Flgure 11.32 The named style appears in the status bar

5] Named styles that you create are available only in the database in
‘ which the styles were created.

NOTE

Step 5

Finish the exercise by closing the database. You do not need to save your
changes unless you wish to refer to them later.

Shortcuts

In this section, 1 will show you several Notes shortcuts to make your work with
Rich Text Fields and formatted text go faster and easier.

Table 11.12 Keyboard Shortcuis

Action Shortcut
Select contents of a document Ctrl+A
Bold text Ctrl+B
Copy selected text Ctrl+C
Edit a document Ctrl+E
Find and replace Ctrl+F
Find next and replace Curl+G
Italicize text Ctrl+l
Format paragraphs (margins, tabs, line spacing, other) Ctrl+J
Format text (font, size, color, other) Curl+K
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Action Shortcut
Change to normal text Ctri+T
Underline text Ctrl+U
Paste Ctrl+v
Cut selected text Ctrl+X
Undo last action Ctrl+Z
Close the current document Ctrl+W
Enlarge text to next available point size F2
Reduce text to next available point size SHIFT+F2
Indent the first line in a paragraph F7
Outdent first line in a paragraph (hanging outdent) SHIFT+F7
Indent entire paragraph F8
Outdent entire paragraph (hanging indent) SHIFT+F8

MOUSE SHORTCUTS

While text is selected, right-clicking on the text will open a pop up menu with

several shortcuts (Figure 11.33).

Text Properties.

Copy

aste

Bullets
Nomal Text
I

B

u

Bed

Blue

Figure 11.33 Right clicking on selected text provides several shortcuits

STATUS BAR SHORTCUTS

While you are in a rich text field, there are three regions on the status bar you

can use to change text and paragraph attributes (Figure 11.34).
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Figure 11.34 Areas of the Status Bar that can
be used to change text and paragraph attributes

Clicking on the Font Selector opens a list of available fonts that you can use on
the currently selected text (Figure 11.35).

Selected Text
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Figure 11.35 Using the Font Selector
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Clicking the Font Size Selector allows you to change the selected font to a dif-
ferent point size. Clicking the Style Selector allows you to apply & named style
to the currently selected paragraph(s) (Figure 11.36).

e & Croste od  Window Hebp ]
B - . BJS m 2 | : 3 .
e
Sendmat ]
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All righcs reserved. Th Berkel vy = ftware Li nse Agreemant

spe ifies che t rms and © nditi na £ r redistribucy n,

Thi nfigurati n file was modified specify ally £ ¢ IBN

SENDHAIL o the IBN O3/2 Operating yatem., Plea e v id
A ouble

‘h%%!t‘h%%%&‘h‘%“&““%

mwaking ch Bulel i file, ma it will change the perati n f -
“Headine

Cousier New 1

Figure 11.36 Using the Style Selector

Building Simple Agents

Even our brief visit with Notes @Functions in Chapter 6 should have been
enough to show you that there is much more beneath the surface of Notes than
simply electronic mail and discussion databases. However, it also probably
illustrated that learning to write programs in Notes can require a great deal of
attention to detail. All those @ signs, brackets, semicolons, and such—when all
you want to do is put a value in a field automatically, why should you need to
know all of that?

Fortunately for you, with Notes, Release 4, you don't need to know a pro-
gramming language to do simple tasks. Lotus has a special interface for creat-
ing what [ call Simple Agents, which we're about to discuss here. That other
language is still there, and if you're a person who appreciates syntax and want
to learn more, I encourage you to explore. However, for the rest of you, 1
offer this section.
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What are Simple Agents?

Simple Agents represent a collection of Simple Actions. Simple Actions are a
group of commands that you can group together in the Design Pane using the
simple Action(s) radio button. The Design Pane is opened when you choose
Create, Agent... from the Notes Client menu (Figure 11.37).

Bo [ Yaw [ose pcons Nbdw  Hob
‘ A

Name: m I[ Dptiorn: J

@ ‘when thould iy it
Morualy From Actiorst Menu ':l
‘which documentjs] should t act on?

[Sctected documents — #
I l AddS

‘What shoubd th agent

Aurc Snple attion] Foirmda crpt

Select this option to build
an Agent using Simple actions(s).

Figure 11.37 The Dcsign Pane is opened by choosing
Create, Agent... from the Notes licnt menit.

The top half of the Design Pane allow you to et the name of your new agent, how
it should be activated, and what documents it should affect when it is activated.

Where are Simple Agents Stored?

Agents that you create using the Create, Agent... command are tored in the
currently selected Notes Databa e Depending on some of the options you've
selected in the Design Pane they an be accessed using the Actions menu on the
Notes Client, or they will be run automatically by Notes at predefined interval
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If you have created a Simple Agent in a replica of another database, your
Agent may replicate to other databases depending on your level of access con-
trol in the database you are replicating with. You must have Designer Access or
greater to replicate Agents into another Notes database.

Why Should I Use Simple Agents?

The reason for creating any type of Agent it to automate something that has to
do with the Documents that are stored in a Notes database. Sometimes, Agents
support a business process that revolves around a certain type of Document.
This, as you recall from early chapters in this book, constitutes a workflow.

While Simple Agents can be used to support Workflow, their primary pur-
pose is simply to automate a routine task on a group of Documents in a data-
base. Say you have a database that is sorted by department, and one of the
departments that contributes to the database regularly has recently changed its
name from Information Systems to Information Services. A simple Agent could
go through the database and replace the department field of all forms that cur-
rently say “Information Systems” with “Information Services.”

Simple Agents can also scan a database and move documents to specific
Folders or Views based on their contents.

Taking What We've Learned Step-by-Step
(Exercise 11.3)

In this exer ise we're going to build an Agent in the Teach Yourself... Discussion
database that moves any do ument reated by a specific author to a Folder.

Step 1

Open the Tea h Yourself . Di cus ion database

If it is not already visible, sele t View, Show, Folders 1o open the Folders
Navigator. hoose Create, Folder from the Notes Client menu. Enter “Bill’s
Documents in the Folder name field. Click the Shared check box, followed by
OK (Figure 11 8)
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Foldes name:  [Bis Documents |

Select a location fos the new feider Cancel
hd CllFuldels|
O My Favoiites Options.
Help
¥ Shaed [0 onfi use

Figure 11.38 Creating a new folder called Bill's Documents
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@ Agent
b [ Dewon
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Figure 11.39 The new folder will appear in the Folders Navigator

Step 2

Choose Create Agent... from the Notes Client menu.

Enter Collect Bill's Document in the Name text box. Select Manually from
the Actions Menu in the When should this agent run? drop-down list. Select All
documents in database from the Which document(s) should it act on? drop-
down list (Figure 11.40).
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‘what should  agent do
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Figure 11.40 Creating a new Action.

Click Add Search... button to open the Search Builder dialog box. Click the By
Field option from the Condition drop down list. Select From from the Search
documents using field drop-down list. Select contains from the bottom drop-
down list, and enter kreisfe into the text box.

Click OK.
Condéorc | By Field |
Search for documents whers field [ From [4)
contams fheetsle ]
Cancel B

Figure 11.41 Using the Search Builder diafog box
to filter whick documents the action should run on
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Figure 11.45 Activating our newly created Agent.
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Figure 11.46 Notes displays the progress of the Agent as it runs
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Figure 11.47 The Agent moved all Documents where the
From field contained kreisle to the Folder named Bill's Documents.
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Figure 11.48 Removing the Document created by Susan Kreisle from the Folder
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Now let’s go back and edit our Agent so that it only looks for Documents created by
Bill Kreisle. Select View, Go To Agents... from the Notes Client menu (Figure 11.49).
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Figure 11.49 The View, Go To Agents... command.

Double-click on the Collect Bill's Documents Agent in the Agent List to open
the Design Pane (Figures 11.50 and 11.51).

Double-click on the query in the text box near the Add Search... button 1o
open the Search Builder dialog box. Change the string in the text box after con-
wains to bill kreisle (Figure 11.52).

Click OK. Choose File, Save followed by File, Close from the Notes Client
menu. Select the All Documents View. Since the Agent was set to work on all
documents in the database each time it is run, let s run it again to make sure that
it doesn’t move the document created by Susan Kreisle back into the Bill's
Documents folder.

Choose Action, Collect Bill’s Documents from the Notes Client menu.
After the Agent completes, open the Bill's Documents folder and check to see if
Susan's Document has been added (Figure 11.53).
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Figure 11.50 The Collect Bill's Documents Agent in the Agent List.
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the Search Builder dialog.
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Figure 11.51 The Design Pane,
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Figure 11.52 Modifying the query.
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Figure 11.53 Our Agent only puts Do umcnis
created by Bill Rreiste into the Bill s Do nments Folder
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More Questions than Answers
I expect that the previous exercise did two things:

1. It gave you a glimp e into a powerful way 1o automate tasks in Notes
using Simple Actions

2. It left you thirsty for more

What were all of the other options in the dialog boxes we were looking at? What
else can you do with Simple Actions? Those are reasonable questions, which [
plan to spend the rest of this section discussing.

While I'm not going to go into minute detail, I offer the following tables to
help you to begin to explore Simple Actions. To begin with, let’s revisit a couple
of sections on the Design Pane (Figure 11.54).

B Cresie lcbors Findow  Helo
A

Hame: [Colloct Bz Documenis |  Opsone.
r
should that sgeni tun?
|Huualy Frormn Actiortt Menu '

‘which documentis] thould it act on?
lAlde: in database

1<)

i £

Figare 11.54 The Design Pane.

The first area to re-examine is the When should this agent run? drop-down list.
While we chose Manually from Action Menu {or our exercise, 2 number of
other options are outlined in Table 11.13.
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Table 11.13 Options in the When should this agent run? Drop-Down List of the Design Pane

Option Name Description

Manually from Action Menu Action appears in the Actions Menu on
the Notes Client. It can be activated by
selecting it from the menu.

Manually from Agent List Action only appears in the Agent List
(opened by selecting View, Go To
Agents from the Notes Client or by
clicking the Agents area on the Folders
Navigator). The user must highlight the
Agent in the List and choose Edit, Run
from the Notes Client menu to activate it.

If New Mail has Arrived Action will run automatically if a
Document is mailed into the database.
This is useful for creating Agents that
support Workflow processes. (For
example, a database of travel requests
could look at an incoming form and
notify the proper travel agent based on
a value in it by sending a message.)

