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1. LICENSE GRANT.

In consideration for the license fee paid, Meeting Maker, Inc. (hereafter “MM?”), grants to You, a nonexclu-
sive, restricted right to use the “Program” (in machine readable form only and including and all associated
materials) solely for Your personal or internal business purposes, in accord with the terms of this Agree-
ment. You may use the Program only for the number of Users and/or systems for which You are authorized.
Copies; Prohibited Uses. You may make one copy of the Program for backup purposes only. You may not
use or provide access to the Program or use the Program for any purpose other than Your personal or inter-
nal business purposes. You may not use the Program to provide services to any third party without MM’s
express written consent. You may not modify, adapt, translate, reverse engineer, decompile, disassemble, or
create derivative works based on the Program without MM’s prior written consent. (All information neces-
sary to achieve interoperability is available in accord with applicable provisions of European Union and
other government directives). You may not remove any disclaimer, copyright, trademark, proprietary rights,
or other notice included on or embedded in the Program.

Transfers. You may transfer the Program on a permanent basis (if not otherwise prohibited by Your agree-
ment with MM), provided that You first inform MM in writing of the name and address of the recipient to
which the Program will be transferred, You transfer all associated documentation, You retain no copies, and
the recipient first agrees in writing to the terms of this Agreement. Please contact MM for appropriate trans-
fer documentation.

2. OWNERSHIP.

MM owns or licenses, and retains all title, copyright, trademark, trade secret, patent, and other proprietary
rights in and to the Program. This license is NOT a sale of the Program or any copy of it. You obtain only
the rights specified in this Agreement. MM reserves all rights not specifically granted.

3. TERM & TERMINATION.

This Agreement is effective until terminated. MM may terminate this Agreement on written notice if You
breach any provision of this Agreement. On termination, You must destroy or return to MM all copies of the
Program, including all associated materials. This license may terminate after a limited period (e.g. three (3)
years) if You (or Your institution or employer) have agreed in writing to a Lease Program.

4. LIMITED WARRANTY.

The Program is a tool which MM hopes You will find useful. However You are solely responsible for the
selection, use, performance, backup, and results associated with any Program use. MM does not warrant
that the functions contained in the Program will meet Your requirements or that Program operation will be
uninterrupted or error free. MM warrants any medium on which the Program is provided to be free from
defects in materials and workmanship under normal use for a period of ninety (90) days from the date of



delivery as shown on Your receipt. MM shall have no responsibility if failure results from accident,
abuse or misapplication, or if any medium is lost or damaged due to theft, fire, or negligence. Any
replacement medium will be warranted for the remainder of the original warranty period or thirty
(30) days, whichever is longer. This warranty gives You specific legal rights. You may have other
rights which may vary from jurisdiction to jurisdiction.

EXCEPT AS EXPRESSLY PROVIDED ABOVE, ALL PROGRAMS ARE PROVIDED “AS IS”.
MM DOES NOT MAKE ANY WARRANTY OF ANY KIND, EITHER EXPRESSED OR
IMPLIED, INCLUDING, BUT NOT LIMITED TO THE IMPLIED WARRANTIES OF NONIN-
FRINGEMENT, MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE. THIS
WARRANTY WILL NOT BE ENLARGED OR AFFECTED BY ANY MM TECHNICAL OR
OTHER ADVICE IN CONNECTION WITH THE PROGRAM.

5. LIMIT OF REMEDIES & LIABILITY.

MM’s entire liability and your exclusive remedy for any claim associated with the product or this
agreement shall be, at MM'’s sole option, return of purchase price or replacement of any medium
returned to MM with a copy of the receipt. Notwithstanding any other provision of this or any other
agreement, MM shall not be liable for (1) Any special, indirect, consequential, punitive, strict or
incidental damages (including but not limited to damages related to inaccuracy of any data or cost of
procurement of substitute goods, services or technology, or loss of profits, data or use) arising out of
or in connection with any use or inability to use the program or any MM services which may be pro-
vided, or any cause related thereto, even if MM has been advised of the possibility of such damages;
and (2) Any amount in excess of the lesser of the price, fee or charge therefor received by MM for
product or service. Because some jurisdictions do not allow the exclusion or limitation of liability
for consequential or incidental damages, some or all of the above limitations may not apply to You.

6. U.S. GOVERNMENT RESTRICTED RIGHTS.

The Program is a “commercial item” as defined in 48 C.F.R. 2.101 (Oct. 1995) consisting of “commercial
computer software” and “commercial computer software documentation” as such terms are used in 48
C.F.R. 12.212 (Sept. 1995). Consistent with 48 C.F.R. 12.212 and 48 C.F.R. 227.7202 (-1 through —4) (June
1995), all government entities which acquire the Program, do so only with the rights set forth in the license
provided with the Program and this Agreement.

