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Critical Acclaim for other books from PC Learning Labs 

PC Leaming Labs Teaches DOS 6 

" .. .if you can follow a cake recipe you should manage it [ the book]." 
"The hands-on approach is very effective in reinforcing and clarifying the in­

formation presented. This is a good book for beginners, especially for people 
who want a clear path to follow, with the assurance that at the end of the road 
they'll know a lot more about DOS 6.0." 

-Neale Morison, PC User 

"With graphics and illustrations and lots of background snippets, you get the 
'ah-so' exhilaration when puzzling jargons suddenly become clear." 

-Francis Chin, The Straits Times 

"For the beginner who really wants to make the best use of DOS, this is an ex­
cellent ... highly recommended .. .learning tool." 

-Hugh Bayless, Monterey Bay Users Group Personal Computer Newsletter 

"Step-by-step instructions in the book are used with the disk's data files to pro­
vide readers with hands-on practice they need to advance to more sophisticated 
computing. The book is organized into easy to follow lessons allowing readers 
to work at their own speed." 

-Emery Jeffreys, The Dayton Beach News Journal 

" ... will take a novice and move him/her up to speed quickly." 

-Barry Mishkind, Radio World 

PC Leaming Labs Teaches DOS 5 

"This book from an organization with 10 years of classroom teaching of person­
al-computer operation under its belt makes the learning process both easier 
and organized. It's like having a personal teacher ... you will emerge a confident 
user of personal computers .. . " 

-Hugh Anderson, The Gazette 
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"[This] book is designed to help you attain a high level of DOS 5 fluency in as 
short a time as possible .... a solid foundation of skills in DOS file manage­
ment ... " 

-Woody Liswood, MicroTimes Magazine 

PC Leaming Labs Teaches Microsoft Access 

"The book is written in a very clear style with numbered, step-by-step instruc­
tions throughout. The layout, choice of fonts and screen dumps are excellent 
and very appealing." 

-Richard King, PC Update 

" ... uses a friendly straight-forward style to take a new user by the hand through 
Access. New users should get the PC Learning Labs offering . .. highly recom­
mended." 

-Andrew Cameron, PC User 

" ... a tightly focused book that doesn't stray from its purpose .. .it concentrates 
on the beginner, and it stays with the beginner." 

-William J. Lynott, Online Today 

"Excellent keystroke-by-keystroke instruction is provided by this handsome 
book." 

-Computer Book Review 
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INTRODUCTION 

Welcome to PC Learning Labs Teaches Lotus Notes 3.0, a hands-on 
instruction book that will help you attain a high level of Notes fluency in 
the shortest time possible. And congratulations on choosing Lotus Notes 
3.0, an easy-to-use, feature-packed program that will help you communi­
cate and work with your colleagues more efficiently. 

We at PC Learning Labs believe this book to be a unique and welcome 
addition to the ranks of how-to computer publications. Our instructional 
approach stems from a decade of successful teaching in a hands-on 
classroom environment. Throughout the book, we mix theory with 
practice by presenting new techniques and then letting you apply them 
in hands-on activities. These activities use specially prepared sample 
Notes databases, which are stored on the enclosed Data Disk. 

Unlike a class, this book allows you to proceed at your own pace. And 
we'll be right there to guide you along every step of the way, providing 
landmarks to help you chart your progress and hold to a steady course. 

When you're done working your way through this book, you'll have a 
solid foundation of skills in 

• Understanding databases, views, and documents 

• Composing and editing documents 

• Using Notes Mail 

• Managing databases and documents 

• Using Notes security features 

• Creating private views and databases 
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• Customizing your Notes workstation 

• Incorporating other forms of data into Notes 

READ THIS BEFORE YOU PROCEED! 

We strongly recommend that you read through the rest of this Introduc­
tion before beginning Chapter 1. If, however, you just can't wait to dive in, 
make sure that you first work through the section "Creating Your Work 
Directory," which appears later in this Introduction. You must install 
the data files in order to perform the activities that appear throughout 
the book. 

WHO THIS BOOK 15 FOR 
This book was written with the beginner in mind. Although experience 
with electronic communications and personal computers is certainly 
helpful, little or none is required. You need only know how to turn on your 
computer and use your keyboard. We explain everything beyond that. 

HOW TO USE THIS BOOK 
You can use this book as a learning guide, a review tool, and a quick 
reference. 

- - A5 A LEARNING GUIDE 

Each chapter covers one broad topic or set of related topics. Chapters 
are arranged in order of increasing proficiency; you will use and elaborate 
on the skills you acquire in each chapter during later chapters. For this 
reason, you should work through the chapters in sequence. 

Each chapter is organized into explanatory topics and step-by-step 
activities. Topics provide the theory you need to master Notes; activities 
allow you to apply this theory to practical, hands-on examples. 
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You get to try out many new skills on specially prepared sample Notes 
databases stored on the enclosed Data Disk. This saves you typing time 
and allows you to concentrate on the technique at hand. Through the 
use of sample files, hands-on activities, illustrations that give you feed­
back at crucial steps, and supporting background information, this book 
provides you with the structure to learn Notes 3.0 quickly and easily. 

1111111 A5 A REVIEW fOOL 

Any method of instruction is only as effective as the time and effort you 
are willing to invest in it. For this reason, we encourage you to spend 
some time reviewing the book's more challenging topics and activities. 

1111111 A5 A QUICK REFERENCE 

General procedures such as opening a database or composing a docu­
ment are presented as a series of bulleted steps; you can find these bul­
lets(·) easily by skimming through the book. These procedures can serve 
as a handy reference. 

At the end of every chapter, you'll find a quick reference that lists the 
mouse and keyboard actions needed to perform the techniques intro­
duced in that chapter. 

WHAT THIS BOOK CONTAINS 

This book is divided into the following 11 chapters and 2 appendices: 

Chapter 1 

Chapter 2 

Chapter 3 

Chapter 4 

Getting Started 

Introduction to Notes Databases 

Working with Database Documents 

Using Notes Mail 
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Chapter 5 Managing Databases 

Chapter 6 More about Editing Documents 

Chapter 7 Private Views 

Chapter 8 Creating a Private Database 

Chapter 9 Making a Database Public 

Chapter 10 Customizing Your Workstation 

Chapter 11 Incorporating Other Forms of Data 

Appendix A Keystroke Reference 

Appendix B Notes Database Templates 

To attain full Notes fluency, you should work through all 11 chapters. 
The appendices are optional. 

111111 SPECIAL LEARNING FEAfURE5 

The following features of this book will facilitate your learning: 

• Carefully sequenced topics that build on the knowledge you've 
acquired from previous topics 

• Frequent hands-on activities that sharpen your Notes skills 

• Illustrations that show how your screen should look at key points 
during these activities 

• The Data Disk, which contains all the files you will need to com­
plete the activities (as explained in the next section) 

• Easy-to-spot, bulleted procedures that provide the general, step­
by-step instructions you'll need to perform Notes tasks 
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• A quick reference at the end of each chapter, listing the mouse 
and keyboard actions needed to perform the techniques intro­
duced in the chapter 

- THE DATA DISK 

One of the most important learning features of this book is the Data 
Disk, the 3½-inch floppy disk that accompanies the book. This disk con­
tains the sample Notes files you'll work on throughout the book. 

To perform the activities in this book, you will first need to copy the 
sample files from the Data Disk to your Notes directory (as explained in 
the upcoming section "Creating Your Work Directory"). This directory 
will also hold all the Notes files that you will be creating, editing, and 
saving during the course of this book. 

WHAT YOU NEED TO USE THIS BOOK 
To run Notes 3.0 and complete this book, you need a computer with a hard 
disk and at least one floppy-disk drive, a monitor, a keyboard, and a mouse 
(or compatible tracking device). A printer is not absolutely necessary. 

1111111 COMPUTER AND MONITOR 

You need an IBM or IBM-compatible personal computer and monitor 
capable of running Microsoft Windows {version 3.1 or higher). A 286-
based system is technically sufficient, but both Windows and Notes will 
run somewhat slowly on it; we recommend you use a 386 or higher (486 
and up) computer. 

You also need a hard disk with at least 20 megabytes (20 million bytes) 
of free storage space if Notes 3.0 is not yet installed or 2 megabytes of 
free space if Notes 3.0 is installed. The amount of space Notes requires 
on your hard drive will vary depending on which features are installed. 
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Finally, you need an EGA or higher (VGA, SVGA, and so on) graphics 
card and monitor to display Windows and Notes at their intended 
screen resolution. (Note: The Notes screens shown in this book are 
taken from a VGA monitor. Depending on your monitor type, your 
screens may look slightly different.) 

111111 KEYBOARD 

IBM-compatible computers come with various styles of keyboards that 
work the same but have different layouts. Figures 1.1, 1.2, and 1.3 show the 
three main keyboard styles and their key arrangements. 

Notes uses all main areas of the keyboard : 

• The function keys, which enable you to use some Notes com­
mands more easily. On the PC-, XT-, and AT-style keyboards, 
there are 10 function keys at the left end of the keyboard; on the 
101-key Enhanced Keyboard there are 12 keys at the top. 

• The typing keys, which you use to enter letters, numbers, and 
punctuation marks. These keys also include the Shift, Ctrl, and 
Alt keys, which are used in combination with other keys to per­
form certain actions. The typing keys are located in the main 
body of all the keyboards. 

• The numeric keypad, which you can use either to enter numeric 
data or to navigate through a document. When the Num Lock key 
is turned on, you use the numeric keypad to enter numeric data, 
just as you would on a standard calculator keypad. When Num 
Lock is turned off, you use the numeric keypad to move through 
Notes by using the cursor-movement keys: Up, Down, Left, and 
Right Arrows; Home, End, PgUp (Page Up), and PgDn (Page 
Down). To turn Num Lock on or off, simply press the Num Lock 
key. To enter numeric data when Num Lock is off, use the num­
ber keys in the top row of the typing area. 
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• The cursor-movement keypad, which is available only on the 
Enhanced Keyboard, lets you move through Notes by using the 
Home, End, Page Up, and Page Down keys. The cursor-move­
ment keypad works the same when Num Lock is turned on or off; 
this allows you to use the numeric keypad for numeric data entry 
(that is, to keep Num Lock on) and still have access to cursor­
movement keys. 

11111 MOUSE OR TRACKING DEVICE 

You need a mouse or other type of tracking device to work through the 
activities in this book. Any standard PC mouse or tracking device (a track­
ball, for example) will do. 

Note: Throughout this book, we direct you to use a mouse. If you have 
a different tracking device, simply use your device to perform all the 
mousing tasks: pointing, clicking, dragging, and so on. 

11111 PRINTER 

You don't need a printer to work through the activities in this book. In fact, 
one of the most important benefits of Notes is that it reduces the need for 
printed documents. If you do use a printer, a laser printer is ideal, but an 
ink-jet or dot-matrix will do just fine. 

CONVENTIONS USED IN fHIS BOOK 
The conventions used in this book will help you learn Notes 3.0 easily and 
efficiently. 

• Each chapter begins with a short introduction and ends with a 
summary that includes a quick-reference guide to the techniques 
introduced in the chapter. 
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• Main chapter topics (large, capitalized headings) and subtopics 
(headings preceded by a cube) explain Notes features. 

• Hands-on activities allow you to practice using Notes features. In 
these activities, keystrokes, menu choices, and anything you are 
asked to type are printed in boldface. Here's an example from 
Chapter 3: 

1. Press Enter to display the Select Keywords dialog box. 

Activities adhere to a cause-and-effect approach. Each step tells 
you what to do (cause) and then what will happen (effect). From 
the example abov~, 

Cause : Press the Ente r key. 
Effect: To disp l ay the Se l ec t Keywords dialog box. 

• A plus sign (+) is used with the Shift, Ctrl, and Alt keys to indicate 
a multikey keystroke. For example, press Ctrl+F10 means "Press 
and hold down the Ctrl key, then press the F10 key, and then 
release both." 

• To help you distinguish between steps presented for reference 
purposes (general procedures) and steps to carry out at your 
computer as you read {specific procedures), we use the following 
system: 

• A bulleted step, like this, is provided for your information 
and reference only. 

2. A numbered step, like this, indicates one in a series of steps 
that you should carry out in sequence at your computer. 

CREATING YOUR WORK DIRECTORY 
Throughout this book, you will be working with several sample data­
bases (and a few other files). In order to use the sample databases, you'll 
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need to copy them into your Notes directory. This directory is probably 
called 1'NOTES," but your Notes administrator may have named it some­
thing else. Before you proceed with the steps that follow, you should ask 
your Notes administrator for the name of this directory; you will need it 
to complete the installation steps. 

111111 INSTALLING YOUR DATA FILES 

Follow these steps to install your data files. (Note: If Notes 3.0 is not cur­
rently installed on your computer, please ask your Notes administrator 
to install it for you . You should not attempt to install Notes without your 
administrator's help.} 

1. Turn on your computer. After a brief internal self-check, your 
operating environment will load. If you are in Windows, go to 
step 2. If you are in DOS, skip to step 4. If you are in a non-Win­
dows, non-DOS environment (GeoWorks, for example}, exit to 
DOS and then skip to step 4; for help exiting to DOS, follow the 
on-screen instructions or refer to your user's guide. If you don't 
know what operating system you are in, ask a colleague or tech­
nician for help. 

2. Within Windows, locate Program Manager. It can appear in two 
forms: as a window (rectangular box) with "Program Manager" 
written along the top in its title bar; or as an icon (small picture) 
with "Program Manager" written beneath it. If your Program 
Manager appears as a window, go to step 3. If your Program 
Manager appears as an icon, use the mouse to move the on­
screen pointer to this icon, and then double-click (press the left 
mouse button twice in rapid succession) to open the icon into a 
window. 

3. Use the mouse to move the on-screen pointer to the Program 
Manager's Control Menu box, the small, square box in the 
upper-left corner of the Program Manager window. Double-click 
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(press the left mouse button twice in rapid succession) on the 
dash within the Control Menu box. A message asking if you 
want to exit Windows will appear. Click the mouse pointer once 
on the OK button below this message. You have now exited 
from Windows to DOS. Skip to step 10. 

4. You may see this prompt: 

Cur r ent date is Tue 02 -18 -1994 
Ent er new da t e (mm-dd-yy) : 

(Your current date will be different.) If you do not see a date 
prompt, skip to step 7. 

5. If the current date on your screen is wrong, type the correct 
date. Use a dash (-) to separate the month, day, and year (for 
example, 6-19-94). 

6. Press Enter. After you type a command, you must press the 
Enter key to submit your command to the computer. 

7. You may see this prompt: 

Cur rent t ime is 0: 25:32 : 56p 
Enter new time : 

(Your current time will be different.) If you do not see a time 
prompt, skip to step 10. 

8. If the current time on your screen is wrong, type the correct 
time. Use the 24-hour format hh:mm (for example, 10:58 for 
10:58 a.m., and 22:58 for 10:58 p.m.). 

9. Press Enter to send the time you specified to the computer's 
internal clock. 
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10. The DOS prompt will appear: 

C: \> 

(Your DOS prompt may differ somewhat from this.) 

11. Type dir and press Enter. The contents of the current disk direc­
tory are displayed, followed by a final line reporting the number 
of free bytes on your hard disk. If you have 2,000,000 or more 
free bytes, go to step 12. If you have fewer than 2,000,000 free 
bytes, you will not be able to install your data files and perform 
the hands-on activities in this book. Before you go any further, 
you must delete enough files from your hard disk to increase 
the free-byte total to at least 2,000,000. For help doing this, refer 
to your DOS reference manual. (Note: Make sure to back up all 
your important files before deleting them!) 

12. Remove the Data Disk from its envelope at the back of this book. 
Insert the Data Disk (label up) into the appropriately sized disk 
drive. Determine whether this is drive A or drive B. (On a single 
floppy-disk system, the drive is generally designated as A. On a 
double floppy-disk system, the upper drive is generally desig­
nated as A and the lower as B.) 

13. If the Data Disk is in drive A, type a:; type b: if the Data Disk is in 
drive B. Press Enter to change the current drive to that of the 
Data Disk. 

14. Type install c:, press the spacebar, and then type the name of 
your Notes directory (it is probably "NOTES" or "NOTES3"; you 
can ask your administrator to be sure). For example, if your 
Notes directory is called "NOTES," you would type install c: 
notes. To install your data files on a hard-disk drive other than 
drive C, substitute your hard-disk drive letter for the c in this 
command. For example, to create your work directory on a 
drive-D hard disk, you would type install d: notes. 
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15. Press Enter to install your data files. If all goes well, the message 

Install i ng data fi l es. 
Please wait . .. .... ..... ....... . .. 

will appear. When the procedure is complete, the message 

Installation successfu ll y completed ! 

will appear. If this message appears, go directly to the Important 
Note following this step. 

If all does not go well, however, one of two messages will appear. The 
first message is 

Installation failed ! c: drive does not exist . 
Reenter the INSTALL command using t he correct drive. 

(Your drive letter may be different.) This message indicates that the 
hard drive you specified in your step 14 command does not exist on 
your computer. If you get this message, simply repeat steps 14 and 15, 
making sure to specify the correct letter of your hard drive. 

The second message is 

Installation f ailed! c : \notes does not exi st. 
Reen ter the INSTALL command us i ng the correct No t es directory name . 

(Your drive letter and/or directory name may be different.) This mes­
sage indicates that you did not enter the correct name for your Notes 
directory. If this happens, repeat steps 14 and 15, specifying the correct 
name for the Notes directory. Your Notes administrator should be able 
to tell you the name of your Notes directory. 

Important Note: The hands-on activities in this book were created with 
a Notes directory on drive C named NOTES3. If you specified a different 
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hard-disk drive or have a different Notes directory name, please remem­
ber to substitute this drive and/or name whenever we mention drive C 
or NOTES3. 

BEFORE YOU START 
Each chapter's activities proceed sequentially. In many cases, you cannot 
perform an activity until you have performed one or more of the activities 
preceding it. For this reason, we recommend that you allot enough time 
to work through an entire chapter in one continuous session. 

Feel free to take as many breaks as you need. Stand up, stretch, take a 
walk, drink some decaf; don't try to absorb too much information at one 
time. Studies show that people assimilate and retain information most 
effectively when it is presented in digestible chunks and followed by a 
liberal amount of hands-on practice. 

You are now ready to begin. Good learning and ... bon voyage! 
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GETTING STARTED 
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W.lcome to the world of Notes 3.0, a software environment 
that is likely to be quite different from any you have experienced. 
Notes is a groupware product that allows you to share work with 
your fellow employees electronically. In this chapter, we will intro­
duce you to some of the basic concepts of groupware in general 
and Notes in particular. We will also take a quick look at the Notes 
environment. 