If Documents have been Makes an Agent “change activated,”

Created or Modified meaning it is run whenever a change
occurs in the database (a Document is
modified or created). The Agent is run
at the time the new Document or
changes are saved.

If Documents have been Pasted Action will run whenever a Document
is pasted into the database.

On Schedule Hourly The default run time is every hour, start
ing at 12 A.M. and ending at 12 A.M.
On Schedule Daily Action will run once per day. The

default run time is 1 A.M.
On Schedule Weekly Action will run once per week. The
default run time is Sunday at 2 A M.
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Option Name

Description

On Schedule Monthly

On Schedule Never

Action will run once per month The
default run time is on 1st day of each
month at 2 A.M

On Schedule Never is reserved for
Release 3 background macros that
have the Never” schedule selected To
run such a macro select one of the
Jbove schedule options in Release

Next, let's lock at the Which document(s) should it act on? drop down list

(Table 11.14),

Table 11.14 Options in the Which documeni(s)
should it act on? Drop-Down List of the Design Pane

Option Name

Description

All documenits in database

All new and modified documents
since last run

All unread documents in view

All documents in view

Selected documents

Run once
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Agent runs on every Document in the
database,

Agent only runs on new documents or
Documents that have been modified
since the last time the Agent ran. For
example, once an Agent scheduled to
run weekly was activated, it would act
on all Documents added or modified
in the last week whenever it ran again,

Agent runs on all unread Documents
in the current view only.

Agent runs on all Documents in the
current view only.

Agent runs on currently selected
Document(s) only.

Agent runs one time (the scope of the
Documents the Agent will affect depends
on the programming behind the Agent).
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Depending on the option selected in the When should this agent run?
drop-down list, all options in Table 11.14 may not be visible.

NOTE

since we've already covered the Search Builder dialog box that appears
when you click Add Search... on the Design Pane, the next part to examine
are the Simple Actions you can employ using the Add Action... button

(Table 11.15).

Table 11.15 Simple Actions

Simple Action Name Description

Copy to Database Allows you to specify a Notes Server and
Database that the Agent selected Document(s)
should be copied to when the it is run.

Copy to Folder Creates a copy of the Document(s) selected
by the Agent in the Folder specified. This is
different from the Move to Folder com-
mand, which adds a “place holder” for the
Document(s) in the selected Folder but
does not create another Document.

Delete from Database Deletes the Document(s) selected by the
Agent settings from the Database.

Mark Document Read Marks the Document(s) selected by the
Agent setting as read.

Mark Document Unread Marks the Document(s) selected by the
Agent setting as unread.

Modify Field Replaces the contents of a field with a
specified value.

Modify Field by Form Replaces the contents of  field on a spe-
cific form with a new value.

Move to Folder See the Copy to Folder action.

Remove from Folder Removes the document(s) selected by the

Agent setting from the specified folder.
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Simple Action Name Description

Reply to Sender For mail-enabled databases, sends a mes-
sage back to the sender whenever a
Document is received.

Run Agent Runs another Agent in the Database.

Send Document Activates the Mail, Send command for the
Document(s) selected by the Agent setting.
Documents must already have addressee
information for this Agent to work.

Send Mail Message Sends a mail message whenever the Agent
is activated.

Send Newsletter Summary Sends a document link along with summary
information about the Documenit(s) selected
by the Agent setting whenever it is activated.

@Function Formula Runs a formula created using Lotus’
@Function programming language.

The InterNotes Web Navigator

Our next stop on the Notes power user circuit covers how Notes, Release 4, can
be set up to work with the Internet—a collection of computers that share 4 com
mon set of networking protocols to exchange files, elecironic mail messages,
and other information, If you're thinking that sounds a lot like just a4 plain old
network, you're right. In fact, Internet is short for huternetwork What makes the
Internet distinctive from other networks however, is its size, Over 20 million
machines are estimated to be connected to ir.

Much of the Internet s recent popularity is owed to the implementation of a
protocol for exchanging information called the Hyper Text Transfer Protocol
(HTTP). This protocol allows software to use a special language called Hyper
Text Markup Language (HTML) to display information that is contained on
remote machines to 2 local computer.

The software that uses HTML and HTTP to read information is referred o as
a World Wide Web (W) browser. Software that uses HTML and HTTP 1o dis
seminate information is called a World Wide Web (WWW) server. Figure 11.55
illustrates what we ve just discussed.
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Thousands of
B World Wide Web
Servers around
the world.

Figure 11.55 How WWW Browsers connect lo WWW Servers

Looking at Figure 11.55, you might wonder how the World Wide Web browsers
find anything on those thousands of World Wide Web servers? Just as the Notes
Client uses information about a Notes Server, a directory, and a database name to
locate information, the World Wide Web browser use a similar system. The server
name, a directory, and information about which document in the directory to
retrieve are converted into what is called a Uniform Resource Locator (URL).

As you can see, the Internet makes a tremendous amount of information
available to people. With 20 million some-odd machines in the network (many
of them belonging to computer geeks and college kids), a wide variety of topics
can be found using a WWW browser. And of course, the Internet is interna-
tional. In one sitting, you can visit an irish pub, an English leather shop, and 2
special site set up by the New York Times to broadcast some of its daily news to
Internet users. It is a tool to aliow the transfer of knowiedge.

So far, this doesn't ook or sound very different in concept to our portrayal
of a4 Notes instaliation way back in the first chapter specialized clients get their
information from specialized servers. That's the first of many similarities between
Notes Clients and Notes Servers and World Wide Web browsers and World Wide
Web servers.

Another similarity is the presentation of information. HTML documents work
a lot like Documents with rich text fields do in Notes—they can contain format-
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ted text, colors, pictures, file attachments, and even run other programs. This
allows information to be presented in a knowledge-oriented context, instead of
simply as data. And, like Document Links in a Notes Rich Text Field, HTML doc-
uments can contain links to other HTML documents located on other World
Wide Web Servers on the Internet.

HTML documents designed for World Wide Web browsers and Notes rich
text field capabilities are so similar that, with very little effort, the entire Internet
can be accessed through the Notes Client and a cooperative Notes Server using
what Lotus calls its InterNotes technology. Lotus InterNotes represents an entire
suite of applications designed to help Notes integrate the advantages of the
Internet’s diverse information base into its system without compromising the
security or workflow capabilities that are contained within the Notes system. The
two InterNotes applications we’re going to discuss are the InterNotes Web
Navigator and the InterNotes Web Retriever.

The InterNotes Web Navigator is built into every Notes Release 4 Client. The
InterNotes Web Retriever is included with every Notes Release 4 Server. The two
programs work together to bring information from the World Wide Web to
Notes users, as illustrated in Figure 11.56.

World Wide Web Servers

Hotes Server
&

Server running
the Web Retriever

Clients running
the Web Browser

Figure 11.56 How the InterNotes Web Navigaior and Web Retriever
work together to bring Notes users World Wide Web doctiments
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What happens is this.

1. A Notes user requests information about 1 World Wide Web page using
a Uniform Resource Locator (URL) as an address,

2. The Notes client asks the InterNotes Web Retriever to use the HTTP
protocol to retrieve the HTML document and copy it into a Notes
Database on the Server.

3. The Notes Client then opens the Document on the Server from the data-
base where it is stored.

You might notice, after compuaring Figure 11.55 and 11 56 and reading the three
steps above that the Notes Client never directly connects to the World Wide Web.
That is something unique to the InterNotes technology. You can have all of the
security of Notes, and you can minimize the interaction with the larger, less secure
Internet by having only a single point of access from your internal network.

Taking What We’ve Learned Step-by-Step
(Exercise 11.4)

In this exercise, we're going to look art the settings in the Notes Client that
enible the InterNotes Web Navigator and use it 1o connect to a World Wide
Web site at Lotus Development Corporation in Cambridge, Massachusetts.

You must have the InterNotes Web Retriever installed on a Notes
Server that you are authorized to access to complete this exercise.

NOTE

Step 1

Our first step is to make sure that your Notes Client has the proper settings to
use the InterNotes Web Navigator, To do this, we need to look at your current
location setup and see if an InterNotes Server is specified.

Click on the Location Bar at the bottom of the Notes Client and select Edit
Current... from the menu.

This will open your local Name and Address book to the Location
DocumeRuGREERb i
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Figure 11.57 Selecting Edit Current... Sfrom
the Location Bar menu at the bottom of the Notes Client,
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Figure 11.58 A Location Doctment in Your local Name And Adedress book
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Ensure that the name of 1 Notes Server you have access to that is running the
Notes Web Retriever is in the fieid labeled InterNotes Server on this document.
Close this document and, if necessary, save changes to return to the Notes Client
and the Workspace

Step 2

Select File, Tools, User Preferences... from the Notes Client menu.

On the Basics page of the User Preferences dialog box, ensure that Make
internet URLs (htip ..) into Hotspots is selected in the Advanced options list
(Figure 11.59).

[bser Proronces &

taitup options:
4 | I Sconforuvead [ Epable scheduled local agents
Basxs T~ Prompt for location [~ Enable local hackground indesxing
Local gatabase {older:
[dnotesidala |
Inkemational | Lock D after [ | minutes of inactity
Empiy Trash folder
| Prompt me dunng database close _E]I User Dictonaty J
Mat Advanced options:
Large fonts ~
¥ Make Internet URLs [hitp:/  Jinto Hotspots
Textured Workspace
Poits v KeespWorkspace in back when maxmized i
[ oK | cacet | Hew

Figure 11.59 Ensuring that the Make Internet URLs (bttp )
into Hotspols setting is selected in the Advanced options list

Click OK.

Step 3

Open the Teach yourself... Discussion database and select the by Category
View. Locate the category called Internet, and open the single Document under
that category (Figure 11.60).
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Figure 11.60 The Document in the Teach yourself ..
Discusston database that we want 1o open

Step 4

Locate the line in the document that reads http://www.lotus.com. When
your mouse cursor is over this line, it will change to a pointing finger (Figure
11.61).

Double-click the line http://www.lotus.com. You will notice several mes-
sages in the Status Bar indicating activity by the Notes Client (yours will be simi-
lar to the ones illustrated, but will have different Server Names).

First your Notes Client will connect to the specified InterNotes Weh
Retriever. Then, the InterNotes Server will look on the Internet for the specified
URL. Finally, the requested page will be cached at the InterNotes Web Retriever
(Figure 11.62).

