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Agenda

= General User Experience
= Working With Views

= Content Creation

= Calendar

= Tools
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Hints and Tips Blog...

http://www.alanlepofsky.net

My name is . not an official IBM
web site. My hope is to share with you some of the knowledge I've gained from a decade of using Notes
and Domino.

tarted with IBM Canada in 1993 as a university co-op student. The team I joined deployed a Motes
=

ased (on 0O5/2) opportunity management system for sales teams across the country, arguably one of

I
the first deployments of Motes within IBM. After IBM acquired Lotus and Notes became the standard

collaboration platform within IBM, I helped architect some of the initial rules for IBM's internal Notes
network, Mext I moved into a division of IBM Global Services, where I worked on the architecture and

My main two duties at that
time were helping run a council of IBM g Mot oming customers, and working on Lotusphere.
While some of my great memories come from being part of those Lotusphere keynote teams, I
decided to jump into the busin ide of things, and around the launch of Notes/Domino & I began
working as the Domino Offerings Manger. My responsibiliti . pricing, working
ith product managers and developers on determining featur S etc.
tched from the business side to marketing, where I was




A General Tour Around The Screen
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Tabbed Window Interface

= Now every program wants to look like Notes! (IM clients,
newsreaders, web browsers)

= Drag and Drop Re-order

= Open In New

= Notes 7 = Close All
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StartUp Folder

= Automatically start databases, links, application, files!

| ) Welcome i Add Bookmark E3

D More Bookmarks =0 x

L j‘l Add the selection as a bookmark

Lotus Links Cancel
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| Cancel |
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http://www.alanlepofsky.net/alepofsky/alanblog.nsf/dx/startup



Create New Folder

= Easily create a document from any database

Lotus Linkes 1 NewMemo
alendar Entry

Intemet Search Sitey] [ \ ac | More Bookmarks

Sot v View > T7 Q

Mew Memo

MNew Calendar Ertry

Mew Contact

Mew To Do __ New Memo
Mew Calendar Entry
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Mew To Do

http://www.alanlepofsky.net/alepofsky/alanblog.nsf/dx/create-new-toolbar-icon



Navigation History

= If you prefer your keyboard to the mouse, you can use ALT+LEFT
ARROW to go back, and ALT+RIGHT ARROW to go forward.

In Taronto
Alan Lepofsky - Calendar

Alan Lepofsky

m software

http://www.alanlepofsky.net/alepofsky/alanblog.nsf/dx/go-back-go-forward



Keep Document Context When Switching Views

= Select document, press and hold CTRL, switch views

Document Libraly | Mew Document | Mew Response || Mew Response to Response

| Competive | (U Search in View "All Docs Flat' 3

&

All Documents Flat i j

All Documents o — f
By Author
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1 My Favorites
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'Document Library
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El Al Documents Flat
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http: //www.alanlepofsky.net/alepofsky/alanblog.nsf/dx/where-was-that-document-again



Extended Accelerators

= Press the ALT key, and numbers appear on the Action Buttons in the
current document or view

= Press ALT + W, numbers appear over the Windows tabs

= Press ALT + B, numbers appear over the bookmark icons

m Mail (R7) - Inbox - Lotus Notes
it View Create Action i Help
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http://www.alanlepofsky.net/alepofsky/alanblog.nsf/dx/extended-accelerators



Copy Selected As Table

= Create multiple document links at one time

= Keeps the views formatting

A A a
2005 CPS: Your roadmap to L Examples of Domino-based Web Sites
IEM Workplace as a coll f 5 [You can purchase Notes/Domino in 3 ways.
T IEM Lotus Motes 6.5 reference card

Document Properties...

Cut Ctrl+¥%
Copy Ctrl+C
Copy as Document Link
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http: //www.alanlepofsky.net/alepofsky/alanblog.nsf/dx/copy-selected-as-table



Copy Selected As Table to Spreadsheet

v |Reg jion 01 BN N innnn_10nn0  100.00 7400 100.00 _
W HEgicn ( Document Properties... 11090 3194 11466
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http: //www.alanlepofsky.net/alepofsky/alanblog.nsf/dx/copy-data-from-notes-to-a-spreadsheet




Powerful Text Formatting Shortcuts

= Tncrease/Decrease Font size

» Select text, press F2
» Select text, press Shift + F2

= Indent/Outdent (paragraph or line)

» Select text, press F8 or Select text and press Shift + F8
» Select text, press F7 or Select text and press Shift + F7

= Convert to bulleted list, or numbered list

» Select text, press Alt + T, then L, then L
» Select text, press Alt + T, then L, then N




Rearranging Table Cells or List Items

= CTRL + UP, CTRL + DOWN

e Ed

s Steve
+ John
« Alan

m software

http://www.alanlepofsky.net/alepofsky/alanblog.nsf/dx/re-arranging-values-in-a-list-or-cells-in-a-table




Re-arranging Mail Addresses

= You can't drag and drop in the email itself, but you can in the
Address Dialog box.