7. CONFIDENTIAL INFORMATION.

You agree that all MM-furnished information which is labeled “confidential”, “proprietary” or the like
(“Confidential Information™) contains valuable proprietary information and/or trade secrets developed
by MM or its licensor at great expense. You will hold this Confidential Information in confidence and
will not use, reproduce or distribute it except to Your employees (and agents who agree to this provi-
sion) who may use it only as part of their responsibilities to You. You will report any unauthorized use
or disclosure of any Confidential Information.

8. EXPORT LAWS.
The Program may not be exported or re-exported in violation of U.S. export laws, including the U.S.
Export Administration Act and implementing regulations.



9. GOVERNING LAW & JURISDICTION.

This Agreement is a Massachusetts contract, and shall be governed solely by the laws of Massachusetts, USA,
without reference to its conflict of law provisions or the UN Convention for the International Sale of Goods.
Any action relating to this Agreement, the parties’ relationship, or the Program or goods or services provided,
purchased or licensed hereunder, shall be brought and tried in Massachusetts.10. ENTIRE AGREEMENT.
This Agreement (including any supplemental terms agreed in writing, e.g., with respect to MM’s Mainte-
nance Advantage Program services) constitutes the complete and exclusive agreement between You and
MM and supersedes any proposal or prior agreement or other communication with MM relating to the sub-
ject of this Agreement. This Agreement may be modified only by a writing which specifically references
this Agreement and is signed by both You and a MM officer.

NOTE: If You have any questions concerning this Agreement, or desire to contact MM for any reason, You
may do so through the distributor from which You obtained the Program or the sales representative offices
listed in the front of this manual.



CHAPTER 1

Installing Meeting Maker Calendar

This chapter contains information about installing Meeting Maker
Calendar on your computer.

Topics include:

+  About this Book

+  Overview

+ Before You Install

+ Installing Meeting Maker Calendar
+  After You Install



About This Book

About This Book

Overview

This book is intended for new users of Meeting Maker Calendar.

This book contains information on installing, launching, configuring,
and signing into Meeting Maker Calendar and HTML Calendar

It contains introductory information on using Meeting Maker Calendar
and HTML Calendar. For more complete instructions on using
Meeting Maker, see the Meeting Maker Calendar online help, or the
HTML Calendar online help

Meeting Maker is a group scheduling tool that makes it easy to
schedule meetings, plan activities, keep a prioritized to do list, manage
contacts, and coordinate your calendar with others.

Meeting Maker is a networked software application. The Meeting
Maker Server stores users' information centrally and relays needed
information instantaneously between Calendar applications.

When your Meeting Maker administrator has informed you how
Meeting Maker Calendar will be distributed, you can install the
application.

To use Meeting Maker Calendar after you install it, you must configure
your server information so that Meeting Maker Calendar can find the
Meeting Maker Server. You can then sign in to your account.

Before You Install

Before you install Meeting Maker Calendar on your machine, make
sure that your computer meets the Meeting Maker system
requirements and that it is connected to your network.
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Meeting Maker Calendar Requirements

Meeting Maker Calendar requires the following hardware and software
for a minimum installation.

Windows® Macintosh®

Hardware/Software  Requirements Requirements

Operating System Windows 98, Windows OS X

2000, or Windows XP

Disk 15 MB free disk space 15 MB free disk space
Network Protocol TCP/IP or SSL TCP/IP or SSL
Note:  If you want to synchronize Meeting Maker with a Palm

device, you must also install the Palm Desktop software
before you install Meeting Maker Calendar. See the Meeting
Maker Install Guide for details.
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10

Additional Requirements

The Meeting Maker Conduits for Palm devices require this
hardware and software:

+ Palm OS handheld device
+ Palm Desktop 4.0 or higher

Download Palm Desktop Software

Download the current version of the Palm Desktop software
athttp://www.palm.com/support/downloads/.

Tip: If the above link does not work, go to http://
www . palm.com and navigate to the downloads page.
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Configuration Information

Make sure that you have the following information ready so that you
can sign in after you install. If your administrator has not filled in this
information for you in the table below, you can print this page, fill in
the table, and keep it for future reference.

What You Need Your Information

Your Meeting Maker sign in name

Your Meeting Maker password

Network Protocol (TCP or SSL)

Your Meeting Maker server name

DNS names or IP addresses of all
host machines running Meeting
Maker servers in your environment

You do not need this information to install Meeting Maker, but you
need it to sign in for the first time. After the first time you sign in, you
only need your sign in name and password.

Note:  Your Meeting Maker administrator may have created a custom
installer to preconfigure some of this information for you. If
so, you may not need all of the above information.