Step 5

Shortly, a new document will appear. This is the current home page of the Lotus
Development Corporation’s World Wide Web site.

Adobe Exhibit 1014
Page 402 of 461



388 < teach yourself Lotus Notes 4

[P Window Y
A

Closer E ikt Docaxment Aesponta

%> Internet Web Pages Related to Notes

Bt} ertle/GPS o 1 16t 04 PM
alegosy.  ntemnel
LD

A recentsear h 0 Yehoo (aninternet seerch sile) sevealed the followng addresses for Lotus Hotes
related web pages

hé www lotus com
.Fs Development  rporation
hitp feoren les netthomas himl

Ins Ass cistes

hitp fuarw disaeier com/inotesl html
LNOTES-L Lotus Notes Mailing List  Information ab uthowi o andueethelotus N tes Mating Lust
Soon seaschable erchives
JSfurww wrotldeom.com/
WerldCom, the International Netwotk for Lotus Notes  Prowides Lotus Notes natworlang, with meny
ce e . A N, . e

v

. - .
Figure 11.61 Locating an nternet URL... in the Document

First your Notes Client will connect to the specified InterNotes Web Retriever. . .
Conngeted to sarver Gellfe  telier Cart

Then, the InterNotes Server will look on the Internet for the specified URL. . .
Makm connact nioh stwwwilst s.co

Finally, the requested page will be cached at the InterNotes Web Retriever. . .
HTTP e uastsentwartin forres onse

Figure 11.62 Different mussages will appear in the Notes Status ber

The page will almost certainly look different from Figure 11.63 as
Lotus changes the appearance and content of this page frequently.

NOTE

Congratulations! You just “surfed the Web.” Close the Teach yourself...
Discussion database o complete the exercise.

As you can see, the InterNotes Web Navigator integrates the World Wide
Web with Notes seamlessly and efficiently.
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Figure 11.63 ILotus Development Corporation’s World Wide Web bome page.

File and Database Maintenance

For our final section, T want to take a couple of pages to give you some file and
database maintenance tips. These suggestions are geared to helping you keep
your Notes Client software running as quickly and smoothly as possible.

Database Compacting

If you keep local copies of Notes databases, you need to understand two things
about your local database files:

1. Whenever you add a Document to your local database (either through
replication or directly), Notes allocates more space on your local hard
disk to store the document.

[~

Whenever you delete a Document from your local database {(again,
through either replication or manually), Notes marks the document as
deleted internally, but it does not decrease the size of the file on your
hard disk.
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This means that there may be wasted space in your local Notes databases
because Notes doesn’t automatically decrease the size of a4 database when a doc
ument is deleted.

To find out if 4 Notes database i wa ting space, use the Properties for
Database dialog box's Information Page (the tab with a lowercase { in a circle)
As you recall from earlier chapters, this dialog box is opened by selecting a data
base and choosing File, Database, Properties... from the Notes Client menu,
or by right clicking on a database icon and choosing Database Properties...
from the pop up menu that appears (Figure 116 ).

|
Database
atos? O\ Doan VLmeh LR TED

fuw TERKE Documents: 20
usect

Craptéd. 12/02/35 11 0451 PH
Modhed: 216735 04:40:48 PH.
Krakshe's Address User

Book on tocal

Repica D 86256202 00162082
Authorced Fer Lobus Hobes Mal/Lotut Hotes Express user
by Lotss Noiss

Categonar
Exampis on Local

TYLN

Figure 11.64 The Properties for Database dialog box.

Click the % Used button to display a number to the left of the button. This num-
ber indicates the amount of space in the selected database that is in use. For
example, if it displays 75%, then 2594 is wasted space, which you can reclaim by
clicking the Compact button.

Clicking Compact will open a window displaying the compact command's
progress (Figure 11.65).
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tesle ndow  Help
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Compacting datzbasa
[ 7 |
S -490KB Documents. &
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B onloca oo
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Auxhorzed for Lotus Notes Msi/Lobus Holes Express
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Categones
Exampls on Local

Figure 11.65 Compacting a databuase locally.

If you have recently upgraded to Notes 4 from a previous version of
Notes, you should know that compacting a Notes, Release 3 or ear-
lier database using the Compact command in Notes Release 4 will
cause Notes to perform a conversion on the database being com-
pacted. That means the structure of the database will change so that
new features in Notes Release 4 can be used. This is fine under most
circumstances, but if you are upgrading a local database that will, in
turn, replicate to a Notes 3 Server, make sure you check with that
server’s Administrator before you compact it.

WARNING

Compacting the Workspace

in addition to performing maintenance on your local databases, there is another
important file on the Notes Client that needs occasional attention—the file that
stores your Workspace. This file, DESKTOP.DSK, like a Notes Database, will
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expand when database icons are added, but will not decrease when they are
removed.

To compact your Workspace, right mouse click on the Workspace and
select Workspace Properties... from the pop-up menu,

Be o wdow
j
ﬂ_g g 0
Bill 1eesle lo 5
Bl Krersls on BWsknowledde  IndusbyNewson  Culgomg Mslon B Kreisie to
Local Base on Lucal Local AN 52084 enloed
gl e »
New Partner Foeum Dengn Lotus Beta MNotes Log Bl
Forum 10/34¢0n  Ditcutsen on Elsctioric Kserle B'g::’%:"&'?; M“”&';” o
Local Locel Suppart  Locd onlocal
4 Craste Warkspace P
New Hotes Notes Leg GPSNOTESE gl .
Basw  [GPSPameriPa Malbmion (G PemovaWoksmaos Poge ool
onGPEPatnerl  tnoc/G on GRS, GPENotes } Dpen Database,
Ansnge lcons
a Stack Fleplica loons
v Show Urread
NS5 Dataon Bl Contactzon  Kimtle's Addess v Show Server Names
Local Local Book onbocs v
Refrech Urrend Count

Figure 11,66 The Workspace Properties...
command on the right-click menu of the Workspace.

Click on the Information Page of the Properties for Workspace dialog box.

Just as we did with the Information Page in the Properties for Database dialog
box, you can click on the % Used button to determine how much space can be
reclaimed if the Workspace is compacted and the Compact button to perform
the process. You will see a progress indicator after clicking the Compact button
(Figure 11.08).
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Figure 11.67 The Information page of the Properties for Workspace dialog box.
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Figure 11.68 Secing the progress of the Compact Workspace command
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Summary

L

Smartlcons are buttons that allow the user quick access to commonly
performed tasks in Notes. They can be grouped together into Smartlcon
sets, which can be displayed in a number of places on the Notes Client.
All Smarticon settings are controlled using the File, Tools,
Smarticons... command on the Notes Client menu.

When working in a rich text field, there are a number of powerful word
processing features available to Notes users, including text formatting,
paragraph formatting, and tab settings.

Even if a user isn’t familiar with programming in Notes, he can create
Agents using Notes’ Simple Actions.

The InterNotes Web Navigator works with the InterNotes Web Retriever
to allow Notes users access to documents stored on the Internet on
World Wide Web servers.

Database files on your local hard drive may contain extra space after
they have been used for a long period of time. To reclaim that space,
you can use the Compact button on the Information page of the
Properties for Database dialog box.

Settings for the Notes Workspace are stored in a file called
DESKTOP.DSK. Like local Notes databases, this file may contain extra
space after extended use which can be reclaimed using the Compact
button on the Information page of the Properties for Workspace dialog
box.
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Appendix A

The Appearance of the
Notes Client on Different
Operating Systems

This appendix is designed to provide you with a means to compare the Notes
Client on your operating system to the Notes Client on Windows 95, which was
the operating system I used to create the step-by-step examples and illustrations
for this book.

Since Lotus works very hard to ensure that the Notes Client is as similar
across all of its Client Platforms, the focus of this appendix will be on areas of
Notes that rely on the operating system, such as window controls, common dia-
log boxes, and keyboard commands.
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Windows 95

Window Controls

] >
-]

CWankrhaon at 1YUM - Lotus Motes

Fl'fie Edt Yaw Does Widw Heo -]
oo S ‘

Lua oﬂ\4

K""B:":?h" Dutpong Mal Notes Help
o Hose RS wnLoce onLocel

Workpace Propertes.

Croate Warkspace Pags
Remove Workspacs Paga
Open Database.

Anarge loorm
v Stack Replica lcom
v Show Ureead
« Shaw Server Names

Aefrash Umead Count

D

Figure A.1 The Notes Client running on Windows 95 (A) The window'’s Control Box. In
Windows 95, this box gives the user the option to restore, move, size, minimize, maximize,
and close the parent window (B) Bultons to minimize, restore/maximize, and close the
parent window, respectively. (C) The control box and restore/maxintize button for a child
window Noles is an MDI (Multiple Document Interfuce) compliant application. (D) An
example of the appearance of menus in the Notes Client for Windows 95,

Operating System Specifics

When using the Notes Client on Windows 95 to locate files, drives are designated
by letters (C:, D:, etc.), subdirectories are represented as folders, and files are dis
played with an icon that reflects their associated file types (see Figure A.2).

