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Standards Addresses Documents

Training – Table of Contents

ð Basic Instructions - Goals
The instructions are limited to the first basic steps using the database modules
in Lotus Notes.

§ Standards
Standard functions and function panels

§ Addresses
Information query and create new address

§ Documents
Create and file – letters, eMails and other documents

§ Visits
Appointment schedules and creating visit reports

Table of Contents
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Main Focus: You will learn...

§ …how the standard menu
bar is arranged.

§ ...which hot keys
(short cuts) are available.

§ …where and how user-
specific settings can be
changed.

Your Notes:Your Notes:

Standards
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Menu Bar Arrangement

…contains general database functions / the selected document, (e.g. open, edit, file 
etc.). Always located in position 1 and can be opened with the hot key [Alt] + [1].
…contains general database functions / the selected document, (e.g. open, edit, file 
etc.). Always located in position 1 and can be opened with the hot key [Alt] + [1].

…contains functions to create new documents. Always located in postion 2, and 
can be opened with the hot key [Alt] + [2].
…contains functions to create new documents. Always located in postion 2, and 
can be opened with the hot key [Alt] + [2].

…contains query functions pertaining to the selected document. Regardess if 
it is an address, person, offering, phone report ... Always located in position 3 
and can be opened with the hot key [Alt] + [3].

…contains query functions pertaining to the selected document. Regardess if 
it is an address, person, offering, phone report ... Always located in position 3 
and can be opened with the hot key [Alt] + [3].

... variable Menu items, as e.g. Print, are located from position four. By 
pressing the key [Alt] the position display is activated. By afterwards 
pressing the shown number, in this case [4] the fly-out will open.

... variable Menu items, as e.g. Print, are located from position four. By 
pressing the key [Alt] the position display is activated. By afterwards 
pressing the shown number, in this case [4] the fly-out will open.

.. these buttons are „always“ 
direct-buttons, i. e. the action will 
be carried out immediately.

.. these buttons are „always“ 
direct-buttons, i. e. the action will 
be carried out immediately.

... the arrow symbolises a fly-out. Buttons without arrows immediately carry out the 
corresponding action. Not possible for the positions 1 – 3.
... the arrow symbolises a fly-out. Buttons without arrows immediately carry out the 
corresponding action. Not possible for the positions 1 – 3.

Standards
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Examples from the view „Addresses“

Active, when a Doccument is
selected. A click opens the personal 
Mail-DB with the eMail-Addresses of 

the previously selected Address.

Active, when a Doccument is
selected. A click opens the personal 
Mail-DB with the eMail-Addresses of 

the previously selected Address.

User-settings
(signature, language...)

User-settings
(signature, language...)

Help Database
(partly context oriented in german)

Help Database
(partly context oriented in german)

[Alt] + [1][Alt] + [1] [Alt] + [2][Alt] + [2] [Alt] + [3][Alt] + [3] [Alt] + [4][Alt] + [4] [Alt] + [5] / [6] / [7][Alt] + [5] / [6] / [7]

Standards
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A click  on           opens:

User specific settings:

Area 1

Location, area and language 
according to pre-set  key 
values.

Area 1

Location, area and language 
according to pre-set  key 
values.

Area 2

Here you file your profile and a 
Multilanguage signature once 
in the sender database.

Area 2

Here you file your profile and a 
Multilanguage signature once 
in the sender database.

Standards
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Main Focus:: Learn about...

§ ... how to find an address 
and further information 
pertaining to your contact 
person from the given data.

§ ... how to create new 
address documents, how to 
enter and maintain the 
information.

§ ... how to select addresses 
according to certain criteria.

Your Notes:Your Notes:

Addresses
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First View:: „Addresses by... Company/SAP-No.“

§Choice of differerent
„views“

§ „View“ = Sort the
current database using
different criteria

§Choice of differerent
„views“

§ „View“ = Sort the
current database using
different criteria

Create new data:
Company and/or Person
Create new data:
Company and/or Person

Add listed Addresses
to a distribution List
Add listed Addresses
to a distribution List

Open the address data
using a double click
Open the address data
using a double click

Addresses
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Click on the various
tabs to open the entry
area for:
- PRM

- Company Network
- Sales Areas

- Contacts

Click on the various
tabs to open the entry
area for:
- PRM

- Company Network
- Sales Areas

- Contacts

Create New Addresses

Quick button panel
1. Create new...

2. Infos to...

Quick button panel
1. Create new...

2. Infos to...

Display additional InformationDisplay additional Information Create eMail.Create eMail.

Addresses
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PRM-Template and PRM-Documents

Activate:: In the company document under address-type
you may activate four different PRM-Templates...

Activate:: In the company document under address-type
you may activate four different PRM-Templates...

... which will then be made available in the tab „PRM“. 
The tab customer adds a further level for sales
information.

... which will then be made available in the tab „PRM“. 
The tab customer adds a further level for sales
information.

PRM
(Partner Relationship Management)

PRM
(Partner Relationship Management)

CustomerCustomer

Supplier / competitorSupplier / competitor

MiscellaneousMiscellaneous

Interested partyInterested party

Sales informationSales information

Company infoCompany info

ContactContact

PreferencesPreferences

AddressesAddresses

CompanyCompany

Addresses



© solvito GmbH | 2005

Table of Contents Visits

11

Standards Addresses Documents

PRM-Template for Customers, Suppliers/ 
Competitors, Miscellaneous and Interested Parties.