1 
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When you're done working through this chapter, you will know 

• What groupware is and what Notes is 

• About the Notes workstation environment 

• How to manage database icons 

• How to label workspace pages 

AN OVERVIEW OF NOTES 
Before they were connected by networks, personal computers 
were used mainly by people working independently. Although 
PCs made individuals more productive, they were not well suited 
to supporting the needs of groups. When PCs began to be linked 
together in networks, a new class of software, groupware, 
appeared in order to meet the needs of work groups. 

Lotus Notes is a groupware program that manages information 
for many users on a computer network. Notes allows you and 
your colleagues to communicate electronically and to collect and 
share information by using your personal computers. 

ABOUT THE NOTES ENVIRONMENT 
How do you usually exchange information with your fellow 
employees? Chances are you write and receive memos, attend 
meetings, make phone calls, and send and receive faxes. Using 
Notes, you can exchange information electronically in documents. 
You create these documents by using text-editing tools in Notes's 
graphical user interface, or GUI. (A GUI lets you accomplish tasks 
by pointing to pictures and clicking on buttons, instead of by typ­
ing arcane commands.) 

After creating a document at your computer, you save it to a cen­
tral database that resides on a network. As long as they are also 
connected to the network, your fellow employees can then read 
your document, respond to it, or contribute documents of their own. 

If you are familiar with electronic mail, it may seem that this is 
nothing special. But you might recall that electronic mail provides 
what is known as one-to-many communications. That is, you can 
send documents to many individuals who can then each send doc­
uments back to you. The difference with Notes is that it provides 
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many-to-many communications. Because you send documents to 
a central location, rather than to a single person's computer, any­
one with access to that central location and the appropriate secu­
rity clearance is free to read and respond to your documents. 

THE NOTES WORKSTATION AND THE NOTES SERVER 

Notes is actually made up of two programs: workstation software 
that runs at your computer (and at your workmates' computers), 
and server software that runs at a central location on the network. 
Notes workstations can also run other types of software !spread­
sheets, word processors, and so on). A Notes server, however, is 
usually dedicated solely to coordinating the activities of the Notes 
workstations and to providing Notes services. 

A Notes system is made up of Notes servers and workstations 
that run on a local area network, or LAN {see Figure 1.1 ). A Notes 
system can contain more than one Notes server and can run on 
more than one LAN. Additional Notes servers provide more space 
for databases and distribute the load of communications traffic. 
By using two or more LANs, a Notes system can extend over a 
wider geographic area. This can allow several branches of a com­
pany to share a single Notes system. 

NOTES APPLICATIONS 

A Notes database-or a group of Notes databases-that is 
designed for a particular purpose is called a Notes application. 
Members of a workgroup can use Notes applications for many 
purposes, including 

• Exchanging ideas and opinions 

• Building libraries of reference material 

• Keeping a log of group activities 

• Tracking client histories 

Using Notes applications provides many unique advantages over 
other ways of performing group activities. Consider the following: 

• Because you store documents electronically in shared data­
bases rather than as paper files, information is more readily 

] 
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Figure 1.1 

available to the entire group, more easily organized and main­
tained, more secure, and less redundant. 

• Information can be shared without the complications involved 
in scheduling meetings. Notes also allows groups that are 
spread out over a large area to work together as a team. 

A Notes system 
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• Because Notes information is stored in the form of docu­
ments rather than individual pieces of data, Notes provides a 
data format that resembles the familiar paper memos, 
reports, and proposals of the business world. 

• Using Notes encourages collaboration and cooperation 
across all levels of an organization. 

NOTES MAIL 

Notes does provide an electronic-mail application called Notes 
Mail. Each Notes user has a mail database on the server to which 
other users can send documents. Only you, however, can read the 
documents that are sent to your mail database. Although mail is 
an important feature of Notes, you would be doing Notes (and 
yourself) a disservice by thinking of it as an electronic-mail pack­
age. We will discuss Notes Mail in detail in Chapter 4. 

TOURING THE NOTES ENVIRONMENT 
You can run Notes with or without connecting to a network. If you 
want to use shared databases, you must first attach to the LAN 
running the Notes server that stores the database you wish to use. 
You can also use Notes without connecting to a network, but only 
if you plan to work with private databases or with copies of 
shared databases that are stored on your hard drive. 

QUICK REVIEW OF MOUSE SKILLS 

If you are not familiar with Windows or with using a mouse, there 
are a few concepts we should discuss before you go any further. 
Windows is a GUI (graphical user interface) that runs on top of 
your computer's operating system, DOS. It allows you to perform 
many tasks in an intuitive way by manipulating pictures on your 
screen. In Windows, you use a mouse !or other pointing device, 
such as a track ball) to manipulate these pictures. 

When you move the mouse on your desk or mousepad, a pointer­
it usually looks like an arrow-moves around the screen. The 
action of placing the tip of the arrow over something is called 
pointing. Most Windows actions involve pointing to something 
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Table 1.1 

and then using one of the mouse buttons in one or more ways. 
Table 1.1 summarizes common mouse techniques that you will 
use throughout this book. 

Windows Mouse Techniques 

Technique Name 

Click 

Double-click 

Drag 

Select 

Definition 

To press and quickly release a mouse but­
ton. In general, when we say "click," we 
mean the left mouse button; if we want 
you to click the right mouse button, we 
will say so. 

To press and release a mouse button 
twice in rapid succession. 

To press and hold down the mouse button 
while moving the mouse. 

To point at and click on (or drag over) 
something with which you want to work. 
When you select something, it usually 
appears highlighted on the screen. 

STARTING NOTES 
To run Notes, you must first be running Microsoft Windows, and 
the Notes workstation software must be installed on your comput­
er's hard drive. Notes installation is almost always performed by 
your Notes administrator. To perform the activities in this book, 
you need to have copied the files from the enclosed data disk to 
the Notes directory on your hard disk. If you have not already 
done this, please do so now (see "Creating Your Work Directory" 
in the Introduction). 

After the software is installed, you can run Notes by double-clicking 
on the Lotus Notes application icon (the location of this icon will 
vary, depending on how Notes was installed}. 

I 
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Note: Depending on how Notes is installed and set up on your 
workstation, you may be required to enter your password when 
you start the program. If so, type your password and click on OK 
(if you do not know your password, ask your Notes Administra­
tor). Notes passwords are case-sensitive. 

Let's start Notes and examine the Notes environment: 

1. Turn on your computer. After a brief internal self-check, your 
operating environment will load. If you find yourself in Win­
dows at this point, please skip steps 2 through 6 and con­
tinue with step 7. If you are in DOS, continue with step 2. 

2. You might see this prompt 

Current date is Mon 6-07-1993 
Enter new date (mm-dd-yy): 

(Obviously, your current date will be different.) If you do not 
see a date prompt, skip to step 4. 

3. If the current date is wrong, type the correct date in the speci­
fied format and press Enter. After you type a command in 
DOS, you must press the Enter key to send the command to 
the computer. 

4. You might see this prompt 

Current time is 08:10:32:24 
Enter new time: 

(Again, your time will be different.) If you do not see a time 
prompt, skip to step 6. 

5. If the current time on your screen is wrong, type the correct 
time. (Use the format hh:mm, noting that most versions of 
DOS use a 24-hour clock. For example, to specify the time 
1 :45 p.m., you would type 13:45.} After you type the time, 
press Enter to send it to your computer's internal clock. The 
DOS prompt will appear on your screen; it will probably look 
something like this: 

C:\> 

6. Type win and press Enter to start Windows. After a few 
moments of furious hard-disk activity, Windows will appear 
on your screen. 
Note: In order to start Notes 3.0, you must locate the pro­
gram icon called Lotus Notes. An icon is a small on-screen 
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Figure 1.2 

Control Menu box 

Lotus Notes 
program group 

Lotus Notes 
program icon 

picture that represents a program or a group of programs. 
Because Windows is a customizable program, its appear­
ance and setup can vary significantly from computer to com­
puter. For this reason, we at PC Learning Labs cannot know 
exactly how your version of Windows is set up. Please bear 
with us as we search for the Lotus Notes program icon. 

7. Look for the Lotus Notes program icon depicted in Figure 
1.2. If you see th is icon on your screen right now, please skip 
to step 11. If you do not see the icon, continue with step 8. 

The Lotus Notes program icon 

m lill1 
~ ~ 

+ 

~ 
l!!!J 
Main 

F.rn 
~ 
6-

+ 

8. Program icons are stored in program groups, which are in turn 
stored in a Windows application called Program Manager. If 
Program Manager is running as an icon (a small picture with 
the words Program Manager beneath it), double-click on the 
icon to open it into a window. If Program Manager is run­
ning in a window (as in Figure 1.2), click on the title bar of 
the window to activate it. 

9. Within Program Manager, program groups can appear as 
icons (Applications, Accessories, Main, and so on in Figure 
1.2) or as windows (Lotus Notes in Figure 1.2). In the figure, 
the Lotus Notes program icon is stored in a program group 
that is also called Lotus Notes. If you see a program-group 

I 
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icon with this name, double-click on the icon to open it into a 
window and skip to step 11. 

10. If you do not have a Lotus Notes program group in your Pro­
gram Manager window, you will have to search further for 
the Lotus Notes program icon. Double-click on a program­
group icon that seems appropriate for an application pro­
gram like Notes (Applications or Windows Applications 
would be good candidates). If you see the Lotus Notes pro­
gram icon somewhere inside this window, skip to step 11. If 
not, double-click on the program-group window's Control 
Menu box (the small box in the upper-left corner of the win­
dow, as shown in Figure 1.2) to close the window. Repeat 
this step as many times as needed to find your elusive Lotus 
Notes program icon. 

11. Double-click on the Lotus Notes program icon to start 
Notes 3.0. 

EXPLORING THE NOTES WORKSPACE 

The Notes workspace is your dashboard for driving through the 
world of Notes applications. The workspace is made up of win­
dow elements that are common to all Windows programs (menus, 
scroll bars, and so on), six tabbed workspace pages, a Smartlcon 
bar that you can use to perform common actions, and a Status 
bar that provides information about what you are doing. We will 
discuss each of these elements in greater detail as we work 
through the book. 

For now, let's take a quick look around the Notes workspace: 

1. Click once on the Control Menu box for the Lotus Notes win­
dow to display the Control Menu, and then choose (click on) 
Maximize. The exact appearance of your Notes workspace 
will be slightly different than what you see in the figures in 
this book. For example, where you see the author's name in 
the figures, you will see your own name on your screen. You 
might also see different pictures on the workspace pages. 

2. Examine the window-control elements of the Notes work­
space (see Figure 1.3). You use window-control elements to 
size, arrange, and move through windows. 
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Figure 1.3 The window-control elements of the Notes 
workspace 

Title bar Minimize button 

Application Control ---E. 

Menu box 

Window Control 
Menu box 

/ 

I 
Restore buttons 

3. Click on the minimize button for the Lotus Notes - Workspace 
window. The window is reduced to an icon on the Windows 
desktop. 

4. Double-click on the Lotus Notes - Workspace icon to restore it 
to a window. 

5. Examine the rest of the workspace (see Figure 1.4). You use 
the menu bar to choose commands within the Notes environ­
ment. The Smartlcon bar provides buttons (called Smartlcons) 
that you can click on to perform various common actions. 
The Status bar has many segments that provide information 
about what you are doing. 

6. Examine the workspace pages. There are six pages in the 
Notes workspace that resemble tabbed pages in a file cabi­
net. You can use each page to store icons for various 
related databases. 
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The Lotus Notes workspace environment 

7. Click on the tab for the second workspace page to activate it. 
When you activate a page it moves to the top, turns gray, 
and becomes the current page. 

8. Activate the first workspace page by clicking on its tab. 

ORGANIZING DATABASE ICONS 

The large square buttons with pictures on the workspace pages 
are called database icons. You use these icons to open databases 
with which you wish to work. In addition to the picture on each 
icon, you will also see the name of the database (you will learn 
how to display other database information on the icons in Chap­
ter 5). Table 1.2 summarizes some of the methods you can use to 
arrange database icons. 

I 
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Table 1.2 Techniques for Working with Database Icons 

Desired Result 

Select a database icon 

Select multiple data­
base icons 

Move a database icon 

Arrange all the icons 
on a workspace page 

How to Do It 

Click on it. 

Press and hold down the Shift key and 
click on each database icon you wish to 
select. 

Point to it and drag to a new location. To 
move a database icon to a different 
workspace page, drag it onto the tab for 
the desired page. 

Choose View, Arrange Icons. 

Let's select some database icons and move them around in the 
Notes workspace: 

1. Click on one of the database icons to select it. The icon now 
appears to be sunken into the workspace page rather than 
raised. 

2. Press and hold the Shift key and click on one of the other 
database icons to add it to the selection. Two icons should 
now be selected {see Figure 1.5). 

3. Click anywhere in the workspace page surrounding the data­
base icons to deselect them. 

4. Point to a database icon and drag it to another location on 
the page. You can place icons anywhere on the page. 

5. Choose View, Arrange Icons to arrange the database icons 
on the active page. This command arranges the icons to fill 
the page, beginning in the upper-left corner and proceeding 
left to right and top to bottom. 

6. Press and hold Shift, and then click on the database icons for 
your Mail and Address Book databases to select them (the 
names of these databases will also include your user name). 
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Selecting more than one database icon 

CIJJ 

7. Continue to hold down the Shift key, point to one of the 
selected icons, drag until the mouse pointer is over the tab 
for the second workspace page, and then release the mouse 
button. The database icons disappear from the first work­
space page. 

8. Click on the tab for the second workspace page to activate 
that page. Your screen should resemble Figure 1.6. 

LABELING WORKSPACE PAGES 

You can use the six workspace pages to keep groups of related 
database icons together. To make the pages easy to identify, you 
can label and change the colors of their tabs. To do so, 

• Double-click on the tab that you wish to change. The Work­
space Page Name dialog box appears. 

• Type a label in the Name box and/or click on a color in the 
Color bar. 

• Click on OK. 
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Figure 1.6 

Figure 1.7 

Moving database icons to a different page 

Let's try it: 

1. Double-click on the tab for the second workspace page to 
display the Workspace Page Name dialog box. 

2. In the Name box, type My Mail. 

3. In the Color bar, click on a color of your choice. Your screen 
should resemble Figure 1.7, although you may have selected 
a different color. 

Labeling a workspace page 

N_ame: 

£ olor: 

Workspace Page Name _ 

OIC 1 
! Cancel l 
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4. Click on OK to close the dialog box. The tab for the second 
workspace page now says My Mail. Notice, however, that 
the color you selected is not displayed. This is because the 
tab for the active workspace page always appears in the 
color of the workspace background. You will see the new 
color on the tab when you activate a different page. 

5. Double-click on the tab for the first workspace page to dis­
play the Workspace Page Name dialog box and point to its 
Title bar; drag the dialog box down until you can see all the 
tabs. Now that the first page is active, the tab for the second 
page appears in its new color. 

6. Type your name in the Name box and click on OK. Your 
screen should resemble Figure 1.8, except that you will see 
your name instead of the author's. (Your entire name might 
not fit on the workspace page tab.) 

The workspace with two labeled pages 

CIDI 
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EXITING NOTES 

SUMMARY 

You should always exit Notes before turning off your computer. 
To exit Notes, choose File, Exit. It is not necessary to close any 
Notes windows that might be open before you exit. 

In this chapter, you learned that Notes belongs to a relatively new 
kind of software called groupware. You learned that Notes allows 
you to share information with your fellow employees in the form 
of documents that are stored in a central location called a Notes 
server. You also learned that Notes comprises two kinds of soft­
ware, server and workstation, and that it runs on a local area net­
work, or LAN. We also discussed some ways Notes can be used, 
and some of the advantages of using Notes over traditional ways 
of doing business. 

We then took a quick tour of the Notes environment, beginning 
with a review of mouse skills. You learned how to start Notes and 
how to use the window elements of the Notes workspace. Finally, 
you learned how to work with database icons and how to label 
workspace pages. 

The following table summarizes some of the techniques you 
learned in this chapter: 

Desired Result 

Start Notes 

Display application Control 
Menu 

Minimize window 

Restore minimized icon 

Activate workspace page 

Select database icon 

How to Do It 

Double-click on Lotus Notes 
icon 

Click on Control Menu box 

Click on minimize button 

Double-click on icon 

Click on tab for page 

Click on it 

I 
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Desired Result 

Select multiple database icons 

Move database icon 

Arrange database icons 

Label workspace page 

How to Do It 

Press and hold Shift key and 
click on each icon you wish to 
select 

Drag to desired location 

Choose View, Arrange Icons 

Double-click on tab, type name 
for page in Name box, click on 
desired color, click on OK 

In the next chapter, we will explore some examples of Notes data­
bases. You'll learn how to open databases and how to understand 
documents and views. You'll also learn about the Notes help system. 

IF YOU'RE SfOPPING HERE 
If you wish to stop here, please choose File, Exit to exit Notes 
(you will need to restart Notes when you begin Chapter 2). If you 
wish to proceed directly to Chapter 2, please do so now. 

I 
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A II the informat ion you work with in Notes is contained in 
databases. A Notes database is a collection of related information 
that is stored in the form of documents. Most databases are stored 
on a central server so that many people can have access to them, 
but databases can also be stored locally on your hard drive. In this 
chapter, we'll take a look at the basics of Notes databases. You'll 
learn how to examine the contents of databases through views 
and how to browse through the documents within databases. You 
will also learn about the Notes on-line help system. 

19 
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When you're done working through this chapter, you will know 

• How to open a database and examine its views and documents 

• About different kinds of Notes applications 

• How to use the Notes help system 

EXPLORING A SAMPLE DATABASE 
There are many kinds of databases in Notes, and their appearances 
can vary drastically. There are a few things, however, that most 
Notes databases have in common. First, they are all made up of 
documents; second, you access these documents through views. 

Documents can look very different in different databases. All 
views, however, are similar in that they contain rows and columns 
of information. Each row in a view represents a single document 

I 

in the database, and each column represents a particular combina­
tion of data taken from those documents. All this will become 
much clearer in a few moments, when we take a look at a sample 
Notes database. 

OPENING A DATABASE 

Databases are stored either on a central server or on your hard 
drive. To view and work with a database, you must first add the 
database's icon to your workspace. A database icon is like a door­
way through which you can enter a database. To add a database 
icon to your workspace, 

• Activate the workspace page where you want the database 
icon to appear. 

