
File Imports 

4. Use the List Files of Iype drop-down list to tell Notes what 
kind of file you're importing. You can import these types of 
files into a rich text field: 

• Ami Pro 

• ASCII Text 

• Binary with Text 

• BMP Image 

• CGM Image 

• Excel 4.0/5.0 

• GIF Image 

• HTML File 

•JPEG Image 

• Lotus 1-2-3 Worksheet 

• Lotus PIC 

• Microsoft Word RTF 

• PCX Image 

• TIFF 5.0 Image 

• Word for Windows 6.0 

• Word Perfect 5.x 

• WordPerfect 6.0/6.1 

• WordPro 96/97 

5. After you find the file, click Import. The data contained in the 
file appears inside your Notes document. Notes imports the 
file as regular text. 

6. If you wish, change the appearance of the imported text by 
changing the fonts, making some of the words bold, or making 
other modifications. 

If you need to import a file that is not in one of the listed formats 
that Notes supports, find out whether the originating program can 
save the file in one of those formats. For example, if you need to 
import a Quattro Pro spreadsheet, you can use Quattro Pro to save 
the file as a Lotus 1-2-3 worksheet and then use f)le<>lmport to 
import the converted Lotus 1-2-3 worksheet. 

LJ 
□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 



7 
7 
l 
7 
7 
l 

7 
j 

I 
J 

J 
J 
J 
J 
J 

Linked and Embedded Data 

You can also import a graphic to the background of a document, 
like this: 

1. Make sure the document is saved and in Edit mode. 

2. Choose File~-!>Document Properties and then click the Back-
ground tab (third tab from left) . 

3. Click Import in the Graphic or Resource section. 

4. Select the file to import. 

5. Click Import. 

You can import BMP, GIF, JPEG, PCX, and TIFF files to use as a 
document's background. If the picture is the same size as the 
document, it appears once. Smaller pictures tile (or repeat) to fill 
the background of the document. 

