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> 4 ocuments, 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.
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58 ¢ WORKING WITH DATABASE DOCUMENTS

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

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

)L/;k 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.

:L/ . Choose View, Show Field Help to display text about the current
fieldfabove the Status barat the bottom of the screen. Field
z 8lp tells you that this fiefd is a required field (you will not be
1. Lt able to save this document without filling in all the required
5(9 2 fields) and that you should enter the student’s last name.
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Figure 3.1

i

The blank Student Profile form

[ Wi 1-1=
a| File Edit View Mail Compose Text Tools Design Window Help $
EER EEERREEER = DENEEIEER)

Student Profile L2
Last Name: ", First Name: ",
Birthdate: ", Age: 99
'Enrollment Date: Student Status: Program(s) Enroliment:
O Full-Time [ Composition
O Part-Time [0 Education
[ History
O Literature
[ Performance
[ Theory
pegrae Prdgmm: g\dvisor: :rranslerred Credit Hours:
Instruments: ",
Author: Adam Wilcox/Organization Name |
g
+ o | +
I I A O (=== I 70 =)

.’ 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 field 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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Figure 3.2
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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.

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

- tus Notes - New/Profile
Sludent Profile
Last Name: "Wilcox
5 First Name: ",
Birthdate: " , Age: 99
Enroliment Date: Student Status: Program(s) Enroliment:
O Full-Time [J Composition
O Part-Time [ Education
: [ History
[ Literature
[J Performance
[ Theory
Degree Program: Advisor: Tmns!amd Credit Hours:
Instruments: ",
REQUIRED: Enter the student's lastname. 3
* L1 -
1 | P | === RS Ul

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.
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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-DD-YY format,
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.

hile 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/YY for-
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, Enroliment
Date. The Age field still has not been calculated.

3. Choose View and observe the Refresh Fields command. You
can use this 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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Figure 3.3 Refreshing a calculated field

I otisINotesEINew! Profile
File Edit View Mail Compose Text Tools Design Window Help

EEREMERRIL T IENE DN BE

1‘ Student Profile
|
Last Name: "Wilcox, First Name: “Adam ,
! Birthdate: "09/06/65 , Age: 27
|
i Enroliment Date: Student Status: Program(s) Enroliment:
O Full-Time [J Compasition
O Part-Time [J Education
O History
[ Literature
[ Performance
[ Theory
Degree Program: Advisor: Transferred Credit Hours:
Instruments: ",
Author: Adam Wilcox/Organization Name o
Please enter the day you started school in the format MM/DD/YY. e
=

& [»
- 1 [ [ (Oo] 82 15

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

format.

5. In the Enroliment 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

el A |
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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.

. 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.

. In the Program(s) Enroliment field, click in the check box for

the Composition option. An X appears in the check box.

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

. Click in the Theory check box again to deselect the option.
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6.

7.

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.

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

Figure 3.4 The Select Keywords dialog box

BB se e cilKeyviords
Keywords

Bachelorof Fine Arts |
Bachelor of Music

Bachelor of Science

Master of Fine Arts

Master of Music

8.

10.

11.

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

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

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).

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.

2 avateis
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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.

Figure 3.5 A keyword field in which you can enter new
keywords

= Select Keywords I

Keywords

Andrew Weinstein
Christine Rutkowski

Corey Hart
Jordan Donohue
Joseph Zambito
Linda Tobin
Valerie Hernandez

New Keywords:
Type new keywords —j—{- ]
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.’

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.
\j /,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 thg 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.

VTaV-d
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Figure 3.6

The author’s completed Student Profile

, | wiwile I 2
a| File Edit View Mail Composc Jext Tools Design Window ﬂelp <
EEEERIEREERIZN = DETIE R EER)
Student Profile ki
Last Name: "Wilcox, First Name: "Adam ,
Birthdate: " 09/06/65 , Age: 27
rEnmllment Date: Student Status: Program(s) Enroliment:
today , O Full-Time Composition
@ Part-Time [0 Education
[ History
[ Literature
[0 Performance
O Theory
Degree Praogram: Advisor: Transferred Credit Hours:
"Bachelor of Music, " Aziz Ibrahim , “18 hours ,
Instruments: "violin, piano, and flute =
Author: Adam Wilcax/Organization Name 8
Enter as much information as you like! This is a rich text field A
« >
| [Helv [10] [Co 8 [ <O

® 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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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).

Figure 3.7 A Notes error message

olus|Notes

Unrecognized characters found after number

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

(}2 L, 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- —7
verted to the current date. ‘
1N
R

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).

Figure 3.8 Closing and saving a document

Do you want to save your changes?

[Fes | [(ne | [Cancel]

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

5(\’7
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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

Uotas|NotesABCIStudents i AdvisonListing Ry B
w Mail Compose JTcxt Tools Design Window Help $

(4 HIEERGA > [E B[ s [u][=[=E=Ee]

a| File Edit Vie

HE)

Corey Hart (1)
* Thacher, Jeremy
Jordan Donchue (2)
|* Palmatier, Michael
* Mackenzie, Elizabeth
Joseph Zambito (1)
* Hanover, James
Valerie Hernandez (1)
* Levy. Caroline
I
[
l
3
+ +»
[ | [ [ (ol l=s

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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the

)

o
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A RESPONSE TO A MAIN-TOPIC DOCUMENT

.‘ COMPOSING
You can compose a response to a document either from within

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 formE'om the Comgose 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:

2.

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

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.

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.

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

In the body field, type I think this is a great idea, but the
series will need a catchy name. How about Noontime Notes?
Close the response document (press Esc) and click on Yes to
save it.

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

a| File Edit View Mail Tn s Design Window Help

Lotus|Noles - INew;Ri e : 1 ¥

T 0'

EESPATEA R ERA> [ e[ /[ u][=] =[EE@]

Editable fields i—l(ey Thought: ",

I~

4

Computed fields %

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

1=

An optional word or phrase describing your response [ hd
* <9
1 | [ | ool 88 [ <O
Figure 3.11 The new response document displayed in the view
= 0 ple ABC D 0 D E j 25 - ?‘
=| File Edit View Mail Compose Iext Tools Design Window Help +

LES|= A0 gl FRGE > [E s [ /[u] = =[EEe]

Date Rsp Topic

»

05/24/93 3
05/24/33
05/24/33
05/24/93
05/24/93"5
05/24/93 1
05/24/93
05/24/93
05/24/33

Ok %% O % %t

-

Your new response —|

06/23/33 Greatidea! (CN=Adam Wilcox/O=Organization Neme)

New program for guitar majors (CN=Andrew Weinstein/O=Organizatio
Offer only classical guitar (CN=Julia Binder/O=Organization Name)
Offer acoustic and electric guitar (CN=Jordan Donohue/O=0rganization Nam
Classical only (CN=Hanna Harper/O=Organization Name
Lunch-time series (CN=Natalie Ward/O=0rganizationName
Keep itinformal (CN=Valerie Hemandez/O=0Organization Name)
lagree! (CN=Julia Bmder/0=0rgamzat10n Name)
Limitthe number of performers in each concert (CN=Andrew Weinstein/O=0rg
Students need performance opportunities (CN=Jordan Donohue/O-Orgasz
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