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eBdesk Notepad

Requirements:
Internet Explorer Version 4.0 or higher

Introduction

eBdesk provides Notepad application to help user
manage their notes. User can create category and
save their notes in the appropriate category. It
will be very useful to make user’s notes to be
regular arranged.

In order to make you easy learning this book, let’s
assume that your company name is Smith &
Smiths Inc, and your company site is

WWW.COorp.com.

After opening and login to your company site, the
next page that will be displayed is the FrontPage.

To display eBdesk Notepad on your tab menus,
just click Page on the Top Menu, select

IVNotepad | and  finally click

button.

This chapter explains how to operate the main
functions of eBdesk Notepad:

1. Adding Note

2. Viewing Notes
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3. Searching Notes
4.  Note Preferences

5. Creating Category

All steps are made in the simple way, so you can
follow it easily.

eBdesk Notepad
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Notepad Structure Menu

Notepad

| Notes

| Folders (View Notes)

| Search (Search Notes)

| Add Notes

| Add New Note

| Edit Note

| Options

| Notes Per Page

| Show Notes Ordered By

L Confirm When Delete Note
Add Folders

| Create New Folder

| Edit Folder

eBdesk Notepad



Quick Guideline

Folder Name

Click to view
note
Search Notes

Select All
Notes

New York

[> Management
> Miscallansous
I> Technical

Smith & Smith's Inc.

‘Welcome, marry | FrontPage | Profile | Group | Organization | Page | Theme | Sign Out |

Public Folder

Address Book

(= Detee J 0 AddPage ]

(1 _Checkall ) (1 None ) (x Delate )

showing 1 - 4 of 4 First | Prew | Next | Last

~

Subject Folder Last Modified <
resentation Inbes Fri, 28-Mar-2003, 14:39:08
™ Sick and Reimburse Management Fri, 28-Mar-2003, 15:03:40
I LeaveRule Management Fri, 28-Mar-2003, 15:04:22
I~ Timing Ruls Management Fri, 28-Mar-2003, 15:04:35

showing 1 - 4 of 4 First | Prew | Mext | Last

None

(M Checkall ) (OO0 3 (x Delete )

Powered by

eh . e
Copyright @ 1998, 2002 eBdesk

eBdesk Notepad

Picture 16 - 1: Example of Notes Page

Clear selected
notes

N~ Go to First, Prev,

Next, Last page

Click to
delete note
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Folder for
Note

The content of
Note

S Vewlork

Front Page

Welcome, mary | Front Page | Profile | Group | Organization | Page | Theme | Sign Out |

Folder ;. e =
Title : [Employee Timing Rule. <
Notes :

Employee Timing Rule

1n order to straighten up the management of employee rule, eBdesk will state emplayee rule
that will valid on 1 August 2002 ;

1. Generally, our coordination time is 09:00 - 16:00, where all employees should be
available in the office. If not, tell the leader befare to ask permit whether it can be appraved

Here are the rules for private reasons;
< 1 day, should be inform 24 hours before.

2
o
o 1 to 3 days, should be inform one week before.
o = 3 days, should be inform two weeks befare.

. If the absence because of sick or has sudden matter, it should be inform at the time
you leave your job or you can tell your leader later with the acceptable reason,

4. Here are the sanctions for the lateness or loss tme in a day ;
u} 0 - 15 minutess Free d}

Mazimurn 5000 characters

Click to save
Note

Type in the Folder
Name

Click to change

Powered by

Copyright & 1398, 2002 ebdesk

Picture 16 - 2: Example of Add Note Page

Welcome, mary | Front Page | Profile | Group | Organization | Page | Theme | Sign Out

S e

[rorun J toc L punicpotser | nress v | searn | croper

Add Folder

Hew Folder Namey [Technical Add <

Edit Folder

Select Folder: |Management =] (B Change ) <
>

Folder Name

>

Powered by
e 5
Copyright © 1998, 2002 eBdesk

Picture 16 - 3: Example of Add Folders Page

eBdesk Notepad

Title of Note

Click to create
Folder

Click to delete
Folder
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Amount of Notes

Welcome, mary | FrontPage | Profile | Group | Organization | Page | Theme | Sign Out |

per page

Option when
delete Note

Notes per page : & 1
> (al-11]
50
© 100
150
Show notes ordered by : & 5ypject .
< on
© Folder name € Opto to
 Last Modfied order Notes
Confirm when delete notes : & ygs
>  Ho .
Click to
E < :
== = save option

Powered by

Copyright © 1998, 2002 eBdesk

Picture 16 - 4: Example of Option Page

eBdesk Notepad
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New Folder Name: [Technical Caaia

Edit Folder : 3

Select Folder: [Managemert |

Picture 16 - 5: Click to create new folder

[Explorer User Prompt x|

Script Promek: o
Enter new foldr name:
Cancakh)
iy
Managemen

Picture 16 - 6: Change Folder Name

eBdesk Notepad

1.

Creating New Folder

System gives you only one default folder, but you
can create new folder as much as you need. You
can place your notes to the certain folder that
appropriate with its content. It will make you
easier when you want to read them.