Linked and Embedded Data 

I.; 0 I .... 

~~~\CA(,r~ 

This is where things get fancy. Linking data means that it never 
loses touch with home, so data changes that are made in the 
program where the data was created are passed along to the data 
that appears in a Notes document. Embedding means that the data 
looks as if it's part of a Notes document, but if you "activate" it, 
you start the program in which the data was created so that you 
can edit or add to it. Edits to the original data don't appear in the 
embedded file. 

The official software used to make linking and embedding happen 
is either DOE (dynamic data exchange) or OLE (object linking and 
embedding), just in case you happen to run across the abbrevia­
tions. Whether the software is OLE or DDE is not important, 
because the procedure is the same in each. 

You can use a text search to look for linked or embedded text as 
long as the data is linked or embedded as text or rich text and is 
visible (not represented by an icon). 

Linkin9 
Linking adds data to your Notes document, but the data retains its 
identity as belonging to the original application. The data doesn't 
become native Notes data. The link keeps an eye on the original 
data so that if you or anyone else changes it, the copy in the Notes 
documents also changes. 
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Linked and Embedded Data 

Some words used in linking are also used in other Notes contexts. 
The program in which the original data was created is called the 
server. The program into which you place the data is called the 
client (a term sometimes also used for workstation). Keep in mind 
as you read this section that we're not talking about Domino 
servers and Notes clients but OLE servers and OLE clients. 

To create a link, foil ow these steps: 

1. Open the server application and create or open a file contain­
ing the data that you want to link to a Notes document. 

2. If the file is new, be sure to save it before you create the link. 

3. Highlight the data to link and copy it to the clipboard using 
the appropriate technique in the server program. 

4. Switch to the Notes document, place the cursor where you 
want to place the data (be sure it's a rich-text field), and click 
the Edit Paste Special Smartlcon or choose £ditc::>Paste 
Special. 

5. In the As: list box, choose the format for the data to be linked. 
You may choose the file's native file format, Rich Text (text 
arrives with all formatting), Picture or Bitmap (usually used 
for graphic objects), or Text (text arrives without formatting). 

6. Choose Paste link to source. 

7. Click OK. After a few seconds, the data appears in the Notes 
document. If the original selection contains multiple text 
formats, you may see an icon rather than the actual text. 
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Linked and Embedded Data 

By creating an OLE link, you create a compound document. Notes 
doesn't allow you to edit the linked data in Notes, though. You 
need to double-click the linked data or the icon representing the 
linked data to tell Notes to open or switch to the server applica­
tion and file, where you can edit the data. As you edit, the changes 
appear immediately in the Notes document. 

Not only can you edit the data; you can also edit the link itself. In 
the Notes document, choose E.dit<>External links to see the 
External Links dialog box. 

In this dialog box, you can make the following choices: 

♦ Click Automatic to allow Notes to automatically update the 
Notes data if the server data changes. Click Manual to prevent 
Notes from making such updates. 

♦ Choose J.!pdate Now to bring the data in the Notes document 
up-to-date with the data in the server application. Use this 
option if you chose Manual updating and are concerned that 
the data in the Notes document is out-of-date. 

♦ Click Qpen Source to open the server application in which the 
data was first created. 

♦ Click .Edit Link to choose a different file to link to the Notes 
document. 

♦ Choose B.reak Link to sever permanently the link between the 
server and client. 

OLE requires that you make a saved file and the server application 
available to Notes. Often the server file itself is on a Domino 
server (here are both uses of the word server in one sentence), so 
the same file is available to all users. If all users of the Notes 
document don't have the same directory structure for the server 
application or the linked file, Notes cannot open the application to 
allow updating. Also, if the file is moved or renamed, everyone 
loses the link between the original information and the information 
in the Notes document. 

Embeddin9 part of a file 
To the user, a linked object and an embedded object appear the 
same. The object may be an icon or data, depending on the 
complexity of the data in the server file. The difference between 
the two is that embedding data into the Notes document places 
the file itself in the document, not a link - so changes to the 
original file are not reflected in the embedded file. To embed 
information in a Notes document, use the following steps: 
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Linked and Embedded Data 

7. Open or create the file in its original program. 

2. Copy the information to the clipboard using techniques 
appropriate to the server application. 

3. In the Notes document, position the cursor where you want 
the data to appear. 

4. Click the Edit Paste Special Smartkon or choose Edit¢Paste 
Special, and in the dialog box that appears, leave faste 
selected (instead of choosing Paste link to source). 

5. In the As list box, be sure that the name of the source applica­
tion is selected. (Don't choose Picture, Rich Text, or another 
clipboard format.) 

6. Click OK. The data (or an icon) appears in the Notes document. 

Embeddin9 a whole fife 
You embed part of a file when you don't think your readers need 
to see all the information in the original file. The techniques that 
we describe previously embed part of a file in your document. 
Another way to embed data in a Notes document is to embed the 
whole file. You can even embed the file before you create it. To 
embed a whole file, use these steps: 

1. Place the cursor in the Notes document in which you want to 
embed the file. 

2. Choose C,reate¢Qbject to see the Create Object dialog box. 
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Linked and Embedded Data 

3. If you're going to embed and then create the file, choose Qbject. 
If you're going to embed an existing file, go directly to Step 6. 

4. Select the program in which you want to create the new file 
from the list of programs under Qbject type. 

5. Click OK. When the other program opens, create and save the 
file; it then appears in the Notes document. 

6. To embed an existing file, choose Object from a file. 

7. Click the Browse button, which appears in the dialog box after 
you choose Object from a file, to locate the file that you want to 
embed if it is not listed in the directory displayed under Fil~. 

8. In the Browse dialog box, highlight the file that you want to 
embed and click OK. The file appears in the Notes document, 
either in its original form or as an icon. 

Actif/atin') an embedded file 
Embedding an object doesn't require the readers of the Notes 
document to have access to the original file, because they have 
their own copy of the file in the Notes document. However, each 
user must have the server application to edit the original data. 

To activate the original data so that you can edit it, double-click 
the embedded data. The server application and the file open. 
Remember that any changes to the embedded file on one user's 
version of a document do not appear in other users' copies of the 
document, depending on whether the documents are replicated to 
all other users. Also, remember that the original data and the data 
in the Notes document are not linked in any way. 
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View E1tports 
Exporting from a view turns a view into a separate file so that you 
have a tabular file containing the contents of the view. Although 
exporting a view to a spreadsheet is the most common kind of view­
level export, you can export a view to any of the following file types: 

♦ A worksheet that is compatible with any version of Lotus 1-2-3 
and accessible by most other spreadsheet and database 
programs, such as Excel, dBASE, and Paradox 

+ A structured text file such as an ASCII file, which you can then 
import into another program 

+ A tabular text file, which is easy to import into other spread­
sheet and database programs 

To make a new file out of a view, follow these steps: 

1. Open the database and switch to the view that will be the 
basis of the file that you create. Only the data appearing in the 
view appears in the spreadsheet, so be sure that you choose 
the correct view. 

2. If you only want to export some of the documents to a 
spreadsheet, select them. 

3. Choose file<>E.xport. 

fl, In the Save in drop-down list that appears, specify the drive 
and directory where you want to save the file. 

5. Use the File name dialog text box to give a filename to the 
exported file. 

6. Click Export. 

7. A second dialog box appears. Use it to tell Notes whether you 
want to export All documents in the view or just S,elected 
documents (the ones you selected in Step 2). 

8. Click Include View titles to make each column heading in the 
worksheet match the database's field names. If you don't 
choose this option, the spreadsheet will have no column 
headings. 

9. Click QK. Notes creates a Lotus 1-2-3 worksheet for you based 
on the view that's open. 

lJ 
□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

D 
□ 

□ 

□ 

□ 

□ 



7 
View .. £e(lef Imports 

If you intend to export data from a Notes view to a program other 
than Lotus 1.2.3, you should still export the view to a Lotus 1.2.3 
worksheet and then use that other program to further convert the 
worksheet. Take it from us: Using Lotus 1·2·3 is much easier than 
using the structured or tabular text formats. 

l fliew-Leflel Imports 
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View-level imports bring many documents into Notes at one time. 
This method can turn a Lotus 1·2-3 worksheet into a view, and 
each row in the spreadsheet becomes a separate document in a 
Notes database. Each column represents data in a specific field in 
each document. 

To turn a spreadsheet full of data into a Notes view, follow these 
steps: 

1. Create a 1.2.3 spreadsheet with no formatting and no blank 
rows. Also, be sure that the column headings for the 
worksheet are in row 1 of the worksheet and be sure that they 
are exactly the same as the field names in the Notes database. 
The rows of spreadsheet information must begin in row 2 of 
the worksheet and must be in a solid block. You can't have 
any blank rows in the middle of the spreadsheet, because you 
then get empty documents in your database. 

Here are two suggestions: If the requirements in Step 1 mean 
big changes to an existing spreadsheet, make the changes 
and save the spreadsheet under a new filename. Also, if you 
need to import another kind of file, such as a large text file or 
an Excel worksheet, you should convert that file into a Lotus 
1·2·3 worksheet and then import the Lotus 1·2·3 worksheet 
into Notes. 

2. Open the database into which you're importing the 
worksheet. Make sure that you have a view on the screen and 
then choose .Eile<>!mport. Don't open a document or try to 
compose a new document; the data will be imported into the 
document instead of the view. 

3. Using the Import dialog box that appears, select the file that 
you want to import and ( by using the List Files of .Type drop­
down list) tell Notes that the file is a J.2.3 worksheet. 

4. Click Import. Notes presents you with yet another dialog 
box. Here you can tell Notes how to import the rows of the 
spreadsheet. 



The Web and Notes 

5. In the dialog box, you have to make five decisions: 

• Which form in the Notes database is used to display the new 
documents 

• Whether the new documents are main documents or re­
sponse documents 

• Which range in the spreadsheet to import - either the cell 
coordinates (such as Al ... D341) or a range name 

• How the fields are named ( If you carefully followed the 
advice in Step l, including taking care to make the spread­
sheet column headings match the field names, you can 
choose WKS Title Defined, the easiest of the three choices.) 

• Whether Notes should calculate any field formulas (previ­
ously defined on the form) for each document as it is created 

6. Click QK. Notes imports the worksheet and converts each row 
into a document in the database. 

The Web and Notes 
Notes enables you to browse the World Wide Web from the 
comfort of your desk chair and your Notes workspace. Before you 
do any browsing, you need to specify how you plan to browse. To 
specify which browser to use, follow these steps: 