• Choose F;/e, Open Database to display the Open Database 
dialog box. 

• Select the drive or server where the database you want to add 
is located and click on Open. 

Note: Because this is a self-study book, all the databases you 
will use are stored on your hard drive, with the exception of 
your Mail database. In general, the databases you will use at 
work will be stored on a server. Most database concepts apply 
in either case. The main difference is that you will not be 
asked to provide a password to access databases on your 
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hard drive. When you attempt to access databases that are 
stored on a server, you will be asked to provide your password. 

• Select the name of the database that you want to add. 

• Click on Open to add the database icon to your workspace, 
open the database, and exit the dialog box. 

To open a database from your workspace, all you need to do is 
double-click on its icon. If this is a database that is stored on a 
server, you may be asked to enter your password. If so, type your 
password and click on OK. 

The first time you open a database, a window containing a docu­
ment called About Database Name usually appears (Database 
Name here stands for the actual name of the database). This docu­
ment is composed by the person who created the database (the 
database's designer), and its purpose is to provide an overview 
of the database. You can close the About Database Name docu­
ment-or any other Notes window- by either double-clicking the 
right mouse button or pressing the Esc key. 

You can have many windows open in Notes at a time. In fact, when 
you first open a database, there are actually two windows open: 
the About Database Name document window and one view of the 
database (you might even consider the Notes workspace to be a 
third open window). The Window menu allows you to manage mul­
tiple windows within Notes. Table 2.1 summarizes some Window 
menu commands that you may find useful. 

Notes Window Menu Commands 

Command Effect 

Tile Arranges all the open windows to use as much 
space as possible. This command is useful when 
you need to see the contents of several windows 
at a time. 

Cascade Stacks all the open windows like a hand of cards 
so that you can see their title bars. 

Minimize All Reduces all open windows to as small a size as 
possible. 

I 
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Table 2.1 

Figure 2.1 

Notes Window Menu Commands (Continued) 

Command Effect 

Maximize All Stacks all open windows so that only the active 
window is visible. 

The bottom of the Window menu lists the names of all the open 
windows, and you can use this list to activate different windows. 

In this book, the sample databases all refer to a fictional music 
school called the ABC School. Let's open a sample Notes data­
base and take a look at its About Database Name document: 

1. Make sure that the first workspace page is active, and then 
choose File, Open Database to display the Open Database 
dialog box. The Server box displays the names of any serv­
ers to which your workstation is attached, as well as the 
word Local, which refers to databases that are stored on 
your hard drive. 

2. Select (click on) Local and click on Open to display the names 
of databases that are stored in the Notes directory of your 
hard drive (see Figure 2.1; the name of the directory you see 
above the list of databases might be different from what you 
see in the figure). 

The Open Database dialog box 

Open Database 

I Local 

Se1verName/Organi2ation Name 

C:\NOTESJ 
r,,: ,_, 
ABC News 
ABC Students 
ATM User's Guide 
Nolu Help Relc alte 3 
Proctice libtai, 
Re/core Notes 
Si&nlplu Dalabase 
Wih10ac'i Address Book 
Wod1,inn at ABC 

[ilename: 

!ABCDISC.NSF 

lli>Jn 1 
Oone I 

• I Add Icon I 
i-- I A.!!.oul.. j 

Ca}I ., l 

I 
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3. Select Sample Database and click on Open to add the data­
base icon to your workspace, close the dialog box, and open 
the database. 

4. Examine the About Sample Database document that 
appears on your screen (see Figure 2.2). The first time you 
open a database, you will usually see a document like this 
one. This particular document doesn't tell you much about 
this database; many About Database Name documents go 
into much greater detai l than this one, as you will see later 
in this book. 

An About Database Name document 

+ 

Welcome to Notes! 

'When you open oda!abose for the firsl tIrne, on About Database document appears (like !his one) to • 
the datab~e and provide guidelines for 11.s use. This is o sample dotabase designed lo help you 
get1om1lie.r with the bo&1c slfucture of Notes daloboses 

5. Choose Window, Cascade to stack all the open windows so 
that you can see their Title bars. Right now, there are three 
windows open: Workspace, Sample Database - Main View, 
and About Sample Database (see Figure 2.3). 

I 
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Figure 2.3 Cascaded Notes windows 

• * 
* * * 

4J 

♦ 

lotus Noles 

Welcome to Notes! 

When you open B detebtlSe for the first time, an About Oe.tabos 
1he dBtebase end provide guidelines for its use. This 1s a sam 
getfamiliarwilh \he basic slrudure of Notes databases 

• 

♦ 

CID 

6. Choose Window, Maximize All to stack the open windows 
so that only the active window (About Sample Database) is 
v isible. 

7. Point anywhere inside the About Sample Database docu­
ment, and then double-click the right mouse button to close 
it. You can now see the Sample Database - Main View win­
dow, which we' ll discuss in just a minute. You can also close 
the active window by pressing Esc, or by double-clicking on 
the window's Control Menu box. 

UNDERSTANDING A HIERARCHICAL VIEW 

Although each Notes database is designed to meet the needs of 
a particular workgroup, all databases share a similar underlying 
structure. The basic component for entering and sharing informa­
tion in any database is a document. In a broad sense, there are 
only two types of documents: main topic and response. 

I 
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Databases are organized in views to make it easier to find docu­
ments and to examine the relationships between them. As we 
mentioned at the beginning of this chapter, a view is a list of 
some or all of the documents in a database, with each row in the 
view corresponding to a single database document. Each column 
in a view represents some combination of data that is taken from 
the documents. 

Every database has at least one view and may have many. The 
view you see the first time you open a database-often called 
Main View-is the default view, and usually displays all database 
documents in a way that is appropriate to the kind of information 
in the database. In many cases, a view that displays both main­
topic and response documents will be a hierarchical view. In such 
a view, response documents appear indented underneath the 
main-topic documents with which they are associated. 

The View menu lists all the views in a database at the bottom of 
the menu (it also contains commands that you can use to control 
the view, which we'll get to later in this chapter). The Compose 
menu allows you to create new documents in the database (we' ll 
discuss composing documents in Chapter 3). 

Let's take a look at the Main View of the Sample Database: 

1. Examine the way information is arranged in the view (see 
Figure 2.4). Each row represents a document. There are 
three columns representing particular kinds of information 
taken from the documents: Date, Rsp, and Topic. 

2. Examine the Topic column in the view. This column shows 
the subject of each document, ~swell as its author and the 
name of the author's company (in this case, the generic 
"Organization Name"). Main-topic documents appear at the 
far left in the column, and response documents appear 
indented below the documents with which they are associ­
ated. Notice that there are both responses to main-topic doc­
uments and responses to response documents. 

3. Choose View to display the View menu. The bottom section 
of the menu lists the views in this database: By Author, By 
Department, and Main View. 

I 
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Figure 2.4 The Main View of the Sample Database 

* * 
1: 
I* 
* * 
* 
* 
1: 
* 
* * * 
* 
r* 
I 
♦ 

05/24193 
05/24/93 
05/24/93 2 
05/24/93 
05/24/93 
05/24/93 4 
05/24/93 
05/24/93 
05/24/93 
05/24/93 
05/24/93 4 
05/24/93 3 
05/24/93 
05/24/93 
05/24/93 
05/24/93 

(CN•Henna He.rper/O•Orgenization Name) 
Response 12 lo M~n Topic #1 (CN•Volene Hemandez/O•Orgenlietion N 

Main Topic #-2 (CNsHe_nna Ha.rper/OmQrgo.nizalion Neme) 
RaGponse #1 lo Main Topicl2 (CNsVolene Hemendez/O•Orgenizatton N 
Response #2 lo Mem Topic #2 (CN=AndrewWeinste1n/O•Organizabon N 

Mein Topic 13 (C.N• Voletie Hernende~/O• Orgnnizalion Name) 
Response #1 to Mein Topic #3 (CN•HMna Herper/O•Orgo!'llzeuon Neme) 
Response #2 to Mein Topict3 (CN•Jordo.n Donohue/O•Orgonizc.tion Nern 
Response #3 ID Maio Top,c#3 (CN•AndrewWeinstein/O•Organ,zalion Ne. 
Rnponse 14 lo Main Topic#J (CN•Fmnk Desoto/0-0rgoniwtion Nome) 

Main Topic #4 (CN•Andrew Weinstein/0°01g1111ization Nwne) 
Response 11 10 Mein Topicl4 (CNsJorde.n Donohue/O•Organize.tion Na 

R.espons,e #1 to Responsel1 (CN•AncltewWemstein/0-019~lzation 
Response #2 to Response tl (CN•Hanna Herper/O•Orgenizalion N 
Response #3 to Response 11 (CN=Ve.lerie Hemandez/OocOrg8J'lizebo1 

Mttin Topic #5 (CN=Frank Desoto/O,.Organi zation Name) 

4. Choose Compose to display the Compose menu, which pro­
vides commands for composing documents. You can com­
pose two documents in this database, Main Topic and 
Response. 

Note: In this case, the names of the two documents that can 
be composed- Main Topic and Response-correspond to 
the two types of Notes documents, main topic and response. 
This wil l be true some of the time, but is not necessarily 
going to be the case in every database. The names of the 
documents you see in the Compose menu are arbitrary, and 
are determined by the database designer. 

5. Click on Compose to close the Compose menu. 

BROWSING THROUGH DATABASE DOCUMENTS 

The asterisks in the far-left column of a view are unread markers. 
Not surprisingly, these indicate documents that you have not yet 
read. (Actually, unread markers can be any character, but the 
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asterisk is most commonly used.) Notes offers an incredible vari­
ety of ways to browse through the documents in a database. The 
general procedure to look at a particular database document is 
as follows: 

• Open the database. 

• Select the document you wish to see and press Enter {or 
double-click on the document). 

While you are reading a document, there are a number of tech­
niques you can use to see other documents that are listed in the 
current view. Table 2.2 summarizes some of these techniques. 

Techniques for Viewing Documents 

To View This Document 

Next document listed in the 
current view 

Next unread document 

Next document on same 
level of hierarchy 

Previous document 

Press 

Enter 

Tab 

Plus sign {+) on numeric keypad 

Backspace 

You can also click on the Smartlcons shown in Figure 2.5 to view 
different documents. To find out what a particular Smartlcon is 
used for, you can point to it and click the right mouse button. The 
name of the Smartlcon will appear in the application's Title bar. 

Document-navigation Smartlcons 

Navigate Next Navigate Prev Unread 

Navigate Prev Navigate Next Unread 
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Figure 2.6 

Let's browse through some of the documents in the Sample 
Database: 

1. Make sure that the first document in the view is selected 
(click on it if necessary) and press Enter to open it. 

2. Choose Window, Tile to arrange the Main View and Main 
Topic #1 windows so that you can see the contents of both 
(see Figure 2.6). You can see the contents of the Main Topic 
#1 document in the upper window, and the Main View in the 
lower window. Notice that there is an outline around the Main 
Topic #1 document in the Main View window. Note, too, how 
some of the information in the Main Topic #1 document is 
listed in the Main View. 

Tiling a view and a document 

♦ 

ropic: 
Author: 
Dole: 
Dept 

Main Topic #1 
Jorden Donohue/Orgenization Name 
05/2412;18 PM 
First Department 

Body of main-topic document 

St1111 le Oat-abase - Main View 

Date Rsp Topic 
05 3 2 Main To ic 11 CN=Jordon Donohue O=Or nnizntion Nnrne 

* 05/24/93 Response #1 to Main Topic.fl (CN•Hanna Harper{O-Orgonimtion Name) * 05/24/93 Response #2 to lvlain Topic#l (CN•Valerie Hernaodez/O=Organization Nci * 05/24/93 2 Main Topic #2 (CN=Hanno Harper/O=Organizalion Name) * 05/24/93 Response #1 to Main Topic#2 (CN=Valerie Hernandez/O=Organization Na * 05/24/93 Response #2 to Main Topic#2 (CN=AndrewWeinstein/O=Orga.111<0.tion No 
1. 05/24/93 4 Main Topic #3 (CN=Valerie Hernandez/O=Organization Name) 

♦ 

♦ 

05/24/93 Response #1 to Main Topic lf3 (CN•Ho11na Harper/O=Organization Name) . . . 
3. Press Enter to close the current document and read the next 

document listed in the view. This is a response document 
that is associated with Main Topic #1. Notice that the unread 
marker( * ) no longer appears to the left of Main Topic #1 in 
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the Main View. This indicates that the document has now been 
read. Notice also that the outline in the Main View is now 
around Response #1 to Main Topic #1, the active document. 

4. Point to any Smartlcon, press and hold down the right 
mouse button, and observe the application's Title bar. The 
name of the Smartlcon appears. You can use this method to 
identify the various Smartlcons. 

5. Click on the Navigate Next Smartlcon (it is the downward­
pointing arrow without an asterisk; if necessary, refer to Fig­
ure 2.5 once again) to read the next document listed in the 
view (Response #2 to Main Topic #1). Using this Smartlcon is 
equivalent to pressing Enter. 

6. Press Backspace to read the previous document listed in the 
view (Response #1 to Main Topic #1). You can also use the 
Navigate Prev Smartlcon for this purpose. 

7. Press Tab to read the next unread document listed in the 
view (Main Topic #2). You can also use the Navigate Next 
Unread Smartlcon for this purpose. 

8. On the numeric keypad, press the plus sign (+} to read the 
Main Topic #3 document. Because a main-topic document 
was active, pressing the plus sign moved you to the next 
main-topic document. 

9. Point to the document window and double-click the right 
mouse button to close it (you can also press Esc). 

10. Maximize the Sample Database - Main View window. 

You might think of Notes as having three levels: the workspace, 
views, and documents. Figure 2.7 summarizes the relationship 
between these three levels in Notes. 

COLLAPSING AND EXPANDING A VIEW 

A database can contain many different views, and any given view 
might or might not be categorized. In a categorized view, docu­
ments are grouped together by the information that they contain. 
Document information can be categorized in different ways in dif­
ferent views. Category names are case-sensitive- that is, " Draft 
Documents" would be a different category than "draft documents." 

] 
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Figure 2.7 The structure of a database 

Level !:Workspace 

~ , Level 2; View 
i Level 3: Document 

Date Rsp Topic 

* 11/24 3 Office furnishings (Kim ... - Author: Kim ... 

~ 11/27 Desk recommendat. .. - - Date: 11/ 24 - Topic Office ... 
~ 11/28 Distribution of hand ... -

11/30 Chair types (Tomaki. .. -* ~ 

1 
I 

I 

When you are working with a categorized and/or hierarchical 
view, you can expand or collapse the view either by categories or 
by levels of response. Here are some techniques you can use to 
expand or collapse a view: 

• Choose View, Collapse A/Ito view only main-topic documents 
or categories. 

• Choose View, Expand All to view all documents. 

• Choose View, Collapse (or press the minus sign (- } on the 
numeric keypad} to collapse a selected category or topic. 

• Choose View, Expand (or press the plus sign (+) on the numeric 
keypad) to expand a selected category or one level of the 
responses below a selected document. You can expand all 
levels of response to a selected document by pressing the 
asterisk(*) on the numeric keypad. 
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Let's experiment with collapsing and expanding a view: 

1. Examine the Sample Database - Main View window (see Fig­
ure 2.8). Right now, you can see all the documents in the view. 

The fully expanded Main View 

Dnta Rsp Topic 
05/24/93 2 Main Topic-#1 (CN•Jordan Donohue/O• Organizetion Name) 
05/24/93 Response #1 to Me.in Topictl (CN=HannaHC1tper/O•Orgonizall0n Name) 
05/24/93 Response #2 to Main Topic#1 (CN=Valerie Herne.ndez/O• Orge.nization Ne 
05/24/93 2 Main Topic #2 (CN=Hanna Harper/O• Orgsnizelion Name) * 05/24/93 Response #1 to Main Topic#2 (CN-Valerie Hernandez/O=Organiza1ion N 

'* 0 3 Res ons~#2toMainTo icl2 CN•AndrewWeins.teln/O•Or aniz.&IonNart 

.. 

05/24/93 
05/24/93 
05/24/93 
05/24/93 
05/24/93 4 
05/24/93 3 
05/24/93 
05/24/93 
05/24/93 
05/24/93 

Response #1 to Me.In Topicl3 (CN•HonncHB1per{0•01gcnizab0n Name) 
Respor111e #2 lo MaJn Topici3 (CN•Jordoo Donoh11e/O-Organ1zollon Nom 
Response 13 to Mein Topic #3 (CN--AndrawWe1nstern/O•Organ1iebon Ne. 
Response #4 to Me.in Topict3 (CN-Ftenk Desoto/O•Organization Ne.me) 

Main Topic #-1 (CN•Andrew Weinstein/O• Orgoniu~tion Nome) 
Response #1 to Mi:un Topic #4 (CN-"Jordan Donohue/0-0rganization Nern 

Response #1 to Response #1 (CN•AndrewWeinstein/O•Organization 
Response #2 to Response #1 (CN=Honna Harper/O=Organizotion Na 
Response #3 to Response #1 (CN=Valerie Hernandez/O~Organizatio 

Main Topic #5 (CN=Frank Desoto/O=Organization Name) 

2. Choose View, Collapse All to display only main-topic docu­
ments (see Figure 2.9). All the response documents are col­
lapsed underneath the main-topic documents with which 
they are associated. A plus sign appears to the left of each 
document that has responses hidden underneath it. There is 
no plus sign next to Main Topic #5 because there are no 
response documents hidden beneath it. 

3. Choose View, Expand All to again display all the documents 
in the view. 

4. Select Main Topic #4, and then choose View, Collapse (not 
Collapse All) to hide the response documents for Main Topic 
#4. Both Response #1 to Main Topic #4 and the responses to 
that document are hidden. 

I 
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Figure 2.9 A collapsed view 

2 Ma.in T opic #1 (CN=Jorda.n Donohue/0•019ani1stion Name) 
2 Ma.in To ic #2 CN• Hanna. Har er O• Or a.nization Nome 

Main Topic #-4 (CN=Andrew Weinstein/O• Orga.nizstion Na.me) 
Ma.in Topic #5 (CN• Fra.nk Oesoto/O=Organiza.tion Name) 

5. Choose View, Expand to show the response documents for 
Main Topic #4. Notice that the Expand command displays 
only one level of responses to t he selected document. 

6. Select Response #1 to Main Topic #4, and then choose View, 
Expand to view the responses to this response document. 

USING DIFFERENT VIEWS OF A DATABASE 

As we mentioned earlier, a database can have many different 
views. Different views can display different information, can be 
arranged in different ways, and can even display different docu­
ments. To change to a different view of a database, you choose 
View and the name of the view to which you wish to change (the 
views are listed at the bottom of the menu). 