To create new folder, please follow the steps
below:

1.

2,

Open Notepad menu then click Add
Folders. The Add Folders page will be
displayed.

Type in the folder name in the New Folder
Name field then click

button.
The new folder name will be added to the

drop down box in Edit Folder field. Do the
same steps to create another folder.

Changing Folder Name

You can change your folder name by doing the
steps below:

1.

Select folder that you want to change its
name in the drop down box then click

button.

Script prompt to change folder name will be
displayed. Edit folder name then -click

ol button.

The folder name will be changed with the
new entered name.

3. Deleting Folder

To delete folder, simply do the steps below:

1.

Select folder that you want to delete in the
drop down box in the Edit Folder field then
click button.
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The confirmation dialogue of deletion will be

displayed. Click IE button to delete
folder. The selected folder name will be
removed from the drop down box.

To cancel the deletion, click — == |

button.

4. Adding Note

After creating folder, you can put some notes to the
available folders that appropriate with its content.

To add note, do the following steps:

1.

Klik Add Notes menu. The Add Notes page
will be displayed.

Select folder for your note and then type in the
note’s title in the Title field.

Type in the content of your note in the Notes
field then click h L button to
save your note. You can put your note until
5000 characters.

5. Viewing Notes

To view your note, follow the steps below:

1.

Open Notes page. The all notes will be
displayed.

To view notes of certain folder, click folder
name. The notes of selected folder will be
displayed. To read note, click note’s title.

You can sort your notes based on title, folder,
or last modified date by clicking Subject,
Folder, or Last Modified ficld. You can also
defined the default order from Option menu.

You can use First, Prev, Next, or Last link
to view the other note. This links will be

clickable if notes over the limit per page.

To view all notes, click All menu.

eBdesk Notepad

Microsoft Internet Explorer x|

@ Delete folder Management and all notes inside it 7

Picture 16 - 7: Confirmation dialogue to delete
folder

Folder
First Created
Last Modified
Title

Notzs

09:00 241V 16:00, where all employees should
+ before to ask permit whether it can be

Picture 16 - 8: Example of adding note

Employes Timing Rule

A (O e ) Geoss)

showing 1-50f 5

First | Prew | Next | Last

Last Modified
Mon, 7-4pr-2003, 12:14:23
Mon, 7-4pr-2003, 11:51:05
Mon, 7-8pr-2003, 11:43:43
Mon, 7-2pr-2003, 11:50:03
Mon, 7-2pr-2003, 11:50:31

Management.

Showing 1-Sof5  First | Prev | Next | Last

Picture 16 - 9: Example of notes
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showing 1 -Sof 5 First | Prev | Next | Last

Last Modified
Mon, 7-Apr-2003, 12:14:23
Mon, 7-4pr-2003, 11:51:05
Mon, 7-4pr-2003, 11:49:43
Man, 7-Apr-2003, 11:50:03
Mon, 7-4pr-2003, 11:50:31

Subject & Folder
Emplayee Timing Rule Management
Leave Rule Inbox
Presentation Technical
Managemertt
Management

Sick and Reimburse
Timing Rule

KR i e |

showing 1 -Sof 5 First | Prev | Next | Last

& Check all

,__
Lo

Picture 16 - 10:Click to delete notes

Microsoft Internet E x|

@ Delste Motes 7
concel_|

Picture 16 - 11: Confirmation dialogue box

eBdesk Notepad

6. Deleting Notes

If you don’t want to keep certain note in your
Notepad application, you can remove it by doing
the following steps:

1.

Open Notes menu then select note that you
want to delete by signing the checkbox on
the left side of note’s name.

You can use CE_Check all ) pytton to select
all notes or click to clear the

selection.

Then click the button to delete

the selected notes.

The confirmation of deletion will be
displayed. This confirmation appears depend
on your option setting. If you choose Yes for
option Confirm when delete notes
in the Option menu, the confirmation
dialogue of deletion will be displayed and on
the contrary if you choose No.

Click lLI button in the confirmation

dialogue box to delete note or click

Lcell to cancel the deletion.

7. Searching Notes

If you meet difficulty to find certain note that you
want to read, you can use searching tool. To
search note, do the steps below :

1.

Open Notes menu then locate cursor on the
Search field.

Enter the keyword to find note that you want
to read, minimum 3 characters. Then click

button.

The searching is done based on subject and
content of note. The search results will be
displayed on the right side of page. To view
the content of note, click the note’s title.
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8. Defining Option

You can define option how notes will looks like,
such as the displayed notes per page, default order,
and the confirmation dialogue when delete note.

To define option, follow the steps below:

1.

Open Option menu. The Option page will
be displayed.

Defines the amount of displayed per page by
signing radio button in the left side of
number.

To set the default order, click radio button in
the Show notes ordered by field.
E.g. if you choose Subject then your notes
will be ordered by subject.

To make confirmation dialogue box
available when you delete note, click Yes in
the Confirm when delete notes
field or click No on the contrary.

Click button to save the

setting.

eBdesk Notepad

Confirm when delete.

Picture 9 - 1: Example of Options
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