7. Click the name of the location in the status bar (second box 
from the right). 

2. Choose Edit Current from the pop-up menu that appears. 

3. Click the Internet Browser tab of the location document that 
appears. 
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The Web and Notes 

fl. Click the down arrow next to the Internet Browser field. You 
have five choices: 

• Notes: Notes uses its own browser. 

• Notes with Internet Explorer (the recommended choice 
and the default): Notes adds the power of Internet Explorer 
to its own Web browser. 

• Netscape Navigator: Notes switches to Netscape Navigator 
for browsing. 

• Microsoft Internet Explorer: Notes switches to Microsoft 
Internet Explorer for browsing. 

• Other: Notes switches to another browser that you specify. 

5. Click Save and Close at the top of the location document. 

For more information about editing location documents, see Part V. 

If you chose to use Netscape Navigator, Notes with Internet 
Explorer, Microsoft Internet Explorer, or another Web browser, 
you're done. However, if you choose to use Notes as the default 
browser, you need to make a few additional changes. Occasionally, 
a Web page may have an embedded program called a Java Applet, 
which makes the page dynamic. You have to tell Notes to enable 
these applets to make the page work as it's supposed to. 

To tell Notes to enable applets, follow these steps: 

1. Choose file<>Preferences<>!,lser Preferences. 

2. On the Basics page of the dialog box that appears, scroll 
through the list under Advanced Options and click on Enable 
Java and Enable Java access from JavaScript. 

As you scroll through the Advanced Options, you should make two 
other adjustments: To allow Notes to display the contents of Web 
pages that it may not be able to display on its own, click on Enable 
ActiveX in Notes Browser and Enable Plugins, also in Notes 
Browser. Happy browsing! 
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Notes the Wau 
YOU Want It 
You may know so much about Lotus Notes that 
you recognize changes you would like to make in 
the way the program operates. Or you may want to 
refer to this book's previous sections on how 
Notes normally operates before you decide. Either 
way, this chapter covers the most important areas 
in which you have a say about how Notes behaves 
and ways to avoid problems. 

In this part . . . 
,,,,,, Maintaining certification 

,,,,,, Using passwords 

,,,,,, Creating subscriptions 

,,,,,, Managing Smartlcons 

,,,,,, Setting user preferences 

,,,,,, Customizing the workspace 

,,,,,, Sending newsletters 
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Certification 
In Notes, you use a Notes ID that has one or more certificates, Your 
ID says that you are a Notes user, and the certificates tell which 
organizations permit you to access their servers. 

Certification expires after a couple of years. When your certifica­
tion is about to expire, a reminder prompt appears on your screen 
telling you that you need to get recertified; otherwise, on some 
dark day in the not-too-distant future, you will find that you simply 
can't access any Domino servers. Ordinarily, you receive a notice 
from the Notes administrator telling you that your number is up 
and you need to get recertified soon. 

To see when your certificate expires, choose file<>Iools<>User lD 
and then click Certificates. Highlight each certificate (assuming 
that you have more than one- most people don't) and informa­
tion appears below telling you when that certificate expires. 

Another reason to get certified is that you may need to use 
databases on a server in another company or another domain 
(users and servers created with a different certificate) in your 
company. Because that company or domain uses a different 
certificate, you won't be allowed access to those servers or 
databases. 

The good news is that getting certified is easy. And you don't need 
to get recertified very often. Here's what you do: 

1. Use ,Eile<>Iools<>User !D. 

2. Click Certificates. 

3. Choose Request Certificate. 

~- In the dialog box that appears, type the name of the person 
you're sending your request to. If you don't know, ask around 
your organization for the name of the certifier, the person who 
issues certificates. 

5. Click Send. 

Wait for the certifier to send you a return memo with your certifi­
cation attached. When this joyous event occurs, open the memo 
and choose Actions<>Accept Certificate. Type your password in 
the dialog box that appears and click Accept. You're now the 
proud owner of a certificate. 
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Headlines and Subscriptions 
Headlines is actually just another Notes database in which you 
create subscriptions to other Notes databases and Web pages (if 
you're connected to the Internet) . The subscription performs a 
text search of the specified databases and Web pages. The first 
time you run Notes, it creates the Headlines database automatically. 

Here's how to create a subscription: 

1. Choose file<>Qatabase<>Qpen and select a Headlines database 
on a server. 

2. Choose ~reate¢Subscription and specify the criteria for types 
of documents you want to see in the Headlines database. 

Name 
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J: TaDosaaq,edtame 

Jll'1 Meemg ;m.,,. 

r Sent dieclt,, to me O ""~ isled ntho "To:" fiold) 

r A 1ect.m recioi,t n 1oqueuod 
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When the subscription conducts a database and Web search, 
Notes adds the documents to the Headlines database. 

Locations 
If you and your laptop are always on the go - jumping into planes, 
staying in hotels, working at home, and sometimes plugging into 
the network at the office - you need to configure Notes to behave 
differently in each of those places. Fortunately, you only have to 
configure each location once. 
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Se/ectinlJ a location 
To tell Notes where you are currently working, click the next to the 
last box at the right end of the status bar. (The box contains a 
word such as Home, Internet, Office, or Island.) In the list that 
appears, click your current location. 

Chan9in9 location information 
Your Personal Name & Address Book contains several location 
documents. Each one tells Notes how to behave when you're in a 
specific location. You may need to change some of the location 
documents to reflect your own information, such as telephone 
numbers. 

To change the settings for a given location: 

7. Click to select the location in the status bar. 

' Not .. OiectDiaq,J',ES Prorrc,11oo "v- ..... lone/~ · .,_ 

Loc&on name· 1 Tr.we! (Notes Drecl Diol,1>1_, 
lnle1nd moi ad<teu. 1 ,1 Deid- name: 

2. Click the location box in the status bar and choose Edit 
Current. The location document opens in Edit mode. 

3. Make all necessary changes. The specifics vary with each 
location, each user, each company, and each computer, so we 
can't help you with the details. Once again, your Notes 
administrator is the source for the information you need. 

fl. Click Save and Close. 
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Settin9 the location prompt 
You may occasionally forget to tell Notes that you're at a new 
location. To remind you to set the current location parameters, 
Notes can prompt you on startup to choose the current location. 

To tell Notes to prompt you for a location when you start the 
program, follow these steps: 

1. Choose .Eile<>Preferences<>llser Preferences. 

2. Click Basics in the User Preferences dialog box. 

3. Click to place an X in the frompt for location box. 

/J. Click QK to dismiss the User Preferences dialog box. A 
warning box appears to tell you that some settings may not 
take effect until you restart Notes. 

5. ClickQK. 

Lo99in9 Off Notes 
When you leave your computer, someone else can sit down and 
use Notes as if he or she were you. So you want to log off Notes so 
that no one can use your Notes ID, just as you take your keys when 
you leave your car. The easiest way to prevent unauthorized use of 
your ID is to press the FS key to log off. A message in the status 
line says "Private user information cleared," which means that the 
next time you or another person tries to use Notes, the password 
prompt appears. 

Here's how to make Notes log you off automatically after a short 
time (in case you forget to press the FS key): 

1. Choose ,Eile<>Pre{erences¢User Preferences. 

2. Click Basics. A dialog box appears in which XX represents the 
number of minutes of inactivity before Notes locks your ID. 

3. Enter the number of minutes you want Notes to wait. 

/J. Click QK. 

Newsletters 
A Notes newsletter is a memo, sent to selected recipients, that 
contains links to documents newly arrived in a database. You can 
set a newsletter agent (macro) to scan the database daily for new 
documents that contain specified words. 
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To create a Notes newsletter, follow these steps: 

1. Open the database from which you want the newsletter sent. 

2. Choose C.reate¢Agent or C.reate<>Uesignr::!>Agent. 

3. Give the agent a descriptive name, such as Newsletter. 

fl. Determine how often you want Notes to send a newsletter (for 
example, weekly, daily, or hourly) by making the appropriate 
choice in the box for When should this agent run on Local. 

5. In the box for Which document(s) should it act on, select All 
new and modified documents since last run. 

6. If appropriate, click the Add Search button, and then enter the 
text you want the agent to search for in documents. 

7. Click Simple action(s) and click Add Action. 

8. In the Action list that appears, choose Send Newsletter 
Summary. 

9. Add recipients' names in the Io box. To be sure of spelling, 
paste the names from the Public Name & Address Book. 

10. Add a short description in the Subject box. 

11. To provide an overall summary for all linked documents, 
select Include summary for each document using view. Then 
select the view from which information should be copied. For 
example, if the named view contains author and subject 
columns, the one-line summary adds that information next to 
the document links. 
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12. To hold newsletters until a given number of new documents 
have been added, click .Gather at least and type the number of 
documents that must be collected before the newsletter is sent. 

13. Click QK. 

14. Close and save the agent. 

Passwords 
If any bad guys are watching over your shoulder when you type 
your password, they're bound to figure out how to use it. Or if you 
once tell people your password so that they can work with your 
user ID, they have information that may someday be used to your 
disadvantage. So be sure to change your password periodically. 

Here's how to change your password: 

1. Choose File<>Tools<>User ID. 

2. Enter your current password. 

3. Click on Basics. 

4. Click the Set fassword button. 

5. Once again. enter your current password. 

6. Enter the new password in the Set Password dialog box that 
appears. Keep in mind that passwords are case sensitive. 

7. Enter the password a second time when prompted, to confirm 
what you typed the first time. 

8. Click Done in the User ID dialog box. 

As you decide on a password, keep in mind the following: 

♦ You may use a password of any length. unless your adminis­
trator has set a minimum length. If so, the dialog box tells you 
what the minimum is. 

♦ Notes recommends a minimum of eight characters, simply 
because figuring out a long password is much more difficult 
than figuring out a short one. 
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♦ Obviously, you want your password to be something you can 
remember. We all have to remember Social Security numbers, 
credit card codes, login names and passwords, gym locker 
combinations, in-laws' birthdays, and the date of our tetanus 
booster. If we forget one of these, somebody treats us as if 
we're wearing a clown suit. If you set a Notes password and 
forget it, you need to contact the Notes administrator and ask 
for a reminder. 

♦ Obviously, too, you want your password to be something 
others can't figure out. Using your own first name is not the 
most secure password. 

♦ Passwords are case sensitive, so PASSWORD is different 
from Password is different from password is different from 
pAssword is .... 

♦ As you type in your password, only Xs appear on-screen. This 
is to protect your password from over-the-shoulder snoopers. 
Notes takes passwords very seriously. 

♦ After you create your password, Notes prompts you to enter it 
a second time to be sure that you didn't make a mistake. 

Password-protecting the ID file on your main computer has no 
effect on your laptop's copy of the ID. The best way to handle this 
problem is to password-protect the ID on your main computer, 
copy the ID to a floppy disk, and then copy the ID from the floppy 
disk to your laptop. Delete any copies of the ID file that are not 
