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Preface

Obtaining Documentation

Cisco documentation and additional literature are available on
Cisco.com. Cisco also provides several ways to obtain technical
assistance and other technical resources. These sections explain
how to obtain technical information from Cisco Systems.

Cisco.com

You can access the most current Cisco documentation on the
World Wide Web at this URL:

http://www.cisco.com/univercd/home/home.htm

You can access the Cisco website at this URL:

http://www.cisco.com

International Cisco websites can be accessed from this URL:

http://www.cisco.com/public/countries languages.shtml

Ordering Documentation

You can find instructions for ordering documentation at this
URL:

http://www.cisco.com/univercd/cc/td/doc/es_inpck/pdi.htm

You can order Cisco documentation in these ways:

® Registered Cisco.com users (Cisco direct customers) can
order Cisco product documentation from the Ordering tool:

http://www.cisco.com/en/US/partner/ordering/index.shtml
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® Nonregistered Cisco.com users can order documentation
through a local account representative by calling Cisco
Systems Corporate Headquarters (California, USA) at
408 526-7208 or, elsewhere in North America, by calling
800 553-NETS (6387).

Documentation Feedback

You can submit e-mail comments about technical documentation
to bug-doc@cisco.com.

You can submit comments by using the response card (if present)
behind the front cover of your document or by writing to the
following address:

Cisco Systems

Attn: Customer Document Ordering
170 West Tasman Drive

San Jose, CA 95134-9883

We appreciate your comments.

Obtaining Technical Assistance

For all customers, partners, resellers, and distributors who hold
valid Cisco service contracts, the Cisco Technical Assistance
Center (TAC) provides 24-hour-a-day, award-winning technical
support services, online and over the phone. Cisco.com features
the Cisco TAC website as an online starting point for technical
assistance. If you do not hold a valid Cisco service contract,
please contact your reseller.

Cisco TAC Website

The Cisco TAC website provides online documents and tools for
troubleshooting and resolving technical issues with Cisco
products and technologies. The Cisco TAC website is available
24 hours a day, 365 days a year. The Cisco TAC website is
located at this URL:

http://www.cisco.com/tac

Cisco MeetingPlace for Notes System Manager’s Guide OL-6008-01
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Accessing all the tools on the Cisco TAC website requires a
Cisco.com user ID and password. If you have a valid service
contract but do not have a login ID or password, register at this
URL:

http://tools.cisco.com/RPF/register/register.do

Opening a TAC Case

Using the online TAC Case Open Tool is the fastest way to open
P3 and P4 cases. (P3 and P4 cases are those in which your
network is minimally impaired or for which you require product
information.) After you describe your situation, the TAC Case
Open Tool automatically recommends resources for an
immediate solution. If your issue is not resolved using the
recommended resources, your case will be assigned to a Cisco
TAC engineer. The online TAC Case Open Tool is located at this
URL:

http://www.cisco.com/tac/caseopen

For P1 or P2 cases (P1 and P2 cases are those in which your
production network is down or severely degraded) or if you do
not have Internet access, contact Cisco TAC by telephone. Cisco
TAC engineers are assigned immediately to P1 and P2 cases to
help keep your business operations running smoothly.

To open a case by telephone, use one of the following numbers:

Asia-Pacific: +61 2 8446 7411 (Australia: 1 800 805 227)
EMEA: +32 2 704 55 55
USA: 1 800 553-2447

For a complete listing of Cisco TAC contacts, go to this URL:
http://www.cisco.com/warp/public/687/Directory/DirTAC.shtml

TAC Case Priority Definitions

To ensure that all cases are reported in a standard format, Cisco
has established case priority definitions.
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Priority 1 (P1)—Your network is “down” or there is a critical
impact to your business operations. You and Cisco will commit
all necessary resources around the clock to resolve the situation.

Priority 2 (P2)—Operation of an existing network is severely
degraded, or significant aspects of your business operation are
negatively affected by inadequate performance of Cisco products.
You and Cisco will commit full-time resources during normal
business hours to resolve the situation.

Priority 3 (P3)—Operational performance of your network is
impaired, but most business operations remain functional. You
and Cisco will commit resources during normal business hours to
restore service to satisfactory levels.

Priority 4 (P4)—You require information or assistance with Cisco
product capabilities, installation, or configuration. There is little
or no effect on your business operations.

Obtaining Additional Publications and Informa-

tion

Information about Cisco products, technologies, and network
solutions is available from various online and printed sources.

® (Cisco Marketplace provides a variety of Cisco books,
reference guides, and logo merchandise. Go to this URL to
visit the company store:

http://www.cisco.com/go/marketplace/

® The Cisco Product Catalog describes the networking
products offered by Cisco Systems, as well as ordering and
customer support services. Access the Cisco Product Catalog
at this URL:

http://cisco.com/univercd/cc/td/doc/pcat/
® (isco Press publishes a wide range of general networking,

training and certification titles. Both new and experienced
users will benefit from these publications. For current Cisco

Cisco MeetingPlace for Notes System Manager’s Guide OL-6008-01
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Press titles and other information, go to Cisco Press online at
this URL:

http://www.ciscopress.com

®  Packet magazine is the Cisco quarterly publication that
provides the latest networking trends, technology
breakthroughs, and Cisco products and solutions to help
industry professionals get the most from their networking
investment. Included are networking deployment and
troubleshooting tips, configuration examples, customer case
studies, tutorials and training, certification information, and
links to numerous in-depth online resources. You can access
Packet magazine at this URL:

http://www.cisco.com/packet

® {0 Magazine is the Cisco bimonthly publication that delivers
the latest information about Internet business strategies for
executives. You can access iQ Magazine at this URL:

http://www.cisco.com/go/iqgmagazine

® [nternet Protocol Journal is a quarterly journal published by
Cisco Systems for engineering professionals involved in
designing, developing, and operating public and private
internets and intranets. You can access the Internet Protocol
Journal at this URL:

http://www.cisco.com/ipj
® Training—Cisco offers world-class networking training.
Current offerings in network training are listed at this URL:

http://www.cisco.com/en/US/learning/index.html
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1 Introduction

Welcome to Cisco MeetingPlace. Cisco MeetingPlace allows
users in different locations to collaborate in real time through live
voice communication and by sharing documents over their PCs.