Installing Meeting Maker Calendar

You can install Meeting Maker Calendar on Windows or Macintosh.
The installation process differs depending on your operating system,
whether you have Palm Desktop installed, and whether you have a
previous version of Meeting Maker on your machine.

Make sure that you meet all hardware and software requirements
before installing. For more information, see “Meeting Maker Calendar
Requirements,” above.

Note:  If you want to install the Meeting Maker Conduits for Palm
Devices, you must install the Palm Desktop software before
you install Meeting Maker. See the Meeting Maker Install
Guide for details.
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Before You Install

Before You Install

Before you install Meeting Maker Calendar, perform these tasks:
+ Verify that your computer meets the installation requirements

+ Connect the computer to your Meeting Maker network.

Sign in Information

Make sure you have the following information ready when you sign in
to Meeting Maker for the first time. After initial sign in, you need just
your sign in name and password.

+ Meeting Maker sign in name and password (if any)
+  Correct network protocol (TCP or SSL) to select at configuration
+ Meeting Maker server name

+ DNS names or IP addresses of host machines running Meeting
Maker servers

Synching with a Palm Device

To synchronize Meeting Maker with a Palm device, you must
install the Palm Desktop software before you install Meeting Maker
Calendar.

Installing Meeting Maker Calendar
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The installation process differs depending on your operating system,
whether you have Palm Desktop installed, and whether you have a
previous version of Meeting Maker on your machine.

Make sure that you meet all hardware and software requirements
before installing.

Note:  If you want to install the Meeting Maker Conduits for Palm
Devices, you must install the Palm Desktop software before
you install Meeting Maker. See Chapter Four of this guide for
details.
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Installing Meeting Maker on Windows
1. Double-click the Setup .exe file.

Note:  The file name may differ if you are installing from a file
server. See your Meeting Maker administrator.

The Meeting Maker Setup dialog box appears.
2. Click Next.

The Destination Location dialog box appears.
3. Select the desired location, and click Next.

If Palm Desktop software is detected, choose your
installation option:

¢ Meeting Maker Calendar
e Conduits for Palm devices - synchronizes with Palm devices

*  Meeting Maker Calendar and Conduits

The Installation Complete dialog box appears.
4. Select the readme and auto-launch settings, and click Finish.

Depending on the auto-launch settings, Meeting Maker may
launch, display the readme file, or the Getting Started Guide.

Existing Meeting Maker installation

If a previous version of Meeting Maker exists on your computer, the
Local Data Options dialog box appears. Select from these options:

+ Move local Meeting Maker database — Creates local data backup
+ Delete local Meeting Maker data — Deletes local data

+ Do not move or delete Meeting Maker local data — Overwrites
local data with current Meeting Maker server data at sign in.

13



After You Install

Installing on Macintosh
1. Double click the file Installer.

The Choose Install Folder window appears.
2. Select the desired location, and click Next.
The Choose Alias Folder window appears.

If Palm Desktop software is detected, a prompt appears to select
Conduits to install.

Note:  The conduits synchronize your Meeting Maker calendar with
your Palm device.

3. Select the Calendar alias location, and click Install.
Meeting Maker installs and creates the desired alias.
The Install Complete window appears.

4. Select the desired readme and auto-launch settings, and click
Done.

5. Select the readme and auto-launch settings, and click Finish.

Depending on the auto-launch settings, Meeting Maker may
launch, create a desktop alias, display the readme file, or the
Getting Started Guide.

Installation is complete.

Existing Meeting Maker installation

If a previous version of Meeting Maker exists on your computer, the
Backup Data dialog box appears. Select from these options:

+ Copy Meeting Maker data — Creates local data backup
+ Delete Meeting Maker data — Deletes local data

+ Do nothing — Overwrites local data with current Meeting Maker
server data at sign in.

After You Install

Once you install Meeting Maker, you can launch and configure
Meeting Maker. You can then sign in to your account and begin
working.

14
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Launching Meeting Maker

You can launch Meeting Maker Calendar on Windows or Macintosh.
You can also configure Meeting Maker to launch on startup. See
“Launching Meeting Maker at Startup” below.

Launching Meeting Maker on Windows

From the Windows Start menu, select Programs > Meeting Maker >
Meeting Maker.

The Welcome to Meeting Maker dialog box appears.

Launching Meeting Maker on a Macintosh
Double-click the Meeting Maker Calendar icon.

Tip: If you did not create an alias during install, the default
Meeting Maker icon is located in HD:- Applications:
Meeting Maker:Meeting Maker Calendar.

The Welcome to Meeting Maker dialog box appears.

Launching at Startup on Windows

To configure Meeting Maker to launch at startup create a
Meeting Maker shortcut in the startup folder.

1. Inthe Meeting Maker installation folder, create a shortcut to
Meeting Maker Calendar.

Tip: The Meeting Maker Calendar application is mm. exe located
in C:\Program Files\meetingmaker\mm.exe.