password-protected or keep them under lock. ( Usually, people say 
"lock and key," but if the key were around, why bother with the 
lock?) 

Each of your ID files may have different certificates associated 
with it. If you have an ID on a floppy disk and one on your hard 
disk, use Eilec:>Iools¢S~itch ID and pick each ID, one at a time. 
You can see what certificates are associated with an ID file by 
choosing Eile<>Iools<>User !D and clicking Certificates. Add a 
password to the ID with the largest number of certificates and 
copy that ID to the floppy disk and your other computers. If each 
ID has different certificates, add the password to each ID separately. 
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Smartlcons are useful, no doubt about it. But you may decide to 
rearrange the order so that the ones you use most often are at the □ 
left, or you may decide to add a Smartlcon for a task that you often 
perform but isn't among the Smartlcons displayed. 
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Creatin9 new Smartlcons 
A Notes power user, such as your worthy self, may find that the 
selection of Smartlcons doesn't contain everything that you need. 
If you'd like to have a new Smartlcon that you can click instead of 
choosing a series of menu items, you can create a customized 
Smartlcon, like this: 

1. Choose Eile<>Preferences<>S.martlcons. The Smartlcons dialog 
box appears. 

2. Click £<lit Icon. 

3. Scroll down through the Custom Icons to find a Macro Button 
with a graphic that most closely resembles the task that you 
want to perform with the Smartlcon. 

4. In the D~scription text box, enter a short descriptive title for 
the Smartlcon. 

5. Click E ormula. 
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6. In the Smartlcons Formula dialog box, enter the formula. Use 
the Add @Fun,& or Add Command button to be sure that the 
spelling and syntax are correct. 

7. Click QK. 

8. Click Qone to close the Edit Smartlcons dialog box. 

9. In the Smartlcons box, be sure that "Universal" appears in the 
text box above the middle column of Smartlcons. 

10. Drag the Macro Button that you want to use from the Available 
icons box to the middle box, the Universal Smartlcons box. 

11. Click Save Set to save the palette with the new Smartlcon. 

12. In the Save Set of Smartlcons dialog box, type Universal in the 
Name of Set box and universe in the file name text box. Click QK. 

13. Choose }'.es to overwrite the old set of Universal Smartlcons. 

7 4. Click QK to dismiss the Smartlcons dialog box. 

Your new icon appears in whatever toolbar is appropriate for the 
context in which you're currently working. 

Chan9in9 the displalJ of Smartlcons 
You may notice that Notes doesn't display all the icons you need 
or displays some icons you don't need. You can change the display 
by using Smartlcon Preferences to create a new icon set and then 
choosing to use that set. Here's how: 

1. Choose .Eiler::>Ioolsr::>Smartlcons. 

2. Scroll down through the Available icons until you get near the 
end of the list where the Macro Buttons appear. 

3. Drag each Smartlcon that you want to add from the Available 
icons box to the middle box, the Universal Smartlcons box. 

4. Drag any Smartlcons you don't want out of the middle box. 
You don't have to drag them to any location, just drag them 
one by one out of the box. 

5. Click Save Set to save the new Smartlcons. 

6. In the Save Set of Smartlcons dialog box, type Universal in the 
Name of Set box and universe in the file name text box. Click QK. 

7. Choose Yes to overwrite the old set of Universal Smartlcons. 
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User Preferences 

8. Click QK. Choose Eiler.:>Preferences<>S.martlcons to change the 
location of the Smartlcons. If having the Smartlcons at the top 
of the screen bothers you, or you just want to experiment with 
other locations, click on fosition and choose Left, Top, Right, 
or Bottom. 

If you lost your glasses, or your contacts are in upside down, and 
you can't make out one Smartlcon from the next, click on !con Size 
and then choose L.arge. The right end of the complete set may 
disappear off the screen during those times when a large set of 
icons is needed on the screen. You can't have your Smartlcon cake 
and eat it, too. 

User Preferences 
You can make important choices about the Notes desktop and 
working environment. By choosing [iler:::>Pre(erencesr:::>Notes 
Preferences, you can change Advanced Options settings such as 
the following: 

♦ Mark documents read when opened in the preview pane -
so you don't think the documents are still unread 

♦ Make Internet URl.s Into hotspots - so you can click URLs in 
Notes documents and easily open Internet documents and 
Web pages 

♦ Textured Workspace - so you can make the background in 
the desktop behind the database icon look like cloth rather 
than dull plain white 

♦ Right double-click closes window - so you can use a default 
feature from an earlier release of Notes that makes it easier to 
close any Notes window, except the desktop 

♦ Accept Cookies - so you can tell Notes to allow Web pages to 
deposit cookies locally 

Remember: Some of these settings may not take effect until the 
next time you start Notes. 

C/,qqsin9 e-mail qptiqns 
You can make several significant changes in the way Notes handles 
your e-mail - specifically the way Notes notifies you of new e-mail 
and the way it handles a new memo after you finish writing it. For 
example, depending on your preference and the tolerance or those 
who work near you, the little tune Notes plays when you have new 
e-mail may be handy or a pain in the neck. 
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Here's how to determine whether and how Notes notifies you 
when you have new e-mail: 

1. Choose Eile.::>Preferences<>User Preferences. A User 
Preferences dialog box appears. 

2. Click Mail. 

3. To receive notification that you have new e-mail, be sure a 
number replaces the XX in Check for new mail every XX 
minutes. The number represents the frequency with which 
Notes checks your e-mail. If this option is deselected, you still 
receive e-mail but without any Notes notification. 

t,. Select Audible notification if you want to hear the tune, Visible 
notification if you want to see an envelope plus the "You have 
new mail" message in the Status bar, both if you really want to 
be sure that you know when the mail is in, and neither if you 
don't care. 

5. Click Q.K. A warning box appears to tell you that some settings 
may not take effect until you restart Notes. 

6. Click Q.K. 

When you close a memo after writing it, Notes can automatically 
handle saving, signing, and encrypting the memo. 

To set these options, follow these steps: 

7. Choose .Eile<>Pre!erences<>!,lser Preferences. A User 
Preferences dialog box appears. 

2. Click Mail and News. 

3. In the Save sent mail drop-down list, choose from the following: 

• Always keep a copy - to save the memos you write 

• Don't keep a copy - not to save the memos you write 

• Always prompt - to be given a choice of saving or not 
saving each memo 

t,. Click Sign sent mail, to attach automatically your digital 
signature to all outgoing memos. 

5. Click £ncrypt sent mail, to encrypt automatically the body 
field of all outgoing memos. 

6. Click Encrypt saved mail, to encrypt automatically the body 
field of all memos saved in your e-mail database. This option 
encrypts e-mail that you have created, sent, and kept a copy of. 
( Encryption of e-mail you receive is handled by the sender.) 
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User Preferences 

7. Click QK. A warning box appears to tell you that some settings 
may not take effect until you restart Notes. 

8. ClickQK. 

Cl,an9in9 e--mait notification 
If you use Windows, Notes can play a WAY file instead of using the 
boring old "beep beep beep" sound to tell you when e-mail arrives. 
To tell Notes to play your special tune, follow these steps: 

7. Add the following line to your NOTES.IN! file: 

NewMailTune==c:\wlndows\tada. wav 

2. Substitute your favorite WAY file for tada and be sure to 
specify the correct path (the c:\windows part of the file 
information). 

To hear this change, your system must include a speaker that can 
play music. Assuming that it does, prepare for a real symphonic 
delight! 

NOTES.IN! is an ASCII file full of configuration information. The file 
is usually located in your Windows folder. You can edit it by using 
either the Windows Notepad or the SysEdit program. This is only 
available if you use Notes in MS Windows. 

If you work under, shall we say, crowded conditions, and every few 
minutes someone's computer plays that catchy little tune signify­
ing that new mail has arrived, the office can sound like a nursery 
full of little kids playing those annoying toy pianos. If you receive 
complaints about your noisy computer, the following steps may 
make you more popular. 

To silence the constant "beep beep beep" signal that Notes uses to 
alert you when new e-mail arrives, follow these steps: 

1. Choose f)lei:!>Pre!erences<>User Preferences. 

2. Click the Mail button. 

3. After the mail page appears, click to turn off Audible Notifica-
tion and click to turn on Y.isual Notification. 

When you have new mail, the message "You have new mail" 
appears quietly in your status bar. You can always change your 
mind later and go back if you decide that you miss those "beep 
beep beep" alerts. 

Scannin9 for unread documents 
You can arrange for Notes to scan automatically all databases at 
startup and call unread documents to your attention. 
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Here's how to scan for unread documents: 

1. Choose Eiler:::>Preferences.-:>,User Preferences. The User 
Preferences dialog box appears. 

2. Click Basics. 

3. Click to place an X in the S,can for unread box. 

4. Click QK. A warning box appears to tell you that some settings 
may not take effect until you restart Notes. 

5. ClickQK. 

The next time you start Notes, it prompts you in the Scan Unread 
dialog box to specify which databases to scan. These are the 
choices that you can make: 

♦ Yiew First Unread takes you to the first unread document in 
the database that's named at the top of the dialog box. 

♦ Mark All Read marks all unread documents as read but only 
in the database that's named at the top of the dialog box. 

♦ Skip This Database tells Notes to go on to the next database 
that contains unread documents. 

♦ ~hoose Preferred takes you to a dialog box in which you can 
specify which databases you want Notes to scan for unread 
documents (after all, you may not want to scan every data­
base on your desktop). 

♦ Done tells Notes to forget the whole thing and closes the Scan 
Unread dialog box. 

Settin9 international options 
Click International (below Basics in the User Preferences box) 
and, among other things, you can change the following: 

♦ Regional settings, which determine the language Notes uses 
when deciding how to sort documents in views 

♦ Calendar settings, such as the day that is considered the first 
day of the week in a particular country 

♦ The measurement units from Imperial (gallons, inches, miles, 
six-packs) to Metric (meters, liters, tweeters) 

♦ The dictionary (so that when the spell checker finds errors, it 
presents the correct alternative spellings for your context) 
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The Welcome Pa9e 
When you start Notes, you are confronted with the Welcome Page, 
as shown in the following figure. 
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A couple of factors determine what you see displayed in the 
Welcome Page. First, you can change the Welcome Page's layout 
and contents, as we discuss later. Second, your administrator has 
some control over what you see - so that he or she can make 
sure that you see important announcements, and so on. 

In general, though, you can safely bet that your Welcome Page 
(however it's set up) is divided into a couple of sections, known 
as frames. For example, the following figure shows a sample 
Welcome Page belonging to some guy named Steve Londergan. It 
has three frames: One contains his lnbox, one his schedule, and 
one a Web page. 
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Chan9in9 the Welcome Pa9e 
You can easily change the layout of your Welcome Page: Simply 
choose the layout you want from the Welcome page style drop~ 
down list, as shown in the foil owing figure. 
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The Welcome Pa9e 

Notes comes with these three Welcome Page styles: 

♦ Basics is the simplest. It's the default style and displays the 
Welcome Page with all those pictures of kids. 

♦ My News is a little more informative. It contains three pages: 
one for your Inbox, one for your calendar, and one for a 
special news page from America Online. 

♦ Notes and Domino News is similar to My News but has a Web 
page from the Lotus Web site instead of America Online. 