Because Cisco MeetingPlace integrates with common interfaces,
such as groupware clients, Web browsers, and standard and IP-
based telephones, users can quickly schedule and attend
conferences from their preferred interface from any location.

Cisco MeetingPlace for Notes integrates Cisco MeetingPlace
with your organization’s Lotus Domino server. This integration
enables users to schedule and attend Cisco MeetingPlace
meetings using their Lotus Notes client as well as receive e-mail
notifications for meetings they have been invited to. Users can
choose to accept a notification and have the meeting
automatically appear in their Notes calendar or decline the
notification if they cannot attend the meeting.

Note: Throughout the remainder of this document, we refer to
Cisco MeetingPlace as “MeetingPlace”.

Who Should Use This Guide

This guide is for the MeetingPlace for Notes System Manager.
When installing MeetingPlace for Notes, you may need to work
with other people within your organization to obtain information
about your Web services, Domino server, data communications
network, and MeetingPlace systems.

This guide assumes that you have some familiarity with Windows
servers and networking concepts.
MeetingPlace for Notes System Manager Functions

It is the responsibility of the MeetingPlace for Notes System
Manager to set up and maintain the MeetingPlace for Notes
gateway. This guide provides practical guidelines for installing,

OL-6008-01 Cisco MeetingPlace for Notes System Manager’s Guide



8 Chapter 1 Introduction

configuring, and managing this system.

As the MeetingPlace for Notes System Manager, you will be
responsible for the following functions:

Working with others, such as the MeetingPlace System
Manager, Domino Administrator, Webmaster, and Network
Administrator

Installing and managing MeetingPlace for Notes

Performing troubleshooting on an ongoing basis.

Visual Cues Used in This Guide

This guide includes Notes, Tips, and Warnings, which are visual
cues that highlight important information.

Note: Notes contain information about a particular subject that
we want to bring to your attention.

Tip: Tips offer helpful hints and time-saving suggestions about
using MeetingPlace for Notes.

WARNING: Warnings identify essential steps, actions, or system
messages that should not be ignored.

What’s New in This Release

New features in this release of MeetingPlace for Notes include
the following:

Web-Only Implementation. Allows a System Manager to
configure a web only set-up so that users who only require
web conferencing are never presented with voice options.

New Look to the MeetingPlace Tab. The MeetingPlace tab

has been redesigned to more closely reflect the needs of the
intuitive user.

Cisco MeetingPlace for Notes System Manager’s Guide OL-6008-01
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¢ Improved Click to Attend Link. The Click to Attend link is
now encrypted and shorter in length thus ensuring increased
security and usability.

® System Manager Agents. System Manager Agents provide
notification reminders to schedulers of recurring meetings.
Configured in MeetingTime, they remind schedulers when a
recurring meeting chain is set to expire or when a number of
no-show meetings have passed. Notifications include
information on how to extend or cancel a chain, adding to the
convenience of managing recurring meetings.

* DMZ Support. MeetingPlace for Notes supports a non-
segmented DNS DMZ installation with an internal and
external IP address.

®* Domino Polling Frequency. The Domino polling frequency
feature allows System Managers to define how frequently
MeetingPlace polls the Domino server for attachments.

* Improved Administration Database. The MeetingPlace
Server Agent database includes several new fields to assist
administrators in their customization of the MeetingPlace
scheduling form and system profile. Specific information
about the MeetingPlace Server Agent database is provided in
chapter 4.

OL-6008-01 Cisco MeetingPlace for Notes System Manager’s Guide
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2 Concepts and
Functions

To understand MeetingPlace for Notes functionality, it is helpful
to understand its role in the entire MeetingPlace system. This
chapter provides an overview of both MeetingPlace and
MeetingPlace for Notes.

MeetingPlace Concepts

MeetingPlace uses your organization’s existing telephony and/or
IP-based infrastructure to provide voice conferencing over
standard PSTN and IP phones.

MeetingPlace can also be integrated with your organization’s
standard business applications, such as e-mail, fax, groupware,
and wireless hand-held devices. To facilitate integration with
these resources, system options are installed on a Windows-based
server that communicates with MeetingPlace over your network.

MeetingPlace for Notes is software that communicates with your
MeetingPlace and Domino servers, as well as your Notes clients.

The Meeting Process

The MeetingPlace system does more than just bridge callers
together at the time of a meeting. MeetingPlace provides a
number of meeting-related services, including:

® Scheduling of meeting resources. Users can schedule space
on MeetingPlace in advance by specifying the date, time, and
length of their meeting and the number of participants that
will be attending. In addition, users can schedule other
resources, such as disk space, for meeting recordings.

OL-6008-01 Cisco MeetingPlace for Notes System Manager’s Guide



12 Chapter 2 Concepts and Functions

® Notifying participants. When scheduling a MeetingPlace
meeting, users can specify the list of people they want to
attend, and MeetingPlace for Notes will automatically send
e-mail notifications to these participants.

® Distributing meeting materials. Users can attach
documents at any time before, during, or after a meeting.
These attachments can be agendas, working documents,
action items, or URLs. MeetingPlace can act as the
repository for these attachments and provide access to them
for download, e-mail, or fax.

®*  Web conferencing. MeetingPlace not only allows users to
view attached documents but also enables them to participate
in web conferences for real-time application sharing and
collaboration.

® Meeting recording. Meeting participants can record their
meetings on MeetingPlace. After the meeting, participants
can dial into MeetingPlace over the telephone and listen to
the recording. They can also listen to the recording over the
Web using streaming audio or download the recording over
the data network in popular sound file formats.

®  Voice comments. In addition to recordings, MeetingPlace
has the concept of voice comments. Voice comments enable
those who cannot attend meetings to actively contribute to
them by recording a message. When invitees leave voice
comments, MeetingPlace can automatically notify meeting
participants via e-mail or fax about the new comment.

MeetingPlace for Notes facilitates usage of all of these functions.

