Meeting Maker 7.5 for Windows XP

Purpose


To provide installation instructions for Meeting Maker 7.5 for Win XP Professional via web download.

IMPORTANT NOTE: This installation WILL NOT remove the old Meeting Maker version from your machine. However, after the upgrade, the Meeting Maker 7.0.1 client will no longer be functional for on-line use at NASA HQ.

PALM PDA USERS: If you sync with your home computer, and not your work computer, you should perform a HotSync before beginning this installation.

Description


Meeting Maker is the current real-time, cross-platform enterprise calendaring & scheduling solution for NASA HQ.

Prerequisites  


· Windows XP

· 16 MB RAM (Minimum)

· 10 MB of available disk space

· Internet access via dial-in or an ISP

Installation Instructions

NOTE: Please close all applications before installing this software.

1. FOR PALM USERS: If you sync your PDA with your home computer, you should perform a HotSync before you begin this installation.

2. Download the installer from the NASA HQ software download site accessible only through dial-in or SNA. <http://www.hq.nasa.gov/office/codec/codeci/Itservices/help/software/swdown.htm>

3. Select Install Meeting Maker 7.5 – Windows XP and follow the instructions on the screen

4. Navigate to the folder where you saved the downloaded file
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5. Double-click on mm75.exe
6. Click the Browse button and navigate to the location where you want to extract the file. Click OK
7. Click OK when complete. Click Close to close the WinZip application

8. Navigate to the folder where you extracted the files, Double-click on Setup.exe
9. The InstallShield Wizard will start.
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10. At the Welcome screen, click Next.
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11. FOR PALM USERS ONLY: Click Yes to install the new Meeting Maker conduits.

NOTE FOR PALM USERS: You may see the above Installation options screen instead of the one above it (“Install Conduits for the Palm device”). If you want to synch with Meeting Maker, click Next to install the upgraded Meeting Maker conduits.
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12. FOR PALM USERS ONLY: If you chose to install the Meeting Maker conduits, then at the above screen, uncheck Install the Address Book Conduit and click Next. (NASA HQ does not use the Address Book Conduit by default.)
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13. At the Destination Location screen, click Next to install Meeting Maker in the default location. Or to install it elsewhere, click Browse.
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14. The installation process begins. 
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15. FOR PALM USERS ONLY: Click No. We recommend that you wait to HotSync until after first logging into the new Meeting Maker server.
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16. Select Move local meetingmaker database (Recommended) and click Next.
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17. Uncheck all items and click Finish.

18. Close all installation windows.
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19. To open Meeting Maker, go to Start, choose All Programs> meetingmaker> meetingmaker.

20. If desired, make a shortcut of the Meeting Maker icon and place it on your Toolbar.

Connecting to the Meeting Maker Server for the First Time

1.
Dial-in to NASA HQ or your ISP.

2.
Open Meeting Maker 7.5.
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3. At the Welcome window, click on the Select button next to Time zone.
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4. Highlight USA Eastern (USA) and click OK.

5. Back at the Welcome window, click on the Select button next to Server.
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6.
Under the Protocol drop-down menu, select TCP. Click on Configure.
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7.
Enter HQMM1.HQ.NASA.GOV in the box. Click OK.
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8.
Make sure that HQMM1 is highlighted, then click Select.
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9.
Enter your NASA HQ Meeting Maker ID and Password, then click Sign-In. Your calendar information will be downloaded to your computer. This could take a few minutes, depending on the amount of data in your calendar.

10.
Once you have “configured” the Meeting Maker application to look for the HQMM1 server by following the steps above, you will only need to enter your password during future logins.

NOTE FOR PALM USERS: 

· You will need to open the Palm Desktop software to configure the new Meeting Maker conduits. Click on HotSync on the menu bar up top, then click on Custom, now highlight Meeting Maker Date Book Conduit, you must enter your Meeting Maker Login Name and Password, select the Timezone of the data on your Palm (select USA Eastern (USA) ), and change the Upgrade Action to Meeting Maker overwrites all items.

· You will need to modify the Meeting Maker Todo List setting also. Change the Upgrade Action to Meeting Maker overwrites all items.

Restoring Preferences after Upgrading

Meeting Maker stores some preferences on the local workstation rather than on the server. After an upgrade, these locally stored preferences reset to the system default values. Below is a partial list of preferences that reset to their default values after an upgrade. You must manually reset these preferences after upgrading.

· Notification preferences for proposals and activities reset to 15 minutes. Restrict Notification Times preferences also reset.
To re-enter these preferences, click the Notification tab in the Preferences dialog box.

· The Sign In Automatically setting resets.
To re-enable automatic sign in, click the Login tab in the Preferences dialog box.

· The Local SMTP Host setting resets.
To re-enter this setting, click the General tab in the Preferences dialog box. (smtp.hq.nasa.gov) 

· Calendar display preferences for the Daily Calendar, Monthly Calendar, and banners reset to system defaults.
To re-enter these preferences, click the Calendar tab in the Preferences dialog box.

· Proxy List order resets to alphabetical.
To restore any custom sorting of your Proxy list, you must manually move each user in your Proxy list again.
This concludes the installation instructions for Meeting Maker 7.5.  If you have any questions or problems regarding these instructions, please call the IT Help Desk at (202) 358-HELP (437) 1-866-4NASAHQ (462-7247) (Domestic and international toll-free where available)
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