2. Drag the shortcut into the Start > Programs > Startup menu.

Meeting Maker will launch automatically when you start or restart
your computer.

Launching at Startup on Macintosh OS X

To configure Meeting Maker to launch at startup add a Meeting Maker
Calendar to your system preference login list.

1. Click the Login icon in the OS X System Preferences window.
The Login window appears.
2. Click Add.

The Open window appears.

15



After You Install

3. Navigate Meeting Maker Calendar installation folder,
and click Open.

Meeting Maker Calendar appears in the Login Items list of the
Login window.

Tip: The Meeting Maker Calendar application is
Meeting Maker Calendar located in
HD:Applications:Meeting Maker:
Meeting Maker Calendar.

4. Close the Login window

Meeting Maker will launch automatically when you start or restart
your computer.

Configuring Meeting Maker Calendar

After installation, you must establish communication between
Meeting Maker Calendar and the Meeting Maker Server before you
can sign in initially.

Obtain this information from your Meeting Maker administrator:
+  Network protocol

+ Meeting Maker server DNS name or IP address

+ Meeting Maker server for sign in

X/

%+ To configure Meeting Maker Calendar
1. Launch Meeting Maker Calendar.
The Welcome screen appears.
2. Click Select.
The Select Server dialog box appears.

3. Select the network protocol (TCP or SSL) used by your
Meeting Maker environment and click Configure.

The Host List window appears.
4. Enter the server IP address or DNS name, and click OK.

The server names appear in the Select Server pane of the
Select Server dialog box.

Tip: To enable communication with multiple servers, enter each
server IP address or DNS name, separated by a comma.
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5.

Highlight the server, and click Select.

Meeting Maker displays the chosen server in the Welcome to
Meeting Maker window.

Configuration is complete. You can now sign in to Meeting Maker.

Signing In to Meeting Maker

Sign in to Meeting Maker after you configure Meeting Maker Calendar
with the appropriate settings (page 16).

1.

Launch Meeting Maker.
The Welcome screen appears.
Type your sign in name and password (case sensitive).

Note:  See your Meeting Maker administrator for sign in
and password.

Click Sign In.

You are ready to use Meeting Maker.

Working Offline

On signing in to Meeting Maker, you can click Work Offline rather
than Sign In to use Meeting Maker with local data.

*

*

Sign in to Meeting Maker server once before you can work offline.

When you work offline, your calendar is not connected to the
Meeting Maker server.

Real-time or networked functions, such as viewing busy time or
sending proposals, are disabled.

Schedule changes synchronize with the Meeting Maker server the
next time you sign in.

17
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Uninstalling Meeting Maker Calendar

You can uninstall Meeting Maker on Windows or Macintosh.

Uninstalling on Windows

Note: Do not uninstall Meeting Maker Calendar by deleting files
manually.
¢+ To uninstall Meeting Maker Calendar:
1. Close open Meeting Maker applications.
Open applications may cause incomplete uninstall.

2. From the Windows Start menu, select Programs > Meeting
Maker > Meeting Maker Uninstall.

The Confirm Uninstall dialog box appears.
3. Click OK.

Meeting Maker completes the Calendar uninstall, and the
Maintenance Complete dialog box appears.

4. Click Finish.

Uninstall is complete.

File and Folders not removed during uninstall

The files and folders that are not removed during uninstall contain
important Meeting Maker data. Do not delete these files and folders if
you plan to reinstall Meeting Maker on the same computer.

18
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This table lists the folder and files that are not removed during
uninstall. In addition, uninstall does not remove the entire directory
structure beginning at C:\Palm\<user name>.

Folder/File Name Location

$<user name> C:\Program Files\meetingmaker\mmcInt32
folder

MMUSRPRF .MDB C:\Program Files\meetingmaker\mmcInt32

MMDATA _MDB C:\Program
Files\meetingmaker\mmcInt32\
<user name>

mmcond. ini C:\Palm

Manually delete these folders and files only if you are not

Uninstalling on Macintosh

Do not uninstall Meeting Maker by deleting files manually.

To uninstall Meeting Maker:
1. Close open Meeting Maker applications.

Open applications may cause incomplete uninstall.
2. Double-click the Uninstall Calendar file.

The default location is HD:Applications:Meeting
Maker:Uninstall

The Uninstall window appears.
3. Click Next.
The Uninstall Options window appears.
4. Select the desired uninstall option and click Next.

Note:  If you choose to uninstall specific features, you can
uninstall the Calendar application, online help, exporters,
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print layouts, or Conduits for Palm devices. After making
your selections, click Uninstall.

5. Click Done.

Installing Meeting Maker on Windows

You can install Meeting Maker Calendar on Windows.