Windows 95 supports tong names for files and directories.
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Figure A.2 The Notes Client running on Windows 95,

Keyboard and Mouse Commands

Table A.1 Function Key Shortcuts

Key Combination Action

F1 Get context-sensitive help

F2 Enlarge text to next available point size
SHIFT+F2 Reduce text to next available point size

F3 Go 1o next selected Document

SHIFT+F3 Go to previous selected Document

F4 Go to next unread Document

SHIFT+F4 Go to previous unread Document

ALT+F4 Exit Notes

F5 Lock Notes (revoke password login but leave

Notes running)
(Continued)
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Key Combination Action

ALT+F5 Restore Notes program window to default size

CTRL+F6 Cycle through open child windows (MDI)

¥7 Indent the first line in a paragraph

SHIFT+F7 Outdent first line in a paragraph

F8 Indent entire paragraph

SHIFT+F8 Qutdent entire paragraph

F9 Update all fields in current Document, View,
or Workspace

SHIFT+F9 Rebuild all views in current Document, View,
or Workspace

CTRL+F9 Minimize active window and cascade other
active windows

CTRL+F10 Maximize all open child windows (MDI)

F10 or ALT Access the menu bar so you can use arrow

keys to choose commands

Table A.2 Shortcut Keys for Editing Documents

Key Combination Action

CTRL+A Select contents of 2 Document
CTRL+B Bold text

CIRL+C Copy selected text

CTRL+E Edit a Document

CTRL+F Find and replace

CTRL+G Find next and replace

CTRIL+I Ttalicize text

CTRL+) Format paragraphs (margins, tabs, line

spacing, other)
(Continued)
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Key Combination Action

CTRL+K Format text (font, size, color, other)
CTRL+T Change to normal text

CTRL+U Underline text

CTRL+V Paste

CTRL+X Cut selected text

CTRL+Z Undo last action

CTRL+W Close the current Document

F2 Enlarge text to next available point size
SHIFT+F2 Reduce text to next available point size
F7 Indent the first line in & paragraph
SHIFT+F7 Outdent first line in a paragraph

F8 Indent entire paragraph

SHIFT+F8 OQutdent entire paragraph

Table A.3 Shortcut Keys for reading Docuinents

Key Combination Action

ENTER Move to the next Document

BACKSPACE Move to the previous Document

F4 or TAB Move to the next unread Document

SHIFT+F4 or SHIFT+TAB  Move to the previous unread Document

CTRL+E Edit the current Document

CIRL+P Print the current Document

ESC Close the Document

DELETE Move the current Document to the trash
folder

SPACE BAR Activate a button or

Document/View Database Link
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Table A.4 Shortcut Keys for Views

Key Combination Action

CIRL+A Select all Documents

CTIRL+C Copy selected Documents
CTRL+F Find

CTRL+G Find next

CTRL+P Print view

CTRL+X or Cut selected Documents
SHIFT+DELETE

ENTER Open the selected Document
SHIFT+ENTER Go to next main Document
SPACE BAR Select or deselect

SHIFT+UP ARROW or Select multiple documents
SHIFT+DOWN ARROW

F3 Go to next selected Document
SHIFT+F3 Go to previous selected Document
F4 or TAB Go to next unread Document

SHIFT+F4 or SHIFT+TAB
F9

SHIFT+F9
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Go to previous unread Document

Update all fields in current Document, View,
or Workspace

Rebuild all views in current Document, View,
or Workspace
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Table A.5 Shortcut Keys for the Workspace

Key Combination Action

F1 Get context sensitive help

ALT+F4 Exit Notes

F5 Lock Notes (revoke password login but leave
Notes running)

ALT+F5 Restore Notes program window to default size

CTRL+F6 Cycle through open child windows (MDI)

F9 Update all fields in current Document, View,
or Workspace

SHIFT+F9 Rebuild all views in current Document, View,
or Workspace

CTRL+F9 Minimize active window and cascade other
active windows

CTRL+F10 Maximize all open windows

F10 or ALT Access the menu bar so you can use arrow
keys to choose commands

CIRL+M Create a new memo

CTRL+N Create a new database

CTRL+O Open a database (add a database to
Workspace)

ESC Close a Database Window or Document

CTRL+BREAK Cancel a server operation

CTRL+SHIFT+UP/DOWN/  Move a database icon

LEFT/RIGHT ARROW

DELETE Delete a database icon, or mark Document
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Table .6  bort ut Keys for the \"indows Operating Systems

Key Combination

Action

CTRL+ESC

ALT+TAB

Key Combination

Open the Windows 95 Taskbar or
Windows/Workgroups NT Task List

Cycle through all currently running programs

Table A.7 Mouse Shortcuts

Action

SHIFT+Click

SHIFT+Double-Click
Double-Click
Right-Click

Right-Double-Click
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Selec deselect multiple Documents in a View

Select/deselect multipledatabases on the
Workspace

Open all currently selected databases on the
Workspace

Place the Document currently being read in

edit mode

Opens a pop-up menu with choices specific
to the selected object.

Close the currently open Document if speci

fied in the Tools, User Preferences dialog
box Advanced Options list
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Windows, Windows for Workgroups, and
Windows NT

Window Controls

A
14

lle Edit View Create Window Help

Keentle's Address. Ougoing Mal
Book entocal on Loeal Create Warkspace Page

Open Dalabase...

Arrange Icons
v Stack Replica Icons
v Show Unread
+ Shaw Server Names

Refresh Unread Count

D

Figure A.3 The Notes Client running on Windotus for Workgroups 3.11. (A} The window’s
Control Box, In Windows, Windows for Workgroups, and Windows NT, this box gives the
user the option to Restore, Move, Size, Minimize, Maximize, and Close respectively the par-
ent window (B) Buttons to niinimize and restore/maxinize the parent window. (C) The
control box and restore/maximize button for a child window. Noies is an MDI (Multiple
Document Interface) compliant application. (D) An example of the appearance of menus
in the Notes Client for Windows, Windows for Workgroups, and Windows NT.
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Operating System Specifics

When using the Notes Client on the Windows, Windows for Workgroups, and
Windows NT operating systems to locate files, drives are designated by letters

{C:, D, etc), subdirectories are represented as folders, and files by name and
extension (See Figure A.4).

Windows NT supports long names for files and directories.

Windows and Windows for Workgroups use DOS naming conventions

for files (eight characters for the file’s name, and three characters for a file
extension).

b Lotus Notes - Works ace at Home A
= File Edit Yiew Creale Window Help
'{} - Open Dalabase
Server Dore
fecs o
Dajabazer
+ m
K;' O Instal Grade lor Workstations -
© Kiesle's Addiess Book Add lcon
O Migration Gusde
© Moies AdTarestiashon  em
& Noles Help
G Moles Help Lie File Name: Dprectories: elect
Fiename: I'm m\nates\data
SRVINST NSF mllg: dr:'l' . Ech Cancel
.l = notes
poneiye £ dota
namos.nt! 3 modems
roadmea.nsf 1 win
srvinst.nsf
wabadmin.nsi +
List Filex of Type: Drives:
|Holel Database Files Li_l I B c mi-dor_6 L%.I

Home:

Figure A.4 The Notes Client running on Windows for Workgroups 3.11

Keyboard and Mouse Commands

See Tables A.1 through A.
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0S/2 Warp

Window Contro

A

B
T w orties . w
= .8 Edit View Create Window Help o
G B . -
[ Bdriin |

W@ =
Kreisie's Addre: -
R o | s

[ warkspace Froperties. .
Create Workspace Page
Remova Workspace Page
Open Databasa.

Arrangs [cons

+ Stack Replica lcons

v Show Unreed

v Show Server Hames

Refresh Unread

B G G q // T AT
D

Figure A.5 The Notes Client running on OS/2 Warp. (A) The window’s Control Bax. In
OS2 Warp, this box gives the user the option fo restore, mouve, size, minimize, maxiniize,
hide, and close the parent window, as well as display a list of windows currently active.
(B) Buttons to Minimize and Restore/Maximize the parent window, respectively, (C) The
Control Box and Restore/Maximize button for a child window. Notes is an MDI (Muitipie
Document Interface) compliant application. (D) An example of the appearance of menus
in the Notes Client for OS/2 Warp.
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Operating System Specifics

When using the Notes Client on the 0S/2 Warp Operating System to locate files,
drives are designated by letters (C:, D, etc), subdirectories are represented as
folders, and files by name and extension (see Figure A.6).

08/2 Warp supports long names for files and directories if the computer’s
drives are formatted using IBM’s High Performance File System (HPFS).

08/2 Warp uses DOS naming conventions for files (eight characters for the
file's name, and three characters for a file extension) if the computer’s drives are
formatted using IBM’s File Allocation Table (FAT) file system.
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S o |
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File Heme:
O st | |
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Figure A.G The Notes Client running on Windoivs for Workgroups 3.11
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Keyboard and Mouse Commands

Table A.8 Function Key Shortcuts

Key Combination

Action

F1

F2
SHIFT+F2
F3
SHIFT+F3
F4
SHIFT+F4
ALT+F4
F5

ALT+F5
CTRL+F6
F7
SHIFT+F7
F8
SHIFT+F8
F9

SHIFT+F9

CTRL+F9

CTRL+F10
ALT+F10
F10 or ALT

Get context-sensitive help

Enlarge text to next available point size
Reduce text to next available point size
Go to next selected Document

Go to previous selected Document

Go to next unread Document

Go to previous unread Document

Exit Notes

Lock Notes (revoke password login but leave
Notes running)

Restore Notes program window to default size
Cycle through open child windows (MDI)
Indent the first line in a paragraph

Outdent first line in a paragraph

Indent entire paragraph

Outdent entire paragraph

Update all fields in current Document, View, or
Workspace

Rebuild all views in current Document, View, or
Workspace

Minimize active window and cascade other
active windows

Mazximize all open child windows (MDI)
Maximize the Notes program window

Access the menu bar so you can use arrow keys
to choose commands
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Table A.9 Shoricut Keys for Editing Documents

Key Combination Action

CTRL+A Select contents of a Document

CTRL+B Bold text

CTRL+C Copy selected text

CITRL+E Edit a Document

CTRL+F Find and replace

CIRL+G Find next and replace

CTRL+I Ttalicize text

CTRL+] Format paragraphs (margins, tabs, line spacing,
other)

CTRL+K Format text (font, size, color, other)

CTRL+T Change to normal text

CTRL+U Underline text

CTRL+V Paste

CIRL+X Cut selected text

CTIRL+Z Undo last action

CTRL+W Close the current Document

F2 Enlarge text to next available point size

SHIFT+F2 Reduce text to next available point size

F7 Indent the first line in a paragraph

SHIFT+F7 Outdent first line in a paragraph

F8 Indent entire paragraph

SHIFT+F8 Outdent eatire paragraph
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Table A.10 Shortcut Keys for Reading Documents

Key Combination Action

ENTER Move to the next Document

BACKSPACE Mave to the previous Document

F4 or TAB Move to the next unread Document

SHIFT+F4 or Move to the previous unread Document

SHIFT+TAB

CTRL+E Edit the current Document

CTRL+P Print the current Document

ESC Close the Document

DELETE Move the current Document to the Trash Folder

SPACE BAR Activate a button or Document/View Database
Link

Table A.11 Shoricut Keys for Views

Key Combination Action

CTRL+A Select all Documents
CTRL+C Copy selected Documents
CTRL+F Find

CTRL+G Find next

CTRL+P Print view

CTRL+X or Cut selected Documents
SHIFT+DELETE

ENTER Open the selected Document
SHIFT+ENTER Go to next main Document
SPACE BAR Select or deselect

(Continited)