User Profiles

Like other internal company resources, many MeetingPlace
functions require that users identify themselves via a user profile.
A user profile consists of the following:

Cisco MeetingPlace for Notes System Manager’s Guide OL-6008-01
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® Security information (user ID, password, etc.)
® Personal information (name, time zone, billing code, etc.)

® (lass-of-service privileges enabling access to specialized
features (scheduling, outdialing, recording, etc.)

® Contact information (phone, fax, e-mail, pager, etc.)

® Default meeting preferences (announced entries, roll calls,
automatic notifications, etc.)

Note: User IDs must be alphanumeric and limited to 17
characters.

Anyone who schedules a meeting on MeetingPlace must have a
MeetingPlace user profile. In addition, it is recommended that
people who frequently participate in meetings also have user
profiles.

MeetingPlace also provides guest access to the system. To
facilitate meetings with those who do not have user profiles,
MeetingPlace enables guests to both join and review materials for
unrestricted meetings.

MeetingPlace for Notes also enables guests without profiles to
review recordings and other attachments as well as attend
meetings and web conferences for unrestricted meetings.

Meeting Preferences

When users schedule MeetingPlace meetings, they have a number
of meeting preferences that can be set. Preferences indicate how
the meeting is to be run. Examples of meeting preferences
include:

®  Whether to announce callers automatically as they attend or
depart

OL-6008-01
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®  Whether to require that participants enter a password prior to
entering the meeting

®  Whether to allow participants to take a roll call

By default, MeetingPlace automatically assigns meeting
preferences based on defaults specified in the scheduler’s user
profile. Meeting schedulers can choose to override their defaults
on a meeting-by-meeting basis.

MeetingPlace for Notes Concepts

This section provides an overview of how MeetingPlace for
Notes integrates with your MeetingPlace and Domino servers to
schedule meetings and distribute notifications. Once installed,
MeetingPlace for Notes enables your users to:

® Schedule MeetingPlace meetings from their Notes calendar.

® Receive e-mail notifications for MeetingPlace meetings,
which they can accept or decline.

* Attend MeetingPlace meetings with a Click to Attend web
link in their meeting notification or Notes calendar.

During the MeetingPlace for Notes installation, a new Notes mail
template (mail509aMP.ntf) is placed on your Windows server.
The new template contains a new Calendar Entry form as
displayed in Figure 2-1. You will need to copy this new template
to your Domino server and roll it out to your users to enable them
to schedule and attend MeetingPlace meetings from their Notes
client.

When a Notes user schedules a MeetingPlace meeting using the
new Calendar Entry form, a scheduling request is sent to the
MeetingPlace Server Agent database on the Domino server. This
database communicates over HTTP with the MeetingPlace for
Notes gateway.

Cisco MeetingPlace for Notes System Manager’s Guide OL-6008-01
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User ID: |acooc

User Password | xxxxxx

Meeting ID |

Nurnber of Locations: |=1
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Meeting Password: |

Entry &nnouncement. IBEeD Only d

Departure Announcement: IBEED Orly d

™ Display Meeting To Everyone

[T Record this mesting

Description: _I
=

Selectto use MeetingPlace

T gl * =2 Office |

Figure 2-1 The MeetingPlace Calendar Entry Form

The Scheduling and Notification Process

Meetings that are set up using Lotus Notes go through a different
scheduling and notification process than those meetings set up
using MeetingTime or MeetingPlace Web. The following two
sections describe these differences.

Lotus Notes

When a meeting is scheduled using Lotus Notes, the Domino
server receives the scheduling request and sends it to the
MeetingPlace for Notes gateway. The gateway then passes the
request to MeetingPlace, which determines if resources are
available at the requested time. If resources are available,
MeetingPlace schedules the meeting and sends back meeting
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16 Chapter 2 Concepts and Functions

information that appears in the notifications. Once the Domino
server receives this information, the meeting notifications are
distributed to the invited users’ mailboxes.

When users open their notifications, they can let the scheduler
know if they plan on attending the meeting by clicking Accept or
Decline. After selecting one of these options, an e-mail message
containing the user’s response is sent back to the Domino server.
This process enables the scheduler to keep track of which
participants plan on attending the meeting.

Note: When a meeting is scheduled from Lotus Notes,
MeetingPlace is not able to track which invited participants have
MeetingPlace user profiles so it treats everyone as a guest invitee.
This limitation prevents the system from automatically outdialing
and paging users based on their attend settings.

Figure 2-2 displays the scheduling and notification process for
meetings setup using Lotus Notes.
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appears in the notifications.

.

e Meeting information
sent back to the
Domino server.

Chapter 2 Concepts and Functions 17

MeetingPlace
Domino (2] giﬁeﬁ"ﬁ'é?efg'éfm for Notes
Server Gateway

Request passed
to MeetingPlace.

MeetingPlace
O Meeting scheduled.

Standard Domino Notification Process

Meeting notifications are sent to the mailboxes
of the invited Notes users.

The invited Notes users check their Inbox

and open the meeting notification, which they
can accept or decline. If accepted, the meeting
appears in their Notes calendar.

Figure 2-2 How MeetingPlace Meetings are Scheduled Using

Lotus Notes
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MeetingTime and MeetingPlace Web

When a meeting is scheduled using MeetingTime or
MeetingPlace Web, the MeetingPlace for Notes gateway picks up
the meeting notifications from the MeetingPlace post office and
forwards these to the Domino server for delivery.

When users accept or decline these notifications, the Domino
server forwards these messages directly to the MeetingPlace for
Notes gateway but does not keep track of this information in its
database.

Figure 2-3 displays the scheduling and notification process for
meetings setup using MeetingTime or MeetingPlace Web.

Meeting Scheduler MeetingPlace tcpap  MeetingPlace for Notes

Gateway
q The Notes gab

the MeetingPlace post office
and plcks up any meeting
notifications.

User schedules meeting on
MeetingPlace using MeetingTime

or MeetingPlace Web.
e The Notes gateway updates
the MeetingPlace account on
Invited Notes Users the Domino server with the
meetings scheduled on
MeetingPlace.

A Notes agent takes the list of
invited participants and
distributes the meeting
notifications to their Inbox.

Domino Server

The invited Notes users check their Inbox and
open their meeting notification, which they can
accept or decline. If accepted, the meeting appears
in their Notes calendar.

