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Getting Started

The Lotus Notes Welcome Page

By default, theWelcome Pagés the first screen you see when you

start Notes. It contains links to Notes databases. Welcome
Pagecan be accessed by clicking tiéelcome tab.
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Menu Bar- contains all tools for use with Lotus Notes.
Toolbars- contain tools for opening, saving and printing
documents.

Window Tabs allow the user to switch from one open
window to another.

Bookmark Bar- contains bookmark icons and folders.
Preview Pane allows the user to preview documents
without opening them.

Status Bar- gives context specific information about the
active window.

Switcher - allows the user to switch the frame to different
databases.

Customizing the Welcome Page

The Welcome Pagean be customized using a pre-designed
Welcome Pager a layout you design yourself.

To use a pre-designed layout:

1. Click the top border of thaNelcome Pag¢hat saysClick Here

for Welcome Page options

2. Click the down arrow in theCurrent Welcome Page Selection 1,

list box and select an option.
To create your own layout:

3.
1. Click the top border of théVelcome Pagéhat saysClick Here 4

for Welcome Page options

2. Click the Create a new Welcome Pagatton and follow the
directions inNew Page Wizard

3. You can select thEramesor Personal Pagéayout.

¥ TheFrameslayout allows you to resize the frame areas and

use theSwitcher.
¥ ThePersonal Pagdayout allows you to add graphics, use
prefilled layouts, and customize the background.
4. After you create a neWelcome Pagevith the Wizard it will
be saved in th€urrent Welcome Pagést box.

Notes 6.0

Databases

A Notes database is a single file that contains multiple documents
usually relating to a single area of interest. Other databases
contain documents of a similar type, such as e-mail messages.
Some databases are stored on servers and are shared by many
users, while others, called local databases, are stored on individual
computers.

Opening a Database

1. SelectDatabaserom the File menu.

2. SelectOpenfrom the resulting menu.

3. Enter the name of the server the database is stored on, or
select a server from th8erverlist box.

4. Enter the path and file name of the database in filename
box. You can enter a Notes database that is stored locally or
one that is stored on a servelClick the Browse button to find
the path and file name of the database.)

5. Click the Openbutton.

Note: You can open th®lail, Address BookCalendar or To Do

List databases by clicking the appropriate icon on tiB®okmark

Bar.

Documents

A document is any database entry or record that contains
information. For example, an E-mail message is a document in the
Mail database. To open a document, click on the document title.

Managing Open Databases and Documents
All databases or documents that are open will be shown in the
Window Tabdocated above th¥iew Pane

¥ To switch to an open database or document, click on its
Window Tab
¥ To cycle through all open databases and documents, press
Ctrl + Tab.
¥ To close a database or document click Bse|| button on
its Window Tab
Note: You can also press tlESCkey or seleciClosefrom the
File menu to close an active database or document.

Creating Bookmarks

SelectDatabaserom the File menu.

2. SelectOpenfrom the resulting menu.

Select the database to bookmark.

Click the Bookmark button.

SelectBookmark Barto put the bookmark on theBookmark
Bar or select a folder to put the bookmark in.

6. Click the OK button.

Removing Bookmarks

1. Right-click the bookmark or bookmark folder you want to
remove.

2. SelectRemove Bookmarlor Remove Foldefrom the
resulting menu.

Note: When you remove a bookmark folder, you remove all the

bookmarks in that folder.
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