To install Meeting Maker Calendar:

1. Double-click the Setup . exe file.

Note:

If you are installing Meeting Maker from a file server and not
a CD, the install file name may be different. Check with your
Meeting Maker administrator for details.

The Meeting Maker splash page and Meeting Maker Setup dialog
box appear.

2. Click Next.

The Destination Location dialog box appears.

3. Select the desired location for the installation folder and click
Next.

Note:

Note:

If Meeting Maker detects the Palm Desktop software on your
machine, the Installation Options dialog box appears. Select
whether you want to install just Meeting Maker, just the
Conduits for Palm devices, or both. You can use the Conduits
to synchronize your Meeting Maker calendar with your Palm
device.

If any version of Meeting Maker exists on the machine to
which you are installing, the Local Data Options dialog box
appears. Select Move local Meeting Maker database to
create a backup of your local data, Delete local Meeting
Maker data to delete your local data, or Do not move or
delete Meeting Maker local data to leave the data unaltered.
If you do not move or delete your local data, Meeting Maker
overwrites it with the latest data from the Meeting Maker
server when you next sign in.
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4.

The Installation Complete dialog box appears.

Select the desired readme and auto-launch settings, and click
Finish.

The Installation Complete dialog box closes. Depending on your
selected settings, Meeting Maker may launch, or display the readme
file. Installation is complete.

Installing Meeting Maker on a
Macintosh

You can install Meeting Maker Calendar on a Macintosh.

To install Meeting Maker on a Macintosh:

1.

Double click the file Installer.

The Meeting Maker splash screen and Choose Install Folder
window appear.

Select an install location, or accept the default location by clicking
Next.

The Choose Alias Folder window appears.

Note:  If Meeting Maker detects the Palm Desktop software on your

machine, it prompts you to select which Conduits for Palm
Devices you want to install. You can use the Conduits to
synchronize your Meeting Maker calendar with your Palm
device.

Note:  If any version of Meeting Maker exists on the machine to

3.

which you are installing, the Backup Data dialog box appears.
Select Copy Meeting Maker Data to create a backup of your
local data, Delete Meeting Maker Data to delete your local
data, or Do Nothing to leave the data unaltered. If you do not
move or delete your local data, Meeting Maker overwrites it
with the latest data from the Meeting Maker server when you
next sign in.

Select the location where you wish Meeting Maker to create a
Calendar alias and click Install.

Meeting Maker installs to the location you selected, and creates
the desired alias. The Install Complete window appears.

Select the desired readme and auto-launch settings, and click
Done.
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After You Install

The Install complete dialog box closes. Depending on your
selected settings, Meeting Maker may launch, create a desktop
alias, or display the readme file. Installation is complete.

After You Install
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Once you install Meeting Maker, you can launch and configure
Meeting Maker. You can then sign in to your account and begin
working.

Launching Meeting Maker

You can launch Meeting Maker Calendar on Windows or Macintosh.
You can also configure Meeting Maker to launch on startup. See
“Launching Meeting Maker at Startup,” below.

Launching Meeting Maker on Windows
You can launch Meeting Maker on Windows.

To launch Meeting Maker on Windows:

From the Windows Start menu, select Programs>Meeting
Maker>Meeting Maker.

The Welcome to Meeting Maker dialog box appears

Launching Meeting Maker on a Macintosh

To launch Meeting Maker on a Macintosh:
Double-click the Meeting Maker Calendar icon.

Tip: If you did not create an alias for Meeting Maker on your
desktop or dock at install, you can find the Meeting Maker
icon by default at HD: Applications:Meeting
Maker:Meeting Maker Calendar.

The Welcome to Meeting Maker dialog box appears.

Launching Meeting Maker at Startup

You can configure Meeting Maker to launch automatically when you
start up your machine.
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Launching at Startup on Windows

You can set up Meeting Maker to launch at startup on a Windows
machine by placing a Meeting Maker shortcut in the startup folder.
To set up Meeting Maker to launch at startup on Windows:

1. Inthe folder to which you installed Meeting Maker, create a
shortcut to Meeting Maker Calendar.

Tip: The Meeting Maker Calendar application is mm.exe. The
default location is C:\Program Files\
meetingmaker\mm._exe.

2. Drag the shortcut you created into the Start>Programs>Startup
menu.

Meeting Maker now launches automatically whenever you start or
restart your machine.

Launching at Startup on Macintosh OS X

To set up Meeting Maker to launch at startup on Macintosh OS X:
1. Navigate to System Preferences in the OS X Apple menu.
The System Preferences window appears

2. In OS X.2 and below, click the Login icon in the Personal
preferences pane. The Login window appears.
In OS X.3 and higher, select Accounts and then select Startup
items. The Accounts window appears.