In the upcoming steps, you will see two examples of views that 
are categorized. In such a view, database documents are grouped 
by the information that they conta in. For example, all the docu­
ments by a particular author might be categorized together, or 
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there might be a category listing documents that pertain to a par­
ticular department. 

This will be clearer when we look at some examples, so let's do that: 

1. Choose View, By Author to select a view of the database that 
lists documents by author (see Figure 2.10). This is a catego­
rized view, and each author's name is a category. Notice that 
the categories (author names) appear in a different color and 
in the leftmost column of the v iew. Related main-topic and 
response documents are indented underneath the categories 
with which they are associated. This view is not, however, a 
hierarchical view. Because documents are grouped by author, 
response documents do not appear below main-topic docu­
ments with which they are associated. A response hierarchy 
in this view would make no sense. 

The categorized view By Author 

* 1 05/24193 Main Topic#4 
It, 2 05/24/93 Response #2 to Mc11n Topic#2 (re: Main Topic#2) * 3 05/24/93 Response #3 to Mc1in Topic#3 (re: Main Topic#3) * 4 05/24/93 Response #1 to Response#l (re: Main Topic #4) 

Nnme. CN=Frank Desoto/O=Organization * 1 05/24/93 Main Topic#S 
111 2 05/24/93 Responset4 10Mi,inTopic#J (re· MoinTopic#3) 

Name. CN• Hanna Harper/OEOrganization 
1 D-5/24/93 Mom Topic#2 
2 05/24/93 Response #1 lo Mc1in Topic#l (re: Main Topic #1) * 3 05/24/93 Response #1 to Main Topic#3 (re: Main Topic#3) 

* 4 05/24/93 Response #2 to Response #1 (re: Main Topic#4) 
Name. CN• Jordan Donohue/O=Organization 

1 05/24/93 Moin Topic #1 
,,:, 2 05/24/93 Response #2to MainT opic#3 (re MainTopic#3) * 3 05/24/93 Response#1 to MainT opic#4 (re Main Topic #4) 

Na.me. CN=Valerie He rnandez/Q; Organiza.tion 
1 05/24/93 Main Topic#3 
2 05/24/93 Response #2 to Main Topic#l (re: Main Topic#1) * 3 05/24/93 Response #1 to Main Topic#2 (re: Main Topic#2) * 4 05/24/93 Response #3 to Response #1 (re: Main Topic#4) 

CID 

Note: Like almost everything in Notes, the structure of a cate­
gorized view is in the hands of the database designer. The 
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examples in these steps show the most common structure, 
but the databases you see at work may differ. 

2. Choose View, By Department to change to a view with one 
category for each unique department. Documents that are 
not categorized (do not contain any department information) 
appear under the heading (Not Categorized). 

3. Choose View, Collapse All to collapse the view so that only 
categories are visible. Categories are not documents, but 
rather are headings under which documents are listed. 

4. Double-click on Second Department to display the documents 
that are associated with that category. Double-clicking on a 
category name will expand a collapsed category (or collapse 
an expanded one). 

5. Double-click on Main Topic #3 to open the document. As in 
views that are not categorized, double-clicking on a docu­
ment name will open the document. 

6. Close the document (double-click the right mouse button or 
press Esc). 

PRACTICE YOUR SKILLS 

1. Display the response documents for Main Topic #3. 

2. Display all the documents in the By Department view. 

3. Return to the Main View of the database. 

The appearance of different views can vary drastically. There 
are, however, two general types of views: categorized and non­
categorized. Figure 2.11 summarizes these two types of views. 

RESTRICTING A VIEW 

You can also use the View menu to restrict the current view to dis­
play only certain types of documents. For example, 

• Choose View, Show Only Unread to restrict a view to display 
only unread documents. 

• Choose View, Show Only Categories to show categories only. 
If you choose this option in a view that is not categorized, you 
will not see anything in the view. 
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Types of views 

Author: Kimbe ... ~. """1--+-t--+--' 

Date: 11/24 
Topic Office ... 

Department: Oper .. 

Noncategorized 

Date Rsp Topic 

. 11/24 3 Office furnishings (Kim ... 

* 11/27 Desk recommendat. .. 

* 11/28 Distribution of hand ... 
• 11/30 Chair types (Tomaki ... 

Categorized 

* 
* i 

• .. 
• 

Date Topic 

Baker, Kimberl 
! 1/24 Office furnishings 
11/27 Should be by Friday .. . 
12/ 04 Open issue #1 me: Op ... 

Date Rsp Topic 

Operations 
11/24 3 Office furnishin ... 
11/27 Desk recom ... 
11/28 Distribution .. . 
11/30 Chair types ... 

View-restriction commands are toggles; that is, to turn a restric­
tion off, you would choose the same command again. Only one 
restriction can be in effect at a time, and the active restriction is 
indicated by a check mark in the View menu. 

Let's try using some view restrictions: 

1. Choose View, By Department to select the categorized view 
By Department. 

2. Choose View, Show Only Categories to display only the cate­
gories in the current view. At first glance, it might seem that 
the Show Only Categories command is the same as the Col­
lapse All command. When you are showing only categories, 
however, there are no plus signs next to the categories, 
meaning they cannot be expanded. 

l 
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Figure 2.12 

3. Change to the By Author view. Only the author names 
appear in the view because the Show Only Categories restric­
tion is still in effect (see Figure 2.12). 

By Author view with the Show Only Categories 
restriction 

Name. CN=Frank Desoto/O=Organization 
Name. CN=Hanna Harper/O=Organization 
Name. CN=Jordan Donohue/O=Organization 
Name. CN=Valerie Hernandez/O=Organization 

4. Choose View, Show Only Categories to remove the restric­
tion from the view and again display all the documents. To 
remove a view restriction, simply choose the command again. 

5. Change to the Main View, and then choose View, Show Only 
Unread to display only the unread documents in the view. 

6. Choose View, Show Only Categories. Because this is not a 
categorized view, nothing is displayed when you choose this 
restriction. 

7. Choose View to display the View menu. Notice that there is 
a check mark next to the Show Only Categories command, 
indicating that it is in effect. The Show Only Unread command 
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is no longer in effect because only one view restriction can 
be active at a time. 

8. Change to the By Author view. You see only categories in 
this view because the Show Only Categories restriction 
remains in effect. 

CLOSING A DATABASE 

You close a database by closing all its open windows. When you 
open a database for the first time, you will see the default view 
selected by the designer of the database. The next time you open 
a database, you will see the view you were using when you last 
closed the database. Any view restrictions you were using, how­
ever, will no longer be in effect. 

Another difference between the first time you open a database 
and subsequent times is that the About Database Name docu­
ment is displayed only the first time. If you want to see the About 
Database Name document again, you can choose Help, About 
Database Name, with Database Name representing the name of 
the particular database. 

Let's close the database and then open it again to see how it 
behaves: 

1. Point anywhere inside the view and double-click the right 
mouse button to close the database. 

2. Double-click on the Sample Database icon to open the data­
base. Notice that the current view is By Author and not Main 
View (which was the default view when you first opened the 
database). This is because By Author was the view you were 
using when you closed the database. The Show Only Catego­
ries restriction, however, is not in effect; view restrictions are 
not retained when you close and reopen a database. Also 
notice that the About Sample Database document did not 
appear; this document appears automatically only the first 
time you open a database. 

3. Choose Help, About Sample Database to display the About 
Database Name document. 

4. Close the About Database Name document, and then close 
the database. 

I 
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EXAMINING DIFFERENT TYPES OF NOTES APPLICATIONS 

A Notes database, or a group Notes databases that work together 
for a particular purpose, is often called a Notes application. Notes 
applications are created and customized by a database designer 
to suit a particular purpose. Although Notes applications can 
come in an almost infinite variety of shapes and sizes, they gener­
ally fall within the following four categories: 

• Discussion applications 

• Broadcast applications 

• Reference applications 

• Tracking applications 

In the next few sections of this chapter, we will look at examples 
of each of these four types of applications. To learn to use a Notes 
database, you should become familiar with the documents that 
are available and the various ways to view them. You can use the 
Compose menu to see what documents are available in a data­
base, and the View menu to examine its views. 

ADDING SEVERAL DATABASES TO THE WORKSPACE 

You can use the File, Open Database command to add several 
database icons to your workspace at one time. To do so, 

• Choose File, Open Database to display the Open Database 
dialog box. 

• Select the drive or server that contains the databases you 
wish to add and click on Open. 

• For each database icon you want to add, select the database 
name and click on Add Icon. 

• When you are finished, click on Done to close the dialog box 
and return to the workspace. 

Let's add several database icons to your workspace: 

1. Choose File, Open Database to display the Open Database 
dialog box. 
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Figure 2.13 

2. In the Server box, select Local and then click on Open to 
display the names of databases that are stored on your 
hard drive. 

3. Select ABC Discussion and then click on Add Icon to add the 
icon for the selected database to your workspace. You remain 
in the Open Database dialog box. 

4. Select ABC News and then click on Add Icon to add the icon 
for the selected database to your workspace. 

5. Select ABC Students and then click on Add Icon to add the 
icon for the selected database to your workspace. (Is this 
tune getting familiar?) 

6. Select Working At ABC and then click on Add Icon to (surprise!) 
add the icon for the selected database to your workspace. 

7. Click on Done to close the dialog box. Your workspace 
should resemble Figure 2.13, although you may have addi­
tional database icons in your workspace, and the icons may 
be arranged differently. 

The new database icons added to the workspace 
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EXAMINING A DI5CU5510N APPLICATION 

Figure 2.14 

Discussion applications provide a forum in which users can 
exchange information on topics of common interest. You might 
use this type of database for brainstorming, feedback, or gather­
ing opinions. Let's look at an example of this type of database: 

1. Double-click on the ABC Discussion icon to open that data­
base and examine the About ABC Discussion document. 
This is an example of a Notes discussion application. 

2. Close the About ABC Discussion document and examine the 
default view of the database (see Figure 2.14). This database 
allows ABC School's students and faculty to exchange opin­
ions on a variety of topics. There are currently two main­
topic documents in this database, and each has several 
responses. 

The Main View of the ABC Discussion database 

* 

I: 
I: 
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05/24/93 
05/24/93 
05/24/93 4 
05/24/93 1 
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05/24/93 

Offer only ciClSsia,J guitor (CN•Jufie. Binder/0 =0rganiza1ion Name) 
Oller e,coushc ond eled11c gu1rer (CN•Jorden Donohue/Oc:Orgenization Nem 
aassiCl'II only (CN•Henne HerpertO~Organizerlon Name) 

Lunch-lime series (CN• Natolie Ward/O• Organization Name) 
Keep it Informal (CN•Valerie HernandezJQ•Orgmuz8tion Nwne) 

I agree! (CN•Julio Binde1/QaOrgc1Molio11 Name) 
Limit 1he number of per1orme,s io each concerl (CN•AnchewWeinstein/O•Or 
Students need perlormence oppor1umties (CNtJordan Oonoh11e/O•Organi1 
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3. Choose Compose to display the Compose menu. You can 
compose two documents in this database: Main Topic, for 
starting discussion topics; and Response, for responding to 
those topics. 

4. Choose View to display the View menu. There are three 
views of the documents in this database: By Author view, By 
General Topic view, or Main View. The word By at the begin­
ning of a view's name usually indicates that the view is cate­
gorized by the information in the view name. 

PRACflCE YOUR SKILLS 

1. Observe the database in the By General Topic view. 

2. Observe the database in the By Author view. 

3. Change to the Main View, and then close the database. 

EXAMINING A BROADCAST APPLICATION 

Broadcast applications provide information to a variety of people. 
You might use this type of database for a company newsletter, 
to track industry current events, or to house meeting minutes 
and agendas. Let's take a look at ABC News, our mythical music 
school's electronic newsletter, which is a good example of a 
broadcast application: 

1. Open the ABC News database (double-click on its icon) and 
examine the About ABC News document. This is an example 
of a broadcast application. 

2. Close the About ABC News document and observe the 
default view of the database (see Figure 2.15). This database 
is designed to be the equivalent of a college newsletter. Its 
default view, called Chronological View, is categorized by 
date, with the most recent documents at the top. In this 
database, main-topic documents take the form of news 
items and appear under the heading Title. There do not 
appear to be any response documents. 
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Figure 2.15 The default view of the ABC News database 

r~ ., 
05/17/93 

05/07/93 
Seminar on performance stress 

Grant Approved 

3. Choose Compose to observe the documents that can be cre­
ated in this database. You can create only one document in 
this database, News Item, which is a main-topic document. 
In some Notes applications, the designer may decide that 
response documents are not necessary or appropriate. 

4. Choose View and examine the views that are available in 
the database. Besides the default view (Chronological View), 
there is also a view called By Keyword. You will see many 
databases in Notes that have views that are categorized by 
information called keywords. We will discuss this more as 
we move through the book. 

PRACTICE YOUR SKILLS 

1. Observe the database in the By Keyword view. 

2. Return to the Chronological View, and then close the database. 

I 
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EXAMINING A REFERENCE APPLICATION 

Figure 2.16 

Reference applications, like broadcast applications, provide infor­
mation, but are less time-sensitive. You might use this type of 
database to store libraries of forms and templates, software codes, 
or policies and procedures. The Working At ABC database is a ref­
erence application used to house employment policies for good 
old ABC School. Let's take a look at it: 

1. Open the Working At ABC database and examine the About 
Working At ABC document. This is an example of a Notes 
reference application. 

2. Close the About Working At ABC document and observe the 
default view, Subject View (see Figure 2.16). The default view 
is categorized and there appear to be both main-topic and 
response documents. The main-topic documents represent 
a policy, and the response documents represent updates to 
these policies. 

The Subject View of the Working At ABC database 

TIUe 

*· ' Student reports 05/24/!ll Natelie Wetd/Otg 05/24/93 12.-SO 
Benefits * T\tilion reimbursement 05/24/93 Julia Binder/Orga 05/24/93 12:50 P * On-site day ce.re 05/24/93 Julia Binder/Orga 07/26/93 09:42 * Flexible-spending account payments (CN=Julia Binder/O=O,ge.ni,e.tion Name) 

* Vacation credit 07/28/93 Natalie Wa.rd/Org 07/28/93 09:59 

--

♦ .. 
[llJ 
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Notice also that there is an area between the Smartlcon bar 
and the view that contains several buttons. This is called the 
Search bar, and you can use it to find documents that con­
tain particular text. We will discuss searching briefly in Chap­
ter 3, and then in detail in Chapter 5. 

3. Observe the documents that can be composed in the data­
base (click on Compose). There are two documents available: 
Policy Procedure, a main-topic document; and Update, a 
response document. 

4. Observe the views that are available in this database (click 
on View). There is only one view in this database, the default 
view called Subject View. 

5. Click on View to close the View menu, and then scroll to the 
right in the view (click on the scroll arrow on the far-right side 
of the scroll bar at the bottom of the view). There is more 
information in this view than will fit in a single maximized 
window. 

6. Scroll all the way to the left side of the view (use the scroll 
bar), and then close the database. 

EXAMINING A TRACKING APPLICATION 
A tracking application allows many users to contribute to an on­
going collection of information to profile or monitor some aspect of 
the group environment. You might use this type of database to 
track sales accounts, client histories, service requests, or project 
development. Our friends at the ABC School have a tracking appli­
cation they use to keep tabs on their students. Let's check it out! 

1. Open the ABC Students database and examine the About 
ABC Students document. 

2. Close the About Students document and observe the default 
view of the database, Student Listing (see Figure 2.17). Docu­
ments in this view are categorized by student. Each student 
has one main-topic document representing his or her stu­
dent profile, and some have response documents that repre­
sent milestones in their records. 

3. Observe the documents that can be composed in this data­
base. There are two: Student Profile, a main-topic document; 
and Milestone, a response document. 
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figure 2.17 The Student Listing view of the ABC Students 
database 

* Hislory,Performemce 
Levy. Caroline 

* Performe.nce,Theory 
Mackenzie, Elizabeth 

* Education 
* Dean's list 
* Council representative 

Polma1ier. Michael 
* Performance 

Thochet. Jeremy 
* Lilere.ture,Performtmce 

* First solo recite.I 

4. Observe the views that are available in the database. There 
are three views available: Student Listing, By Degree, and 
Advisor Listing. 

PRACTICE YOUR SKILLS 

1. Observe the database in the By Degree view. 

2. Observe the database in the Advisor Listing view. 

3. Return to the Student Listing view, and then close the 
database. 

Because each database is built to meet the needs of a specific 
workgroup, adding a database to your workspace is like joining a 
new workgroup. You might think of your workspace as an office 
building (see Figure 2.18}. Each workspace page represents one 
of the building's floors, and each database icon represents a door 
to a room within which a group of people is working on a particu­
lar project. 



I 46 • INTRODUCTION TO NOTES DATABASES 

Figure 2.18 A Notes workspace is like an office building. 
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I, ABC School Workspace l 
1 I' Faculty Administration 
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1111111111 
1111111111 
1111111111 
1111111111 
1111111111 
1111111111 
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A. ABC Discussion (discussion) 
B. Working At ABC (reference) 
C. ABC Students (tracking) 
0. ABC News (broadcast) 

Behind some of the doors, you hear loud conversations as many 
people are brainstorming to hatch strategies or are airing their 
views. These would be doors to discussion applications. Other 
rooms are like libraries, with people working individually, study­
ing reference materials, or making additions to the library's con­
tents; these rooms would represent reference applications. Other 
rooms are like lounges, with people scanning bulletin boards that 
contain information about time lines, sales goals, and so on; such a 
room would be like a tracking application. And finally, there would 
be the broadcast application rooms, where people are reading the 
news or discussing current events. 

] 
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GETTING HELP 
Notes provides an on-line help system that you can use to get 
help on various Notes topics. The help system lives in a database 
called Notes Help Release 3, and you can access it in many ways. 

EXAMINING THE HELP MENU 

You can use the Help menu to get into the Notes help system in a 
number of ways. Some of the commands in the menu show you 
different listings of help topics, while others give you help on a 
specific Notes topic. Some of the Help command you may find 
useful are 

• Current Task, which gives you help on whatever you are 
doing at the time (this is called context-sensitive help) 

• Table Of Contents, which gives you a list of help topics as 
they are organized in the Help database 

• Keyboard, which gives you help on Notes keyboard commands 

• Messages, which gives you a list of help topics that have to 
do with the various messages you may receive while working 
in Notes 

• Index, which gives you an alphabetical list of help topics 

Note: If you are in a database or have a database icon selected in 
the workspace, two other commands will appear in the Help menu. 
The About Database Name command, as we've seen, displays a 
document that gives information about the current database. The 
Using Database Name command displays a document containing 
information about how to use the current database. 

