Quick Guide for Users
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Password

To use Notes, you must have a User ID (a small, password-protected file on your computer),
and know your user name and password.
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If you forgot your password, click Cancel. You can try to recover your password (first you will

have to get a recovery password from your Notes Administrator).

Once Notes starts, you can change your password. Choose File - Security - User Security.

Then click the Change Password button.

When you leave your computer, press F5 to log off. To automatically log off when your machine
is idle, choose File - Preferences - User Preferences and check Logout (and lock Notes
display) if you haven't used Notes for ## minutes. You can change the timeout value.

Welcome Page

Notes opens to the Welcome Page, a customizable portal to what you use most frequently in
Notes and on the Web. This is the default Basics Page, with links to your Mail, Calendar,

Contacts, To Do List, and Personal Journal databases:
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Toolbars
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Toolbars contain buttons that represent shortcuts for frequently used menu commands. The
pre-defined toolbars are context-sensitive to what you are doing in Notes; they become
active/inactive as you move around. Toolbars can be moved and resized by drag and drop, or
told to float by dragging them off the toolbar area. You can customize toolbars by right-clicking
on any toolbar.

Bookmarks

Bookmarks let you keep track of your favorite Domino databases, Web sites, documents, and
search results; as well as files from the file system such as documents and presentations...just
about anything! You can create your own Bookmarks to suit your needs.
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Bookmark Folders help you organize your Bookmarks into Folders. You can create new
Bookmark Folders, alter the appearance of the Folders, and search within the Folders.

Window Tabs

You will often have a number of windows open, each showing a different piece of information.
One tab appears for every window you have open, allowing you to quickly change between
windows or close windows by clicking the X on the button.
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To create a Bookmark to an open window, just drag the Window Tab to the bookmark bar.

You can reorder the Window Tabs by dragging and dropping them to the desired location. The
first tab, though, is always the Home Page tab (Welcome Page by default), which cannot be
moved.




Quick Notes
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Click the blue arrow halfway down the right side of the Basics
Welcome Page to open Quick Notes. The default Quick Note
Fields are for a Memo, but you can click Contact, Journal
entry, or Quick reminder to create those types of Quick
Notes in your Calendar or Personal Journal.

Note: Memos written in Quick Notes do NOT get saved to
your Mail database (but the Contacts, Calendar entries, and
Personal Journal entries DO get saved).

Open any Database

All of your work is done in Domino databases. To open a database, choose File - Database -
Open (or Ctrl-0). Choose "Local" for a list of databases on your computer or select the Domino
Server name to see its databases (these are shared by all users). Then select the database

and click Open (or press Enter).
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Once you bookmark a database, you won'’t need to use this dialog box to open it; just
remember to create a Bookmark to it. Your ability to use a database depends on your rights set
in the database Access Control List.

Shortcut Keys

In addition to the toolbars, there are hundreds of shortcut keys you can use to speed tasks.

Shortcut | Operation

Ctrl-m Create a new memo anywhere in Notes.
Insert Select document(s) in a View and press Ins to toggle them read/unread.
Delete Select document(s) in a View and press Delete to delete document(s).

Ctrl-Home Used in a View to go to the top; Ctrl-End to go to the bottom.

Esc Close the current View, document, or dialog box.

Right-click Open a context-sensitive quick menu.




Database Window

All databases look similar. On the left, select a Folder or a View (pre-defined selection of
documents). On the right you see a list of documents, usually one per row. On the bottom you
can open the Document Preview Pane to read documents without opening them. Action
Buttons perform actions unique to the database application.
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Documents are where you store your ideas and interact with other people:
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This is an embedded Excel worksheet.
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