Figure 2-3 How MeetingPlace Meetings are Scheduled Using
MeetingTime or MeetingPlace Web
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Chapter 2 Concepts and Functions 19

Attending Meetings through Lotus Notes

When a Notes user has been invited to a MeetingPlace meeting, a
standard Notes notification is e-mailed to the user. By clicking
the MeetingPlace button in the upper right corner of this
notification, the invited user can select to join the voice and web
conference associated with their meeting.

If a user accepts the notification, the MeetingPlace button, along
with the meeting information, appears in their Notes calendar.

£™ Team Meeting Call:, ID: 2265 - Lotus Notes — 3 x|

File Edit Wew Creats Actions Text Help & B 09 G

@ Welcome g:‘]Anne Kim - Calendar u Mew Calendar Entry for A, |u Team heeting Call: . ID: 2265 ﬂ notes

atioris @ Save as Draft ﬁ‘ Scheduler fi‘i Deliv

Join Weh Conference. ..
Calendar Entry: Call Me...

Meeting
Basics l Ieeting Invitations & Reservations I heetingPlace ] Options 1
)| subject: |Team Meeting Call: | 10: 2265 | Lacation: |
| Begins: Med 09/04/2002 il ‘11:00 M 9' Eniry type: Meeting -
Ends: Med 09/04/2002 El ‘1 200 PM 9'
@ Descriptior:
D Click To Attend: http: /172,20, 28 52/attendFef kfPmBpD gk joChfcMi Ik bk D bt edel|
@l i
Enter a detailed description for this event
|Delau|l Sans “ ] “ [Mone] ‘| 0 urread document{s] remairing ‘|'-_-'3|fo\09 ‘|D‘|
Figure 2-4 Meeting Notification with the Join Web Conference

and Call Me Options

Attending Web Conferences

When a user selects the Join Web Conference link, they are
automatically linked to the Meeting Room where they can
participate in the web conference. For more information about
web conferencing, refer to the MeetingPlace Web System
Manager s Guide.

Attending Voice Conferences

When a user selects the Call Me option from their meeting
notification, MeetingPlace either:
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® Displays a window with the phone number and meeting 1D
the user will need to join the meeting, or

® Outdials directly to the user’s phone and adds them to the

meeting.

Note: For MeetingPlace to outdial to a user, the guest profile
must have outdial privileges.

Cisco MeetingPlace for Notes System Manager’s Guide OL-6008-01
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Installation

The MeetingPlace for Notes installation process consists of the
following steps:

1. Installation Options

2. Preparing for the installation

3. Installing MeetingPlace for Notes
4. Performing post-installation steps

5. Testing MeetingPlace for Notes

Installation Options

MeetingPlace for Notes must be installed on a Windows 2000
server for either full front-end functionality or back-end
functionality only.

Front-end Functionality

Full front-end functionality allows users to schedule
MeetingPlace meetings through MeetingPlace for Notes and
receive notifications in their Notes calendar.

This option requires prior installation of MeetingPlace Web
(release 4.2.7.101 or higher) on the system where you will be
installing MeetingPlace for Notes.

Back-end Functionality

Installing MeetingPlace for Notes for only back-end functionality
allows users to receive notifications from MeetingPlace meetings
scheduled through MeetingPlace Web and MeetingTime. Users
cannot schedule MeetingPlace meetings through Notes.

This option does not require prior installation of MeetingPlace
Web.

OL-6008-01
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Preparing for the Installation

Note: If you are upgrading from MeetingPlace for Notes 4.1.3 to
4.2.7, please refer to the MeetingPlace for Notes 4.2.7 Release
Note for detailed upgrade instructions.

The MeetingPlace for Notes Setup program installs two templates
(MPSA.ntf and mail509aMP.ntf) on your Windows server. You
will need to copy these templates to your Domino system after
running Setup. Most of the design changes in the mail template
take place in the Calendar Entry form and in a series of script
libraries.

If you have customized your mail template, it is recommended
that you re-apply these custom changes to the new MeetingPlace
template that is installed during Setup.

To prepare for the MeetingPlace for Notes installation, complete
the following tasks:

® Refer to Table 3-1 to make sure your MeetingPlace, Domino,
and Windows servers meet the specified requirements.

Note: These requirements are for MeetingPlace for Notes on a
customer provided Windows server. For multiple gateway
requirements, please refer to Chapter 3 “Telephony and LAN
Planning” in the MeetingServer Installation Planning Guide or
consult with your support representative.

¢ Fill in Table 3-2 so you have all the information needed to
complete the installation.

® (Optional) Enter your users’ MeetingPlace user IDs into one
of the fields in the Domino address book (refer to page 28).

®* Make a copy of your current mail template and place this
backup file in another directory.

® Shut down MeetingPlace E-mail Gateway, if installed (refer
to page 30).

Cisco MeetingPlace for Notes System Manager’s Guide OL-6008-01
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Table 3-1 MeetingPlace for Notes Requirements

Note: System requirements depend on whether or not you are
installing MeetingPlace Web with MeetingPlace for Notes.
Installation of MeetingPlace Web (release 4.2.7.101 or higher) is
required if you wish to schedule meetings through MeetingPlace
for Notes.

If you wish to enable full MeetingPlace Web functionality on this
system, please refer to the MeetingPlace Web System Manager s
Guide for full installation requirements.

Requirements 4

® The Domino server and the MeetingPlace for Notes |
gateway must reside on separate systems.

® Domino server version 5.0.9a installed and running.

® A user account for the MeetingPlace for Notes gateway.

When setting up this user account, do not enter a first name
for the account, but enter “MeetingPlace” for the account’s
last name. For more information on creating a user
account, refer to page 31.

2. MeetingPlace
System

® MeetingPlace 2001 (version 4.3) or MeetingServer 5.0.x |
with the following option keys:

® Notification Option
® MeetingPlace for Notes

® MeetingPlace WebPublisher Option Key (only required
for front-end scheduling)

® MeetingPlace systems not networked together (or on
separate networks in the case of M3 servers) must each
have their own MeetingPlace for Notes gateway.