Adobe Exhibit 1014
Page 424 of 461



410 % teach yourself Lotus Notes 4

Key Combination

Action

SHIFT+UP ARROW

or SHIFT+DOWN ARROW

F3
SHIFT+F3
F4 or TAB

SHIFT+F4 or SHIFT+TAB

F9

SHIFT+F9

Select multiple documents

Go to next selected Document

Go 1o previous selected Document
Go to next unread Document

Go to previous unread Document

Update all fields in current Document,
View, or Workspace

Rebuild all views in current Document,
View, or Workspace

Table A.12 Shortcut Keys for the Workspace

Key Combination

Action

F1
ALT+F4
F5

ALT+F5
CTRL+F6
F9

SHIFT+F9

CTRL+F9

CTRL+F10
ALT+F10
F10] or ALT
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Get context-sensitive help
Exit Notes

Lock Notes (revoke password login but
leave Notes running)

Restore Notes program window to default size
Cycle through open child windows (MDI)

Update all fields in current Document,
View, or Workspace

Rebuild all views in current Document,
View, or Workspace

Minimize active window and cascade other
active windows

Maximize all open windows
Maximize the Notes program window

Access the menu bar so you can use arrow
keys to choose commands
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Key Combination Action /

CTRL+M Create a new memo F’

CTRL+N Create a new database

CTRL+O Open a database (add a database to work-
space)

ESC Close a database window or document

CTRL+BREAK Cancel a sgrver operation

CTRL+SHIFT+UP/DOWN/  Move a database icon

LEFT/RIGHT ARROW

DELETE Delete a database icon, or mark Document

for deletion

Tabie A.13 Shortcut Keys for the OS/2 Warp Operating System

Key Combination Action

CTRL+ESC Open OS 2 Task List
ALT+TAB Cycle through all currently running programs

Table A. 14 Mouse Shortcuts

Key Combination Action

SHIFT+Click Select/deselect multiple Documents in a View
Select/deselect multiple databases on the
Workspace

SHIFT+Double-Click Open all currently selecied databases on the
Workspace

Double-Click Place the Document cutrently being read in edit
mode

Right Double-Click Close the currently open Document if specified

in the Tools, User Preferences dialog box,
Advanced Options list.
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Mac OS (System 7.1 or higher)

Window Controls

C
A :
w File Edit VDiew Create HWindow Tue 112718 AM
. »
Lotus Notes - orks ace at None
Krelsie's Address
Bock on Loval

Workspsor Properties,

Creste Workspace Page
Ritnove Workspaoe Page
Open Database.

Arrange leons

& Stack Replics kons
Show Unresd

® Show Server Names

Pefresh Unresd Count
A

D

Figure A.7 The Notes Client running on the Mac Operating System (A) The Control menit,
D the Mac S, this box gives the user the option to launch other programs as well as access
system settings (B} Buttons to enable balloon belp settings and coutrol the Noles window,
respectively. (C) The restore/maximize button for a child u indow Noles is an MDI
(Mltiple Document Interface) compliant application. (D) An example of the appearance
of menus in the Notes Client for the Mac OS
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OPTION-click simulates a right mouse click to open pop-up menus
t in Notes.

SHORTCUT

Operating System Specifics

When using the Notes Client on the Mac operating system to locate files, drives
and subdirectories are represented as folders, and files by name. The Mac oper-
ating system supports long filenames for directories and files (see Figure A.8).

Flle Edit w Creal ind w 1

] Chouse o Notes detabase or template file:

taw = Fighawten
Server 1
nemes.nst
Loasl -
E1Smarticons Sets sk
Dat be
Motes Log (Brisn
mﬂmﬂllﬂll Gets ot
k Formot: [Notes Databose Files ¥ |
01/02/96 10:43:47 AM 160K bytes
Filenine .
[Fighewion Latus Notes Datamumes.nef | Browss..

Flgure A.8 The Notes Client running on the Mac operating system.
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Keyboard and Mouse Commands

Table A.15 Shortcut Keys for Editing Documents

Key Combination Action

COMMAND+A Select contents of a Document

COMMAND+B Bold text

COMMAND+C Copy selected text

COMMAND+E Edit a Document

COMMAND+F Find and replace

COMMAND+G Find next and replace

COMMAND+I Italicize text

COMMAND+J Format paragraphs (margins, tabs, line
spacing, other)

COMMAND+K Format text (font, size, color, other)

COMMAND+T Change to normal text

COMMAND+U Underline text

COMMAND+VY Paste

COMMAND+X Cut selected text

COMMAND+Z Undo last action

COMMAND+W Close the current Document

Table A.16 Shortcut Keys for Reading Documents

Key Combination Action

ENTER Move to the next Document
BACKSPACE Move to the previous Document

TAB Move to the next unread Document
SHIFT+TAB Move to the previous unread Document
CTRL+E Edit the current Document

CIRL+P Print the current Document

ESC Close the Document
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Key Combination Action

DELETE Move the current Document o the Trash
Folder

SPACE BAR Activate a button or

Document/View Database Link

Table A.17 Shoricut Keys for Views

Key Combination Action

COMMAND+A Select all Documents
COMMAND+C Copy selected Documents
COMMAND+F Find

COMMAND+G Find next

COMMAND+P Print view

COMMAND+X Cut selected Documents
ENTER Open the selected Document
SHIFT+ENTER Go to next main Document
SPACE BAR Select or deselect
SHIFT+UP ARROW or Select multiple Documents
SHIFT+DOWN ARROW

Table A.18 Shortcut Keys for the Workspace

Key Combination

Action

COMMAND+M
COMMAND+N
COMMAND+O
ESC

CTRL+SHIFT+UP/DOWN/
LEFT/RIGHT ARROW

DELETE
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Create 2 new memo

Create a new database

Open a database (add a database to workspace)
Close a Database Window or Document

Move a database icon

Delete a database icon, or mark Document
for deletion
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Table A.19 Mouse Short 1t

Key Combination Action

SHIFT+Click Selec deselect muliple Documents in a View
Selec deselect multiple Databases on the
Workspace

SHIFT+Double-Click Open all currently selected databases on the
Work pace

Double-Click Place the Document urrenily being read in
edit mode
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P

Installing the Sample
Applications that Ship
with this Book

To help you get the most from the step-by-step exercises included in this book,
a single 3.5" floppy diskette with a Notes Database is included. This database
contains a number of Documents designed to illustrate many important concepts
in Lotus Notes.

1t is recommended that you copy the database TYLNDISC.NSF from the
diskette to a subdirectory or folder beneath your Notes data directory.

For example: If you are using Windows 95 NT 3.1, it is likely that your
Lotus Notes software is installed in a directory called NOTES. Beneath this direc-
tory is subdirectory called DATA. I suggest you create a subdirectory beneath
DATA called TYLN, and copy the database on the included disk to it. The path
for your database would then be NOTES\DATAVTYLNATYLNDISC.NSF.

417
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VCANOTESADATANTYLHA - [M5-DOS_b)

|

Figure B.1 The recommended path for the Teach yourself discussion database

M|

—

If you choose another location for your Notes database, remember to
substitute the path you used when working with the step-by-step
example in Chapter 3 that involves adding the example database to

NOTE your workspace.
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Glossary

' The symbol * NEW+* indicates a new feature in Notes Release 4.
N4

NOTE

Q italicized words in the following entries are defined in this glossary.

NOTE

About Document

The About Document is usually displayed when you open a database for the
first time. It contains information supplied by the database’s designer to help
you understand more about the database, such as its purpose and tips on its
use. While the About Document generally appears the first time you open 2
database, the designer may have elected to have the About Document appear
every time you open the database or whenever the contents of the About
Document have changed.

419
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Access Control List (ACL)

An Access Control List is stored internally in every Notes database and allows selec-'
tive access to a database and its contents, It combines Access Levels along with
Access Types to create a wide combination of possible security levels. Some exam-
ples of how the Access Levels and Access Types can be combined 10 create secu-
rity include:

% A person who can create new Documents in a database but cannot edit
them once they have been created

% A person who can create and edit any Document in a database

<+ A Notes Server that can add new Documents and edit existing Documents
but cannot delete any

Access Levels

Levels of security in an Access Control List. They are combined with Access Types
and other options in the Access Control List dialog box to create a security
model for a database. The seven Access Levels are:

1. No Access—A person or Notes Server in the ACL whose access is set 1o
No Access will not be able to open the database containing that ACL.

2. Depositor—A person or Notes Server in the ACL whose access is set to
Depositor will be able to open the database containing that ACL and
create new Documents in the database. Once the new Document is cre-
ated and saved, however, the Document's creator will not be able to see
the Document, or any other Document in the database.

3. Reader—A person or Notes Server in the ACL whose access is set to
Reader will be able to open the database containing that ACL, and read
any Documents in the database that are not restricted from the user by
security features other than the ACL A person or Notes Server with
Reader Access in an ACL cannot create new Documents in the database
containing that ACL.

4. Author—A person or Notes Server in the ACL whose access is set to

A”K‘(?Jb‘é'ﬂlxﬁﬁ)'}{‘*&'ﬂi be able to create new Documents in the database
i h
COIF%%[%IOF 4‘3 , as well as edit the Documents he creates after eac
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Document is saved. It is possible, however, that security features other
than the ACL may restrict a person or Notes Server with AutborgAccess
from editing Documents once they have been saved. An Author may
also have the privilege of creating Private Agents and Private Folders in
a database.

5. Editor A person or Notes Server in the ACL whose access is set to
Editor has the same privileges as a person or Notes Server with Author
Access. In addition, an Editor has the ability to edit his own Documents
as well as Documents created by other users. An Editor may have the
privilege of creating Private Agents and Private Folders in a database, as
well,

6. Designer—A person or Notes Server in the ACL whose access is set 1o
Editor has the same privileges as a person or Noftes Server with Editor
Access. In addition, a Designer has the privilege to create new database
Forms, Views, Navigators, and Shared or Private Folders, as well as
Shared or Private Agents.

7. Manager—A person or Notes Server in the ACL with Manager Access in a
database has the same privileges as a user or Notes Server with Designer
Access. In addition, a Manager may make changes to the Access Control
List of a database or delete the database in its entirety from a Notes Server.

Access Types K NEW X

Access Types allow Database Managers to group members of an Access Control
List (ACL) together for security purposes Access Types are combined with Access
Levels to create granular security.

