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Reference Point for Meeting Maker 7.0 for Windows Users

	


Meeting Maker is a group calendaring tool that allows you to keep a daily calendar and monthly calendar. It also allows you to coordinate schedules with other users at NASA Headquarters.

Creating a Meeting

1. Choose File from the menu bar.

2. Select Propose Meeting.

3. On the Proposal tab, enter the title for the meeting in the Title: field.

4. Enter the location of the meeting in the Location: field.

5. Click on the Guests tab to invite other users.
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6. Choose Public Directory from the drop-down list.

7. Double-click on All Users to list all NASA Headquarters users.

8. Select the name of the appropriate invitee.

NOTE: To quickly search for individuals by name, click once in the All Users list, and then start typing the last name of the person you are trying to locate. Meeting Maker will search the list as you type.

9. Choose from one of the options described in the table below.

	Click this button:
	To:

	Required
	Invite a person whose attendance is required.

	Optional
	Invite a person whose attendance is optional.

	CC
	Send a courtesy copy of the meeting proposal to an individual.

	BCC
	Send a blind courtesy copy of the meeting proposal to an individual.

	Remove
	Remove an individual from the Guests list.

	Get Info
	Obtain personal information for a selected individual.

	Open
	View individuals within a selected group.

	Search
	Display a dialog box to search for an individual by first or last name.

	To QuickList
	Add a selected individual’s name to the QuickList.


10. Click on the Schedule tab to enter date, time, and duration information in the appropriate fields.

NOTE: The Auto-Pick feature can be used to find the earliest time that all required guests could attend the meeting.

11. Click on the Agenda tab to enter a meeting agenda for all invitees to view.

12. Click on the Options tab to set a reminder.

13. Once all the information is complete, choose Send Proposal.

Scheduling a Recurring Meeting

1. Choose File from the menu bar.

2. Select Propose Meeting.

3. On the Proposal tab, enter the title for the meeting in the Title: field.

4. Enter the location of the meeting in the Location: field.

5. Click on the Guests tab to invite others. Refer to the table in the left-hand column for Guest options.

6. Click on the Schedule tab to specify date, time, and duration information in the appropriate fields. 

7. Click the Frequency button to set a recurrence pattern and an end date.
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8. Click on the appropriate tab for the specific options. When finished, choose OK.

9. Click on the Agenda tab to enter a meeting agenda for all invitees to view.

10. Click on the Options tab to set a reminder.

11. Once all the information is complete, choose Send Proposal.

Creating an Activity

1. Choose File from the menu bar.

2. Select New Activity.
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3. Enter the Title and Location on the Activity tab.

4. Enter the date, time, and duration on the Schedule tab.

5. Enter any specific notes on the Notes tab.

6. Specify a reminder on the Options tab.

7. Click Create Activity. 

Creating a Banner

1. Choose File on the menu bar.

2. Select New Banner.

3. Enter the Title and Location on the Banner tab.

4. Enter the starting and ending date on the Schedule tab.

5. Enter any specific notes on the Notes tab.

6. Specify a reminder on the Options tab.

7. Click Create Banner. 

NOTE: Unlike Proposals and Activities, Banner entries will show up as available times if someone tries scheduling you for a meeting. Banners serve as placeholder or reminders, and appear as flags on your monthly calendar.

Accepting/Rejecting Proposals

1. Double-click on the proposed meeting.
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2. Choose Yes to accept the meeting invitation and place the meeting on your calendar.
 -or- 
Choose No to decline the meeting invitation.
 -or-
Choose I’ll decide later to place it as tentative on your calendar.

3. Click on Reply.

Editing your Proxy List

1. Choose Edit from the menu bar.

2. Select Proxy List.
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3. Choose Public Directory from the drop-down list.

4. Double-click on All Users to list all NASA Headquarters users.

5. Select the appropriate name.

6. Choose Read/Write to grant editing privileges to the selected individual.
-or-
Choose Read-Only to grant viewing privileges to the selected individual.

7. Repeat steps 5 and 6 for each person you want to grant proxy to.

8. Click OK when finished.

Viewing Another User’s Calendar

1. Choose Proxy from the menu bar.

2. Select the name of the person whose calendar you wish to view.

Viewing a Master Schedule

1. Choose View from the menu bar.

2. Select Master Schedule.
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3. Select the Code or group you want to view.

4. Click OK.
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NOTE: Scheduled or busy time is displayed in red, available time or work hours are displayed in green, and non-work hours are displayed in blue.

Support

If you have questions or would like to arrange desk-side support, call the Computer Training Center at 358-1111. For our current training calendar, visit the CTC on-line at: http://www.hq.nasa.gov/office/codec/codeci/ctc/schedule.htm.
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