® Ensure the User Name field in each user’s Domino account
matches the E-mail Address field in their MeetingPlace
profile.

OL-6008-01

Cisco MeetingPlace for Notes System Manager’s Guide



24 Chapter 3 Installation

System
3. Network

Requirements

In a networked MeetingPlace environment, the Windows
server must be able to open a TCP connection on ports
5001 and 5003 when connecting to the MeetingPlace
network server and port 5005 when connecting to each
conference server.

With a standalone MeetingPlace system, the Windows
server must be able to open a TCP connection on ports
5001, 5003, and 5005 when connecting to the standalone
MeetingPlace server.

From the point of view of the Windows server, the IP
address of the MeetingPlace conference servers must not
be translated using a network address translation scheme.

Connectivity between the Windows server and its host
MeetingPlace network server or standalone conference
server must be high quality and not subject to interruptions
due to traffic congestion. Any time the round trip latency
increases past 100ms or there is more than 1% packet loss,
a noticeable reduction in service quality should be
expected.

4. End User
Systems

Notes 5.0.9a installed and running

Note: MeetingPlace for Notes does not guarantee support of
all mail templates issued by Lotus Notes. Please refer to the
MeetingPlace for Notes 4.2.7 Release Note for Cisco’s
template support strategy.

MeetingPlace for Notes 4.2.7 with MeetingPlace Web (required for full front-end

functionality):

5. Windows Server
(hardware
requirements)

Note: The following are recommended specifications for the
Windows server(s) running MeetingPlace Web (release
4.2.7.101 or higher). These are minimum specifications.
Servers that do not meet these specifications may experience
performance issues. MeetingPlace Web is a CPU and RAM-
intensive application, so servers with greater CPU and RAM
specifications will provide better performance.

® A Windows server dedicated to MeetingPlace applica-
tions is required based on the number of user licenses

Cisco MeetingPlace for Notes System Manager’s Guide
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System Requirements 4
(ports) on your MeetingPlace system. ]
48 user licenses or less:

® 300MHz Pentium II processor

® 256MB RAM

® 2GB disk space

49 to 120 user licenses:

® 500MHz Pentium III processor
® 256 MB RAM

® 4GB disk space

120 to 240 user licenses:

® Two 500MHz Pentium III CPUs or one 1GHz Pentium
III CPU

® 512MB RAM

® 8GB disk space

240 to 480 user licenses:

Two separate Windows servers. Each server has:

® Two 500MHz Pentium III CPUs or one 1GHz Pentium
11 CPU

® 512MB RAM

® [2GB disk space

480 to 720 user licenses:

Three separate Windows servers. Each server has:

® Two 500MHz Pentium III CPUs or one 1GHz Pentium
III CPU

® 512MB RAM
® 12GB disk space
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System Requirements 4

720 to 960 user licenses:
Four separate Windows servers. Each server has:

® Two 500MHz Pentium III CPUs or one 1GHz Pentium
III CPU

¢ 512MB RAM
® 12GB disk space
Additional requirements:

® TCP/IP connection to the MeetingPlace server

6. Windows Server | e Microsoft Windows 2000 Server edition (SP2) or O

(softyvare Advanced Server edition (SP 2) and all corresponding
requirements) Microsoft security patches installed.

® NT File System (NTFS) with >2.5GB free space available

® Lotus Notes client version 5.0.9a installed and set up to use
the MeetingPlace for Notes gateway account. This Notes
client must have opened and viewed its mail database
before MeetingPlace for Notes is installed.

® Microsoft IIS 5.0. The CGI-bin directory on this Web
server cannot be password-protected.

7. SQL Server One of the following: O
® SQL Server 7.0 (with Service Pack 3)
® SQL Server 2000

® SQL Server 2000 Desktop Engine (included with
MeetingPlace Web)

Note: SQL Server is recommended for MeetingPlace systems
with 480 or more user licenses.

® Note: Service packs are available at: www.microsoft.com/

sql/downloads.
8. Additional End For web conference viewing and hosting using WebShare or a
User System T.120-compliant application.
Requirements

Cisco MeetingPlace for Notes System Manager’s Guide OL-6008-01
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System Requirements 4

® Operating Systems: O
® Windows 98, Windows ME, Windows NT 4.0 (SP6a),
Windows 2000 Professional, or Windows XP
® Mac OS9, OS X

® Solaris 7 and 8

® One of the following Java-enabled Web browsers running
on the above :

® Microsoft Internet Explorer version 5.0 (SP2), 5.5 (SP2),
or 6.0

® Netscape Navigator versions 4.78 or 6.2

Note: Users cannot schedule a MeetingPlace meeting through
the Lotus Web interface using Netscape Navigator 6.2.

MeetingPlace for Notes 4.2.7 without MeetingPlace Web (back-end functionality only):

9. Windows Server

® Minimum hardware: O
(hardware and
software regs.) ® 1GHz Pentium III processor
¢ 512MB RAM
¢ 18GB HDD

® TCP/IP connection to the MeetingPlace server

One of the following operating systems installed:

® Windows 2000 Server edition (SP2) or Advanced Server
edition (SP2)

® Lotus Notes client version 5.0.9a installed and set up to use

the MeetingPlace for Notes gateway account. This Notes
client must have opened and viewed its mail database
before MeetingPlace for Notes is installed

® Microsoft IIS 5.0. The CGI-bin directory on this Web
server cannot be password-protected
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Table 3-2 What You Need to Know Before Installing
MeetingPlace for Notes

Description Value

1. The hostname or IP address of the MeetingPlace hostname/IP address:
MeetingPlace server.

2. The URLs of your MeetingPlace Web MeetingPlace Web internal URL:
systems, if installed. These are required for
the Click to Attend links.

MeetingPlace Web external URL:

3. The location of the Notes INI file for your Path to Notes INI file:
Notes gateway account. This file is usually in
C:\Lotus\Notes or C:\Program
Files\Lotus\Notes

(Setup will only prompt you for the location
of this file if it cannot find it or detects more
than one INI file on your system).