Examples:

1. A group of persons and a group of servers in the ACL may both have
Editor Access. However, to prevent deletions from replicating to other
instances of a database, the group of servers could be restricted from
deleting Documents.

2. Before executing, an Agent may check to see if the user executing it is a
person or a Notes Server. If the Agenfs executor is a person, the Agent
may display a message saying “This Agent is designed to be run from a
Notes Server. Please contact your Database Manager for assistance.”
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The six Access Types are:

Person
Group of Persons
Server
Group of Servers

Group (Persons and Servers)

A

Unspecified

Actions (1) Y NEW%

Actions represent a condensed programming language new to Release 4.0. Using
Actions, common tasks that a user performs can be represented programmati-
cally. What makes Actions distinctive from other methods of programming in
Notes Release 4.0 is the Action Builder dialog box, an interactive window
designed to allow users extensive control combined with ease of use. One or
more Actions can be combined into an Agent.

Actions (2) X NEWX

A special type of Notes Agent. In this context, an Action is an Agent that is
specifically designed to be included in an Action Bar.

Action Bar Y NEW %X

The Action Bar is a bar across the top of a Notes View or Document that allows
you to execute Agents by clicking a button.

Agent

Agents are a combination of @Functions, @Commands, LotusScript Commands,
and Actions. Agents are designed to automate a process or task in Notes. Prior
to Notes Release 4, Agents were referred to as Macros. Agents are created using
the Create, Agent command on the Notes Client menu. Agents can be executed
using the Actions command on the Notes Client menu, an Action Bar, or auto-
matically by a Notes Client or Notes Server.
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Attachment

them that is the file’s name

They are created by choosing File, Attach.., from the Notes Client menuy
while the cursor is in a rich text field on a Ocument. Once inserted, attach-
ments are activated by double-clicking them and choosing Launch, Detach, or
View from the Attachments dialog box,

program instead of a manuyal user), they may appear at the bottom of

’ When Attachments are added to a Document programmatically (by a
[V
J-‘ the Document or in an area other than a rich text field.

NOTE

Button

activated from.

Buttons may also be added programmatically by a Database Designer to a
Form (meaning the button is present whenever a user creates a new Document,
or reads an existing Document using a specific Form).

ent Category.
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Database

A Notes database is a collection of Documents, Responses, design elements
(Views, Folders, Forms, Navigators, Agents, and Fields), security features (ACD#
and administrative information (Replica ID, Replication History, and Selective
Replication information}. It is generally stored with an NSF extension, and
opened using a Notes Client or Notes Server,

Database Designer j

One or more persons with an Access Level of Designer or greater to a Notes
Database. Database Designers are responsible for the creation of the design ele-
ments of a Notes Database (Forms, Views, Navigators, Action Bars, Agents, etc.).

Database Manager

One or more persons with an Access Level of Manager or greater 1o a Notes
Database. Database Managers are responsible for the administration of a Notes
Database on a Notes Server (ensuring that Replication is performed successfully,
for example). Database Managers also maintain the Access Control List of a Notes
Database. A database’s manager may also be the Database Designer.

Database Link % NEW %

Database Links are special buttons that can be included in a rich text field by a
user. They are created by selecting a database and choosing Edit, Copy As
Link, Database Link from the Notes Client menu. This moves the Database Link
1o the clipboard, from which it can be pasted into one or more rich text fields by
the user. When a user double-clicks a Database Link, the database specified in
the link is opened at the Notes Client.

create a Database Link and send it to a person via Notes Mail to a
user who does not have access to the database, he will not be able to
use the link).

7 Database Links do not override the Access Control List settings (if you

NOTE
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Database Window Y NEW %

The Panes of the Database Window are called

1.The Navigator Pane
2.The View Pane
3.The Preview Pane

At any time, two of the three panes of the Database Window are optional (they
can be turned off by the user, or forced off of the screen by the Database
Designen). The location of the three panes within the Database Window can be

Document

A collection of Fields and Labels arranged for display using a Form. Similar in
function to a record in a SQL table or DBMS,

main Document,

Document Link

Document Links are special buttons that can be included in a rich text Sfield by a
user. They are created by selecting a Document and choosing Edit, Copy As
Link, Document Link from the Notes Cliont menu. This moves the Document

Jfields by the user. When user double-clicks a Document Link, the Document
specified by the link is opened at the Notes Client.
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Document Links do not override the Access Control List or other secu-
rity settings (if you create a Document Link and send it to a person via
Notes Mail to a user who does not have access to the database thal

NOTE .,ntains the Document, he will not be able to use the link).

Embedded Objects

Data from other applications can be stored m a  otes Document as an embed
ded object. When activated, embedded objects call the original application that
created the embedded data and allow you to update the information When
saved, the updated information is stored in the Notes Document.

This differs from a file artachment in that, when activated, file attachments
are copies of the data originally stored in the Notes Document. The information
in the Document will not be updated unless extra steps are taken by the user.

Fields

Fields are elements of a Notes Document designed to hold specific information.
Fields are arranged for the user via Forms. A user knows what type of informa-
tion to enter into a Field based on its field type and information contained in the
Field’s Label. The different types of Fields that Notes supports are:

1. Text—Text fields contain letters, punctuation, space, and numbers that
are not used mathematically.

2 Rich Text—Rich text fields allow users to insert pictures, buttons,
attachments, or embedded objects as well as use text styles (bold, italics,
underlining, different fonts, or color).

3. Keywords—Keyword fields offer predefined text choices that make data
entry more convenient and lend consistency to documents. You can
generate keywords in several different ways and choose from a variety
of display styles.

4 Number—Number fields are used for information that can be used math-
ematically and can include the characters0123456789-+.Ee.

5 Time—Time fields contain time and date information and are made up

Xéggg%rghail&cti fl(}xlrilbers separated by punctuation.
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6. Authors—Authors fields Benerate a text list of names (user names, group
names, and access roles) and are useful for giving people with an
Access Level of Author in the Access Control List the right to edit "docu-
ments they didn't create without expanding their database Access Level
to Editor

7. Readers—Readers fields allow YOu to restrict who can read documents
created with a form, even if users have Reader (or higher) access in the
access control list.

8. Names—Names fields display user or server names as they appear on
Notes’ IDs and are useful for displaying names when you don't need to
assign any type of access rights to documents.

Folders Y NFW %

Folders let you store and manage related documents without putting them into a
Category, which requires a Categories Field in the Form used to create the
Document. Folders are also convenient because you can drag Documents to
them.

You can create Private Folders or Shared Folders. No one else can read or
delete your Private Folders, while Shared Folders can be accessed by everyone
with the ability to read Documents in the database.

To create Private Folders in 2 database, you must have an Access Level of
Reader in the Access Control List of the database. To create Shared Folders in a
database, you must have an Access Level of Designer.

Form

Forms allow users to create Documents that store the database’s data. A form
contains one or more Fields. It may also contain Zabels and graphics to make the
form attractive and casy-to-use and buttons that automate tasks or give users
extra information. Most databases have several forms, each serving a particular
purpose.

Function Language

See @Functions.
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InterNotes Web Browser % NEW %

A component built into every Notes Client, the InterNotes Web Browser recognizes
Uniform Resource Locators in rich text fields and uses them to request information
from the Internet via a Notes Server running the MnterNotes Web Retriever.

InterNotes Web Retriever % NEW %

A program that can be run on any Release 4 Notes Server, the InterNotes Web
Retriever requests information from the Internet and stores it in a Notes
Database. Retrieval can happen on demand (when requested by a Notes Client
running the frterNotes Web Browser), or automatically by the Notes Server,

Location Document

A Location Document is a Document in your Notes Clienfs Personal Name and
Address Book, which contains communication settings you use when you work
with Notes in a particular place. For example, you might use a network port at
the office to connect to Notes servers on a local area network and use a remote
port at home to connect to Notes servers over a modem.

Each of these configurations could be represented by a Location Document
that you could make active on the Notes Client when you were at those places.

LotusScript Y NEW %

LotusScript is Lotus’ object-oriented basic language. It is designed to allow
Database Designers access to the greatest possible set of Notes’ features pro-
grammatically,

Mail Enabling

A feature of a Notes Server that allows any database to transfer Documents to
any other database, similar to the way a person would send information to
anaother person via Notes Mail,

Mobile Notes

Mobile Notes is a collection of features in a Notes Client designed to allow you 10
access a Notes Server or a network or Nofes Servers via a telephone line.
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Name and Address Book

This is a file called NAMES.NSF that is stored on every Notes Client and Not
Server. The purpose of the Name and Address Book is to allow users and Not
Servers access to the information they need to deliver Notes Mail and to mak
connections to each other for Replication or database access.

At the Notes Client, the Name and Address Book may be referred to as th
Personal Name and Address Book, On the Notes Server, the Name and Add
Book may be referred to as the Serper Namé and Address Book,

Navigator * NEW %

Navigators provide a graphical way for users to find documents or take actions
without having to maneuver through views or find menu commands. Notes pro-
vides standard navigators called Folders that appear in the Navigator Pane when
You open a database. A Database Designer can create additional Navigators for
an application to perform specific functions, including those with formulas or
LotusScript programs.

Navigator Pane Y NEW %

An optional component of the Database Window designed to display Navigators.

Notes Client

A copy of Notes, Notes Desktop, Notes Express, or Notes Mail running on a
computer,

Notes Server

A copy of the Notes Server software running on a computer. Notes Server software
is designed to allow Notes Clients 1o share databases, support Notes Mail, and facil-
itate Workflow. A Notes Server may also use the InterNotes Web Retriever to allow
Notes Clients running the InterNotes Web Browser access to the Internet via Notes.

Notes Mail

Notes Mail allows a Notes Client to communicate electronically with other Notes
users. Notes Mail requires a Notes Client to have a connection to least one Notes
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Server. If you are not connected to a Notes Server via a network, you can still use
Notes Mail by connecting to a Notes Server via modem and telephone line.

A Notes mail message is the same as any Notes Document. For example,
you can change fonts and colors, add file attachments and OLE objects, and
include tables, graphics, buttons, and Document, Database, or View Links. Each
Notes user has a database in which to store mail messages.

Object Linking and Embedding (OLE)

A standard designed to allow applications to store and update data in its native
format promoted by Microsoft.

Panes

See Database Window, Programmer’s Pane, Preview Pane, View Pane, and
Navigator Pane.