Remember: If you're happy with the layout and content of one of 
these Welcome page styles, just pick the one you like, and you're 
in business. If, on the other hand, you want to customize the 
Welcome Page - perhaps add another frame or change what's in 
one of the frames - select the style you want and then click the 
Options button. 

Customizin9 the pa9e 
As we mention previously, you can customize the Welcome Page in 
a couple of different ways. You can choose exactly how many 
frames of information the page contains, and you can change each 
frame's content. 

To modify the layout or content of a Welcome Page, first select the 
Welcome Page you want to change from the Welcome page style 
drop-down list and then click the Options button. The Page 
Options dialog box appears. 



The Welcome Pa9e 

To modify the layout of the Welcome Page, follow these steps: 

7. In the Page Options dialog box, click the button for the 
number of frames and the presentation style that you want the 
Welcome Page to use. You may choose any one of the six 
layouts - but remember that the more frames you have, the 
less information you can see in each. 

2. (Optional) Enter new text in the Give your page a title box, if 
you want to change the Welcome Page's name. 

3. Click QK when you finish customizing the page's layout. 

Here's how to change the content of the Welcome Page; 

1. Click the Content tab on the Page Options dialog box. 
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2. Click the frame that has the content you want to change. 

3. Select what you want the frame to show from the Frame 
content list. 

• Basic tasks shows the Open Mail/ Open Calendar/Open 
Address Book buttons. 

• lnbox shows the lnbox folder in your e-mail database. 

• Calendar shows your meetings and appointments. 
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The Welcome Pa9e 

• To-do list shows your tasks. 

• Web page shows a Web page. To do so, you also must select 
or enter the page's URL. 

• Quick Unks enables you to display a set of links to your 
favorite places. 

• Search presents the Notes search options. 

• Database Subscriptions shows the results of your subscrip­
tions (if any). 

/,. Click QK when you finish customizing the page's content. 

The good news is that it's pretty hard (impossible, actually) to 
screw this up, so the best approach is to experiment with the 
various layout and content styles until you find one that you like. 
You can change from one style to another anytime you want. 
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Techie Talk 
@Function: A formula element containing 
preprogrammed calculations that make writing a 
formula much easier. Examples are @Sum, 
@UserName, @Now. 

Accelerator key: A keystroke combination used 
to accomplish the same thing as choosing a 
menu item. Ctrl+Z is the accelerator key for 
Edit<i!.!ndo. 

Access Control List (ACL): The part of every 
Notes database that determines who can do 
what in that database. See also Author, Depositor, 
Designer, Editor, Manager, No Access, and Reader. 

Actions: Tasks that normally involve several 
keystrokes and that are assigned to buttons 
and/ or a special menu and then associated with 
views, forms, and folders so that you can easily 
perform them. Actions are what happen when 
you click buttons in the Action bar. 
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Administrator: The person who is in charge of running the 
Domino servers at your company and to whom you should turn if 
you have questions or problems. 

Agent: A miniprogram or set of instructions that automates tasks 
in Notes. (Formerly called macros.) 

Alarm: A visual or audible reminder of a scheduled event in your 
calendar. 

Application designer: The person at your company who created 
the database(s) you use. Also known as Database manager and 
Application manager. 

Appllcatlon server: (1) A Domino server that is only used for 
application databases - in other words, it does not have 
anybody's e-mail database on it. (2) A computer application used 
to create data linked to or embedded in Notes documents. 

Archive: A special copy of an e-mail or another database contain­
ing documents selected for storage away from current active 
documents. 

Archive log: A summary of the documents that have been put in 
an archive database. 

Archive profile: A special form used to set the criteria for deter­
mining which documents should be put in an archive. 

Attachment: A file (Lotus 1-2-3 worksheet, Microsoft Word 
document, and so on) that has been included in a Notes docu­
ment. You can only put attachments in a rich-text field. 

Author: (1) The person who composes a document and (usually) 
the only person who can edit or delete it. (2) A level of access you 
can have to a database. As an author, you can read documents, 
compose new documents, edit your own documents, and delete 
your own documents. (3) Someone like the fine people who wrote 
this book. 

Balloon help: The things that show you what each Smartlcon 
does. Normally a Macintosh term, balloon help is becoming more 
common in Windows programs. 

Bookmark: A pointer to a Notes item (a search or database, for 
example) or an item on the World Wide Web. 

Browse: The official, more dignified term for surfing or cruising 
the Internet. Call it what you want; it means you look for informa­
tion or just wander around (electronically, of course) to see what 
there is to see. 
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Techie Talk 

Browser: A program used to view Web pages on the Internet. 
Notes has a built-in browser. Browsers are also available from 
other companies, including Microsoft and Netscape. 

Button: A rectangular picture that, when clicked with the mouse, 
launches some action or task. 

Calendar. A section of your e-mail database containing time­
related documents (appointments, meetings, birthdays). 

Category: A line in a view that doesn't represent a document, but 
rather data that is the same in a given field in all documents listed 
below the category. For example, all documents with Nebraska in 
the state field could be listed below a line containing Nebraska. 

cc:Mail: Another program from Lotus Development Corporation 
that's used for e-mail. At many companies, some people use Notes 
for e-mail and others use cc:Mail. 

Certificate: A special "stamp" for your USER.ID that your adminis­
trator gives to you. You have to have a certificate specific to your 
company to use the servers at your company. 

Client: Another term for workstation, the version of Notes installed 
on users' computers. 

Clipboard: A section of computer memory used to hold something 
you have copied or cut and plan to paste somewhere else. 

Common name: The part of your Notes User Name that sounds 
like what your mother calls you. For example, if your User Name is 
Stephen Londergan/Lotus, your common name is just Stephen 
Londergan. 

Compound document: A document containing information from 
more than one program. 

ConnecUon document: A document in your personal Name & 
Address Book that tells your workstation when and how to call the 
server. 

Database: In Notes, a collection of Notes documents, folders, 
views, agents, and other design elements. In general, any orga­
nized collection of information. 

Database template: A shell of a database that you use as a starting 
point to create your own database. A real timesaver. 

DDE (Dynamic Data Exehange): A copy of a document created in 
another application and placed in a Notes document. It retains a 
link to the original document, so changes to the original are 
reflected in the copy. 
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Default: A decision about an action or condition the program 
makes for indecisive users or users who have not expressed a 
specific preference. Def a ult text color, for example, is black. 

Delivery report: A return message that tells you when a message 
you sent was delivered to the recipient's e-mail database. 

Depositor: A level of access that you can have to a database. As a 
depositor, you can only add documents to a database. You cannot 
read, edit, or delete them. 

Designer: A level of access that you can have to a database. In 
addition to having all the rights that editors have, designers can 
change a database's forms and views. 

Designer client: Separate Notes software that enables users and 
designers to modify database elements. 

DESKTOP.DSK: The file on your workstation that keeps track of 
what databases are on your workspace and which documents in 
them you have already read. 

DocLlnk: An icon in one document that you can double-click to 
quickly go to a different document. 

Document: (1) An individual item in a Notes database. In other 
database programs, a document would be called a record. (2) A file 
created in a word-processing program, such as Microsoft Word. 

Domain: (1) All the Domino servers at your company. (2) What a 
king or queen is in charge of. 

Domino: Used synonymously with "Notes." More specifically, the 
term refers to the aspects of Notes that relate to working with the 
World Wide Web. 

Edit mode: The status of an on-screen document in which you can 
change the contents of fields. The opposite of Read Mode. 

Editor: A level of access that you can have to a database. Editors 
can read documents, compose documents, and edit documents, 
even if they didn't compose the documents in the first place. 

Electronic signature: A special numeric code added to a docu­
ment to prove that it really was written by the person who sent it. 

E-mail: An electronic mail message. 

Embedded object: Information included in a Notes document that 
came from another program. You can double-click an object to edit 
it, if you have the originating program on your computer. 

Encryption: A procedure in which a document or part of a 
document is scrambled until opened by a person who has the 
proper key. 
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Encryptlon key: The numeric code used to scramble and un­
scramble a document or part of a document. 

Error message: A dialog box that Notes shows when you make 
those all-too-frequent mistakes. 

Export: A way to turn Notes documents into files for use in other 
programs, like Lotus 1-2-3 or WordPerfect. 

Fax: A process of sending a picture of a document over a phone line. 

fleld: A place in a database form for specific, individual pieces of 
information. First Name could be a field in a personnel data form. 

Folder: A database element that lists documents in a database. 
You put documents in and remove documents from a folder. 

Footer: Text that appears at the bottom of every printed page. 

Form: What you use to compose, edit, and read documents. 

Fra.meset: A design element of a database that enables designers 
to display several types of information in their own sections of a 
Web page. 

Full-text lndex: Part of a database that locates words and phrases 
in all documents in a database, so that you can later search for 
text in those documents. 

Full-text search: Searching for text or phrases in documents in a 
database. 

Fuzzy search: A command issued before executing a search in 
which you tell the Notes search engine to look for variations in or 
phrases similar to the text you're searching for. 

Gateway: See Mail transfer agent. 

Group: A collection of users' names, defined in either a public or 
personal Name & Address Book. Using group names saves having 
to type the individual names of people in a group when you send 
them e-mail. 

Groupware: Software that enables several people to work together 
on computers. 

Header: (1) Text that appears at the top of every printed page. (2) 
What you take when you fall over something. 

Headlines: A database you configure to remind you of the most 
important new e-mail messages, calendar events, tasks, and 
modified Web pages. 

Help document: A special collection of tips about how to use a 
database. 
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Hierarchical name: A user name that includes not only your 
common name but also your organization and the level or depart­
ment in that organization. 

Home page: (1) The opening screen in Notes containing tasks you 
can perform and locations to which you can navigate. (2) A main 
page of a Web site from which you can navigate to other pages in 
the site. 

Home server: The one and only Domino server that has your 
e-mail database on it. 

Hotspot: (1) A location in a form or graphic that, when clicked 
with the mouse, launches an action. (2) A place where you 
shouldn't sit. 

HTML (HyperText Markup Language): The text and code that 
formats and displays information on Web pages. 

Icon: A graphic used to represent a database, a program, or an 
action. 

IMAP (Internet Message Access Protocol): An e-mail protocol that 
allows clients running it to retrieve e-mail from a host server that 
also runs the protocol (similar to POP3 with some additional 
features). 

Import: What you do when you want to turn a foreign file, such as 