4. The password for the MeetingPlace for Notes | Password:
gateway account on the Domino server.

5. The IP address of the Notes gateway. IP address:

Enabling Domino Authentication

To make scheduling meetings easier and quicker, you can enable
your Domino server to automatically authenticate your users to
MeetingPlace. Without automatic authentication, users need to
enter their MeetingPlace user ID and password in the Calendar
Entry form whenever they schedule a MeetingPlace meeting.

If you want your users to be automatically authenticated, their
MeetingPlace user IDs need to be entered into one of the fields in
the Domino address book. Once the address book contains this
information, Domino is able to pass a user’s ID to MeetingPlace
for verification whenever they schedule a meeting. If the user IDs
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on both systems match, the user is automatically logged into
MeetingPlace.

Although any Domino address book field can contain a user’s
MeetingPlace user ID, we recommend using the ShortName field
due to its uniqueness and security settings. If the field you use for
authentication contains multiple values, make sure your users’
MeetingPlace user IDs are listed first. By default, MeetingPlace
uses this first value for authentication.

Note: To prevent users from changing their user ID and logging
into MeetingPlace as someone else, the Domino address book
field that contains the MeetingPlace user IDs should have its
security option set to “Must have at least Editor access to use.”

To ensure the user IDs in MeetingPlace and the Domino address
book match, do one of the following:

® Import each user’s MeetingPlace user ID into the designated
Domino address book field, or

® Import the designated Domino address book field into each
user’s MeetingPlace profile as their user ID.

Once you have synchronized the user IDs on MeetingPlace and
Domino, you should develop a process that ensures all new Notes
users also receive a MeetingPlace profile. By developing scripts
and using the import capabilities of MeetingPlace, you can
automate this process so both Domino and MeetingPlace are kept
in sync. For more information about how scripts can be used to
update the MeetingPlace database, contact your MeetingPlace
support representative.
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For information on importing values into a MeetingPlace profile,
refer to the MeetingServer System Managers Guide.

Note: To enable automatic authentication after installing
MeetingPlace for Notes:

® Use the MeetingPlace Gateways Configuration utility to

specify the Domino address book field that contains the
MeetingPlace user IDs.

® Place a check in the Domino Authentication box in the
MeetingPlace Server Agent database.

Refer to Chapter 4 for information on configuring these settings.

Shutting Down your MeetingPlace E-mail Gateway
If you have MeetingPlace E-mail Gateway installed, you must
shut down this application before installing the MeetingPlace for
Notes gateway. If you need additional disk space, you can also
uninstall MeetingPlace E-mail Gateway.
To shut down MeetingPlace E-mail Gateway in Windows 2000:
1. Open the Services option as follows.

Start | Program Files | Administrative Tools | Services

2. Find MeetingPlace Notification Gateway and click the square
Stop icon to disable this service.

3. Close the Services window.
4. If MeetingPlace E-mail Gateway is set to launch at startup,

open your Startup directory and delete the shortcut to
MeetingPlace E-mail Gateway.
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Creating a Notes Account for the MeetingPlace for Notes Gateway

To create an account for the MeetingPlace for Notes gateway, you
must have administrator privileges on the Domino server. To
create this account:

1. From the Domino Administrator (Start | Programs | Lotus
Applications | Lotus Domino Administrator), select the
People and Groups tab.

2. From the right side of the window, select Tools | People |
Register. The Register Person window appears.

People  Help S A 1\)\ G
administrator
ng IHepI\calion IEonfiguralion ]
- Tools
‘ . Tools menu
" Add Person EditF‘arsnn v [ Peopk
Name |ﬂ
Adrrinistrator Edit
BFTest! Mave...
Rename...
Chung | &rt 2 Dielste
Chung, Artl Recertify...
Set Internet Address. .
Fenton '/,
eron . Aans alidate Internet Address.
Fuller , Brandon > % Groups
/=2 Office “|E

Figure 3-1 Registering People in the Domino Administrator

3. Use the fields provided to set up the account. It is
recommended that you do not enter a first name for the
account, but enter “MeetingPlace” for the account’s last name.
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Reugister Person -- New Entry

[ [ |Peowoore | oot

Provide name and password information for the new person. To view or edit
additional registration settings, check the ‘Advanced’ checkbax abowe.

Figure 3-2 Creating the MeetingPlace for Notes Gateway
Account

4. Click Add Person, and then click Register.

Installing MeetingPlace for Notes

To install MeetingPlace for Notes:

1. Insert the MeetingPlace for Notes CD. The Welcome to
InstallShield Wizard displays.
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MeetingPlace for Notes - InstallShield Wizard x|

Welcome to the InstallShield Wizard
for MeetingPlace for Notes

The Installshield \Wizard{ T} will help install MeetingPlace For
Motes on your computer,  To continue, click Mext,

< Back

Cancel |

2. Click Next. InstallShield begins extracting files and prepares
the InstallShield Wizard for MeetingPlace for Notes.

Ezxtracting Files
The contents of this package are being extracted. =

-

Please wait while the Installshield Wizard extracts the files needed ko install
MeetingPlace For Notes on your computer. This may take a Few maments,

Reading contents of package...

InstallShield

< Back I [dexk = I Cancel

InstallShield Wizard

MeetingPlace for Mates Setup iz preparing the InstallShield®
‘wizard, which will guide vou through the rest of the setup
process. Please wait.
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3. When the Welcome to InstallShield screen displays again,
click Next.

InstallShield Wizard x|

‘Welcome to the InstallShield Wizard for
MeetingPlace for Hotes

The InzstallShield® wizard will install MeetingPlace for
Motes on your computer. To continue, click Mext.

Cancel |

4. Verify that the path of your Notes INI file is the same as the
one you wrote down in Table 3-2, item 3. If the path is
correct, click Next.

If the path is incorrect or blank, click Browse and locate the
correct Notes INI file (usually located in C:\Lotus\Notes or
C:\Program Files\Lotus\Notes). The path will be blank if
Setup could not find or detected more than one Notes INI file
on your system.
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InstallShield Wizard x|
Locate Your Motes NI File
Pleaze use the Browse button to locate the directory where the desired Notes 1M1 file for the
Nates gateway account resides.
Browse... |

IrstallShield

¢ Back | Mest » I Cancel |

5. If Setup could not detect a Notes directory in your path, it will
prompt you to restart your machine and attempt your install
again.