You can also use the Help, About Notes command to display infor­
mation about the current version of Notes. Let's take a quick look 
at the Notes Help menu: 

1. Click in a blank area of the workspace to deselect all the data­
base icons. 

2. Choose Help to display the Help menu, which you can use to 
get different kinds of help. 

3. Choose About Notes to display a message with information 
about the current version of Notes. The people at Lotus built 

] 
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some cute animation into this message, so you might want 
to look at it for a moment or two. {For an added show, try 
clicking on the o in Lotus.) 

4. Point to the message and click the left mouse button to close it. 

NAVIGATING IN THE HELP SYSTEM 

Table 2.3 

Any of the commands we were just talking about can get you into 
the Notes help system. Perhaps the most useful of these com­
mands is Help, Current Task, which gives you context-sensitive 
help. You can also issue this command at any time by pressing 
the Fl key. 

Note: To use Notes help, the Notes Help Release 3 database must 
be available to you. This database can be installed on the hard drive 
of your workstation, on a server, or on both. If the database is not 
installed on your hard drive and you are not connected to a server 
where it is installed, you will not be able to use the help system. 

There are a number of ways to move around in the help system. 
In many documents, you will see small, dog-eared rectangles 
next to some of the text. These are called DocLinks, and by double­
clicking on them you can move to a related help document. In many 
documents, you will also see a row of buttons at the top of the 
screen. Table 2.3 summarizes the Notes help navigation buttons. 

Notes Help Navigation Buttons 

Button What It's Used For 

Index To go to the Notes Help Index 

Find To display a dialog box that you can use to find help 
documents containing text you specify 

Print To print the current help document 

Backtrack To display the last help document that you read 

Next To display the next document in the Help database 

I 

Prev To display the previous document in the Help database 
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Let's explore the Notes help system: 

1. Choose Help, Current Task to display a help document per­
taining to the Notes workspace. Of Notes asks you to enter 
your password, do so and then click on OK.) 

2. Point to the Doclink (the small, gray, dog-eared rectangle) 
after the word Smart/con near the top of the document, and 
double-click to display a help document about Smartlcons 
(see Figure 2.19). There are several navigation buttons at the 
top of the document. 

A Notes Help document 

Table of Contents 

I ~ I 1 WHAT IS NOTES 

I Seciion I 1-04 The Notes Workspace 
Document 1 of 8 on Smartlcons 

Smart Icons 

Smartlcons are buttons that execute an action when you click them For many tasks, they're 
quicker than pulling down a menu or recalling and typing a keyboard shortcut Smartlcons can 
perform simple actions. such as choosing a menu commend or navigating to the next document 
or more complex actions. such as executing a lmacro) formula. Notes comes with over 100 
predefined Smartlcons. including icons for most Noles menu commands. Notes elso includes 
over a dozen custom Smartlcons lo which you can assign your own macros. 

The Notes dialog boxes that you use to work with Smartlcons are: 

I) Smartlcons 
Cl Edit Smartlcons (Windows and PM only) 

Smortlcons Ed,tor Medntosh on 

CID 

3. Scroll down in the document until you get to the heading 
Customizing Smart/cons, and then double-click on the Doclink 
after the text In the Smart/cons dialog box to display another 
help document. 

4. Click on Backtrack to close the current document and dis­
play the last one that you read. 

I 
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Figure 2.20 

5. Close the remaining two help documents (double-click the 
right mouse button or press Esc for each of them}. When 
you move through the help system, each of the documents 
you open remains open to allow you to move back through 
them if you wish. When you close the last help document, 
notice that a new database icon, Notes Help Release 3, has 
been added to the workspace. 

6. Choose Help, Index to view the main index for the help 
system. Index is a categorized view of the Help database 
documents. 

7. Choose View, Expand All to expand all the Index categories 
(see Figure 2.20). 

The Notes Help Index 

• 

S.eh1ct a topic. tfleo press E;NTER or double:click it \Q see ,v-levcint docume_nts 

N otes and Olher Lotus Products 
1-2-3. Lotus 

Craating .COL Files for Importing Spreadsheets 
Importing Spreadsheet Files into Documents 
Importing Spreadsheet Files into Views 
Linking and Embedding Lotus 1-2-3 for Windows Release LO Data 
Linking Lotus 1-2-31or OS/2 Data 
Sending Notes Mail from other Lotus Products 

About Database document 
About Database dialog box 
Designing the Help - About Database document 

Accelemtors - see also Shortcuts 
About Keyboard Shortcuts 

Access 
About User IDs 
Access dialog boxes 
Access Roles dialog box 
Access to Databases 
Database Access Control List dialog box 

- I • 

CID 

8. Under the Accelerators category, double-click on About Key­
board Shortcuts to view that document. 
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9. Double-click on the Doclink to the left of the text Document 
reading keys to display a help document containing the key­
board shortcuts for moving around in documents and views. 

10. Close all help documents to return to the Notes workspace. 

EXAMINING iHE NOiES HELP DAfABASE 

SUMMARY 

The Notes help system is based on a database that is much like 
any other Notes database. You can open it by double-clicking on 
its icon, and you can observe different views by using the View 
menu. Let's take a look at this database: 

1. Open the Notes Help Release 3 database and observe the 
About Notes Help Release 3 document. 

2. Close the About Notes Help Release 3 document and then 
examine the view of the database. The current view is Index, 
because you were using this view when you were last in the 
help system. 

3. Press the letter G to move to Index categories that begin 
with the letter G, and then double-click on Glossary to expand 
that category. Remember, double-clicking on a document 
opens it, but double-clicking on a category simply expands 
the category. 

4. Under the Glossary category, double-click on Notes Terms to 
display that help document. 

5. Click on Index to return to Index view, and then double-click 
on the category Menus to expand it. The Menus category 
contains documents that explain the various Notes menus. 

6. Change to the Messages view of the Help database. This 
view contains an alphabetical list of messages that you may 
see while you are working in Notes. The associated help doc­
uments explain the messages in greater detail. You can also 
get help on a currently displayed message by pressing F1. 

7. Close the Notes Help Release 3 database. 

In this chapter, you learned the basics of Notes databases. You 
learned how to open a database and browse through its documents, 
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how to understand and switch among views, and how to close a 
database. We also discussed different types of Notes applications 
and examined an example of each. Finally, you learned how to 
use the Notes help system. 

The following table summarizes some of the techniques you 
learned in this chapter: 

Desired Result How to Do It 

] 

Add database to workspace Choose File, Open Database; select 
drive or server and click on Open; 
select database; click on Add Icon 

Open database Double-click on database icon 
(you may be asked to enter your 
password) 

Stack windows with Title 
bars visible 

Arrange windows so all 
can be seen 

Stack windows so only top 
can be seen 

Make all windows as small 
as possible 

Choose Window, Cascade 

Choose Window, TIie 

Choose Window, Maximize All 

Choose Window, Minimize All 

Close window Double-click right mouse button or 
press Esc 

Close database Close all open database windows 

Examine documents you Display Compose menu 
can compose in database 

Examine available views in Display View menu 
database 

Read document Select document in view and press 
Enter, or double-click on document 
in view 
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Desired Result 

Read next document 

Read previous document 

Read next unread 
document 

Expand all categories or 
topics 

Expand selected category 
or topic 

Collapse all categories or 
topics 

Collapse selected category 
or topic 

Use different view of 
database 

Show only unread docu­
ments in view 

Show only categories in 
view 

Get context-sensitive help 

View Help Index 

Move to related help 
document 

Return to last read help 
document 
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How to Do It 

Press Enter or click on Navigate 
Next Smartlcon 

Press Backspace or click on Navi­
gate Prev Smartlcon 

Press Tab or click on Navigate Next 
Unread Smartlcon 

Choose View, Expand All 

Choose View, Expand 

Choose View, Collapse All 

Choose View, Collapse 

Choose View and select name of 
desired view 

Choose View, Show Only Unread 

Choose View, Show Only Categories 

Choose Help, Current Task or 
press F1 

Choose Help, Index or open Help 
database and select Index view 

Double-click on Doclink 

Click on Backtrack or close current 
document 

In the next chapter, you will learn how to compose documents. 
You will learn about the different types of information you can 
enter, and how to create both main-topic and response documents. 

I 
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You will also learn how to use Notes editing tools-including 
Smartlcons-to change the appearance of Notes documents, and 
how to manage documents after you create them. 

IF YOU'RE STOPPING HERE 
If you wish to stop here, please choose File, Exit to exit Notes 
(you will need to restart Notes when you begin Chapter 3). If you 
wish to proceed directly to Chapter 3, please do so now. 

l 
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CHAPTER 3: 
WORKING WITH 
DATABASE 
DOCUMENTS 

Composing a 
Document 

Composing 
Response 
Documents 

Editing Documents / _ 

Managing .:: 
Documents 



D.cuments, which are the building blocks of Notes data bases, 
can look very different in different databases. There are, however, 
some things that all documents have in common. In this chapter, 
you will learn how to create documents by using forms. We will 
discuss the various types of fields, the building blocks of docu­
ments. You will also learn how to edit documents, as well as how 
to manage them after you create them. 

57 
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When you're done working through this chapter, you will know 

• How to compose main-topic and response documents 

• How to enter information in fields 

• How to edit documents 

• How to search through and print documents 

• How to mark documents as read or unread 

COMPOSING A DOCUMENT 
So far, we've been telling a little white lie about the Compose 
menu. We've been saying that the menu lists documents that can 
be created in a database. The truth is, the Compose menu actually 
contains a list of forms from which you create documents. A form 
is a blank version of a document, and you turn it into an actual 
document by filling in its blanks and then saving it in a database. 
Forms are part of a database's design and are created by the data­
base designer. 

Each blank area in a form is called a field and can contain a partic­
ular kind of data. A field can be one of two main types: 

• In editable fields, you can enter or change information. The 
subject line or the body of a document are examples of this 
kind of field. 

• Computed fields supply information automatically. In most 
cases, you cannot change the information in a computed field. 
The name of the author of a document and the date a docu­
ment was composed are examples of information that might 
be contained in this type of field. A computed field might also 
combine information from two or more other fields. 

Beyond these two broad types, fields are also categorized by the 
type of data that they can contain . The data type of field not only 
determines what data the field can contain, but also how you 
can enter that data. The field data types you will encounter most 
often are 

• Text 

• Rich text 

• Number 
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• Time/date 

• Author name 

• Keyword 

We will discuss each data type in detail later in this chapter. 

COMPOSING A NEW DOCUMENT 

To compose a document, you choose the appropriate form 
name from the Compose menu. A form then appears on the 
screen. It may include text, graphics, and blank areas enclosed 
in corner brackets. These blank areas- and some other areas 
that we will discuss-are the fields. You complete the form by 
filling in the fields. 

In most forms, the database designer has provided helpful hints, 
called Field Help, to help you fill in the form. When the insertion 
point- a flashing vertical line-is in a particular field, its Field 
Help text will appear above the Status bar at the bottom of the 
screen. The first time you wish to use Field Help, you must turn it 
on by choosing View, Show Field Help. After you turn Field Help 
on once, it will stay on until you turn it off, even if you exit and 
restart Notes. 

Let's begin to compose a new document in the ABC Students 
database: 

1. Select the ABC Students database icon (click on it). To com­
pose a document in a database, it is not necessary to open 
the database; selecting its icon is good enough. 

2. Choose Compose, Student Profile and observe the form 
that appears on the screen (see Figure 3.1 ). Fields are 
located in various parts of the form, labeled with descrip­
tive text. Some of the fields are blank areas enclosed by cor­
ner brackets, others are lists of options. The Author field 
displays your name (and your company's name); this is an 
example of a computed field. The insertion point is located 
in the first editable field, which is labeled Last Name. 

3. Choose View, Show Field Help to display text about the current 
field above the Status bar at the bottom of the screen. Field 
Help tells you that this field is a required field (you will not be 
able to save this document without filling in all the required 
fields) and that you should enter the student's last name. 

I 
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Figure 3.1 The blank Student Profile form 

.. 

Last Name: •. 

Birthdote: • , 

Enrollment Date: 

pegree Program: 

Instruments: • . 

First Name: • • 

Age:99 

Sludellt Status-
0 Full-Time 
0 Part-Time 

Advisor: 
• 

Author: Adam Wilcox/Organization Name 

0 Composition 
0 Education 
0 History 
0 Literature 

D Performance 
D T heory 

Transferred Credit Hours: . 

CID c:;:3 

ENTERING DATA IN A TEXT FIELD 

A text field accepts any character from the keyboard and can hold 
up to 15 kilobytes of text (or 15,000 characters-plenty for most 
purposes) . Text fields do have certain limitations, which we will 
discuss when we introduce the rich-text data type later in this 
chapter. 

You enter information in a text field by placing the insertion point 
within the corner brackets and typing. You can place the insertion 
point in any fie ld by clicking there with the mouse pointer. In 
most cases, you can also move between fields by pressing Tab. 

If you make a mistake while entering information in a field, you 
can make corrections in a number of ways. 

• Press Backspace to delete the character before (to the left of) 
the insertion point. 

• Press Ctrl+Backspace to delete the word before the insertion 
point. 
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• To delete a large area of text, drag over it with the mouse and 
then press Del. 

Let's enter some information in a couple of text fields: 

1. Make sure the insertion point is within the corner brackets 
next to the text Last Name, and then type your last name. As 
you type, the characters appear in the field. 

2. Press Enter to attempt to move to the next field. Unfortu­
nately, the Enter key does different things in different types 
of fields. In a text field, pressing Enter creates a new line in 
the field (see Figure 3.2). 

Creating a new line in a text field 

.. 

Ltsst Ntsme: ' Wilcox 

Birthdme: ' . 

Enrollment Date: 
r 

pegree Program: 

Instruments:· . 

First Name: ' . 

Age: 99 

Stud811lSfelus: 
0 Full-Time 
0 Part-Time 

Advisor: 

D Co mposition 
0 Education 
0 History 
0 Literature 
0 Performance 
0 Theory 

Transferred Credit Hours: . 

CID 

3. Press Backspace to delete the new line you just inserted, 
and then press Tab to move to the next field {it is labeled 
First Name). 

4. Type Milo, even though this is probably not your first name. 
We're doing this because we need a word to delete. 

., 

I 
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5. While holding down the Ctrl key, press Backspace to delete 
the word Milo. 

] 

6. Type your first name and then press Tab to move to the Birth­
date field. 

ENTERING DATA IN A TIME/DATE FIELD 

As in a text field, you enter data in a time/date field by typing. 
Dates should be entered in either MM/DD/YY or MM-00-YYformat, 
depending on how your Notes server is set up. Times should be 
entered in HH:MM:SS format, and you can also include the text 
AM or PM after a time. 

Note: A nice feature of time/date fields is that you can also use 
the words today and yesterday as shortcuts for entering today's 
or yesterday's date. 

While you are composing a document, you can use the View, 
Refresh Fields command to calculate fields based on the informa­
tion you have entered so far. This is useful for two reasons: first, 
it calculates any calculated fields; and second, it verifies that the 
data you have entered are valid. 

Let's enter some date information in our Student Profile: 

1. In the Birthdate field, type your date of birth in MM/DD/YYfor­
mat (for example, if your birthday is September 6, 1965, you 
would type 09/06/65}. Notice that the Field Help above the Sta­
tus bar tells you the format for entering dates. Also notice that 
the Age field says you are 99 years old. This is because it is a 
calculated field, but it has not yet been calculated. 

2. Press Tab to move to the next editable field, Enrollment 
Date. The Age field still has not been calculated. 

3. Choose View and observe the Refresh Fields command. You 
can use th is command to calculate the fields on a form while 
you compose a document. Notice that the F9 key is a short­
cut for issuing this command. 

4. Choose Refresh Fields to calculate the fields based on the 
information you have entered so far. The computed Age field 
should now display your correct age (see Figure 3.3). 
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Refreshing a calculated field 

Last Nam&: 
0

Wilcox . 

Birlhdate: • 09/06/6'5 . 

Enrollment Date: 
' 

Fir'91 Name: r Adam . 

Aja. 27 

Stud~nl Status: 

0 Full-Time , 
0 Part-Time 1 

D Composition 
D Education 
D History 
D Literature 
D Performance 
D The ory 

9egrea Program: Transferred €rediti Hours: 

Instruments; • , 

Author: Adam Wilcm</Organiz-alion Name. 

Please enter the d u stcrted ichool in lhe format MM D/YY. 

CID 

Note: If your server is set up to accept dates in MM-OO-YY 
format, then you may get an error message in the Age field 
when you refresh the fields. If this happens, select the infor­
m ation in the Birthdate field and reenter it in MM-OO-YY 
format. 

5. In the Enrollment Date field, type today. You can use the 
word today as a shortcut for entering today's date. 

6. Press Tab to move to the Student Status field. 

SELECTING OPTIONS IN A KEYWORD FIELD 

A keyword field provides a list of choices from which you can 
choose one or more keywords, depending on the type of key­
word field. For example, in the ABC Students database, the Stu­
dent Profile Form contains a keyword field called Student 
Status that allows you to choose between the keywords Full-Time 
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and Part-Time. A database designer can define three types of 
keyword fields: 

• In a standard keyword field, there is a list of choices defined 

] 

by the database designer, but you do not see them on the form. 
When you press Enter in this type of field, you will see a list of 
keywords from which to choose. You can also cycle through 
the choices (without pressing Enter) by pressing the Space­
bar. In some fields of this type, you can also make choices by 
pressing the first letter of the keyword you wish to choose. 
Depending on the design of the field, it may or may not allow 
you to type new keywords. 

• In a check-box keyword field, all the keywords are displayed 
on the form with check boxes next to them. You can select 
one or more keywords by clicking in the appropriate boxes. 
To deselect a keyword, simply click on its box again. 

• In a radio-button keyword field, the keywords are displayed 
on the form with radio buttons next to them. You select a key­
word by clicking on its corresponding radio button. The differ­
ence between this kind of keyword field and a check-box 
keyword field is that the radio buttons allow you to choose 
only one keyword from the list. 

If there is an underline flashing below an option in either a radio­
button or check-box keyword field, you can also select that option 
by pressing Enter. 

Let's explore the three types of keyword fields in our Student 
Profile form: 

1. Make sure that there is a flashing underline below the Full­
Time option in the Student Status field, and then press Enter. 
The radio button next to the Full-Time option is now on, indi­
cating that this option is selected. 