Personal Name and Address Book Y NEW %

See Name and Address Book.

Preview Pane Y NEW X

An optional pane of the Notes Client that allows you to preview the currently
selected Document in a View. Once a Document is opened, the Preview Pane
can allow you to preview a Document’s Parent Document or Response, or the
contents of Documents linked using Document Links.

Private Folders Y NEW %

See Folders.

Programmer’s Pane X NEW %

A Pane that is opened in the Database Window whenever a user is editing a
button or other Notes design element (View, Form, Field, etc.) Commonly used
by Database Designers.
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Replica ID

A unique identifier that is a part of every Notes database. Databases thflt share
the same Replica ID are called replicas. Only databases that are replicas can
exchange information through Replication.

To view the Replica ID of a database, select the database on the Workspace
and choose File, Database, Properties... from the Notes Client menu. In the
Properties for Database dialog box, click on the Information page to see an
entry containing the database’s Replica ID.

Replication

Notes lets you keep multiple copies of a single database, calied replicas, on
multiple Notes Servers and Notes Clients Replication is the process of exchang-
ing modifications between replicas. Through replication, Notes makes all of the
replicas essentially identical over time.

A replica has the same Replica ID as the original database.

Replicator

A page on the Notes Workspace that allows users (o centralize replication tasks.

Rich Text Fields

See Fields.

Shared Folders

See Folders.

Selective Replication

Notes lets you replicate a subset of documents to a replica so you can limit the
size of replicas. Selective Replication can save disk space, reduce the amount of
time a Mobile Notes Client spends connected to a2 Notes Server and allow you to
only work with information in a database that is relevant,
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Server Connection Document

A Document in the Name and Address Book that tells a Notes Client or a Notes
Server what telephone number to dial to connect to remote servers or what net-
work protocol to use to reach a Notes Server on a Local Area Network (LAN) or
Wide Area Network (WAN).

Smarticons

Smartlcons are buttons that perform an action (for'example, italicizing selected
text) in Notes when you click them. For many tasks, it’s faster to click
Smartlcons than it is to pull down menus or recall and type keyboard shortcuts.

Status Bar

A group of clickable areas at the bottom of the Notes Client that allow you to
quickly perform routine tasks in Notes. A portion of the status bar is dedicated
to displaying messages from the Notes Client to the user.

Table

A Notes element that can be inserted into a rich text field that allows you to pre-
sent information in rows and columns. If you are familiar with the concept of
tables from other database languages (such as SQL), it is important to Note that
tables in Notes are more like the tables feature in a word processing package
than in a database (that is, they contain static information, not dynamic subsets
of data).

Using Document

An optional Document in a Notes Database that is used by the Database
Designer to provide users with help for using the database's features. It can be
opened by selecting a database on the Workspace and choosing Help, Using
This Database... from the Notes Client menu.

Uniform Resource Locator (URL)

A string of characters designed to allow World Wide Web browsers to locate
documents and files on the Internet.
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User ID }

A User ID is 2 file that uniquely identifies a Notes user. Every Notes udbr—per-
son or server—has a User ID. Your User ID determines access privileges between
your Notes Client and Notes Servers.

View

Views are lists of Documents in a Notes dgtabase. Views can select, sort, or cate-
gorize documents in different ways. Views use the Fields stored in each
Document to display information, such as who created the Document, when it
was created, what the subject is, etc.

A View may show all Documents in a database or only a selection of Documents,

View Link Y NEW %

View Links are special buttons that can be included in a rich text Sfield by a user.
They are created by selecting a View and choosing Edit, Copy As Link, View
Link from the Notes Client menu. This moves the View Link to the clipboard,
from which it can be pasted into one or more rich text Jields by the user. When
a user double-clicks a View Link, 2 Database Window with the View specified by
the link is opened at the Notes Client.

View Links do not override the Access Control List or other security
settings (if you create a View fink and send it to a person via Notes
Mail to a user who does not have access to the database that contains

NOoTE the View, he will not be able to use the link).

View Pane Y NEW %

An area of the Database Window dedicated to displaying the contents of the
currently selected View or Folder in a Notes database.

Workflow

Any combination of Notes’ features that automates processes or tasks. Workflows
can be simple, using a single Action, or complex, requiring hundreds of lines of
code in Lotus @Function language or LotusScript.
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Workspace

The primary interface between the Notes Client and the user. The Workspace
consists of a number of tabbed pages. Each tabbed page can contain icons for #
Notes databases located on the Notes Client or on one or more Notes Servers,

A special Workspace Page called the Replicator allows users to centralize
replication tasks.

@Commands ,

Pronounced “at - commands.” A subset of @Functions.

@Functions

Pronounced “at - functions.” A programming language (also called Function
Language) that allows Database Designers and users to create Agents to perform
specific tasks. @Functions are more advanced than Actions, but not as robust as
LotusScript. Prior to Notes Release 4, @Functions were the only development
language. By supporting @Functions in Release 4, even though the more power-
ful LotusScript language is available to developers, Lotus helps maintain back-
wards compatibility with databases created using a previous version of Notes.
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About Document, 49, 419
definition, 419
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Author access privileges, 106
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Designer access privileges, 107
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Manager access privileges, 108
No access privileges, 104
Reader access privileges, 104
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Adobe Exhibit 1014
Page 450 of 461

ACL, see Access Control List
action bar, 422
Actions-Convert to Task, 270-271
Actions-Delivery Options..., 258-259
Actions-Edit Document, 114, 116
Actions-Forward, 266
Actions-Mail Tools-Archive Selected
Documents, 279
Actions-Mail Tools-Create Stationery.. .,
284
Actions-Mail Tools-Letterhead, 284
Actions-Mail Tools-Out of Office. .., 281
Actions-Move to Folder, 93
Actions-Send and File.. ., 264
Actions-Send, 264
Actions-Special Options..., 262-263
agents, 18-19
building Simple Agents, 365-367
introduction, 18-19
options, 378-381
archive profile, 273-280
archiving messages, see Lotus

435
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Notes Mail
AT&T Network Notes, 31-33
Author Names field, see Fields

bee:, 256-257
Book Marks, see Lotus Notes Mail
broadcast applications, 26-27, 33
Button-Edit Button..., 151
buttons, 147-148, 423

caveats, 148

creating, 149-154

definition, 423

deleting, 148

introduction, 147-148

C

categories, 72, 423
definition, 423
described metaphorically, 72
in Views, 71-76
introduction, 72
cc:, 256-257
circumflex, 181
COM ports, 293
compacting, 389-394
databases, 389-391
the Workspace,391-394
CompuServe, 31-33
control menu, 43
Copy As Link, 156, 165
copying, 167-169
a single field’s contents, 167-168
all Document contents, 167
one or more entire Documents,
168-169
Create-Agent..., 368

Create-Folder, 367
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Create-Hotspot-Button...., 149-150
Create-Mail-Memo, 309
Create-Mail-Special-Book Mark, 267

Create-Mail-Special-Phone Message, 267 !

Create-Mail-Special-Serial Route
Memo, 269

Create-Mail-Task, 270
Create-Mail, 254
Create-Obiject..., 140, 145
Create-Sgrver Connection, 297
Create-Table, 142, 144
Create-Workspace Page. .., 43-44
Create, 122-123, 171

D

Database Catalog, 52
Database Link, 155, 424
creating, 165
definition, 424
introduction, 155
see aiso Document Link
Database Properties, 232
Database Window, 59-60, 425
definition, 425
introduction, 59-60
databases, 10

adding to the Workspace, 47-48, 50

application types, 23-30, 31-36

described metaphorically, 10

encryption, 217-218

introduction, 10

locating, 47-48

opening, 51

Replicas, 212-213

sample, 38, 417-418

size limits, 219-220

teach yourself... Discussion, 38,
417-418

4
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user maintenance, 389-391
deleting, 175
Design Pane, 377
DESKTOP.DSK, 391
dialog boxes
Access Control List, 104-110
Add Action, 370
Choose Database, 216
Create Attachment(s), 135
Create Folder, 368
Create Object, 140
Create Table, 142
Database, 241
Edit Find, 182
Encryption for..., 218
error dialogs, 50, 97, 109, 120, 2
Full Text Create Index, 185
Groups and Roles, 111
Icon Size, 327
Mail Address, 258
Maximum Results, 198
Move to Folder, 95
New Replica, 217
Open Database, 47, 54-55
Preview Pane, 99
Properties for Attachment, 136
Properties for Button, 150-152
Properties for Database, 184
Properties for Text, 355
Properties for Workspace, 43
Replication Settings, 221-227
Search Builder, 199-202
Size Limit, 219
Smarticons, 325
used with Layout Regions, 130
User Preferences, 46, 294-296

discussion applications, 24-25, 33-34

Document Link, 133, 155
creating, 156
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inserting into Rich Text, 157
introduction, 133, 155
Documents
adding to databases, 122-124
definition, 425
editing, 114
introduction, 10-11
orphaned documents, 222
¢« reading, 80
see also create, deleting, Response
Documents, and copying
selecting in a View, 87-89
truncated documents, 223

E

Edit-Clear, 175-176

Edit-Copy As Link-Database Link, 165

Edit-Copy As Link-Document Link, 156,
161, 266

Edit-Copy As Link-View Link, 164

Edit-Copy, 168, 170

Edit-Find, 180-181

Edit-Paste, 161, 168, 171

Edit-Select All, 167, 170

Edit-Unread Marks- Scan Unread, 84

Edit-Unread Marks-Mark All Read,
86-87, 89

Edit-Unread Marks-Mark All Unread,
86-87, 89

Edit-Unread Marks-Mark Selected Read,
86, 89

Edit-Unread Marks-Mark Selected
Unread, 86, 89

Edit Current..., 300, 385-386

electronic mail, see Lotus Notes Mail

embedded objects, 139-140, 426
caveats, 140
creating, 140
definition, 426
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deleting, 141
introduction, 139-140
encryption, see database

F

fields, 112-113, 426

adding information, 119-122

definition, 426

delimiters, 117

insertion point, 117

introduction, 112-113

see also copying

types of Fields, 119
File-Attach..., 135
File-Close, 56, 80-81, 114, 128
File-Database-Access Control..., 110
File-Database-Open..., 47, 51, 53
File-Database-Properties. .., 184,

189, 213
File-Mobile-Call Server..., 302
File-Mobile-Hang Up..., 302
File-Mobile-Select Location. .., 299-300
File-Mobile-Server Phone Numbers. ..,