Restarting Windows

The Lotus Notes progiam direcion has been added to thiz machine's
PATH erwitnment vaianle. Setup must reboot your machine fior
iz changs bo take sffact, “Pou must rn this setup again after

=hoot.

Change che af the following onfions and cick 0K

& es, | wani o restat my computer now

Mo, | will restart my computer laber

If Setup successfully detected a Notes directory in your path,
it will proceed to the next screen. Select your setup type from
the following two options and click Next:

® Add MeetingPlace Web to this server. MeetingPlace Web
(release 4.2.7.101 or higher) is required to enable scheduling
from Notes. If you do not have MeetingPlace Web installed,
this option stops the installer and allows you to install
MeetingPlace Web.

® MeetingPlace Web is not required. You are not planning on
using MeetingPlace for Notes for scheduling. As such,
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MeetingPlace for Web is not installed.

InstallShield Wizard x|
Setup Type
Choose the setup type that best suits your needs. = ' _

MestingPlace Web iz not installed on this machine.

% ihdd MeetingPlace 'web ta this server

" MeetingPlace ‘Web iz nat required

Irstall Shield

< Back Mext » I Cancel |

Note: If you do not have the appropriate version of MeetingPlace
Web installed, Setup will prompt you to stop and install the
appropriate version (4.2.7.101 or higher).

6. Click Next to accept the default directory for MeetingPlace
for Notes or click Browse to specify another directory.

Installshield Wizard

Choose Destination Location

Select falder where Setup will install files.

Setup will install MestingPlace for Motes in the fallawing falder.

Toinstall to this folder, click Mest. To install to a different folder, click Browse and select
another falder.

C:ALatitude Browse... |

InistallShield

" Destination Folder

< Back Cancel |

7. Enter the hostname of your MeetingPlace server and click
Next. This is the value you wrote in Table 3-2, item 1.

Cisco MeetingPlace for Notes System Manager’s Guide OL-6008-01



Chapter 3 Installation 37

InstallShield Wizard

MeetingPlace Server Entry

Flease enter the hasthame of the MeetingPlace server.

tiger

IrstallShield

< Back Hext » I Cancel |

8. Ifyou selected to have MeetingPlace Web installed, enter the
hostname or IP address of your internal and external
MeetingPlace Web systems. These are the values you wrote
in Table 3-2, item 2.

If you do not have MeetingPlace for Web installed, leave this
blank. Click Next.

InstallShield Wizard

MeetingPlace Web Hostname

o

Enter the hostname ar IP address for your MestingPlace "Web system. If pou do nat currently
have MeetingPlace Web installed, you may leave thiz field blank [hotifications will not contain
Click to &ttend links). Enter the additional extenal *+eb field for DMZ CTAs.

webl  flion
webz  |uol
ImstallEhield

< Back | Hext > I Cancel
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9. Enter the password for the Notes gateway account on the
Domino server. This password is case sensitive.

InstallShield Wizard

Enter Password

Enter requested data.

Enter the password for the Motes G ateway account on the Daomino server. The password is
case-zensiive

Password: I

Re-type: |

Iristal Shisld

< Back | Nexzt> I Cancel |

10. Click Next to create a new program folder called
MeetingPlace Applications.

Installshield Wizard

Select Program Folder

\- 1

Pleaze select a program folder. =

Setup will add pragram icons to the Program Folder listed below. “rou may type a new folder
name, or select one from the existing folders list. Click Mexst to continue.

Program Falders:

Existing Folders:

Toaols
Lotus Applications
Startup

wirdip

Iristal|Shigld

< Back | Mext = I Cancel
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11. Confirm the installation directory and then click Next. If you
need to change this directory, click Back.

InstallShield Wizard

Start Copying Files
Fieview settings before copying files.

g

Setup has enough information to start copying the program files. |f you want to review or
change any settings, click Back. If pou are satisfied with the settings, click Mest to begin

copying files
Current Settings:

Target Directory ;I
Folder: C:A\Latitude

-
A 2

IrstallShizld

¢ Back

InstallShield Wizard

Setup Status

MeetingPlace for Mates Setup is performing the requested operations.

Installing:
C:h. AM2068BF71-6BA0-4695-47FE-138005E 41040 \datal.cab

] 7

IrstallShield

Cancel
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13. When complete, Setup initializes connection to the
MeetingPlace server and verifies for option keys.

g Initizlizing connection to MeetingPlace server..

g Checking the MeetingPlace server for option keps.

14. InstallShield Wizard is complete. Select whether you will
restart your computer now or later. You must restart your
computer before using MeetingPlace for Notes. Click Finish
to complete Setup.

InstallShield Wizard

InstallS hield Wizard Complete

The InstallShield Wizard has successfully installed
teetingFlace for Notes. Before you can uze the program, pou
st reskart your computer.

@ ez, | want bo restart my computer now.;

7 Mo, | will restart my computer later.

Remaove any disks from their drives, and then click. Firnizh to
complete setup.

¢ Back | Finizh I Cancel |

Note: The Notes client must be running on the machine where
MeetingPlace for Notes is installed. This Notes client must be
using the MeetingPlace for Notes Mail Template 5.0.9a
(mail509aMP.ntf). Please refer to the Post-Installation Steps
section for these instructions.
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Post-Installation Steps

Before users can schedule MeetingPlace meetings from their
Notes calendar, you need to:

Sign the MeetingPlace templates

Set up the MeetingPlace for Notes gateway account to use the
new MeetingPlace mail template

Create the MeetingPlace Server Agent database
Configure the MeetingPlace Server Agent database

Add a MeetingPlace server profile to the MeetingPlace
Server Agent database

Migrate users to the new MeetingPlace mail template

Signing the MeetingPlace Templates

Before signing the MeetingPlace templates, make sure the ID
you use (usually the Administrator ID) to sign these templates has
the ability to run restricted and unrestricted agents on the Domino
server.

Step 1. Configuring your ID with the Appropriate Agent
Restrictions:

L.

From the Domino Administrator (Start | Programs | Lotus
Applications | Lotus Domino Administrator), select the
Configuration tab.