2. Click on the radio button for the Part-Time option. Notice 
that when you select a different option in a radio-button 
keyword field, any other selected option is turned off. 

3. In the Program(s} Enrollment field, click in the check box for 
the Composition option. An X appears in the check box. 

4. Click in the Theory check box. Notice that both Composition 
and Theory are now selected. 

5. Click in the Theory check box again to deselect the option. 
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6. Press Tab to move to the Degree Program field. Field Help 
tells you to press Enter to see a list of choices for this stan­
dard keyword field. 

7. Press Enter to display the Select Keywords dialog box (see 
Figure 3.4). 

The Select Keywords dialog box 

Select Keywords 

BJ11:J1oli!!J!Lf i® A!l,•"----i 
8111iholor of Music 
Bachelor of Science 
Master of Fine Art& 
Master of Music 

8. In the Keywords list, select Bachelor of Music and then click 
on OK. The selected keyword appears in the Degree Pro­
gram field. 

9. Move to the Advisor field and press Spacebar several times 
to display the available keywords one at a time. 

10. Press Del to delete the selected keyword, and then press a 
to display a keyword beginning with the letter a. The name 
Andrew Weinstein appears. If you are familiar with the key­
word list, this is a good way to select keywords. If more than 
one keyword begins with a given letter, Notes inserts the key­
word that first appears in the alphabetical order (if you press 
the same letter again, Notes inserts the next keyword that 
begins with that letter). 

11. Type e. Notes beeps at you because there are no keywords 
that begin with the letter e, and because you cannot type a 
new keyword directly into a keyword field. 

] 
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Figure 3.5 

12. Press Enter to open the Select Keywords dialog box. Notice 
that this dialog box, unlike the last one you saw, has a New 
Keywords box at the bottom of it (see Figure 3.5). This means 
that the database designer decided to allow users to create 
new keywords in this field. 

A keyword field in which you can enter new 
keywords 

Select Keywords 

£:oywords 
~ dref'LWJ:m:tr:....,cnc.--__ , 
Christine A utkowski 
Corey Hart 
Jordan Donohue 
Joseph Zambito 
Linda Tobin 
Valerie Hernandez 

Hew Keywords: 

Ii D.f I 
I Caocc! ( 

Type new keywords -+-+-
here '--------~ 

13. In the New Keywords box, type Aziz Ibrahim and then press 
Enter. The new keyword appears on the form. 

] 

Note: When you type new keywords in the Select Keywords 
dialog box, they are not added to the permanent keywords list. 

11111 

14. Press Tab to move to the Transferred Credit Hours field. 

ENTERING DATA IN A NUMBER FIELD 

A number field accepts any data that can be used in calculations. 
You enter information in a number field by typing. Let's try it: 

1. In the Transferred Credit Hours field, type 18 hours. You have 
entered both a number and some text in this number field. 
We'll soon see whether this is kosher. 

2. Press Tab to move to the Instruments field. 
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ENTERING DATA IN A RICH-TEXT FIELD 

A rich-text field is a more versatile version of a text field. In a regu­
lar text field, you can apply formats (such as bold, italic, and so 
on} only to the field as a whole. A rich-text field allows you to for­
mat characters, words, and paragraphs individually. This type of 
field can also be much larger than a regular text field, accommo­
dating up to 21,509 paragraphs of text. 

As in a text field, you enter information in a rich-text field by typ­
ing. The Tab key, however, works differently in a rich-text field 
than it does in any other type of field. Pressing Tab in this type of 
field moves the insertion point to the next tab stop within the field 
(if you have worked with word processing software, this concept 
will be familiar to you; if not, you will learn about it in greater 
detail in Chapter 6). To move from a rich-text field to the next field 
on a form, you can use either the mouse or the arrow keys. 

Let's enter some information in a rich-text field: 

1. In the Instruments field, type violin, piano, and flute (or any 
combination of instruments that moves your soul). 

2. Press Tab to attempt to move to the next editable field. The 
insertion point moves to the next tab stop in the Instruments 
field instead. You can use the mouse to move to another field. 

3. Attempt to click in the Author field. You cannot change the 
data in this field because it is computed. 

4. Compare your screen to Figure 3.6. Although some of your 
data will differ slightly, you should make sure that all the 
same fields have some information in them. 

SAVING AND CLOSING A DOCUMENT 

After you enter all the necessary information in a form, you must 
then add it to the database. You do this by saving the document, 
at which point it becomes part of the database. Unlike electronic 
mail, you do not send a document somewhere-you simply save 
it. There are two primary ways to save a document: 

• Choose File, Save (or click on the File Save Smartlcon; it is the 
first Smartlcon on the left in the default set). This method saves 
the document but also leaves it open; it is a good choice if you 
want to save a document while continuing to work on it. 

I 
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Figure 3.6 The author's completed Student Profile 

+ 

last,Nivne. ' Wil«;())t. 

Birthda~' 09/08/85 , 

~nrollmerit 0ate: 
today , 

Degree Program: 
• Bachelor of Music . 

Student Profile 

First N11me: 'Adam . 

Age_ 27 

Studd'n1 Statut: 
0 Full-Time 

® Part-Time 

Advisor: 
• Aziz lbrnhim , 

Instruments:· violin, piano_ nnd flute 

Author: Adam Wilcox/Organization Name 

18] Composition 

D Education 
D History 
D Literature 
D Performance 
D Theory 

Transferred C.edit Hows: 
'18 hours . 

Enter as much inlormation as vou like I This is a rich text field. 

Al!lv 10 

• 

• Close the document (double-click the right mouse button or 
press Esc}. When you close a document that you are either 
composing or editing, a dialog box appears, asking if you want 
to save the document. Click on Yes to close and save the docu­
ment, click on No to close the document without saving it, or 
click on Cancel to return to the document without saving it. 

Sometimes, when you are looking at a view, you may not see all 
the documents that should be displayed. This often happens with 
shared databases (databases that are stored on a server) when 
someone saves a document to the database while you are in one 
of its views. You can update a view that you are looking at by 
choosing View, Refresh View (or by pressing F9). 

Note: Because all the databases with which you work in this book 
are private (stored on your hard drive), this issue will not come up 
in the book. When using Notes at work or school, however, you 
will want to use the Refresh command (the F9 key) often. You 
should experiment with this command on your own- don't 
worry, it can't do any harm. 
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Figure 3.7 

Figure 3.8 
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Let's save our Student Profile: 

1. Click on the File Save Smartlcon (it is the first Smartlcon on 
the left) to save the current document. Notes displays an error 
message having to do with the number field (see Figure 3.7). 

A Notes error message 

Lotus Notes 

Cl) Unrecognized ch11rncters found after number 

OK 1 

2. Click on OK to clear the error message from the screen. 

3. In the Transferred Credit Hours field, select (drag over) the 
text hours, and then press Del to delete it. 

4. Press F9 to refresh the fields and verify that your input is 
acceptable. No error message appears this time. Notice also 
that the text today in the Enrollment Date field has been con­
verted to the current date. 

5. Close the document by either double-clicking the right 
mouse button or pressing Esc. A message asks if you want 
to save this new document (see Figure 3.8). 

Closing and saving a document 

Lotus Noles 

Do you want to save your changes? 

l:} e1 I I Ko I [ Cenccl] 

6. Click on Yes to save and close the document. 

I 
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Figure 3.9 

7. Open the ABC Students database and change to the Student 
Listing view (if necessary). Your Student Profile document 
appears in the view. 

8. Change to the Advisor Listing view. There is a new category 
in the view for the new advisor (Aziz Ibrahim), and your Stu­
dent Profile is listed in this category (see Figure 3.9). 

9. Change back to the Student Listing view and close the database. 

The new Student Profile in the Advisor listing 

Wilcox. .A.dMI 
Corey Hart (1) 

Thacher. Jeremy 
Jordan Donohue (2) 

Palmatier, Micha.el 
1r Mackenzie, Elizabeth 

I Joseph Zambito (1) 
* Hanover. James 

I* 

+ 

Valerie Hernandez (1) 
Levy, Caroline 

cm 

COMPOSING RESPONSE DOCUMENTS 
Not all databases have forms for composing response documents. 
In the ABC News database, for example, there is only one form, the 
main-topic News Item form. In some databases you can respond 
only to main-topic documents; that is, if you try to respond to a 
response document, the database will treat your response as if it 
were associated with the original main topic (the ABC Students 
database works this way). In still other databases, you can 
respond to any document (as with the ABC Discussion database). 
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COMPOSING A RESPONSE TO A MAIN-TOPIC DOCUMENT 

You can compose a response to a document either from within 
the document itself or from within a view. To do so, 

• Either open the document to which you wish to respond or 
select it in a view. 

• Choose the appropriate response form from the Compose menu. 

• Fill in the fields and save the document. 

Let's compose a response to a main-topic document in the ABC 
Discussion database: 

1. Open the ABC Discussion database and verify that you are in 
the Main View. 

2. Open the main-topic document Lunch-time series. You will 
compose a response to this document. You can also com­
pose a response to a document without opening it by select­
ing it in a view. 

3. Choose Compose, Response and observe the response form 
(see Figure 3.10). There are two computed fields, Author and 
Date, which have been filled in automatically. There are two 
editable fields: one is labeled Key Thought, and the other 
has no label. Often, a rich-text field that is meant to contain 
the bulk of the text in a document will have no label. Such a 
field is usually called the body field. 

4. In the Key Thought field, type Great idea! and then press Tab 
to move to the unlabeled body field. 

5. In the body field, type I think this is a great idea, but the 
series will need a catchy name. How about Noontime Notes? 

6. Close the response document (press Esc) and click on Yes to 
save it. 

7. Close the main-topic document and observe the placement 
of your response document in the view (see Figure 3.11 ). 

Note: If this were a shared database, you could press F9 at 
this point to refresh the view and see any documents that 
your coworkers had added since you opened the view. 
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Figure 3.10 A response form 

Author: Adam Wilcox/Orgemization Name Date: 03:38 PM Today 

Editable fields ~~yThought:'. 

Computed fields 

Figure 3.11 

Your new response 

.. 
QD 

The new response document displayed in the view 

* 
* 
* * 

3 New program for guitar majors (CN•Andrew Weins~ein/O.,Orgonizat 
Offer only classical guitar (CN•Julic Binder/O=Organize.tion Name) 
Offer acoustic and eledric guilar (CN=Jordan Donohue/O=Organization Nam 
a 

Keep it informal (CN•Vale11e Herneocfe,2/0•0rgenize11on Name) 
I agree I (CN=Julia 8inder/0=0rge.nization Name) 

Limit the number of perform ers in each concert (CN=AndrewWeinstein/O• Or 
Students need performance opportunities (CN=Jordan Donohue/O=Organll 
Great idea! (CN=Adam Wilcox/O=Organization Name) 

] 
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COMPOSING A RESPONSE TO A RESPONSE DOCUMENT 

Figure 3.12 

You compose a response to a response document the same way 
that you compose a response to a main-topic document. In a data­
base that allows responses to response documents, you can have 
up to 31 levels of responses in a hierarchical view. Let's respond 
to a response document: 

1. Select the response document Offer acoustic and electric 
guitar (it is indented below the first main-topic document). 

2. Choose Compose, Response to display the response form. In 
the Key Thought field, type Include jazz techniques. 

3. Press Tab to move to the body field and type Let's include 
study of jazz techniques on both acoustic and electric guitar. 

4. Close and save the document, and then observe its placement 
in the view (see Figure 3.12). The new response document is 
indented under the response document you selected. Now, 
close the database. 

The view with the new response to a response 
document 

Bate_ Rsp Topic 
-i 05/24/93 4 New program for guitar majors- (CN=Andrew Weinstein/O• Organit utio 
* 05/24/93 Otte, on clessical uit.or CN•Jul10 Binder/O•Or anizo:tion Nama 
* 

06/23/93 
tt 05/24/93 

05124/93 5 
* 05/24/93 1 
I* 05/24/93 

fr 05/24/93 
-t- 05/24/93 

06/23/93 

.. 

Include jazz techniques (CN~Adl'lm Wilcol(/Q•Otganizolion Name) 
Oossicel only (CN•Hanna He.iper/O2 Orgenizot1on Name) 

Lunch~time series (CN• Netalie Wmd/O• Orgenitution Nnme) 
Keep it informal (CN•V&lene Hetntmdez/O•Otgenizetion Ne.me) 

I ogreel (a-.l•Juln,. Bmder/O•Orgenizo_lion Name) 
I.unit lhe number ol performers in each concert (CN•Andrew Wemstejn/O•Or 
Students neat! performence opp.ortunifies (CN•Jordan Donohue/O~Organiz 
Grea11deel (CN•Ade.m Wilcox,IO2 0tgemzetion Noma) 

I 
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EDITING DOCUMENTS 

When you first compose a document, you do so in edit mode. This 
means that you can change the information in any of the editable 
fields. You can tell that a document is in edit mode when you can 
see corner brackets in it. When you open a saved document, it is 
not in edit mode, and therefore cannot be changed. To place a 
saved document in edit mode, 

• Open the document or select it in a view. 

• Choose Edit, Edit Document (or press Ctrl+E). 

Note: To be able to edit a saved document, you must have the 
appropriate access level. In any database in Notes, the manager 
of the database decides what actions to allow various users to 
perform. Each user is assigned an access level that controls this. 
Generally, you do not have the access level necessary to edit other 
users' documents, but you almost always have the access level 
required to edit your own. (We'll discuss access levels again in 
Chapter 5, and then in detail in Chapter 9.) 

When you are editing a document, you can change information or 
change its appearance (this is called formatting). There are many 
techniques you can use to accomplish these things. 

USING SMARTICONS 

Figure 3.13 

You can use the Smartlcon bar to accomplish many editing tasks 
quickly and easily. As we saw earlier, clicking the right mouse 
button on a Smartlcon will display its name in the Notes title 
bar. This is a good way to find out what the Smartlcons do. Figure 
3.13 shows the default Smartlcon bar, with some of the Smart­
Icons labeled. 

The default Smartlcon bar 

Edit Undo Edit Paste 

Edit Cut Edit Copy Text Bold Text Underline 

Text Ital c 
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Notes comes with seven defined sets of Smartlcons that you can 
use for various purposes. You can change to a different set in a 
couple of ways: 

• Choose Tools, Smartlcons and then select a set name from 
the drop-down list at the top of the dialog box. 

• Click on the Smartlcons button in the Status bar (it is the third 
button from the right, and looks like three buttons in a row) 
and select the desired set name. 

You can also use the Smartlcons dialog box to customize a Smart­
Icon set or to create your own set. We'll see how to do this in 
Chapter 11. 

Let's explore the Smartlcons: 

1. Point to the first Smartlcon on the left, press and hold the 
right mouse button, and observe the Notes title bar. The 
name of the Smartlcon, File Save, is displayed. The names 
of Smartlcons often correspond to the menu choices with 
which they are associated. 

2. Release the mouse button and then choose Tools, Smartlcons 
to display the Smartlcons dialog box (see Figure 3.14). You can 
use this dialog box to change Smartlcons sets, to change the 
position of the Smartlcon bar, or to customize Smartlcons. 

3. Scroll down in the Default Set of Smartlcons (the list on the 
right). The list shows each Smartlcon and its name in the 
order in which it appears in the Smartlcon bar. 

4 . Scroll through the Available Icons list. There are 120 Smart­
Icons, including one for each command in the Notes menu. 

5. Click on the drop-down arrow to the right of the Position box 
and observe the options. You can place Smartlcons in one of 
five positions in the workspace. 

6. Click on Cancel to close the dialog box. 

7. In the Status bar, click on the Smartlcons button (it is the third 
button from the right) to display a list of the names of available 
sets of Smartlcons (see Figure 3.15). You can use different sets 
of Smartlcons when you are performing different kinds of 
actions. The default set contains Smartlcons that are useful in a 
variety of situations. 
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Figure 3.14 

Available Icons list 

Current Set list 

Figure 3.15 

The Smartlcons dialog box 

~ Available icons: 

• • (Spacer] Fie Save 

-- Design Doc Info File Open Database -, ... 
a tmFOfll'I 

~ 

8:ocmfield ,,. 
~f01mNe-;;;--

Edit Cut 

if.a.~~~Ute .,. 

I _i-Set. .. Design Icon 11♦ Edit Paste 
~!; Design Synopsis 

Q.elete Set._ 

~
• View •• Jll 

~ B~-coi.rm Navigate Next Icon Size ... + ♦ 

Smartlcons button 

tID 

Displaying a list of Smartlcon sets 

Deslgn 
Ed~ Document 
Mai I'\. 
Remote l'\J 
V°l!IW Navigation 
\1/0IU)!l 1 ogetflet 
H~S~Uccm 

I ~ tID I ...,., I 

OPENING A DOCUMENT IN EDIT MODE 

As we mentioned earlier, you place a saved document in edit mode 
by either opening it or selecting it in a view and then choosing Edit, 
Edit Document (or pressing Ctrl+E). When you edit a document, 
there are several keyboard techniques that you can use to move 
around in it and select text. Table 3.1 summarizes some of these. 
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Table 3.1 
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Notes Keyboard Editing Techniques 

Press 

Home 

End 

Ctrl+Right Arrow 
(or Ctrl+Left Arrow) 

Shift+Right Arrow 
(or Shift+Left Arrow) 

Shift+Home 
(or Shift+End) 

Ctrl+End 

Ctrl+Home 

To 

Move to the beginning of the current line 

Move to the end of the current line 

Move one word to the right (or left) of the 
insertion point 

Select the character to t he right (or left) of 
the insertion point 

Select from the insertion point to the 
beginning (or end} of the current line 

Move to the last editable field in a document 

Move to the first editable field in a document 

Let's edit one of the documents you created earlier in this chapter: 

1. Open the database ABC Discussion, and then open your 
response document Great idea!. There are no corner brack­
ets indicating editable fields, and there is no insertion point. 
Also notice that there is no Field Help at the bottom of the 
screen. When you open a document, you can read it but you 
cannot change it. 

2. Choose Edit, Edit Document (or press Ctrl+E) to place the docu­
ment in edit mode (see Figure 3.16). You can now see corner 
brackets and the insertion point, and Field Help appears at the 
bottom of the screen. You will change this document to sug­
gest two possible names for the noontime performance series. 

3. Press Ctrl+End to move to the end of the last editable field in 
the document (the body field}. 

4. Press Enter twice to insert two blank lines. 

5. Type 1), press Spacebar, and then press Enter to make room 
for one possible name. 

6. Type 21 and then press Spacebar to make room for another 
possible name. Your screen should resemble Figure 3.17. We 
will use new editing techniques in a few moments to put our 
ideas for names in these spaces. 