3. Click the Add button.
The Open window appears.

4. Navigate to the folder where you installed Meeting Maker
Calendar, and click Open.

Meeting Maker Calendar appears in the Login Items or Startup
Items list.

Tip: The Meeting Maker Calendar application is Meeting
Maker Calendar. The default location is
HD:Applications:Meeting Maker:Meeting
Maker Calendar.

5. Close the Login window.

Meeting Maker now launches automatically whenever you start or
restart your machine.
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Configuring Meeting Maker Calendar

After you install Meeting Maker Calendar, you must configure it to
find the Meeting Maker Server before you can sign in. You must select
a network protocol, enter the DNS name or IP address of your server
machine, and select a Meeting Maker server to sign in to. Your
Meeting Maker administrator can give you this information.

You only need to configure Meeting Maker once. After that, you can
just enter your sign in name and password to sign in.
To configure Meeting Maker Calendar:
1. Inthe Welcome to Meeting Maker dialog box, click Select.
The Select Server dialog box appears.

2. Select the network protocol (TCP or SSL) used by your Meeting
Maker environment and click Configure.

The Host List window appears.

3. Enter the IP address or DNS name of your server machine, and
click OK.

Meeting Maker closes the Host List window, and displays Meeting
Maker Server names in the Select Server pane of the Select Server
dialog box.

Note:  If your environment has multiple servers, enter all the servers’
IP addresses, separated by commas, to allow your server to
communicate with others.

4. Select your server from the Select Server list and click Select.

The Select Server dialog box closes. Meeting Maker displays the
chosen server in the Welcome to Meeting Maker window.
Configuration is complete. You can now sign in to Meeting Maker.

Signing In to Meeting Maker

After you configure Meeting Maker once, you can sign in to your
account.

To sign in to Meeting Maker:
1. Inthe Welcome window, enter your sign in name and password.

Note:  Meeting Maker passwords are case sensitive.
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Tip: If you do not know your sign in name or password, contact
your Meeting Maker administrator. Your name may already
appear in the Welcome window.

2. Click Sign In.
Meeting Maker signs you in to your account.

After you sign in, you can begin working with Meeting Maker.

Working Offline

On signing in to Meeting Maker, you can click Work Offline rather
than Sign In to use Meeting Maker with local data.You must sign in to
the Meeting Maker server at least once before you can work offline, or
you will have no local data to work with.

When you work offline, your calendar makes no connection to the
Meeting Maker server. You cannot use any of the real-time or network
functions of Meeting Maker, such as viewing busy time or sending
proposals, while working offline.

Meeting Maker sends any schedule changes or events you create to the
Meeting Maker Server the next time you sign in.

CHAPTER 2

Installing Meeting Maker Conduits
for Palm Devices

This chapter contains information on installing the Meeting Maker
Conduits for Palm devices when you install Meeting Maker Calendar.
You can distribute this information to any users in your environment
who plan to synchronize Meeting Maker with a Palm device.

Topics include:

¢ Overview

¢ System Requirements

+ Installing the Palm Desktop software

+ Installing Meeting Maker with Conduits
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To synchronize your Meeting Maker data with your Palm device,
install the Palm Desktop software on your computer first. Then, install
the Meeting Maker Calendar on your computer.

Remember this important information:

+  After you install the Palm Desktop software, the Meeting Maker
Calendar installer prompts to you install the Conduits.

before you begin

+ Make sure you can synchronize to the Palm device
*
+ Sign in to Meeting Maker once before synchronizing.

Meeting Maker attempts to populate your configuration
information. If you were not the last person to sign in to
Meeting Maker, you must configure your synchronization options.

+ You can choose to configure your synchronization actions to
determine how Meeting Maker synchronizes with your Palm
device.

For information on configuring and using the Meeting Maker
Conduits, see the Conduits for Palm Devices online help, accessible
from the Meeting Maker Calendar Help menu.

Using Intellisync

If your environment uses Intellisync for Meeting Maker, you can
synchronize Meeting Maker with these devices:

+ Windows CE devices
+ Microsoft Outlook
+ Blackberry devices

Note:  For information on installing and configuring Intellisync for
Meeting Maker, refer to the Getting Started with Intellisync
for Meeting Maker.
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System Requirements

Verify that your computer meets the installation requirements
described in You must meet the Calendar requirements outlined in
Chapter One of this guide in order to synchronize a Palm device with
Meeting Maker. See “Meeting Maker Calendar Requirements” for
more information.
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Installing the Palm Desktop Software

To synchronize Meeting Maker to your Palm handheld device install
the Palm Desktop software. Refer to the Palm Desktop documentation.

Remember these important facts:

+ [Ifyou installed Meeting Maker first, you must re-install Meeting
Maker Calendar after you install the Palm Desktop software.