a Lotus 1-2-3 worksheet, into documents in a Notes database. 

Index: Shorter name for the full-text index. Also refers to the 
background process by which views are updated to be sure they 
display current information. 

Input validation formula: A formula included in a form that 
checks to be sure that you entered data in a field and that it's the 
right data type. 

Install: A process or program that places a usable copy of a 
program on a hard disk. 

Internet: A huge collection of computers all connected in a vast 
global network. 

Intranet: Computer network with restricted access, usually set up 
within a company for employees only. 

ISDN (Integrated Services Digital Network): International commu­
nication standard for sending voice, data, and video over digital 
telephone lines. Faster than modems. 

ISP (Internet service provider): A company that provides mem­
bers with Internet access. 
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Keyword field: A special kind of field that presents you with a list 
of choices for data input. 

LAN Qocal area network): Rhymes with man. It's really just a 
bunch of wires that connect your computer to other computers. 

LAN workstation: A computer that (1) has Notes installed on it 
and (2) is plugged into the network. 

LDAP (Lightweight Directory Access Protocol): A set of protocols 
for accessing information directories. 

Letterhead: Fancy graphics that you can include in mail database 
forms. 

Ucense: A right to use Notes. Here are the four types of Notes 
licenses: Server, Regular, Notes Mail, and Desktop. 

Unk: A graphic representation in one document of another 
document, database, or view. Click the link to open the other 
document, database, or view. 

LMBCS (Lotus Multi-Byte Character Set): A set of characters 
including standard keyboard characters and characters not found 
on keyboards. 

LN:DI (Lotus Notes Document Imaging): Pronounced lindy, this 
special program lets you include scanned images in a Notes 
document. 

Location: A name and accompanying data that define the places 
where you use Notes, such as on the LAN at the office, on a 
modem at home, or not connected at all in the shower. locations 
are defined in location documents in your Personal Name & 
Address Book. 

Lotus Notes: The program that this book is about. 

Macro: A minicomputer program of Notes commands. This is the 
old name for what are now called agents. 

Mail database: The database that holds all your incoming and 
outgoing e-mail messages. No one but you can read the documents 
in your mail database. 

Mall server: A Domino server that has mail databases on it. 

Mall Transfer Agent (MTA): A special program that runs on a 
Domino server and converts Notes e-mail messages that are 
destined for other mail systems, such as the Internet or even a fax 
machine. 

MAIL.BOX: A special kind of Notes database that holds messages 
that are pending delivery. 
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Manager: The highest level of access available for a database. 

MIME (Multipurpose Internet Mail Extensions): Software that 
enables you to attach nontext files to Internet mail messages. 

Modem: Hardware that enables you to use your Notes workstation 
to place a phone call to your Domino server. Useful if you need to 
read your e-mail and other Notes databases when you're at home 
or on a business trip. 

Modem command file: A special ASCII file that Notes requires to 
use a modem. Every brand of modem has its own modem com­
mand file. 

Mood stamp: Not to be confused with mood rings, a picture that 
Notes adds right at the top of a message, so that your reader knows 
what frame of mind you were in when you sent the message. 

Mouse: A device that moves a pointer around your screen so that 
you can make selections without using the keyboard. 

Name & Address Book: See Personal Name & Address Book and 
Public Name & Address Book. 

Navigator: A database element that substitutes graphics and 
associated commands for normal menu items, making a database 
more user friendly. 

NetBIOS: A network protocol sometimes used for Notes. 

Network: A collection of computers that are connected by wires 
and that use a network operating system. 

Network operating system (NOS): A type of software used to 
connect computers. Some common network operating systems 
include Windows NT, Novell, Banyan, and Pathworks. 

Newsletter: A special memo that is automatically generated to 
notify users of new documents in a database. 

NLM: An operating system used only on some Domino servers but 
never on workstations. 

NNTP (Network News Transfer Protocol): Protocol that supports 
reading newsgroups, posting new articles, and transferring articles 
between news servers. 

No Access: A level of access to a database. If you have No Access 
to a database, you can't use that database. Period! 

Notes data directory: The directory on your computer's hard disk 
that contains your local databases, DESKTOP.OSK, and modem 
command files. 
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Notes data folder: The folder on your Macintosh that contains 
your local databases, DESKTOP.OSK, and modem command files. 

Notes log: A special Notes database that keeps track of all the 
phone calls you make from your remote workstation - if you 
make any, that is. 

NOTFS.INI: An ASCII file on every Notes workstation that holds 
configuration information for that workstation. 

Object: See Embedded object. 

OLE (Object Unking and Embedding): Part of the operating 
system that lets you include information from other programs in a 
Notes document. Pronounced OLAY. See Embedded object. 

Operating system: The program that runs your computer. Notes 
runs with the Windows, Windows NT, 0S/2, UNIX, and Macintosh 
operating systems. 

Page: On the Web, a screenful of information. In Notes, a page is a 
screenful of database-related information generally used as an 
opening screen. 

Page break: A code you insert in a long document to instruct 
Notes to print subsequent text on a new sheet of paper. Normally, 
page breaks are not visible. 

Pane: A section of a Notes window (window pane, get it?). The 
number, name, and purpose of the panes vary depending on the 
context. 

Password: A secret code that you have to enter every time you 
use your user ID. 

Permanent pen: (1) A unique font used to make editorial com­
ments in a document. (2) A writing implement specifically de­
signed to stain your clothes. 

Person document: One kind of document in a Name & Address 
Book. In the public N&A Book, a Person document exists for each 
user at your company. You can also compose a Person document 
in your personal N&A Book to give one of your friends an e-mail 
nickname or to heJp you remember someone's complicated e-mail 
address. 

Personal Name & Address (N&A) Book: A database on your 
computer's hard disk in which you can enter person, group, and 
connection documents. 

Platform: Computerese that means the same as operating system. 
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Policy document: A document that describes the purpose of a 
database and the rules for its use. (Also called the About This 
Database document.) 

Pop-up: A part of a Notes document that has hidden text associ­
ated with it. You view this hidden text by clicking on the word. 

POP3: An e-mail protocol that allows clients running it to retrieve 
mail from a host server that also runs the protocol. 

Port: The name for the part of your computer where your network 
or modem is plugged in. Some computers have more than one 
port; yours may have one port for the network and one port for 
the modem. 

PowerBook: A portable Macintosh computer. 

Power tie: A knot tied around the neck symbolizing extreme 
corporate fealty, but mistaken for a symbol of corporate authority. 

Preferences document: The Macintosh equivalent of NOTES.IN!. 

Private key: The part of your user ID that's used to decrypt and 
encrypt your e-mail messages. See also Encryption key. 

Private view: A view that's only on your workstation. 

Properties box: (1) In Notes, a series of dialog box pages, each 
represented by a tab and each related to features (properties) of a 
given item. (2) A place to keep your childhood treasures. 

Protocol: A techie term for the part of your network operating 
system that connects your Notes workstation with your Domino 
servers. You may hear about protocols called NetBIOS, SPX, or 
TCP/ IP. Then again, you may never hear protocols mentioned. 

Public key: The part of your user ID that other people use to 
encrypt e-mail messages for you. 

Public Name & Address (N&A) Book: The database on the 
Domino server that defines all the Notes users, servers, groups, 
and connections at your company. 

Query Builder: A dialog box you fill out that makes it easy to 
define the criteria for a full-text search. 

Query by Form: A way to enter the criteria for a full-text search, 
using the same form that was used to enter the document in the 
first place. 

Read Access List: A way to control which people can read a 
document that you compose. You set a document's Read Access 
List in the Document Properties box, on the page with the key tab. 
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Reader: A level of access that you can have to a database. As a 
reader, you can only read the documents that other people 
compose; you can't compose your own. 

Relational database: A database program that allows the full 
sharing of data between databases and between forms within 
databases. 

Remote workstation: A Notes workstation that is not connected to 
a Domino server via a network. Instead, remote workstations often 
use a modem to talk to the Domino server. 

Replica ID: A special serial number that every database has that 
identifies it as the same database, even if copies of it exist on 
other servers. 

Replication: The process used to synchronize two copies of a 
database between two servers or between a server and a 
workstation. 

ResEdit: The program you use on a Macintosh to edit your Notes 
Preferences document. 

Return receipt: A special kind of e-mail message that tells you 
when a recipient read an e-mail that you sent. 

Rich text: A special field type that can include more than one font 
and formatting (such as bold and italics) and can contain embed­
ded objects and attachments. 

Ruler: The part of the Notes screen that you can use (if you 
choose to display it) to set margins and tabs in a rich-text field. 

Search bar: The dialog box at the top of the screen (if you choose 
to display it) that enables you to specify the text to search for and 
rules for the search. 

Section: Part of a Notes form or document with its own fields. It 
may be collapsible, meaning the user can choose to display or 
conceal its contents, and it may have restricted access, which 
means only designated people can edit its fields. 

Selecting: (I) Designating text or data to be deleted, copied, or 
changed in some way. (2) Choosing documents in a view for such 
group treatment as categorizing, printing, or deletion. 

Selection formula: A Notes formula used to designate which 
documents will be replicated. 

Server: A shared computer that stores Notes databases. 

Server-based e-mail: A setting you use that causes Notes to send 
off your messages immediately; the opposite of workstation-based 
e-mail. 
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Signature: Also called an electronic signature; a way for you to 
guarantee to the recipient that a message really, honestly, abso­
lutely came from you. 

Smartlcon: A picture representing an action you can take. Click 
the Smartlcon to initiate the action. 

Smartlcon palette: A collection of Smartlcons. 

Sort: (1) To put items in a list in order. (2) To match your socks. 

Spam: Junk e-mail, or e-mail sent to too many people. Examples 
are hysterical notices that you are asked to "send to everyone you 
know" about Web-based viruses that eat hard disks for lunch and 
e-mails from Hot Stuff who has a personal message for you at her 
Web site. 

SSL: Security protocol for the Internet and intranets. 

Static text: Text in a form that doesn't change. The title of a form is 
an example of static text. 

Stationery: A template of various types of messages you may send. 

Status bar: (1) A line of information at the bottom of the Notes 
window, part of which you can use to change parts of your 
document. (2) A drinking establishment on Main Street where they 
have cold beer and hot tunes. Closed Sundays; shoes and shirt 
required. 

Styles: Named collections of paragraph attributes that you can 
assign to a paragraph all at once. 

Subform: A section of a form - with its own fields, text, graphics, 
and design - that designers can use in multiple forms. 

Subscription: An instruction you issue to Notes to send you a 
memo listing new information in Notes and Web locations that you 
specify. 

Tables: (I) Small spreadsheets that you can insert into Notes 
documents. (2) A place to put your cold beer while you're listening 
to the hot tunes at the Status bar. 

