Frequently Asked Questions

· What do I need to do to ensure that my upgrade goes smoothly? 
It is highly recommended that users print out their calendars the day before the upgrade. (If the upgrade is to take place over a weekend, and you will not be here Friday, you should do this before you leave Thursday.) 

If you need to attend a meeting as soon as you arrive on the morning after the upgrade, you won't need to wait until the new version downloads to your machine. You will have that information readily available to you in the printout of your calendar. Or, if you have problems and cannot get to your calendar for some reason, you will have your meeting list. 

· Will I lose any information from my calendar as a result of the upgrade? 
No data will be lost during the upgrade process, UNLESS you work OFFLINE during the upgrade, then that data will be lost. It is strongly recommended that you do NOT work OFFLINE during the upgrade. Because of the upgrade, you will be unable to log in to the server, so Meeting Maker defaults to ask you if you want to "Work offline?" If you work offline and make any changes to your calendar during this time, those changes WILL be lost. 

· What changes should I expect to see after the Meeting Maker upgrade? 

· Certain Preferences reset to Default settings 

· Meeting and Activity Notification preferences will be reset to the default of 15 minutes. 

· Label Color preferences are maintained; however, some of your meetings or activities may not retain the assigned color. 

· The General preferences will need to be reset. This includes how you wish to view the user names (Last name first), and entering the SMTP Host (smtp.hq.nasa.gov). To re-enter, click the General Tab in the Preferences Dialog Box. 

· The Master Schedules color preferences are reset. 

· Can I use Meeting Maker with my Palm OS device? 
Yes, conduits are automatically installed with the new clients. 

· Can I use Meeting Maker with my Palm Pilot and my Macintosh? 
Yes, but it only supports Palm Desktop 4.1 and up. 

· Can I use a combination of the Palm desktop and Meeting Maker conduits at the same time? 
Yes, you certainly can use a combination of our Meeting Maker conduits and third party conduits. A key point to remember is that users can only utilize one conduit per Palm application (i.e., you can only synch your datebook with your Palm device using either the Meeting Maker datebook conduit or a third party conduit of choice). Regardless of the conduit choice, users will only have the one datebook conduit installed and active on their workstation. Any other datebook conduit installed will be disabled during the install of the meeting maker conduits. 

· How can I get my Meeting Maker to display in 24 hr. time (such as 13:00) 
Meeting Maker uses the same time format set by the Operating System. Change the OS time format. 

· Can I change the screen colors in Meeting Maker? 
Only by changing the system screen colors. 

· What's the difference between "Sign Out" and "Exit"? 
If you enable "Remember Password/ Sign in Automatically" under Edit | Preferences | login when you exit you will be able to login again without having to enter your user name and password again. When you sign out, you will need to re-input that data before you can login again. 

· Can I invite people to a meeting who aren't on my Meeting Maker network? 
Yes, put the folks you want to invite into your contact list with their e-mail addresses. If you've configured Meeting Maker with the name of your e-mail server, e-mail will be sent to those guests when they are invited. See the user's guide for more information. 

· Can I print my Meeting Maker calendar in color? 
Yes 

· Can I print the Master Schedule? 
Not directly, you can do a screen capture of your Meeting Maker calendar, and print that. 

· Can I print out my contact list? 
No, not directly, but if you have Meeting Maker 5.5 or above you can export the contact list out as a text file and print that or print a screen capture.