+ You can perform a custom install for the Conduits rather than
re-installing the entire Meeting Maker Calendar.

+ |If you are using a Handspring Visor, you must install the
Handspring version of the Palm Desktop software.

+ You can download the latest version of the Palm Desktop software
for Windows or Macintosh this site:

http://www.palm.com/support/downloads/

+ [f this link does not work, go to http://www.palm.com and
navigate to the downloads page.

+ Once you install the Palm Desktop Software, install
Meeting Maker with the Conduits.

Installing Meeting Maker with Conduits
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The Meeting Maker conduits for Palm OS handheld devices install
as part of the Meeting Maker Calendar installation.

You must install the Palm Desktop software before you install
Meeting Maker.

Meeting Maker prompts you to install the Meeting Maker Conduits
during installation only if it detects the Palm Desktop software. You
also should synchronize to the Palm Desktop software first before
synchronizing with Meeting Maker for the first time.

Note: By default, Meeting Maker installs the To Do conduit and the
Date Book conduit. If you want to install the Address Book
conduit, or don’t want to install the To Do or Date Book
conduits, you can change the selected options at installation.

If you have already installed Meeting Maker but not the Palm Desktop
software, you must re-install Meeting Maker after installing the Palm
Desktop software. You can choose to install only the Conduits rather
than re-installing the entire Meeting Maker Calendar.
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Note:  Your Meeting Maker administrator can choose to not enable
the install of the Meeting Maker Conduits for network
installations. In this case, you must get a version of Meeting
Maker Calendar that includes the Meeting Maker conduits
from your administrator.

After you install Meeting Maker with the Conduits, you can configure
your synchronization to determine how to synchronize each conduit, or
accept the default configuration and immediately synchronize your
Meeting Maker data to your Palm device. In some cases, you may need
to configure synchronization manually before synchronizing.
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CHAPTER 2

Meeting Maker Calendar Quickstart

This chapter contains information about beginning to work with
Meeting Maker Calendar. It also contains information on how to
access more detailed instructions from the Meeting Maker Calendar
online help system.

Topics include:

+  Overview

+ Introduction to Meeting Maker Calendar
+ Beginning Work With Meeting Maker

+ Accessing Meeting Maker Online Help
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Overview

Once you have installed and configured Meeting Maker, you can sign
in and begin to work with your calendar. You can control the Meeting
Maker calendar view, propose meetings, schedule activities or banners,
and perform other tasks.

You can find advanced information in Meeting Maker’s online help
system.

Introduction to Meeting Maker Calendar

When you sign in to Meeting Maker Calendar, the Main Window and
the Proposals Window appear. The Main Window, Meeting Maker’s
primary work area, shows the Daily View with one week displayed by
default.
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The Main Window

The Main Window contains two basic elements, the calendar view and

the task bar.
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The calendar view can display your calendar in a number of different
ways, including:

*

*

The Daily View with one week displayed
The Daily View with one day displayed
The Monthly View

The Text View

The Group View

The Daily View

The day and date for each displayed day appear at the top of the Daily
View. Just below is the banner area, where any banners you create
appear.

The main portion of the Daily View displays activities you schedule,
and meetings you schedule or accept. An hour ruler appears on the left
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side of the Daily View, and a blue bar appears on the current day to
mark the time.

Note:  For more information on banners, activities, or meetings, see
“Beginning Work with Meeting Maker,” below, or the
Meeting Maker online help system.

The Meeting Maker Daily View first appears displaying its default
setting, a five-day work week.

The Task Bar

The task bar appears at the left side of your Main Window. It contains
links allowing you to create meetings, activities, or banners, change
your calendar view, and perform other common tasks.

Beginning Work with Meeting Maker
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This section includes instructions on performing several common
Meeting Maker tasks, including creating meetings and banners. For
more detail on these tasks, or for other instructions, see “Accessing
Meeting Maker Online Help,” below.

Proposing a Meeting

Meeting Maker Calendar allows you to propose a meeting in any of a
number of ways. Three of the most common are:

+ Click Create Activity/Meeting on the Task Bar
+  Select New Activity/Meeting from the File menu

+ Drag in your Daily View to create an activity, then click Invite
Guests to turn the activity into a meeting

To propose a meeting from the Task Bar:
1. Inthe Task Bar, click Create Activity/Meeting.
The Activity window opens.
2. Enter atitle for the meeting, and an agenda if desired.
3. Click the Guests tab.

The Guests tab opens. The busy time grid displays the meeting as
a blue rectangle.

4. Click Edit List to add guests.
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Tip:

Tip:

Tip:

Tip:

The Add Guests to Meeting dialog box appears.

The left pane displays available users, resources, locations,
groups, and contacts. The right pane displays current meeting
guests. A pulldown menu above the left pane allows you to
filter the available guest list for quicker guest selection.