296
File-Open, 81
File-Replication-New Replica. .., 217, 230
File-Save, 114, 128
File-Tools-Smartlcons. .., 324
File-Tools-User Preferences..., 45,

293, 386
file attachments, 134, 423

creating, 135

definition, 423

deleting, 136

detaching, 137

including in a full text index, 185

introduction, 134

launching, 137
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viewing, 138-139
finding information, see full text search-
ing and plain text searching
Folders Navigator, see Navigator
folders, 12, 427
creating, 367-368
definition, 427
introduction, 12
Moving Documents into, 93-94
Removing documents, 371
forms, 112-113, 427
definition, 427
introduction, 112-113
full text index, 185-187
full text searching
across multiple databases, 202-204
by date, 199-200
by field, 200
by form, 200
how results are displayed, 195
introduction, 180
Relevance Ranking, 196
search options, 197-203
search strategies, 204-205
see also full text index and
Search Bar
size constraints, 184
support for wildcards, 183
using the Thesaurus, 198

G

gigabyte, 219-220
Great Plains Software, 30-31, see also
PlainsOnline

H
Help-About This Database..., 52



Help-Help Topics, 188

Help-Using This Database..., 52, 56
highlighting, 38

HTML, 381

HTTP, 381

Icons
database, 40, 42
Note, 39
Shortcut, 39
Warning, 39
information compared to knowledge,
9-10
Internet, 33, 381
InterNotes, 381-384
Web Navigator, 381-384
Web Retriever, 382-384

K

keyboard, 38
considerations, 38
shortcuts, 362, 397-402, 407-4
Keyword field, see fields
knowledge compared to information,
9-10

L

Labels, 112-113

Layout Regions, 130

Links, see Database Link, Document
Link and View Link

Lotus Notes Client, 13-16, 38
Desktop version, 38
full version, 38
interface elements, 40-41
introduction, 13-16
menu, 40
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Lotus Notes Mail, 251

/

addressing, 257-258

archiving messages, 273-240

Book Marks, 267-268

creating a mail message, 255-257

forwarding messages, 265-267

introduction, 251

Letterhead, 284

Mail Tools, 273-287

Mood Stamps, 260-261

opening your mail database, 254

operational concepts, 308-318

Out of Office Notification, 281-283

Phone Messages, 267-268

reading messages, 265

replying to messages, 265

sending mail while working
remotely, 320-321

sending messages, 263-265

Serially Routed Forms, 269-270

server based mail, 308

using Location Documents, 319

setting delivery options, 258-262

signing messages, 262

Special Options, 262-264

Stationery, 284-287

Tasks, 270-272

workstation based mail, 308
Lotus Notes Server, 13-16, 307
Lotus Notes

competition, 25

definition, 8-21

in the press, 8

integrating with other applications,

29-30

M

Mac OS, 38, 412-416
Mail Enabling, 18
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applications, 35-30
definition, 428
introduction, 18
see also Lotus Notes Mail
mailbox file, 307-308
medium database encryption, 218
Memo, see Lotus Notes Mail
Mobile Notes
calling a Notes Server, 301-303
definition, 428
ending a Server phone call, 302
introduction, 291-293
Location Documents, 299-301
Notes Server telephone numbers, 296
Passthru Servers, 304-306
Server Connection Documents,
206-297, 304-307
Modem
setting up for use with Mobile
Notes, 293-294
Mood Stamps, 260
Mouse Shortcuts, 363, 402, 411, 416

N

Names field, see fields

NAMES.NSF, 308

Navigator Pane, 60-62

Navigator, 12, 90, 429
custom, 97-98
definition, 429
described metaphorically, 12
Folders Navigator, 90-91
introduction, 12, 90
using, 90-92

Notes Help Lite, 188

Notes Help, 188

Number field, see fields
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O

Object Linking and Embedding,

145, 430 ?
OLE, see Object Linking and Embedding
05/2 Warp, 405-411
Out of Office Profile, 281-283

P

Panes, gO, see also Navigator Pane,
Preview Pane, and View Pane
Paragraph Marks, 351
Paragraphs, 350
attributes, 351-352
definition, 350
indented, 352-353
outdented, 352-353
styles, 357-363
Passthru Servers, 304-306
Personal Name and Address Book,
293, 308
introduction, 293
NAMES.NSF, 308
Phone Message, see Lotus Notes Mail
Plain Text Searching, 180-182
PlainsOnline, 31-36, see also Great
Plains Software
Preview Pane, 60-62
changing location in the Database
Window, 98-100
definition, 60-62
hiding, 63
resizing, 62
proximity operator, 186

R

Reader Names field, see fields
Reference Applications, 27-28
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Relevance Ranking, see full text
searching
Remove Workspace Page, 45
Replica Stub, see Replication
Replicate, see Replication
Replicate..., 246, 248
Replication Conflicts, see Replication
Replication History, see Replication
Replication ID, 212-213, 216, 431
definition, 431
Examining, 233-234
introduction, 212-213
Replication, 16-18
creating a Replica, 215-218
definition, 431
field level replication, 213-214
introduction, 208-212
Replica Stub, 220-221
Replication conflicts, 249
Repiication histories, 248-248
Replication settings, 221-227
security, 214
selective Replication, 215,
221-227, 431
lips, 228
using the Repicator Page, 237-241
Replicator Page, 41
adding a call entry, 303
adding a hangup entry, 304
introduction, 41
Status indicator, 246
using, 237-241
Replica, see Replication ID and
Replication
Response Document, 11
adding to databases, 127-129
described metaphorically, 11
displayed in Views, 65-71
introduction, 11
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see also Documents }
Rich Text field, seefields
Rich Text, 11 I
Right-Clicking, 38
Route to:, 269
Ruler, 352

S

search bar, 192-196
adding conditions to a Full Text
Search, 193
editing conditions, 193
introduction, 192
using the Search button, 193
using the Search Options button, 196
selecting, 38
Send Outgoing Mail, 320
Serially Routed Forms, see Lotus
Notes Mail
server based mail, see Lotus Notes Mail
simple database encryption, 218
Smartlcons, 324
changing positions, 325-326
changing size, 326-327
creating sets, 328
for database design, 343-344
for Lotus Notes Mail , 334-335
for miscellaneous use, 336-337
for Mobile Notes users, 335
for other Lotus applications, 338
for Smartlcon settings, 338
for the Database Window, 331-334
for the Internet, 343
for the Workspace, 328-330
for word processing or Rich Text
fields, 338-342
introduction, 324
sets, 325
user defined, 344
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step-by-step exercises, 53 5 , 5, 80-83,
87-89, 92-97, 115-118, 124 126,
127-129, 143-148, 149-154, 158 164,
170-173, 173-175, 18 195, 229 236,
241-248, 344-349, 35 362, 367 3 6,
384-389

stop words file, 186

strong database encryption, 218

subcategories, 75

Subject:, 257, 269

tab stops, 355-356

tables, 142-143
creating, 142-143
definition, 342
navigation, 143

T

tabs, 354

Tasks, see Lotus Notes Mail
Text-align Paragraph, 352
Text-Indent, 352
Text-Outdent, 352
Text-Properties. .., 355
Text-Spacing, 350

Text Attributes, 356

Text field, see fields
Textured Workspace, 45
Time field, see fields

Title Bar, 40

To:, 256-257

tracking applications, 28-29, 34-35
TYLNDISC.NSF, 417
umlaut, 181

U

Uniform Resource Locator, 381-384, 432
Unread Indicators, 118
controlling, 83-87
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introduction, 83
RL, see niform Resource Locator
User ID, 433
Using Document, 51

\%

View-Arrange Preview..., 98
View Collapse All, 8
View Document Preview, 99
View-Expand All, 8, 81, 87,170
View Expand Selected Level +, 8
View-Expand Collapse, 8
View Go To-Agents..., 3 4
View-Go To..., 91,2 0
View Refresh Unread Count, 85
View Ruler, 352
View-Search Bar, 191
View Show-Folders, 6, 92, 127, 367
View Show Hidden Characters, 351
View Show Server Names, 229
View Show Unread, 84
View Show, 90
View-Stack Replica Icons, 234
View Link, 155, 164
creating, 164
definition, 155
see also Document Link
View Pane, 59-62
definition, 60-62
introduction, 59
resizing, 62
Views, 12, 63-76, 433
collapsing and expanding, 74, 78
definition, 433
described metaphorically, 65-71
introduction, 12, 63-76
No Response Hierarchy, 69
Response Hierarchy, 65-67
Responses Only, 69
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w

Windows
3.11, 38, 403-404
95, 38, 396-402
NT, 38, 403-404
word processing, 8, 350-365
Workflow, 8
applications, 29, 35-36
illustrated, 20
introduction, 19-20
serially routed Forms, 269-270
Workspace Properties. .., 42
Workspace, 40-41, 434
adding/removing pages, 43
definition, 434
described metaphoricaily, 41
introduction, 40-41
maintenance, 391-394
navigation, 42
organization, 45-46
properties, 43
Replicator Page, 237-241
texture, 45
Workstation based mail, see Lotus
Notes Mail
World Wide Web browser, 381
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About the Disk /

s

To help you get the most from the step-by-step exercises included in this book,
a single 3.5" floppy diskette with a Notes Database is included. This database
contains a number of Documents designed to illustrate many important concepts
in Lotus Notes.

It is recommended that you copy the ditabase TYLNDISC.NSF from the
diskette to a subdirectory or folder beneath your Notes data directory.

For example: If you are using Windows 95/NT/3.1, it is likely that your Lotus
Notes software is installed in a directory called NOTES. Beneath this directory is
subdirectory called DATA. I suggest you create a subdirectory beneath DATA
called TYLN, and copy the database on the included disk to it. The path for your
database would then be NOTES\DATAVTYLN\TYLNDISC.NSF.,

See Appendix B for further details.
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TEACH YOURSELF... Lotus Notes 4

Lotus Notes provides unparalleled email and
document version-control capabilities, making it
the most popular groupware product on the
market today. But Notes offers many features
designed to share knowledge and promote
teamwork. teach yourself... Lotus Notes 4 is the
perfect book to quickly learn how to use these
complex features. By drawing parallels between
the concepts of Notes and tools you use everyday,
this book makes the complexities of Notes easy to
understand and master. Dozens of step-by-step
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