Q Welcome . ew Message X.

Send Send and File...

Select Addresses m
Choose the directory, then type all or part of the name.

Directory: AMan Lepofslay A | Viewby: | List by name

Find names starting with: |

monlke/IBM

&
=
&
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&
T
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‘ 1
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Details.... | Addto Contacts Remove M
Tip: You can drag and drop the names el
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http://www.alanlepofsky.net/alepofsky/alanblog.nsf/dx/drag-and-drop-recipient-names



Attachment Viewers

= You don't always have to launch the native application, use “View”
instead.

= Magnify
= Rotate

= View and extract zip files!

Welcome L New Memao | File Viewer - Lotusphere draft zi ... 2
i Date | Tme [ |
lotusphere 2005 on ibm web site.jpa 125374 1122005  5:25:00 FM
B MD and IBM Workplace integration road... 7175168 1/13/2005 10:43:

#] IBM Intranet Standards Design standar. .. 243 1f18/2005  5:29:00 FM

Lotus software

Notes/Domino & Ext_ende

http: //www.alanlepofsky.net/alepofsky/alanblog.nsf/dx/viewing-an-attached-file



Drag and Drop Attachments

" From Notes to OS, or from OS to Notes

Step 1: Hover over Windows taskbar buttons to make Notes active.

Step 2: Within Notes, hover over window tab to make that document
active
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http: //www.alanlepofsky.net/alepofsky/alanblog.nsf/dx/drag-and-drop-files



Picture Properties

= A little formatting can make a document look much better.

= Borders and Drop Shadows

REGISTRATION NOW OPEN -II
FOR LOTUSPHERE 2007

January 21-25, 2007 ~/ . p % 2007 Border style
Crlando, Flarida

Border effects v Drop shadow  Width 12 %

Tap 1 %

Right

REGISTRATION NOW OPEN D /, Pt
FOR LOTUSPHERE 2007 . i _

January 21-25, 2007

Orlando, Flarida

m software [ otu_s 2007,

http: //www.alanlepofsky.net/alepofsky/alanblog.nsf/dx/picture-properties



Picture Wrap

= Wrap Text

= Align Images

(=) Widh 100 Height 100
ARemate
Teeet

Caption

Examples of two excellent new Lotus web sites.

Here is a line of text. MNotice it is lined up with the top of the image.
~" Here is a second line of text.
| Here is a third...
= | and a fourth...

m software http://www.alanlepofsky.net/alepofsky/alanblog.nsf/dx/wrap-text-around-images
http: //www.alanlepofsky.net/alepofsky/alanblog.nsf/dx/text-wrap-for-images-part-2




Creating Groups

= Copy Into New Group

Edit Contact §| Delete Contact | Directories... | Write Memo § Schedule Meeting §| Chat with Contact i Tools.. =

Categorize

lastname , firstname

= Add Recipients to Group in Address Book

dress Book

dow Help

to new Group in Address Book

Wange Appointment Type

it Offline Configuration

IBEM&@IBMIIS, Steve
octus

How many documents in trash?

m software http://www.alanlepofsky.net/alepofsky/alanblog.nsf/dx/quickly-create-groups
http: //www.alanlepofsky.net/alepofsky/alanblog.nsf/dx/add-recipients-to-group-in-address-book




Suggested Meeting Times

= | et Notes find the best time for a meeting.

= Summary vs. Details

Ed Bril/Cambridge/IBM@IBMUS, Mary Beth Raven/
Reqguired (to) Westford/IBM@IBMUS, Jeff Eisen/Westford/IBM@Iris,
Chris Reckling/Cambridae/BM

Categorize " .=
Invitees
Optional {cc)

FY1 (bec)

5 T Suggested times for next ¥ days = Check if at least 75% required can attend
All people
Kizir Cen January 8, 2007 - January 14, 2007

When Required COptional | Rooms | Resoun

110 02:00 PM-03:00 FM  3of4 - = =
01 0 FM - PM 3
' P

Scheduled Rooms

heduled Resources
Iise Selected Time

Available M Already Scheduled Unavailable Mo Info Info Restricted

http://www.alanlepofsky.net/alepofsky/alanblog.nsf/dx/meeting-scheduler-assistant