Addresses
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PRM-Document for Customers

Addresses
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Display Information related to an Address
Example: Customer File and Turnover

Addresses
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[Alt] + [5][Alt] + [5] [Alt] + [6][Alt] + [6] [Alt] + [7][Alt] + [7]

Address selection

2. Access the search template
using the Button „Selection“.

2. Access the search template
using the Button „Selection“.

1. Access the View „Folder“ 
Selection (privat) or Selection (public)

1. Access the View „Folder“ 
Selection (privat) or Selection (public)

Addresses
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§ You may select by company, 
people or information documents.

§ Enter your search criteria.

§ Using  „Add“ the selected 
addresses will be added to the  
selection folder.

§ Using „Delete“ the selected 
addresses will be deleted from the 
selection folder.

§ The button „Reset“ removes the 
entered search criteria and sets it 
back in its original state.

§ You may select by company, 
people or information documents.

§ Enter your search criteria.

§ Using  „Add“ the selected 
addresses will be added to the  
selection folder.

§ Using „Delete“ the selected 
addresses will be deleted from the 
selection folder.

§ The button „Reset“ removes the 
entered search criteria and sets it 
back in its original state.

Selection Template

Addresses
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§Mark addresses, e.g.
in the view „Sales / 
Addresses by
Company / SAP-No.“

§…click on a document
and hold the mouse
button pressed…

§ ... move the document
into the selection folder
using the mouse.

§Mark addresses, e.g.
in the view „Sales / 
Addresses by
Company / SAP-No.“

§…click on a document
and hold the mouse
button pressed…

§ ... move the document
into the selection folder
using the mouse.

Manual Selection using „Drag & Drop“

HINT:: before each
selection, check the
folder for ist contents.

HINT:: before each
selection, check the
folder for ist contents.

Addresses
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Main Focus:: You will learn...

§ …how to create
a document.

§ …how to use existing
addresses for single
documents.

§ …which document
types are available.

Your Notes:Your Notes:

Documents
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Click on „Create“ to 
create a multifunction-
document: letter, eMail, 
fax .. select the criteria in 
the document itself.

Click on „Create“ to 
create a multifunction-
document: letter, eMail, 
fax .. select the criteria in 
the document itself.

The First Page

Using the button 
„Actions“ you may- for 
example- place the file.

Using the button 
„Actions“ you may- for 
example- place the file.

You will recognize new 
or changed documents 
immediately.

You will recognize new 
or changed documents 
immediately.

Documents

Choice of various  „Views“Choice of various  „Views“Database nameDatabase name
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Create and Edit Document

Using „Send“ the doc 
can be sent, or if
installed, the doc can be
sent directly per fax  
from the database.

Using „Send“ the doc 
can be sent, or if
installed, the doc can be
sent directly per fax  
from the database.

Detail information is
defined in the Doc-Type. 

Detail information is
defined in the Doc-Type. 

HINT:: Always select a 
file address from the
tab „Company“  – only
in this manner will you
create an entry in the
customer file.

HINT:: Always select a 
file address from the
tab „Company“  – only
in this manner will you
create an entry in the
customer file.

Documents
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Main Focus:: You will learn...

§ …how and where to 
create a visit schedule.

§ …how to create a visit
report.

§ …which summaries are at 
your disposal.

Your Notes:Your Notes:

Visits
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Visit Scheduling:: First Page

You may select a summary of the „Visit
reports“ from all databases.

You may select a summary of the „Visit
reports“ from all databases. Choice of different „Views“Choice of different „Views“

Visits
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Appointments are
automatically
added to your
personal calender.

Appointments are
automatically
added to your
personal calender.

Visit Scheduling:: New Appointment

Using the button
„Action / choose
address“ the entry
is also added to 
the customer file. 

Using the button
„Action / choose
address“ the entry
is also added to 
the customer file. 

Visits
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Visit Scheduling:: Overview

Visits
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From A to Z:: or B to O

Jörg T. Baumann Fon  ++43 (40) 68 94 95-61
Managing Director eMail jbaumann@solvito.de

Dr. Petra Baumann Fon ++43 (40) 68 94 95-69
Consulting &  Processdesign eMail pbaumann@solvito.de

Sandra Bläsing Fon ++43 (40) 68 94 95-68
Marketing & Communication eMail sblaesing@solvito.de

Michael Blask Fon ++ 43 (40) 68 94 95-63 
Design- & Systemdevelopment eMail mblask@solvito.de

Sven Brandt Fon ++ 43 (40) 68 94 95-62 
Project Management eMail sbrandt@solvito.de

Martin Otto Fon ++43 (40) 68 94 95-65
Systemdevelopment & Support eMail motto@solvito.de

Christoph Hölemann Fon ++43 (40) 68 94 95-64
Project Management eMail choelemann@solvito.de

solvito GmbH
Alter Wall 67/69 Fon  ++43 (40) 68 94 95 – 60 eMail info@solvito.de
D-20457 Hamburg Fax  ++43 (40) 68 94 95 – 88 web www.solvito.de

Thank you for your attention


