Using Note and Journal

Note

In this chapter we are discussing a function called "Note" that appears
as an action on most repository document forms. Please do not confuse
this with "Notes," the IBM software product.

The Note action appears near the right side of the action bar when you
open a document for display.

The Note function lets you easily send simple emails to the logical
owners of repository documents (project managers, assignees, etc.) that
contains a direct link to the document in question along with your
remarks.

You can, of course, use your email client to achieve the same result, but
the Note function is often more convenient for several reasons.

1. It incorporates the title of the subject document and a link (both
doclink and URL) to it in the message. To do this in your email client
would require some kind of cut and paste for the link as well as restating
the subject.

2. It gets the mailing name from the appropriate profile document, so
that you don't need to hunt it down from an address book.

3. For web users, the message is sent by the server, so you do not have to
connect to your email service to get the message transferred.

Creating a Note

The Note action opens a simple message form

@ Send x Cancel

SEND NOTE
o:
X Manager
My Email
My Todo List
X My Journal

h‘lessage:
[’This project needs more attention|
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In a Notes client the message form appears in a dialog box, in a web
browser it appears as a simple action page.

SEND NOTE

To:
¥ My Journal
Message:

Action: Sendhote.. =] 6o

Pressing OK or Submit, respectively, completes the process and returns
you to the original document. The underlying document is not modified
by the Note process, so you do not need edit rights to a document in
order to send Notes about it.

Uses

Note is particularly convenient for managers who are reviewing the
progress of others. It allows you, without leaving the context of the
repository document, to send a quick reminder or a few words of praise
without having to explain what you are looking at and where you found
it.

Another feature of Note is that it lets you send emails to yourself about
some bit of repository information. The interface is designed to make it
easy to copy yourself on messages you send to others.

Note is also a part of the Journal facility.

Journal

Your Journal is a personal repository document you can use to collect
notes and keep reminders for yourself. Since it is part of the repository,
you can access it from anywhere you are working.

Journal is a special destination for the Note function. Anytime you click
Note, you can put your comments into your Journal in addition to or in
place of emailing them. These comments will be annotated with the
name and a link to the document about which you are commenting.

Using your Journal with a Notes Client.

Select the menu command "Actions OpenJournal™ or Select Project
Documents from the Repository Center and My Journal from the
Project Documents Navigator.
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Your Journal is a single page large page that can contain rich text (such
as embedded images). When Note is used, it will add a distinctive
heading before your message. The heading will contain the subject
name and links.

TCoe  HEd THEMallohe (22 Help

Journal

for Laura Jones
3

[10/21/2007 4:42:44 Phi-[Ea PG 11]
hita://64.42.76.21 9/PGEBDemop o NSF/3 Defaultyiew/C1 532631 731 8F7B88 25BAEB007DBEIE? OpenDocurment
need this one

[10/21/2001 5:04:45 PM - (1]
hitp://64.42 78.219/PGEEE1 Demop g M S3F/3 Defeu tview/927 CBEAD 2F 861 08668256896006239747OpenDocument
tell bill aboutthis

[11/10/2001 1:25.47 PM - B AT1 Orig B
i.//64.42.76.218/PG5E1 Demapg NSF/ Defoultview/ASABAAAFAD 25369B88266AADN07 FEEES?OpenDocument
Mesting neered

Notes Journal

Journal Actions

Options
This displays a dialog box with the following options which are used by
the Note function when adding items to your journal.

[1 Do Not Timestamp - This prevents the date and time and title of
the document on which you used the Note action from being
recorded.

[1 Do Not Include Doclink - This prevents a Notes doclink from
being created.

[ 1 Do Not Include URL - This prevents a Web URL from being
created. If you never use a browser, then check the option so
that the long URL text does not appear on every note.

EmailToMe

This will send the content of the journal to your email address. This
lets you keep older "Journals™ in your personal email folder.

Using your Journal with a Web Browser

Select the action My Journal on the center panel of the Repository
Center Home Page or from the Project Documents Navigator.

Your Journal is a single page large page containing the collection of
Notes and other text you enter. When Note is used, it will add a
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distinctive heading before your message. The heading will contain the
subject name and links.

A 2| 8. options |2 Help

for Laura Jones

[10/21/2001 4:42:44 P - 14 PG 11]
hitp//64.42.78.219F G5B 1 Demopg, MSF/EDefault View/C 19B 3283173 1 8F /B EE256AEB007D669E *OpenD o cumnent
need this one

[10/21/2001 6:04:45 PM - 1]
hitp /64,42 78 214 G5B 1 Demope MEF/EDefaultView/327CB64D2F261086882568960062397470penD o cument
tell bill about this

[11/10/2001 1:25:47 PM - “1AT1 Orig B]
hitp /64,42 78 214P G5B 1 Demopg MEF/EDefaultView! A9 FAD25369B822564 AT 007F66ES?OpenDocument
Meeting needed

Web Journal

Journal Actions

Options
This displays a dialog page with the following options:

[1 Do Not Timestamp - This prevents the date and time and title of
the document on which you used the Note action from being
recorded.

[ 1 Do Not Include Doclink - This prevents a Notes doclink from
being created. Check this if you never use a Notes client.

[ 1 Do Not Include URL - This prevents a Web URL from being
created. If you never use a browser, then check the option so
that the long URL text does not appear on every note.

[ ] Extra Large Edit window - This causes a very large edit area to
appear when you edit the journal document. This enlarged edit
area is larger than the available screen in some combinations of
browser and screen resolution and so may not be useful to you.
But, if you have a large display, this large window making
editing easier.

Edit
When you edit the journal, you are editing "plain text" This means that

rich text items such as doclinks will be lost when you save the
document.

108 ¢ Using Note and Journal

Marin Project Gateway User Manual