I 
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Figure 3.16 

Figure 3.17 

Placing a document in edit mode 

Author: Adam Wilc□x,IOrganize.tion Name Date: 03:38 PM Yesterday 

Key Thought: • Great idea.! . 

' I think this is a great ideo., but 1he series will need a catchy name How about Noontime Notes? • 

Ano tional word or hra.se describinq our res onse 

The partially edited document 

Author: Adam Wilcox/Organization Name Date: 03:38 PM Yesterdoy 

Key Thought • Great idea!. 

" I think this is a great idea butthe series will need a catchy name How about Noontime Notes? 

1) 
2) . 

Enter the text of 

10 

] 

• 
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MOVING lEXT IN A DOCUMENT 

If you have used a Windows word processing program, then 
many techniques for selecting and editing text in Notes will be 
familiar to you. You can use the mouse to select text you wish to 
act upon (move, copy, or format) by dragging over it. A selection 
shortcut that is often useful is pointing to a word and double­
clicking to select it. 

You can use menu commands or the Smartlcon bar to move text 
within a document. Whichever method you use, the process has 
four steps: 

• Select the text you wish to move. 

• Choose Edit, Cut (or click on the Edit Cut Smartlcon) to move 
the text to a temporary storage place called the Clipboard. 

• Place the insertion point where you want the text to go. 

• Choose Edit, Paste (or click on the Edit Paste Smartlcon) to 
paste the text that is on the Clipboard into the document. 

Sometimes, you may perform an action accidentally, or it might 
not have worked the way you expected. When this happens, you 
can use the Edit, Undo command or the Edit Undo Smartlcon to 
undo your last action (you can refer to Figure 3.13 to find this 
Smartlcon). 

Let's move some text in our document: 

1. In the body field, point to the word Notes and double-click to 
select it. This is a useful way to select a single word. lip: If 
you continue to hold the mouse button down on the second 
click, you can drag to the left or right to select the text word 
by word instead of character by character. 

2. Drag over the text How about Noontime Notes? to select it. 
You will move this text down to become the first numbered 
item. The first step in moving text is always to select it. 

3. Click on the Edit Cut Smartlcon (it looks like a pair of scis­
sors) to remove the selected text from the document and 
place it on the Clipboard. 

4. Click to place the insertion point after the text 1) and then click 
on the Edit Paste Smartlcon (it looks like a bottle of rubber 
cement). Your document should resemble Figure 3.18. 

I 
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Figure 3.18 Moving text within a document 

Author: Adam Wilcox/Organization Name Date: 03:38 PM Yesterday 

Key Thought: 'Great idea! , 

' I think this is a great ideei,, but the series will need a catchy nerne. 

1) How about Noon1ime Notes? 
2). 

♦ 

Enter the textofvour res onse, This is a rich text field. • 

Helv 10 

5. Click on the Edit Paste Smartlcon again and observe the 
results. Another copy of the text is placed at the insertion point. 
When you cut text {or copy it) to the Clipboard, it remains 
there until you cut (or copy} something else. This allows you 
to paste as many copies of something as you like. 

6. Click on the Edit Undo Smartlcon (it is the fourth Smartlcon 
from the left) to remove the second copy of the text from the 
document. The Undo command undoes only the most 
recent action that you performed; in this case, the second 
Paste command. 

COPYING TEXT IN A DOCUMENT 

The process of copying text is just like that for moving text, 
except that the original text is not removed from the document. 
Copying is also a four-step process: 

• Select the text. 
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• Choose Edit, Copy (or click on the Edit Copy Smartlcon) to 
place a copy of the selected text on the Clipboard. 

• Place the insertion point where you wish to put a copy of 
the text. 

• Choose Edit, Paste (or click on the Edit Paste Smartlcon}. 

Let's try it: 

1. Select the text How about. You will place a copy this text in 
the second numbered space in the document. 

2. Click on the Edit Copy Smartlcon (it is the double A between 
the Edit Cut and Edit Paste Smartlcons) to place a copy of 
the selected text on the Clipboard. 

3. Press Ctrl+End to move to the end of the field-located just 
after the text 2). 

4. Click on the Edit Paste Smartlcon to paste the copied text at 
the insertion point. 

5. Press Spacebar and then type Notes at Noon? to complete 
the second numbered item. Your document should resemble 
Figure 3.19. 

CHECKING SPELLING 

You can check the spelling of either selected words or entire docu­
ments while you edit a document. To do so, follow these steps: 

• To check the spelling of a single word or a group of words, 
select the word or words; to check the spelling of all the 
words in a document, place the insertion point within any 
field but do not select any text. 

• Choose Tools, Spel( Check (or click on the Tools SpellCheck 
Smartlcon). 

• The Tools Check Spelling dialog box gives you one or more 
options for each unrecognized word Notes encounters: 

• Click on Guess to display a list of alternative words. 

• Select a word in the Guesses list and click on Correct to 
replace the unrecognized word. 

I 
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Figure 3.19 Copying text within a document 

♦ 

Author: Adam Wilcox/Organization Name Date: 03:38 PM Yesterday 

Key Thought: • Great idea!. 

• I think this is a great idea, but the series will need a catchy neme. 

1) How about Noontime Notes? 
2) How about Notes at Noon?, 

Enter Iha text of 

• Click on Acceptto accept all occurrences of the word in 
the document. This is useful, for example, when Notes 
does not recognize a name that you have used several 
times in a document. 

• Click on Ignore to accept only this occurrence of the word. 
If Notes encounters the same word later in the document, 
the word will be checked again. 

• Click on Define to add the word to a dictionary. 

• Click on Done to close the dialog box. 

Let's add a little more text to our document and then check our 
spelling: 

1. Press Enter twice and then type What do you thonk? (yes, 
we want it misspelled). 
Note: In the steps that follow, you will check the spelling of 
the words in your document. The steps assume that every­
thing is spelled a particular way. If you have used alternate 
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spellings along the way, then your exact steps may differ 
from those below. 

2. Click on the Tools SpellCheck Smartlcon {it is the second 
Smartlcon from the right) to open the Tools Check Spelling 
dialog box. The spell check has found thank because it is not 
a word. 

3. Click on Guess to display a list of alternatives to thank (see Fig­
ure 3.20). The Guesses list suggests three possible spellings. 

Using the Tools Check Spelling dialog box 

Tools Check Spelllng 

li_yeues Wwd Status: Unknown ,oord 
r:.:ll'-::-::J/U!~1c-:_-:_-:_-:_-:_-:_-:_-:_=: .[dit: ,.....l th-onl ____ __, 
think • 

thence I Ji\lim :J ! 4ccoc>t ] I .191JOfO- I 
,._ ____ ____. I r;<111eci 11 Defino 11 jlone I 

4. In the Guesses list, select think and then click on Correct to 
replace thonkwith the correct word, think. Notes displays a 
message, telling you the check is complete. 

5. Click on OK to accept the message and close the dialog box. 

6. Close the document and save changes to it when you are 
prompted to do so. 

MANAGING DOCUMENTS 
There are many ways you can work with documents in a data­
base. One useful feature is the ability to find documents that con­
tain a particular item of text. Notes has search features that allow 
you to do this. You can mark documents in a view as read or 
unread in a number of ways. You can also print Notes documents 
individually or in groups. 

To work with documents in a view, you must select them. To select 
multiple documents, click in the far-left column of the view {the col­
umn containing the unread markers) next to each document that 
you wish to select. A check mark appears next to each document 
you select. To deselect a document, click on the check mark again. 

I 
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SEARCHING fHROUGH DOCUMENiS AND VIEWS 

Figure 3.21 

You can search for specific text either in a view or in the docu­
ments in a view by using the Edit, Find command. To do so, 

• Select the documents within which you wish to search. 

• Choose Edit, Find (or click on the Edit Find Smartlcon) to dis­
play the Find dialog box. 

• Type the text for which you wish to search. 

• Select any desired options: 

• The Case Sensitive option finds only the exact combina­
tion of upper- and lowercase letters that you type. 

• The Accent Sensitive option finds documents containing 
any special accented characters that you type. 

• The Whole Word option will find only occurrences that 
match each and every character of the text you specify for 
the search. For example, with this option selected, a 
search for the text rat would f ind only the word rat- and 
not rats, ratchet, Surat, and so on. 

• Click on Find All. All the documents that contain the specified 
text are marked as selected in the view. 

Let's search for some text in the documents in the Main View of 
the ABC Discussion database: 

1. Click on the Edit Find Smartlcon (it looks like a flashlight) to 
display the Find dialog box. 

2. In the Find box, type students (see Figure 3.21 }. You will 
search for documents that contain this text. 

Searching for the text students 

Eind= ! 1tude!'ll:1 

D ,!;_ase Sensilive 

D Accenl SeMitive 

0 Whole Word 

Find 

0 _1)_1ir.ki'lilllh 

0 Search within ~iew 

® .S.earch selected Document(s) 
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3. Verify that Search Selected Document(s) is selected. The 
other radio-button option, Search Within View, will search 
only the text that is displayed in the view. There are cur­
rently no documents selected in the view; when you do not 
select specific documents, all the documents in the view will 
be searched. 

4. Click on Find All to find the documents that contain the speci­
fied text. Check marks in the left-hand column of the view 
indicate that three documents contain the text students (see 
Figure 3.22). 

The found documents selected in the view 

* 05/24/93 4 New program for guitar majors (CN~Andrew Weinslein/O .. ()rgllllize.tio 
* 05/24/93 Offer only dassie(ll guitar (CN•Julia. Binder/O•Organize.tion Name) 
* 05/24/93 1 Offer aroustJc and eledric guitor (CN•Jordan Oonohue/O~Orgcnizallon Ncm 

06/23/93 Include jazz techniques (CN•Adam W,lco,q0•O1gonluIuon Name) 
* 05/24/93 Oassiclil only (CN• HMna Herper/O•Organirabon Nil/Tie) 

05/24/93 5 Lunch-time series (CN .. Notalie Wnrd/O• Organizolion Name) 
05/24/93 1 Keep it informal (CN-Volerie Hernandez/O•Organimlion Name) 
05/24/93 I agree! (CN•JuliaBinder/O•Orgcnlzation Nome) 
05/24/93 Llmi\the numberol performers in eacti a:incert (~~AndrewWeinS1ein/O•Or 

'!f~ 05 4193 _Swdenrs need erformcince o onunitles CN•Jardan Donohue/0,.Or eniz 

MARKING DOCUMENTS AS READ OR UNREAD 

Sometimes you might want to mark documents as read or unread. 
Say, for example, you add a new discussion database to your work­
space and it has 1,000 documents in it. Chances are you will not 
read all 1,000 documents, but rather will join new discussions as 
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they arise. Notes has features to allow you to mark all the docu­
ments as read or unread. To do so, 

• Select the documents that you want to mark as read or 
unread (if you want to mark all the documents, you do not 
need to select any). 

• Choose Tools, Unread Marks and then select one of the four 
options in the submenu that appears: Mark Selected Read, 
Mark All Read, Mark Selected Unread, or Mark All Unread. 
The names of the commands are self-explanatory. 

J 

There are also menu commands that you can use to select or 
deselect all the documents in a view. Choose Edit, Select All to mark 
all the documents in a view as selected; choose Edit, Deselect All 
to deselect all the documents in a view. 

Let's experiment with some of these commands in the ABC Dis­
cussion database: 

1. Choose Tools, Unread Marks, Mark All Read. All the unread 
markers disappear from the left-hand column of the view. 

2. Choose Edit, Select All to select all the documents in the 
view. Check marks appear in the left-hand column next to all 
the documents. 

3. Click on the check marks next to the two documents you 
composed to deselect them. Your screen should resemble 
Figure 3.23. 

4. Choose Tools, Unread Marks, Mark Selected Unread to place 
unread markers next t o all the selected documents. A mes­
sage in the Status bar says there are nine remaining unread 
documents. 

5. Select the document Classical Only. You will mark this docu­
ment as read. 

6. Choose Tools, Unread Marks, Mark Selected Read to remove 
the unread marker from the selected document. 

7. Choose Tools, Unread Marks, Mark All Read to remove the 
unread markers from all the documents once again. 
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Selecting documents in a view 

<I'• 05/2-lJSJ ~ 
"' 05/2'1/93 
r, 05/24/93 1 

06/23/93 
"' 05/24/93 
., 05/24/93 5 
,; 05/24/93 1 
., 05/24/93 
,; 05/24/93 
"' 05/2 3 

New program for guitar mBjors (CN~Andrew Weins\ein/QaQrganlzatio 
Offer only classice.l guitar (CN=Julie. Binder/O=Organize.tion Ne.me) 
Offer ccoustice.nd electric guitar (CN=Jordan Donohue/C=Orgarnzation Nom 

lndude Jan techniques (CN•Adam Wilcox/O=Drgan1zation Name) 
Classical only (CN=Hanna Ho.rper/O=Orgi:mizotion Name) 

Lunch-time series (CN• NBtalie WBrd/O=Drganization Name) 
Keep it informal (CN=Valerie Hernandez/O=Organization Name) 

I agreel (CN• Julia Binder/O•Organization Name) 
Limit the number of performers 1n each concert (CN=AndrewWeinstein/O•Or 
Students need erlorrnMC8 o crtunilies °'4•Jordon Donohue Or eniz 

CID 

PRINTING DOCUMENTS AND VIEWS 

You can print views, documents, or groups of documents by using 
the File, Print command. To be able to print, your computer must 
first be connected to a printer (or to a network that is connected 
to a printer}. To print a group of documents in a view: 

• Select the documents that you wish to print. 

• Choose File, Print to display the File Print dialog box. 

• Verify that Print Selected Documents is selected, and choose 
the desired option from the Document Separation drop-down 
list. The Page Break option will cause each document to be 
printed on a separate page; Extra Line will cause the docu­
ments to be printed continuously, separated by a line; and 
No Separation will cause the documents to be printed con­
tinuously with no visible separation. 
Note: If you select the Page Break option, then you can also 
select the Reset Page Numbers option. This option causes 
headers, footers, and pagination to be reset at the beginning 
of each document. 
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Figure 3.24 

• Click on OK to print the document. 

To print a view, 

• Open the view you wish to print. 

• Choose File, Print to display the File Print dialog box. 

• Select Print View and click on OK. 

Let's examine some printing options: 

1. Select the three response documents to the first main-topic 
document (click in the left column next to each of them}. 

2. Choose File, Print (or click on the File Print Smartlcon; it is 
the third Smartlcon from the left) to display the File Print 
dialog box (see Figure 3..24). The Print Select ed Documents 
option is selected by default. To print the view, you wo uld 
click on Print View. You can choose to print more than one 
copy of the selected documents, but in general it is more eco­
nomical to print one copy and then use a copier to make more. 

Printing selected documents 

Ale Print 

JJ.K: 1 £opies: L] 
Page Rango 

®All 
I Cancel l 

0 from: D lo: D I .s.e1up_ l 
Printer: Apple Laser\l/1ite r Plus on LPTl : 

0 Q_raft Quality 

0 Print Y.iew 

® Print Selec ted Documents 

! Form O 11e11ide ... j 

Document Se.l!_aration: !P age Bre ak 

0 R eset Page Numbers 

3. Click on the drop-down arrow next to the Document Separa­
tion box, and choose Extra Line. Unless you have a specific 
reason to print each document on a separate page, you 
should choose either the Extra Line or No Separation option 
to conserve paper when you print. 
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Note: While we're on the subject of conservation, one of the 
main advantages of Notes is that it eliminates the need for 
redundant paper copies of documents. Sometimes it is nec­
essary to print documents, but you should give it some 
thought before you do so. Remember, Notes documents are 
always at your "electronic fingertips" in the databases 
where they reside. 

4. Click on Cancel to close the dialog box without printing the 
selected documents. (If you are connected to a printer, and you 
would like to print these documents, go ahead and click on OK.) 

5. Choose Edit, Deselect All to deselect the three selected 
documents. 

6. Close the database. 

In this chapter, you learned the basics of working with database 
documents. You learned how to use forms to compose new docu­
ments, including how to fill in the various kinds of fields. You 
learned that you must place a document in edit mode to change 
it, and that you can use several standard editing techniques when 
you do so. Finally, you learned a few ways to manage documents, 
including searching through them for specific text, marking them 
as read or unread, and printing. 

Here is a summary of some of the techniques you learned in this 
chapter: 

Desired Result How to Do It 

Compose new document Select or open database, choose 
desired form from Compose menu, 
fill in fields, save document 

Turn Field Help on or off Choose View, Show Field Help 

Enter information in Click in field and type 
text, number, date, or 
rich-text field 

Move to next editable Press Tab 
field in form 

I 
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Desired Result 

Delete previous character 

Delete previous word 

Enter today's (yester­
day's} date in time/date 
field 

Refresh fields 

Select options in check­
box keyword field 

Select option in radio­
button keyword field 

Select option in stan­
dard keyword field 

Save document 

Close and save document 

Refresh view 

Compose response 
document 

Place document in edit 
mode 

Change Smartlcon set 

Move to end of last edit­
able field in document 

How to Do It 

Press Backspace 

Press Ctrl+Backspace 

Type today (or yesterday) 

Choose View, Refresh Fields or 
press F9 

Click on check box next to each 
desired option 

Click on radio button next to desired 
option 

Press Enter, select option, and click on 
OK (or cycle through options using 
Spacebar, or press first letter of 
desired option} 

Choose File, Save or click on File Save 
Smartlcon 

Press Esc (or double-click right mouse 
button) and click on Yes 

Choose View, Refresh View (or press 
F9 while in view) 

Open or select document to which 
you wish to respond and choose 
appropriate response form from 
Compose menu 

Choose Edit, Edit Document (or press 
Ctrl+E) 

Click on Smartlcon button in Status 
bar and choose desired set 

Press Ctrl+End 
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Desired Result 

Select word 

Move text 

Copy text 

Undo last action 

Check spelling of 
document 

Select multiple 
documents in view 

Search for documents 
containing specific text 

Mark documents as read 
or unread 

Select {deselect) all docu­
ments in view 

How to Do It 

Double-click on it 
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Select text; choose Edit, Cut (or click 
on Edit Cut Smartlcon); place inser­
tion point where you want text to go; 
choose Edit, Paste (or click on Edit 
Paste Smartlcon) 

Select text; choose Edit, Copy (or click 
on Edit Copy Smartlcon); place inser­
tion point where you want text to go; 
choose Edit, Paste (or click on Edit 
Paste Smartlcon) 

Choose Edit, Undo or click on Edit 
Undo Smartlcon 

Place insertion point in any field (do 
not select any text); choose Tools, 
Spell Check; and correct or ignore 
unrecognized words as desired 

Click in left-hand column next to each 
document you wish to select 

Select documents to be searched; 
choose Edit, Find (or click on Edit Find 
Smartlcon); type text to search for; 
click on Find All 

Select documents; choose Tools, 
Unread Marks; choose desired com­
mand from submenu 

Choose Edit, Select All (or Deselect All) 

Print selected documents Choose File, Print; choose one Separa­
tion option; click on OK 

In the next chapter, you will learn how to use Notes Mail. We'll 
take a look at your Mail database and learn how to compose 
memo documents. You will also learn about several mail features, 

I 
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including using Name & Address Books, attaching files, and for­
warding memos. 