In the left pane, select the guests you want to invite to the meeting.
The guests appear highlighted.

You can invite resources and locations as well as human
guests, booking them for the meeting. You can select multiple
guests at once using system standard multi-select methods.

Click Required, Optional, CC, or BCC, depending on the desired
guest type.

The guests appear in the right pane with icons indicating guest
type and availability.

You can click Get Info to view information about a guest, or
Search to find a guest.

When you are done adding guests, click OK.

The Add Guests to Meeting dialog box closes. The guests you
added appear in the busy time grid.

Each guest’s row in the busy time grid displays the guest’s
busy time in red, free work hours in white, and time outside
work hours in blue. The Required row shows the combined
free and busy time of all required guests.

If desired, drag or resize the blue meeting rectangle in the busy
time grid to a time when all your guests are free.

Click Create Meeting.

Meeting Maker sends the meeting invitation to your guests and
places the meeting in your calendar.

Note:  If any of your required guests are not free at the time of the

meeting, a message appears informing you and asking if you
want to continue. If a requested resource or location is not
available at the time of the meeting, Meeting Maker may not
allow you to send the meeting until you reschedule the
meeting or remove the resource or location from the guest list.
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Creating a Banner

You can create banners to mark single or multi-day events in your
calendar that have no associated time. You can use banners to mark
vacation time, travel time, project schedules, birthdays, and other
important dates or periods.

You can create a banner in any one of three ways:

+ Click and drag in the banner area of the Daily View
+ Click Create Banner in the Task Bar

+  Select New Banner from the File menu

The simplest way to create a banner is to drag in the banner area at the
top of your Daily View.

+* To create a banner:

1. Inthe Daily View, drag in the banner area on the desired banner
start date.

A shaded rectangle appears.

2. Drag the rectangle until it spans the days you want to mark with
your banner.

The banner appears in the banner area with a blinking cursor.

3. Type atitle for the banner and press Enter (Return on a
Macintosh).

The banner appears with the title you entered.

Accessing Meeting Maker Online Help

You can access the Meeting Maker Calendar online help system for
further and more in-depth information on using Meeting Maker.

+* To access Meeting Maker online help:
From the Help menu, select Contents.

Meeting Maker displays the Calendar online help.
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CHAPTER 3

Meeting Maker HTML Calendar

This chapter contains introductory information about Meeting Maker
HTML Calendar. It also contains instructions on how to access more

detailed information from the Meeting Maker HTML Calendar online
help system.

Topics include:

+  Overview

+ Signing In to HTML Calendar

+ Beginning Work With HTML Calendar
+ Accessing HTML Calendar Online Help
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Overview

If your environment uses HTML Calendar, you can sign in to your
Meeting Maker account from any web browser without installing any
Meeting Maker software.

You can find advanced information in HTML Calendar’s online help
system.

Signing In to HTML Calendar
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You can use any web browser to access HTML Calendar.

If your environment uses HTML Calendar, your Meeting Maker
administrator can provide you with the URL to access HTML
Calendar. Entering the URL in your web browser displays the HTML
Calendar sign in screen.

To sign in to HTML Calendar:

1. Inthe Sign In window, enter your sign in name and password.
Note:  Meeting Maker passwords are case sensitive.

Tip: If you do not have a sign in name or password, contact your
Meeting Maker administrator.

2. From the Server dropdown menu, select the server on which your
account resides.

Tip: If you do not know your server, contact your Meeting Maker
administrator. If only one server appears in the menu, use that
server.

3. Click Sign In.
Your web browser displays HTML Calendar.

Note: HTML Calendar displays your schedule in your home time
zone, or Work Hour Time Zone. If you are traveling outside of
your usual time zone, your schedule does not appear in local
time, and your reminders do not come in at local time.

After signing in, you can begin working with HTML Calendar.
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Beginning Work with HTML Calendar

When you sign in, the HTML Calendar displays the main window,
which consists of three elements:

+ The Task Bar, at the left of the main window, which contains links
allowing you to create meetings, banners, or activities, or to
perform other advanced Meeting Maker tasks.

+ The Calendar View, which displays your schedule, and can be
viewed in a number of different ways. The Calendar View opens
displaying the Daily View by default.

+ The Proposals Panel, below the calendar view, which shows a list
of proposed meetings received from other users, a list of meeting
proposals you have sent to other users, and a list of proposals you
have declined.

For more detail on these tasks, or for other instructions, see “Accessing
HTML Calendar Online Help,” below.

Accessing HTML Calendar Online Help

You can access the HTML Calendar online help system for further
information on calendar procedures, calendar preferences, display
controls, and other advanced tasks.

To access HTML Calendar online help:
In the task bar, click Find help.

Meeting Maker displays the HTML Calendar online help.
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