Task button: One of the oval buttons above the Notes window work 
area; each button represents an open window in Notes and contains 
a short name of the window plus an X that's used to close the task. 

Task Center: The page in Notes containing the "portholes" that 
represent tasks you can do and places to which you can navigate. 

Template: A special kind of Notes database used to create other 
Notes databases. 
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Type-ahead: The feature in Notes that gives you the ability to start 
typing something, such as the name of an addressee in a memo, 
and have Notes automatically recognize and finish it for you. 

Universal Navigator bar: Have you noticed the number of bars in 
Notes? This one is located near the top of the Notes window and 
contains icons that enable you to perform tasks you associate with 
the Web, such as searching, going forward, going back, and 
stopping a process. 

UNIX: One of the operating systems that supports the use of Notes 
workstations and servers. 

Unread marks: Stars or colored text used in views to show you 
which documents you haven't read yet. 

URL (Uniform Resource Locator): The address of any particular 
Web page. 

Vacation profile: Special feature that you can use to reply auto­
matically to messages you receive when you're on vacation. 

View: A summary of the documents in a database. Most databases 
have more than one view. 

WAN (wide-area network): A bunch of computers connected in 
some other way than by network cables - most frequently phone 
lines, satellites, and tin cans with string. 

Web page: A document on a Web server that can contain graphics, 
links to other documents or pages, text, attached files, and 
multimedia features. 

Web server: A computer somewhere on the Internet that hosts 
Web pages. 

Welcome Page: Default screen in Notes that you can customize for 
easy access to commonly used tasks. 

Window: One of the workpages that you open in a program. Each 
Notes window represents a separate Notes document, view, Web 
page, or task you perform. A task button near the top of the Notes 
screen represents each Notes window. 

Windows: An operating environment that supports the use of 
Notes workstations and servers. 

Workflow: Features added to a Notes database that enable users 
to assign tasks, to notify others of their responsibilities, and to 
track completion of tasks. 

Workspace: (I) A Notes screen that contains the tabbed pages and 
database icons. (2) Any Notes window. (3) The place where your 
boss lets you work when you're good. 
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Workstation: The computer at your desk or (if you have a laptop) 
the computer in your briefcase. A workstation is the computer 
that each person uses to work with Notes. 

Workstation-based e-maJI: A setting that you use when your 
computer is not connected to a LAN, which causes Notes to queue 
up your outgoing e-mail until you place a phone call to a Domino 
server. 

World Wide Web (WWW): A collection of computers on the 
Internet that have special pages you can view. See Web page. 
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A 
About This Database document, 194 
accepting an encryption key, 89. See 

also encryption keys; security 
access, level of. See level of access 
Access Control List (ACL), defined, 185 
Action bar, 25 
actions, defined, 185 
activating embedded files, 159 
Add button (spell check), 105-106 
adding 

calendar entries, 56-64 
document actions, 82- 83 
location documents, 120-123 

address fields, 32-33 
administrator, defined, 186 
Advanced Options, 175 
agents 

defined, 186 
macros, 191 
newsletter, 169-171 

alarms, defined, 186 
alert signals, 177 
alignment of paragraphs, 102 
all-day events, 55 
All Documents folder, 36 
anniversaries, 56, 62- 64 
applets, Java, 163 
application designers, defined, 186 
application servers, delined, 186 
applying styles to text, 107 
appointments, 55, 58- 59 
archive logs, delined, 186 
archive profiles, defined, 186 
archives, defined, 186 
@function, defined, 185 
attaching your key to a document, 

88- 89. See also encryption keys 
attachments, 150- 151 

defined, 186 
authors, 76, 186 
automatically logging off, 169 
automatic replication, 123 
automatic replies, 23- 24 
Autosize button, l 15 

8 
background colors (tables), 111 
Balloon Help, 15 

defined, 186 
bee: ( blind courtesy copy), defined, 8 
Bookmark button, 79 
bookmarks 

creating, 1 7 
databases, 78- 79 
defined, 186 
deleting, 18 
Internet search engines, 135 
removing database, 80 
working with, 17-18 

Boolean searches, 134 
borders (tables), 111- 112 
browse, defined, 187 
browsers, 163 

defined, 187 
building tables. See tables 

bulleted lists, 76- 77 
buttons 

Add (spell check), 105-106 
Autosize, 115 
Bookmark, 79 
calendar, 47-48 
Connection Configuration Wizard, 122 
Count Unindexed Documents, 139 
defined, 187 
Home Page Search, 146 
Navigator Bar, 16-17 
Reset button ( full-text searches), 146 
Save as Draft, 35 
Scheduler, 57 
Search, 135 
taskbar, 15-16 
Task button defined, 196 
Universal Navigator Bar, 16-17 

C 
Calendar/Alarms tab, 51 
Calendar/Autoprocess tab, 52 
Calendar/Freetime tab, 50 
calendars 

anniversaries, 62-64 
appointments, 58- 59 
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calendars (continued) 
defined, 187 
entries, 64 
events, 59-61 
group, 65-67 
invitations, 64-65 
opening, 46-47 
preferences, 48-54 
printing, 54 
reminders, 61-62 
things you can do, 55-56 
to-do's, 67-71 
viewing (buttons), 47-48 

Calendar settings, 178 
Calendar/To Do tab, 53 
Calendar/Views tab, 51 
categories, defined, 187 
categorizing folders/views, 93-95 
cc: ( courtesy copy), 41 
cc:Mail, defined, 186 
cells, 111-112, 115 
center tab, 117 
certificates. See also encryption keys; 

security 
defined, 187 
ID files, 172 

certification, 166 
changing 

cells in tables, 111-112 
displays in tables, 109-1 L 1 
locations, 124, 168 
Smartlcons display, 174-175 
Welcome page, 180-181 

characters, nonstandard, 96-97 
children documents, 94 
choosing e-mail options, 175-177 
clients, defined, 187 
clients (OLE), 156 
clipboard, defined, 187 
closing messages, 22-23 
collapsible sections, 195 
collapsing folders/views, 93-95 
colors in tables, 111 
columns (tables), deleting, 116 
column width 

changing, 37 
tables, 115 

comma (pausing when dialing), 123 
common name, defined, 187 
compose sequence, 97 
compound documents, 11, 157, 187 
Compress box, 150 
compressing files, 150 

conditions for full-text searches, 
141-142 

condition tokens, 141- 142 
configuring modems, 125 
connecting to Domino server, 120 
Connection Configuration Wizard 

button, 122 
Connection documents, 122 

defined, 187 
contents of databases, 8 
converting to other formats, 153. See 

also exporting; importing 
copying 

preventing, 30 
text, 152 
user ID file, 19-20 

Count Unindexed Documents button, 
139 

Create Table Smartlcon, 108-109 
creating 

attachments, 150-151 
bookmark folders, 18 
bookmarks, 17 
compound documents, 11 
documents, 100 
e-mail database folders, 40 
encryption keys, 87-88 
folders, 40, 91-93, 91-95 
full-text indexes (FTls), 137-139 
group calendars, 65-66 
links, 156-157 
newsletters, 170-171 
nonstandard characters, 96-97 
permanent pen, 86 
Smartlcons, 173-174 
styles, 106-107 

cross-platform use of Notes, 7-8 
cursors, 103 
customizing 

folders, 92-93 
Welcome page, 181-183 

cutting text, 152 

/) 

data 
entering in tables, 109 
exporting, 152-153 

database icons, 77-78 
databases. See also e-mail databases 

availability of, 77, 99 
bookmarks, 78-80 
contents of, 8 
copying from LANs, 130 
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defined, 187 
deleting folders, 40 
displaying, 77 
folders , 8 
full-text indexes (FTls), 135-139 
icons, 77-78 
links, 98-99 
mail, 191 
navigation, 80, 81 
removing from bookmarks list, 80 
scanning for unread documents, 

177-178 
working away from the office, 

129-130 
working in, 7-8 

database templates, defined, 187 
DDE (Dynamic Data Exchange), 

defined, 187 
decimal tab, 117 
decompressing attachments, 150 
defaults 

browser, 163 
defined, 188 

Delegation/Calendar Delegation tab, 54 
Delete Special Smartlcon, 116 
deleting 

bookmarks, 18 
documents, 39-40, 83, 84 
e-mail database folders, 40 
rows/columns (tables), 116 
saving before, 116 
tables, 116 
undeleting messages, 39 
Delivery Options dialog box, 29-31 

delivery reports, 188 
depositors, 76, 188 
descendants documents, 94 
designer client, defined, 188 
designers, 76, 188 
Design mode folders, 92-93 
DESKTOP.OSK, defined, 188 
Desktop license, 191 
detaching attachments, 151 
dialog boxes 

Delivery Options, 29-31 
External Links, 157 
Preferences, 49 
Print, 25-26 
Properties, 85, 97-98, 102, 108, 

137-138, 151, 194 
Scan Unread, 178 

dictionary, 178. See also spell checking 
discussion databases, 7 
Discussion Threads folder, 36 

Jndei 

disk space, full-text indexes ( F'Tls) 
and, 136 

displaying 
databases, 77-80 
rows (tables), 109-111 

displays in tables, changing, 109-111 
Doclink, defined, 188 
DocLink icon, 188 
document actions. See also e-mail 

messages 
adding in a folder, 82-83 
deleting, 83 
forwarding, 83 
printing, 25-26, 83-84 
putting in folders, 42 
rearranging in View pane, 38 
removing from a folder, 84 
seeing another document, 81-82 
selecting/deselecting, 82 
types of, 7 
Web pages, 197 

document edits, 84-86, 86 
documents. See also e-mail messages 

About This Database, 194 
attaching your key, 88-89 
attachments, 150-151 
availability of, 99 
compound, 11, 157. 187 
creating, 100 
cutting/copying/pasting, 152 
defined, 188 
deleting, 39-40, 83, 84 
descendants, 94 
editing, 84-86 
forwarding, 83 
help, 189 
hiding, 86-87 
links, 98- 99 
location, 121-124, 191 
navigation, 81 
policy, 194 
Preferences, 194 
removing from a folder, 84 
saving, 103 
scanning for unread, 177-178 
searches within open, 148 
security, 31 
sorting, 145-146 
tables, 108- 116 
understanding, JOO 

domain searches, 134-135 
domains, 

defined, 188 
using other, 166 
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Domino. See also servers (Domino) 
defined, 188 

Drafts folder, 36 

E 
Edit mode, 81 

defined, 188 
editing 

documents, 84- 86 
to-do's, 71 

editors, 76, 188 
electronic signatures. See also certifi­

cates 
defined, 188,196 

e-mail 
attachments, 150-151 
changing notification, 177 
choosing options, 175-177 
communicating using, 8-9 
defined, 188 
working remotely, 128-129 

e-mail databases 
creating/deleting folders, 40 
deleting documents, 39-40 
finding documents, 40-41 
folders, 42 
forwarding messages, 41 
opening, 24-25 
replying, 42-43 
views versus folders, 43 

e-mail messages. See also documents 
addressing, 32-34 
closing, 22-23 
delivery options. 29-31 
entering the body text, 34 
filing, 35-36 
forwarding, 41 
notification of, 176, 177 
opening, 24-25 
reading your, 27-28 
sending, 35 
sending new, 28-36 
undeleting, 39 
undelivered, 35 

embedded files, 159 
embedded objects, defined, 188 
embedding 

data, 155 
part of a file, 157-158 
a whole file, 158-159 

emptying Trash folder, 39 

enabling 
Java applets, 163 
the serial port, 125 

encryption, 31. See also security 
defined, 188 

encryption keys. See also security 
accepting, 89 
attaching to a document, 88-89 
creating, 87- 88 
defined, 189 
private, 194 
sending, 88 

enhancing text, 85 
entering data in tables, 109 
entries, adding, 64 
error messages, defined, 189 
events, adding new, 59--61. See also 

calendars 
expanding folders/views, 93-95 
exporting 

data, 152-153 
defined, 189 
from a view, 160-161 

External Links dialog box, 157 

F 
families (documents), 94 
fax, defined, 189 
field markers, 87 
field types, matching data to, 152 
fields 

contents of various, 8 
defined,9, 189 
filling in different, 89 
rich text, 195 

File Save Smartkon, 103 
file types, 150-151, 154 
files 

activating embedded, 159 
compressing, 150 
embedding parts of, 157-158 
embedding whole, 158- 159 
exporting tabular, 160 
importing, 153- 155 

Find and Replace, 90-91 
finding people, 147 
folder names/ contents, 36-37 
folders 

collapsing/ expanding, 93-95 
creating, 40, 91-95 
in databases, 8 
defined, 189 
opening, 42 
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1 
switching, 36- 37 

-7 and views, 43, 91 
footers. See also headers 

delined, 189 
formats. See also exporting; importing 

l 
converting to other, 153 

forms 
defined, 189 
subforms, 196 
understanding, 100 

7 formula elements, defined, 185 
formulas 

input validation, 190 
selection, 195 

-l forwarding documents, 83 
frames, 179 
framesets, defined, 189 
full-text indexes ( F'Tls) 

l 
about, 135 
creating, 137-139 
defined, 189 
planning, 136-137 
search options, 144-145 

j full-text searches 
about, 139 
conditions, 141-142 
defined, 189 

I keyword fields. 146-147 
for people, 14 7 
querying by form, 143- 144 
saving, 145 

] 
screen contents, 148 
Search bar, 140 
search results views, 145-146 
time taken, 145 

J 
@function, defined, 185 
function keys, Windows and OS/2, 