IF YOU'RE SfOPPING HERE 
If you w ish to stop here, please choose File, Exit to exit Notes 
(you will need to restart Notes when you begin Chapter 4). If you 
wish to proceed directly to Chapter 4, please do so now. 

] 
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N otes Mail is a special Notes application that allows you to 
perform many of the traditional functions of electronic mail. In 
this chapter, you will learn how Notes Mail works and some of the 
ways in which you can use it. In addition to learning how to send, 
reply to, and forward messages, you will learn some of the more 
specialized features of Notes Mail, including how to use Name & 
Address Books and attach files. We will also use the Mail database 
to discuss categorizing and deleting documents. 

95 
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When you're done working through this chapter, you will know 

• How to open your Mail database 

• How to compose and send a memo document 

• How to use a Name & Address Book to address a memo 

• How to attach a file to and detach a file from a memo 

• How to reply to or forward a memo 

• How to categorize, delete, and undelete documents 

• How to compose a Mail Group document in your personal 
Name & Address Book 

INTRODUCTION TO NOTES MAIL 
Most Notes databases allow many users to create and read docu­
ments. Notes Mail is a special application in which each user has 
a database in which others can save documents. Other users can­
not, however, read documents in any database besides their own. 
Sending documents to each others' Mail databases provides an 
excellent way for members of a workgroup to communicate with 
each other. 

The server where your Mail database resides is called your Mail 
Server. It is likely that many other users' Mail databases will be 
stored on the same server as yours is. A directory of Notes users 
is kept in a special database called the public Name & Address 
Book. Because Notes users can be on separate servers on a net­
work, a copy of the public Name & Address Book resides on each 
server to allow users to send mail between servers. A Domain is a 
group of Notes servers that all use copies of the same public 
Name & Address Book. 

In addition to the public Name & Address Book, each user also 
has a personal Name & Address Book stored on his or her own 
workstation. You can use this address book to compose groups of 
users to whom you often send mail. You can then send mail to all 
the members of the group by using just one address instead of 
many. We will discuss how to do this toward the end of this chapter. 

I 
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EXAMINING YOUR MAIL DATABASE 

You can open your Mail database, like any other database, by 
double-clicking its icon. Unlike other databases, however, you can 
also open your Mail database by using the menu. The entire Mail 
menu is devoted to Notes Mail, which allows you to use Mail fea­
tures from anywhere in the Notes workspace (even when you are 
in a view of another database). You read Mail documents the 
same way you read documents in any other database. 

Let's open your Mail database and explore its structure: 

1. Activate the second workspace page and identify your Mail 
database and personal Name & Address Book (see Figure 
4.1 ). Your Mail database icon, by default, shows a picture of 
an envelope and your user name. Your personal Name & 
Address Book also has your name on it. 

Figure 4.1 Mail databases 

Author's Mail database M)-MIII 

Author's personal 
Name & Address Book 

', @ I ■ I 
Ada<n ~ I ~~m I 

- 7 
,,.-

] 
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Figure 4.2 

2. Double-click on your Mail database icon to open it (if you are 
asked to enter your password, please do so and then click on 
OK). The default view of your mail database, called All By 
Category, has three columns: Date, Who, and Subject. Figure 
4.2 shows the default view of the author's Mail database; the 
structure of yours will be the same, although you will see dif­
ferent documents (or you may see no documents at all). This 
is a categorized view. 

The default view of the author's Mail database 

.. 

06/28/93 
06/29/93 

Carol Seelma.n 
Laurie Perry 

Our Meeting 
agenda. items for tomorrow's meeting? 

♦ 

CID 

3. If you have any documents in the view, double-click on one 
of them to open it. You open Mail documents the same way 
you open documents in any other database. (If you do not 
yet have any documents in this database, don't worry; we're 
going to create some soon.) 

4. Close the document (if one is open) and then close the 
database. 

I 
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5. Choose Mail, Open. This is another way to open the Mail 
database. This method is useful when you wish to open your 
mail from a workspace page that does not contain your Mail 
database, or even when you are in a view of a different 
database. 

PRACTICE YOUR SKILLS 

1. Examine the forms that are available in your Mail database 
(look in the Compose menu). 

2. Change to some of the different views in the Mail database 
and examine them. 

3. Change back to the All By Category view. 

COMPOSING AND SENDING MEMOS 
As in other databases, you compose memo documents in the 
Mail database by choosing a form from the Compose menu. If 
you are composing a new memo (as opposed to replying to or 
forwarding a memo), you will usually use the Memo form. 

When you prepare a letter in the world of paper mail, you write it, 
place the address of the recipient and your return address on the 
envelope, place the letter in the envelope, seal it, stamp it, and 
send it on its way. The procedure for sending Notes mail is simi­
lar. With Notes Mail, you still need to address and compose a 
memo, but you don't need an envelope, and the return address is 
included automatically. 

When you use electronic mail of any kind, it is important to bear 
in mind some of the ways in which it is different from other forms 
of communication. As is the case when you speak on the telephone, 
the person on the other end of the mail message does not have 
the benefit of your body language and facial expressions to help 
interpret your meaning. This may not sound like a big deal, but in 
fact it provides fertile ground for a misunderstanding. Here are 
some things to think about when composing electronic mail: 

• It is difficult to convey irony in electronic mail. If you're trying 
to be funny, give the recipient some clear signal that this is 
your intention. One common trick is to include the electronic 
happy face :-) (you read this sideways). 
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• Strong emotions of any kind work poorly in electronic mail. 
Negative emotions in particular can be intensified by the flat 
nature of the medium. Praise usually can travel unscathed 
and works well, but criticism is better delivered in person. If 
you are writing a message that has an emotional content, a 
good general rule to follow is to write it and then wait a day 
or two before deciding whether to send it. You will often find 
that distance allows you to better understand how someone 
else might interpret what you have written. 

• Think long and hard before emphasizing a word by using 
capital letters or including vulgarities that-you might use in 
conversation. Capital letters are the electronic equivalent of 
shouting, and things that might be considered normal in con­
versation can be much more shocking in print. 

] 

Another thing you should keep in mind is that Notes Mail is not 
really private. It's not as if Big Brother is watching you, but there 
is always someone (namely the Notes Administrator) who can­
but by code of ethics should not- read what is in your Mail data­
base. For this reason, you should be careful when writing things 
you do not want anyone else to see. The Electronic Privacy Act of 
1986 prevents unauthorized people from reading your mail, but 
this act has been interpreted in different ways in different cases. 
You might want to review your company's policy concerning this 
issue. 

COMPOSING A MEMO DOCUMENT 

To compose a memo document, you choose Compose, Memo 
and then complete the desired fields in the memo form. These 
fields include 

• The To field, in which you specify the user(s) to whom you 
wish to send the memo. If you know the exact name (case is 
not important) of the user to whom you wish to send the 
memo, you can simply type it (use commas to separate the 
names of multiple users). Notes also provides access to the 
Name & Address Books while you compose Mail documents; 
we will discuss this feature later in the chapter. 

• The cc field, in which you specify the names of users who are 
to receive "carbon copies" of the memo. 
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• The bee field, in which you specify the names of users who 
are to receive "blind" carbon copies of the memo. Users 
listed in the To field will not know if or to whom blind carbon 
copies have been sent. 

• The From and Date fields, which are computed fields that indi­
cate the author of the document and its creation date and time. 

• The Subject field, a text field that you use to give a brief 
description of the memo. The information in this field will 
appear in most views of the recipient's Mail database, so you 
should try to make this information as useful and accurate as 
possible. 

• The body field, which is the unlabeled field below the Subject 
field. This is a rich-text field in which you compose the body 
of your message. 

There are also four additional fields below the body field that 
have to do with delivery options. We will get to these shortly. For 
now, let's begin to compose a memo document: 

1. Choose Compose, Memo and examine the Memo form (see 
Figure 4.3). In addition to several editable fields, the form also 
contains two computed fields (From and Date) as well as two 
buttons. The insertion point is in the To field, where you enter 
the names of users to whom you wish to send a memo. 

2. You will send this memo to yourself. Type your Notes user 
name and then press Tab to move to the cc field. 

3. Observe the cc and bee fields. You can use these fields to 
specify users who should receive copies of the memo. 

4. Click in the Subject field and type A reminder to indicate the 
subject of the memo. This field is important because the 
information it contains will appear in the default view of the 
recipient's Mail database. You do not need to worry about 
the From and Date fields, because they are computed for you. 

5. Press Tab to move to the unlabeled body field and type Stop 
at the benefits office to enroll in a flexible-spending account. 
This is a rich-text field, which means you could include a 
good portion of War and Peace if you so chose. Your docu­
ment should resemble Figure 4.4, except that you will see 
your own user name instead of the author's. 

l 
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Figure 4.3 A blank Memo form 

Editable fields \ 
~:--:::::;::,-.._---._ . 

~ o .. ~ • 
~ ' --.......z.· bee:~ . 

Computed fields -

Figure 4.4 

From: Adi'!fflWilcox/Organfze!lon Name 
Do.le: 0&/29/93 10:56:!4AM 
S b-~ , . 

Delivery Priority: 
Delivery Report: 
Receipt Report: 
PersonEll CE1.tegories: 

'Normal, 
'Basic. 
:No , 

The partially completed memo 

To: 
cc: 
bee: 
From: 
Dete: 
Subject: 

: Adam Wilcox, 

-Adam Wilco>;/Organi~a1ion Name 
06/29/93 10 55:14 AM 
• A reminder . 

I Address { I Send I 

Address buttL / 

Send button 

I Addre!i) [3 

' Stop atthe benefits office to enroll in a flsxible·spending account , 

Delivery Priority: 
Delivery Report: 
Receipt Report: 
Personal Categories: 

'Normal , 
'Basic. 
:No, 

Bo ol memo. 

7D 

] 

♦ 
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SPECIFYING MAIL-DELIVERY OPTIONS 

In addition to the fields mentioned above, the Memo form con­
tains four fields below the body field. The first three are standard 
keyword fields th.at you can use to specify mail-delivery options. 

• The Delivery Priority field determines the urgency of a mes­
sage that will be sent to a different server. The Normal option 
should suffice for most purposes. 

• The Delivery Report field determines whether you receive 
confirmation that your memo was delivered to the recipient's 
Mail database. 

• The Receipt Report field determines whether you receive con-
firmation that your memo was opened. 

The final field on the Memo form, Personal Categories, has to do 
with categorizing documents that you save in your own Mail data­
base. We will discuss categorizing documents later in this chapter. 
For now, let's examine the delivery options for the memo we are 
composing: 

1. Click in the Delivery Priority field and observe Field Help. 
Normal priority is sufficient in most cases. 
Note: If you are sending mail to a different server, then you 
might want to consider the other two priority options. Send­
ing information over phone lines can be expensive, and you 
can save your company money by having Notes wait until 
night to send such memos (to do this, select Low priority). If 
the memo is time-sensitive, you can choose High priority to 
send it as soon as possible. 

2. Press Spacebar to cycle through the three Delivery Priority 
options, and then press n to specify Normal priority. 

3. Press Tab to move to the Delivery Report field, and press 
Enter to see a list of keywords for the field (see Figure 4.5). 
There are three delivery report options: Basic, Confirmed, 
and No Report. The Basic option will notify you only if Notes 
cannot deliver your memo. 

4. In the Keywords list, select Basic and click on OK. 

5. Press Tab to move to the Receipt Report field and press Space­
bar several times. Yes and No are the only receipt report 
options. Receiving a receipt report doesn't necessarily mean 

I 
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Figure 4.5 

that your memo was read, but it does tell you that it was 
opened. This information can be quite useful for those pesky 
times when someone says, "I never got that memo." 

The keyword list for the Delivery Report field 

Basoc 
Con.fumed 
No Report 

llK I 
Cancel ] , 

6. Type n to indicate that you do not need a receipt report (after 
all, you are only sending this memo to yourself), and then 
press Tab to move to the Personal Categories field (we will 
discuss categories later in the chapter). Compare your memo 
to Figure 4.6, and change any fields that do not match. 

SENDING A MEMO DOCUMENT 

After you compose a memo, you must decide what to do with it. 
In general, you have three choices: You can send the memo to the 
users listed in the To field, save the memo in your own Mail data­
base, or both send and save it. There are many different ways you 
can accomplish these things. 

To send a Mail document, 

• Click on the Send button in the upper-right corner of the docu­
ment (or choose Mail, Send) to display the Mail Send dialog 
box. 

• Click on Send to send the document to the users listed in the To 
field. Depending on the method you use, Notes may ask if you 
want to save a copy of the document in your Mail database. 
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The complete memo document 

To: 
cc: 
bee: 

: Adam Wilcox, 

' From: Adam Wilcox/OrgemizB.tion NB.me 
Do.le: 
Subject: 

06/29/93 10:55:1 4 AM 
'Areminder, 

'Stop e.t the benefits office to enroll in e. flexible-spending accounl , 

Delivery Priority: 
Delivery Report: 
Receipt Report: 
Personal Categories: 

• Normll.l , 
• Basic, 
:No., 

Related cale o names_ 

I Address ! I Send I 

CID 

To save a Mail document, click on the File Save Smartlcon or 
choose File, Save. You can also send or save a Mail document­
or even do both in a single step- by closing it. To do so, 

• Close the document (double-click the right mouse button or 
press Esc). When you attempt to close a Mail document, 
Notes displays a Document Save dialog box, asking if you 
want to mail or save the document. 

• Check Mail if you wish to mail the document, Save if you wish 
to save it, or both if you wish to do both. 

• Click on Yes to accept your choices, close the dialog box, and 
close the document; click on No if you do not wish to mail or 
save the document; or click on Cancel if you decide that you 
do not want to close the document at all. 

As we mentioned earlier, many Mail features are available through 
the Mail menu even when you are not in your Mail database. One 
useful feature is the ability to view unread Mail documents at any 
time by choosing Mail, Scan Unread. When you do so, an unread 
Mail document (if you have one) will appear on the screen. You can 

I 
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Figure 4.7 

then press Enter to view any other unread Mail documents. When 
there are no more, Notes returns you to whatever you were doing. 

Let's send our memo to ourselves: 

1. Click on the Send button in the upper-right corner of the doc­
ument. The Mail Send dialog box appears, giving you the 
option of signing or encrypting the document (see Figure 
4.7). Signing a document adds your electronic signature to it 
by adding information found only in your User ID, assuring 
the recipient that you are the author; encrypting a document 
encodes it so that only the intended recipient can read it. 

The Mail Send dialog box 

Dsi!1n 
0 f_ncrypt 

2. Click on Send to send the document to the user listed in the 
To field, namely you. Notes asks if you want to save this doc­
ument. Because you are sending this document to your own 
Mail database, there is no point in saving another copy of it 
there. 

3. Click on No to indicate that you do not want to save the doc­
ument. You have just seen one of several methods for send­
ing Mail documents; you will see more as we move through 
the chapter. 

4. Press F9 to refresh the view and see the new document you 
just sent yourself (see Figure 4.8}. If you do not see the docu­
ment, wait a minute and press F9 again. You shouldn't have 
to do this more than once or twice. 

5. Close the database and then choose Mail, Scan Unread. The 
unread Mail document appears on the screen. 

6. Press Enter to view any other unread Mail documents that 
you may have. When you have read the last unread docu­
ment, Notes returns you to the workspace. 
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Figure 4.8 Sending yourself Mail 

D6/29/93 Adem INllcax A reminder 

ABOUT OTHER MAIL FEATURES 
There are many ways you can use Notes Mail besides simply com­
posing and sending memos. You can copy and paste information 
from other databases into a memo, and you can also attach other 
files to Notes memos. Another useful feature of Notes Mail is the 
ability to use Name & Address Books to find and insert names of 
users and groups. 

USING A NAME & ADDRESS BOOK TO ADDRESS A MEMO 

You can access both public and personal Name & Address Books 
to find user or group names. This is especially useful when you 
either do not know the exact spelling of a name or are sending a 
memo to many users. To use a Name & Address Book while com­
posing a memo, 

• Click on the Address button in the upper-right corner of the 
memo document. The Mail Address dialog box opens. 

I 



I 108 • USING NOTES MAIL J 
• Use the drop-down list in the upper-left corner to select the 

field in which you wish to insert the name(s} (you can choose 
To, cc, bee, or Current Field}. 

• Use the second drop-down list to select the Name & Address 
Book that you wish to use {your public and personal Name & 
Address Books should be listed). 

• Either type the first letter of the name for which you are look­
ing, or scroll through the list to find it. 

• Select the name that you wish to use and click on Add to 
insert it in the selected field. (To create a list of several names, 
repeat these last three steps as many times as necessary.} 

• Press Esc (or double-click on the Control-Menu box) to close 
the Mail Address dialog box. 

Let's use the Name & Address Books to address a memo document: 

Note: In the task that follows, you will need to know the name of 
another user in your Notes system. It might be a good idea at this 
point to find a "Notes buddy" who can help you with a task or 
two from time to time as you work through this book. You won't 
be asking much of this person, but some of the tasks do require 
another user. 

1. Open your Mail database and then choose Compose, Memo 
to display a blank memo form . 

2. Click on the Address button to open the Mail Address dialog 
box (see Figure 4.9). The first drop-down list allows you to 
select a field in which to insert names; the second drop­
down list allows you to switch between Name & Address 
Books. The Name list shows the names of any users or 
groups in the current Name & Address Book. 
Note: By default, your public Name & Address Book should 
be active. If your personal Name & Address Book is active 
(its name will include your user name), you should select the 
public Name & Address Book from the drop-down list in the 
window. 

3. Click in the box to the left of the Add button and type the first 
letter of your Notes buddy's last name. The Name list scrolls 
to show names that begin with that letter (see Figure 4.10). 

4. Select your buddy's user name and click on Add. The 
selected name appears in the To field of the memo. 




