Quick Guide for Users
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it 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:

Lotus Notes

Enter your password “ 0K

For user |Ann Baker/Teambpps v| Cancel |

At location | Orline v |

If you have forgotten your password, click Cancel to reset your password using a recovery
password you can get 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 Ctrl+F5 to log off. To automatically log off when your
machine is idle, choose File — Preferences. Click the Basic Notes Client Configuration page
and check Automatically lock my Notes ID after. You also can change the timeout value.

2 Home Page

Notes opens to the Home Page, a customizable page to open what you use most frequently.
This is the default Basics Home Page, with links to the core Notes applications (Mail, Calendar,
Contacts, To Do, and Personal Journal) as well as to the three Productivity Tools:
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*_.___._,{:: Toolbars and Action Bar

Toolbars contain shortcuts to frequently

used Notes commands. The toolbars are
context-sensitive to what you are doing in

Notes.

The action bar is where you will find

shortcuts to application-specific commands.

it Open Button

The Open button gives you quick access to the core applications and bookmarks to your
favorite Domino applications, Web sites, documents, and search results; as well as files from
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To create a new bookmark on the Open button list, drag a window tab to the Open button and

drop it where you want the bookmark to appear.

it Window Tabs

You will often have a number of windows open, each showing a different application, view,
document, or Web site. One tab appears for every window you have open, allowing you to

Return to the Home Page.

quickly change to another window or close a window by clicking the  on the tab.
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it Quick Notes

| QUICK NOTES

<Enter names to zend mail to>

<Enter a subject:

<Enter emaill messages

Mames to send mail to

Contact

Journal entry

Click the blue arrow halfway down the right side of the Basics
Home Page to open Quick Notes. Here you can send a Memo
and click Contact, Journal entry, or Quick reminder to
create those types of Quick Notes in your Calendar or
Personal Journal.

Note: Messages sent from Quick Notes do NOT get saved to
your Mail (but the Contacts, Calendar entries, and Personal
Journal entries you create DO get saved in their respective
applications).

it Open any Application

To open a Notes application, choose File — Open - Lotus Notes Application (or Ctrl+O).
Choose “On My Computer" for a list of applications on your computer or select the Domino
Server name to see its applications (these are shared by multiple users). Then select the
application and click Open (or press Enter).
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Once you bookmark an application, you won't need to use this dialog box to open it; just click
the bookmark! Your ability to use a application depends on your rights set in the application

Access Control List.

Shortcut Keys

There are many shortcut keys you can use to speed tasks, including:

Shortcut Operation

Ctrl+M Create a new Message anywhere in Notes.

Insert Select document(s) in a View and press Insert to toggle them read or 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; press Ctrl+End to go to the bottom.

Esc Close the current Window Tab to a View or document.

Right-click Open a context-sensitive menu.




Application Window

Applications generally look the same. On the left, select a Folder or a View (pre-defined
selection of documents). On the right you'll see a list of documents, usually one per row. On the
bottom you can open the Preview Pane to read documents without opening them. Action
Buttons perform actions unique to the application.

ﬁ Home * E I Wai ¥ Public Forum - All Documents
-2 60 %% 2=2BHae D [E SV Action Buttons
Discussion [ Mew fdain Topic ] [ Mew Response ] [ Mew Response to Response ] [ Chat with Author]
Public Forum |pate - [ Topic View or Folder Pane shows
* 050872007 1 ~ 2007 Annual Report Drafs (Ann Baker) documents and responses.
T Al Documents G| Good job..a few additions (Nate Strong 05027 Double-click row to open
T By Author 0540852007 How to make Budget Meetings more product| dO(.:ur.nent. Click trlangles
T By Aterate Name * 1 ¥ Proposals for 2008 budget {Ann Baker) (tWIStIES) to expand thread.
T By Category
§ * Propozals for 2008 budget {Ann Baker 081 152007) |
T Author Profiles "
- .
£ by Favorites 2 New Product Lines {(Ann Baker) Use cursor keysy
@ by Interest Profile * a ¥ Needto appeal to 20's demographic (Mate Strong 05/08/200  scrollbar or
My Author Profile  |< PageUp/ Page
= Mission Staterments Freview w Down to navigate
? 5 in the View.
DIS ssion Subject: How to make Bu Meetings more
Main\Topic productive
Folders and
Views Ann Baker\e P .
. review Pane
DSM82007 104 Unread documents have
stars and/or are bolded
on MagicTeamApps b

Document Window

Documents are where you write down your ideas and share them with other people.
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\— Objects embedded from office applications can be
edited in place, using the source application's menu.
This is an embedded Excel worksheet.
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