18-19 
fuzzy searches, 144. See also searches 

defined, 189 

J G 
gateway, 191 

J 
graphics, importing, 155 
group calendars 

creating, 65-66 
new to-do's, 67-69 

J 
opening, 66-67 

groups. See also Name & Address 
Books 

defined, 189 
groupware, defined, 6, 189 

J 

H 
headers 

defined, 189 
and footers, 95- 96 

headlines, 167 
defined, 189 

lndeJt 

help documents, defined, 189 
hierarchical names, defined, 190 
Highlighter, 86 
home pages, defined, 190 
Home Page Search buttons, 146 
Home page (workspace), elements of. 

13- 17 
home servers, 78 

defined, 190 
hotspots, defined, 190 
HTML (HyperText Markup Language), 

defined, 190 

I 
I-beam cursor, 103 
icons. See also Smartlcons 

database, 77-78 
defined, 190 
DocLink, 188 
Search, 140 
stacking replica, 79, 130 
star (View pane), 23 
trash can, 39 
used in book, 3 

ID files, 1 72 
IMAP ( Internet Message Access 

Protocol), defined, 190 
importing 

defined, 190 
files, 153-155 
graphics, 155 
spreadsheets, 161-162 

lnbox folder, 36 
indented text, 102 
indexes. See also full-text indexes 

(FTls) 
defined, 190 

input validation formula, defined, 190 
inserting rows/columns (tables), 116 
insertion point, 103 
installing, defined, 190 
international options, 178 
Internet, defined, 190 
Internet Explorer, 163 
Internet search engine bookmarks, 135 
intranets, defined, 190 
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invitations, responding to, 64-65 
ISDN (Integrated Services Digital 

Network), defined, 190 
ISP ( Internet service provider), 

defined, 190 

Java applets, 163 

K 
keys. See encryption keys 
keystrokes, expanding/collapsing 

categories/ folders/views, 94-95 
keyword fields, 146-147 

defined, 191 

L 
LANs (local area networks) 

copying databases, 130 
defined, 13, 191 

LAN workstations, defined, 191 
launching attachments, 151 
layout of Welcome page, 179 
LDAP (Lightweight Directory Access 

Protocol), defined. 191 
left tab, 117 
letterheads, 22 

defined, 191 
level of access 

Access Control List (ACL), 76 
authors, 186 
availability of linked documents, 99 
depositors, 188 
designers, 188 
editors, 188 
full-text indexes (FTls), 136 
importing view-level data, 161-162 
manager, 192 
No Access, 192 
reader, 195 
view-level exports, 160 

licenses, defined, 191 
lines, spacing between, 105 
linking data. See also DOE (Dynamic 

Data Exchange) 
about, 155 
creating links, 156-157 
defined, 191 
documents/views/databases, 98- 99 

~ist Files of Type drop-down list, 154 
hsts 

bulleted, 76- 77 

numbered, 100-101 
LMBCS ( Lotus Multi-Byte Character 

Set) , 97 
defined, 191 

LN:DI ( Lotus Notes Document 
Imaging) , defined, 191 

location documents 
changing locations, 124 
fields, 121- 122 
new, 120-123 

locations 
about, 168 
changing, 124, 168 
defined, 191 
selecting/changing, 168 
setting the prompt, 169 

logging off, 169 
Lotus 1-2-3, 161 

M 
Macintosh operating system 

full-text indexes ( FTls) , 137 
nonkeyboard characters, 97 

macros. See also agents 
defined, 191 

mail databases, defined, 191 
mail servers, defined, 191 
Mail Transfer Agent ( MTA), defined, 191 
MAIL.BOX databases, defined, 191 
managers, 76, 192 
manual replication, 123 
margins, 99- 100, 112-114 
marker bar (full-text searches), 145-146 
marking documents for deletion, 84 
meetings (Calendar) , 55, 56- 57 
memos 

handling, 176-177 
parts of, 31-32 

merging cells (tables) , 111 
messages. See e-mail messages 
message selector, 37 
Microsoft Internet Explorer, 163 
MIME (Multipurpose Internet Mail 

Extensions), defined, 192 
modem command files, defined, 192 
modems 

configuring, 125 
enabling the serial port, 125 
speed of, 13 
troubleshooting, 126 

mood stamps, 30- 31 
defined, 192 

mouse, defined, 192 
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N 
Name & Address Books 

defined, 19 I 
Personal, 147, 193 
Personal Directory, 120-122 
Public, 194 

navigation, documents, 81 
navigation, database 

Edit mode, 81 
opening, 81 
switching views, 80 

Navigation pane, 25 
navigator, defined, 192 
Navigator Bar buttons, 16-17 
NetBIOS, defined, 192 
Netscape Navigator, 163 
network operating system (NOS) , 

defined, 192 
networks. See also LANs ( local area 

networks); servers (Domino) 
defined, 192 

newsletters, 169-171 
defined, 192 

NLM, defined, 192 
NNTP (Network News Transfer 

Protocol), defined, 192 
No access, 76, 192 
nonkeyboard characters ( Macintosh 

keyboard), 97 
nonstandard characters, 96- 97 
Notes 

features, 11 
uses for, 10-11 
what it isn't, 9-10 

Notes data directory, defined, 192 
Notes data folder, defined, 193 
Notes ID, 166, 169 
Notes log, defined, 193 
Notes Mail license, 19 l 
NOTES.IN), 194 

defined, 193 
notification of e-mail, 176, 177. See also 

e-mail messages 
Number fields, 89 
numbered lists, 100-101 

0 
objects. See embedded objects 
OLE (Object Linking and Embedding), 

156, 157 

opening 
bookmarks, 1 7 
calendars. 46-47 

lndeJt 

e-mail databases, 24- 25 
operating systems 

defined, 193 
Macintosh, 97, 137 
network operating system ( NOS), 192 
OS/ 2 function keys, 18-19 

options, international, 178 
OS/ 2, function keys, 18-19 
outdented text, 102 
Outgoing Mail, 129- 130 
Overdue to-do's, 72 

p 
Page Break, 25-26 
page breaks, 101 

defined, 193 
pages,defined, 193 
pagination, 101 
Pagination tab, 117 
palettes, Smartlcons, 15 
panes.defined, 193 
paragraphs 

alignment, 102 
applying styles, 107 
indents, 102 
pagination/ page breaks, 101 
spacing between, 105 

partial replication, 126-127 
passwords, 171- 1 72 

defined, 193 
pasting, text, 152 
pausing when dialing, 123 
people searches, 147 
permanent pen, 86 

defined, 193 
person document, defined, 193 
Personal Directory, 120-122 
Personal Name & Address Book, 

147, 193 
personal to-do's, 69-70 
platforms, defined, 193 
policy documents, defined, 194 
POP3, defined, 194 
pop-ups, defined, 194 
ports, defined, 194 
power ties, defined, 194 
PowerBook, defined, 194 
preferences 

calendar, 48-54 
e-mail options, 175-177 
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Preferences dialog box, tabs list, 49 
Preview pane, 25, 81-82 
Print dialog box, 25-26 
printing, 15, 25-26, 54, 83-84 
privacy, calendar appointments, 59 
private keys . See also encryption keys 

defined, 194 
private view, defined, 194 
profiles, vacation, 197 
Programmatic tables, 108 
Properties boxes 

about, 97-98 
attachments, 151 
defined, 194 
full-text indexes (fTls), 137-138 
Styles (Text Properties), 108 
text, 102 
text enhancement, 85 

protecting passwords, 172 
protocols 

defined, 194 
POP3, 194 

public keys. See also encryption keys 
defined, 194 

Public Name & Address Book, defined, 
194 

0 
Query Builder, defined, 194 
Query by Form, 143- 144, 194 
querying, fuzzy search/variants, 

144-145 

R 
Read Access List, defined, 194 
readers, 76, 195 
reading messages, 27- 28 
rearranging documents in View pane, 38 
recertification, 166 
records. See documents 
refining searches, 141-142 
regional settings, 178 
Regular license, 191 
relational databases, defined, 9, 195 
reminders, 56, 61-62 
remote use of Notes, 128-131 
remote workstations, defined, 13, 195 
removing 

databases from bookmarks list, 80 
page breaks, 101 

Replace. See Find and Replace 
Replica icons, 79,130 

Replica ID, defined, 195 
replication 

automatic, 123-124 
defined, 195 
partial, 126-127 
selective, 127-128 

Replicator page, 130-131 
ResEdit, defined, 195 
Reset button, full-text searches, 146 
restricted access sections, 195 
return receipts, 30 

defined, 195 
reverse video, 103 
rich-text fields. See RTFs 
right tab, 117 
row height ( tables) , 115 
rows ( tables}, deleting, 116 
RTFs (rich-text fields) 

cutting/copying/pasting, 152 
defined,9, 195 
file types, 154 
tables, 108 
tabs in, 117 

rulers 
defined, 195 
tables, 115 

Rules folder, 36 

s 
Save as Draft button, 35 
saving 

before deleting, 116 
in different formats, 154 
searches, 145 

Scan Unread dialog box, 178 
Scheduler button, 57 
scheduling 

calls to server, 123-124 
meetings. 56-57 

screen contents searches, 148 
Search bar, 140-141 

defined, 195 
Search button, 135 
Search icon, 140 
searches 

all documents in view, 139-140 
bookmarks, 135 
Boolean, 134 
domain, 134- 135 
full-text, 139- 146 
searching all documents in view, 

139- 140 
worldwide, 135 

D 
D 
□ 

0 
□ 

D 
0 
□ 

0 
□ 

□ 

□ 

0 
□ 

□ 



7 
7 
7 
7 
7 
l 
7 
j 

J 
_j 

J 
J 
J 
J 
J 

sections, defined, 195 
security. See also certificates~ encryp-

tion keys 
certification, 166 
logging off, 169 
passwords, 171- 172 
signature files, 196 
signing a document, 31 
user ID, 19-20 

selecting 
defined, 195 
locations, 168 
messages, 27- 28 
taskbar buttons, 15-16 
text, l 03- 104 

selecting/deselecting, documents, 82 
selection formula, defined, 195 
selective replication, 127- 128 
semicolons, 117 
sending an encryption key, 88 
Sent folder, 36 
serial port, 125 
Server license, 19 l 
server-based e-mail, defined, 195 
servers (Domino) 

connecting to, 120 
defined, 188,195 
Domino, 12 
full-text indexes ( fTls) on, 136- 137 
home, 78 

servers (OLE), 156 
shrinking Properties box, 98 
signature. See also security 

defined, 196 
signing a document, 31. See also 

security 
Srnartlcon palette, defined, 196 
Smart Icons 

about, 172 
alignment , 102 
changing display, 174- l 75. 
Create Table, 108-109 
creating, 173-174 
defined, 196 
Delete Special, 116 
expanding/collapsing categories/ 

folders/views, 94-95 
File Save, 103 
Find and Replace, 90 
palettes, 15, 196 
paragraph indents, 102 
Properties, 85, 97-98, 137 
workspace (Home), 14-15 

sorting 

defined, 196 
e-mail, 38 
messages, 40-41 
results of a search, 144-145 

spacing, lines/ paragraphs, 105 
spam, defined, 196 
speed of modems, 13 
spell checking, 30, 33, 105-106, 178 
splitting cells (tables), 111 
spreadsheets, importing, 161-162 
SSL.defined, 196 
stacking icons, 79 
Standard tables, 108 
star (View pane), 23 
static text, defined, 196 
stationery, defined, 196 
Stationery folder, 36 
status bar, defined, 196 
styles, 106---107 

defined, 196 
subform. See also form 

defined, 196 
subscriptions, 167 

defined, 196 

T 
Table Properties, 115 
tables 

background colors, 11 l 
borders, 111- 112 
building, 108-109 
cell borders, 111- 112 
changing displays in, 109-111 
changing more than one cell, 115 
column width, 115 
defined, 196 
deleting an entire, 116 
deleting rows/columns, 116 
display of rows, 109-111 
entering data, 109 
inserting rows/columns, 116 
margins, 112-114 
merging/splitting cells, 111 
Programmatic, 108 
row height, 115 
Tabbed-Only, 108 
table in a table, 111 

tabs, 117 
Tabs box, 11 7 
tabular files, 160 
Task button, defined, 196 
Task Center, defined, 196 
taskbar buttons, 15-16 
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tasks, 185 
templates 

database, 187 
defined, 196 

text 
editing, 84-86 
selecting, 103-104 
static, 196 

text enhancements, e-mail, 8 
text options, RTF' (rich text field). 34 
Text Properties, Styles page, 108 
Text Properties box, 102, 117 
text wrap settings, tables, 113 
three letter abbreviation (TLA), 137 
Timed tables, 108 
Time/date fields, 89 
to-do's, tracking, 67-71 
transaction-based systems, 9 
Trash folder, 36, 39 
troubleshooting modems, 126 
Type-ahead feature, defined, 197 

u 
undeleting messages, 39 
undelivered messages, 35 
Universal Navigator Bar, 16-17, 197 
UNIX, defined, 197 
Unread marks, defined, 197 
updating. See also replication 

full-text indexes (F'Tls), 138- 139 
to-do's, 71 

user ID, 19-20. See also security 
USER.ID. See certificates 
User Name, 187 
user preferences. See preferences 

(I 

vacation, automatic replies, 23-24 
Vacation profile, defined, 197 
video, reverse, 103 
viewing 

attachments, 151 
calendar buttons, 47-48 
to-do's, 71-73 

view-level exports, 160 
view-level imports, 161-162 
View pane 

changing column width, 37 
location of, 25 
sorting e-mail, 38 
star in, 23 

views 
changing table displays, 109-111 
collapsing/expanding, 93-95 
in databases, 8 
defined, 197 
exporting from, 160 
versus folders, 43 
and folders, difference between, 91 
folders and, 91 
links, 98-99 
searching contents of open, 148 
switching, 36-37 
switching in databases, 80 

w 
Web 

browsing with Notes, 162- 163 
defined, 198 

Web pages, defined, 197 
Web servers, defined, 197 
Welcome page, 179-183 

defined, 197 
windows. defined, 197 
Windows (operating system) 

defined, 197 
function keys, 18-19 

word variants, 144 
workflow, defined, 197 
working away from the office 

sending e-mail, 129 
taking databases with you, 129-130 
using Replicator page, 130- 131 
working offline, 128-129 

working in databases. 7-8 
workspace, defined, 197 
workspace (Home) 

elements of, 13- 17 
menus, 14 
Smartlcons, 14-15 
switching among tasks, 16 
taskbar, 15- 16 
Universal Navigator Bar, 16- 17 

workstation-based e-mail, defined, 198 
workstations, 156 

defined, 13,198 
worldwide searches, 135. See also 

searches 
World Wide Web (WWW ) 

browsing with Notes, 162-163 
defined, 198 
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