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How To Add a 
Database to Lotus 

Shortcuts  
Lotus Notes 

 
 

 
 
Select:  
File,  
Database,  
Open 
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Left-click the drop down box 
and select 
“osf_notes/OSF/US” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
Scroll down and select 
“Userid Tracking” 
Left-click Open 
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Left-click the tab and hold while dragging to the left edge of you Lotus Notes screen then 
release. 
 

 
  
 
 
 
 
 