Summarize Calendar

= Remove the “white space gaps” and just show meeting agendas

3 Day~ | # Week - | ® Month - | [ All CalendarEntries ~ | Formattina~  .Jan

- Summarize

Monday

http://www.alanlepofsky.net/alepofsky/alanblog.nsf/dx/summarize-calendar



Print Calendar To Document

Calendar~ 7] MNew  More Display
for Alan Lepofsky :

[ifl Print Calendar
4= January 2007 =

—
Mo Tu We Th Fr Sa |5 Printer

2 345
& B0 41 12 14
5 16 17 18 19 20 21 Name | Canon S200 Settings..
2 24 25 26 Status:  Ready
q 31 Type: Canon S800 {on USBD01)

g Comment:

Today is January 5, 2007 _

[ Welcome I@Wnﬂ{space x [Alan L epofsly - Calendar [@Nan Lepofsloy 2
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Monday. January 1. 2007

- Anniversary - Mew Year's Day (LUSA)

http://www.alanlepofsky.net/alepofsky/alanblog.nsf/dx/print-calendar-to-a-document




Tools




Content Paste

= Do you have bits of information that you reuse over and over again?

» Signature Files
Maps

Images

Tables

Links

Programming
Code

v Vv Vv VvV VY

Map to the uﬁ‘ ice

On Demand

Penguin

Personal Signature
400 River Park Dif |Work Signature

m software

http: //www.alanlepofsky.net/alepofsky/alanblog.nsf/dx/paste-information-application



Share Documents

= Have you ever wanted to easily copy or move information from your
mail file to a TeamRoom, Document Library, Personal Journal, or any
other database?

(I} - Share Documerts
File Edit Wiew Create Actons Tools Help

Alans Agents BluePa
Archive Blue
Edit Offine Configuration

Size Df.SE|EI:tEI:| Docs

F "

Choose Database E4

Diomincinfo.nsf Document Library
Alan's Journal Local journal.naf Journal
| Content Paste Local ontentpaste naf Other

IBM Workplace Info_

[WPLC in the

1 document was copied into 1. My Documents.
Alink to each new document has been added to the 1. My Documents configuration document.

Would you like the original documents to now be deleted from your mail ?

http: //www.alanlepofsky.net/alepofsky/alanblog.nsf/dx/share-documents



Linker

= More “URL-link"” database, document, or view links.

[ New Mema || Reply ~ |[ Reply To A1l - | | Detete |[ Foliow Up || Foider ~ |[ Copy into New [ Show Threaa |

) 0. Myinfo 5] 2 Co-fundinglPaperwork 15 Business Pariners
|y £ Alan Lepofsky/Cambridge/IBEM

-f:" 10/10/05 01:19 PM

/\

Motes/Domino 6 & 7 Forum on n

T T b e st

r 5

Lotus Notes URL Bl

Press Ctd-C to copy this URL.

lidoc) Easy to use Motes Database Links - notes:///alepofs -

m software

http://www.alanlepofsky.net/alepofsky/alanblog.nsf/dx/easy-to-use-notes-database-links




Map Address

= Have you ever wanted to generate a map to one of the contacts in
your Personal Address Book?

Compary IEM - Lobus Software ;=]

Job Tile

City Cambridge StaleProvince  MA

Iip/Postal  02142-1245 CountryRegion
e

- & e
e B e e ekt PPN
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http://www .alanlepofsky.net/alepofsky/alanblog.nsf/dx/google-map-an-address



Resources on alanlepofsky.net

= Many more tips. Look in the archives by Category or by Month.
= RSS Feeds for new entries as for comments

= What are Notes and Domino? Simple explanations and overview of
general concepts.

= Notes/Domino Product Catalog

= Notes/Domino Administration Tools and Resources

= Notes/Domino Application Developer Tools and Resources
= Notes/Domino 7 Articles, Demos, ...

= | inks to useful Domino sites

|
m software




Questions and (hopefully) Answers




Some Places To Visit

= www.alanlepofsky.net

= www.edbrill.com

= www.dominoblog.com

= www.adamgartenberg.com

= www.lotus.com/ldd/dwteamblog.nsf

= www.ibm.com/developerworks/blogs/page/Insidelotus
= www.ibm.com/developerworks/blogs/page/marybeth

= www.openntf.org

= www.lotususergroup.org

= www.secondlife.com

m software
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