From the Server view in the left frame, select Current Server
Document.

Select the Security tab, and double-click on the page to bring
into edit mode.

Under the Agent Restrictions section, give yourself
(Administrator) the ability to run restricted and unrestricted
agents.

OL-6008-01

Cisco MeetingPlace for Notes System Manager’s Guide



42 Chapter 3 Installation

Fg‘ Server: bears/LATD - Domino Administrator

File Edit “iew Create Actions Administration Text Help

:‘W’ Adminiztration

3 e N~

administrator

People & Groups I Filez I Server I Meszaging I Fieplication I Configuration l

Ry
m Server: bears/LATD

Usze Directary on: IEurrent Server 'l - Tools

v [ Server ‘ o
- Save and Close 3 ‘Web... E! Certification
i | Current Server Documen * U >

=l Al Server Documerts Create replica databases:  * =)

El Configurations

Allowed to use monitors: T =

=l Connections Mot allowed to use monitors: © =]

;I |1 @ Reqistration

Feplication
Diirectory

Fiun personal agents:

Cluster

=l Programs Administer the server from & * Administrator/LATD =]
. b ;
El Eutemal Domain Metwork In TawEEr
L Messaging

F

i |

Os
(i
@ Statistics & Events
il
1

Rur resticted
LotuzScriptdlava agents:

Miscellaneous

T Adriristraton/LATD ;=]

Rurn unresticted
LotuzScriptdlava agents:

T Administator/LATD =] :|

Feople and groups allowed to execute unrestricted &

*|=2| Difice e

Figure 3-3 Configuring the Agent Restriction Parameters

5. Click the Save and Close button in the upper left corner.

Step 2. Signing the MeetingPlace templates.

1. Copy the MPSA.ntf and Mail509aMP.ntf template files to the
Lotus\Domino\Data directory of your Domino mail server.

These template files are located in the following directory on
the MeetingPlace for Notes gateway:
<drive>:\Latitude\MeetingPlace for Notes\Files to be put in
your Domino server data directory.

Cisco MeetingPlace for Notes System Manager’s Guide

OL-6008-01



Chapter 3 Installation 43

Note: If the mail509aMP.ntf and MPSA.ntf files already reside on
the Domino server and you are overwriting these files with new
ones, you need to exit and restart the Lotus Domino Server. This
refreshes the server so Domino does not mistakenly sign
templates stored in its cache.

To refresh, type “exit” at the console and then reopen the Lotus
Domino Server (Start | Programs | Lotus Applications | Lotus
Domino Server).

2. Open the Domino Administrator (Start | Programs | Lotus
Applications | Lotus Domino Administrator), and then select
the Files tab.

3. From the Show Me drop-down box, select Templates Only.

4. Right-click on the MeetingPlace Server Agent listing
(MPSA.ntf), and select Sign. When the Sign Database
window appears, make sure All Design Documents is
selected, and then click OK.

Sign Database EHE

Uze this tool to sign databases with the
currently active 1D file.
Cancel |

Selected:  [:hLotughMotes\Data\MPSA nif, 184 832 bytes

‘what do you want to sign? |

Al documents of type IF'olic:y VI
' This specific Mote |D I

[T Update existing signatures anly [faster)

Figure 3-4 Signing the MeetingPlace Server Agent Template

5. Right-click on the “MeetingPlace for Notes Mail Template
5.0.92” listing (mail509aMP.ntf), and select Sign. When the
Sign Database window appears, click OK.
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A dialog box shows the number of databases processed and
the number of errors that occurred (if any). Make sure no
errors are reported.

6. Ifusers will need to access the Mail509aMP ntf template from
other mail servers, replicate the template file to those servers.

Setting Up the MeetingPlace for Notes Account to Use the New
MeetingPlace Mail Template

The MeetingPlace for Notes account must be set up to use the
new MeetingPlace mail template. You can choose to either direct
this account to the MeetingPlace template, or overwrite the
standard mail template that this account uses.

Keep in mind that whatever option you choose must be consistent
with how you rollout the MeetingPlace mail template to your
pilot groups or entire organization.

To direct the MeetingPlace for Notes account to the MeetingPlace
mail template:

1. Open the Notes client on the MeetingPlace for Notes gateway.

2. From the mail desktop, select File | Database | Properties. The
Database window appears.

3. Select the Design tab, and in the first Template Name field,
enter the name of the new MeetingPlace mail template
(MeetingPlace for Notes Mail Template 5.0.9a).
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Database ¥ = 7 X

Clilolelslq s

v Inherit design fram template

Template name hMeetinaPlace for Notes Mail Templat ;

D atabase is & template

Template name

List a2 adwanced template in 'New Databaze' dialog

¥ List in Databage Catalog

Categories
¥ Show in 'Open Databaze' dialog

Do not mark modified documents az unread

Include in multi database indexing

Multilingual database

Default language -
Default region -
Default sort order -

Figure 3-5 Setting Up the MeetingPlace Account

4. Exit out of the Database properties window.

5. Refresh the design of the mail database (File | Database |

Refresh Design).

Creating the MeetingPlace Server Agent Database

For the Domino server to communicate with the MeetingPlace for
Notes gateway, you need to create a new database based on the

MPSA.ntf template.

1. From the Notes desktop on the Domino server, select File |
Database | New. The New Database window appears.

2. Fill in the following fields:
® In the Server field, select Local or the name of the server
* In the Title field, enter MeetingPlace Server Agent
® For File Name, enter MPSA.nsf.

3. From the template server list, select MeetingPlace Server

Agent. If this listing does not appear, click the Template
Server button and select your Domino server.
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Hew Database

Server ILocaI j oK I

Title: IMeetingF‘Iace Server Agent Cancel |

File: Warne: [MPS.nst o] T

Encryption... I Size Limit... I

u Create full text index for zearching Adianced,,,l

Template Server... | bears/LATD

Local Document Cache =]
Latus SmartSuite Library [5.0)

b il [5. 0] with MeetingP!.
iMeetingPlace Server doent
Microzoft Office Library [R5.0]
NMNTP Croszs-Post

NMTP Discussion (R5.0) =]

About... | tpsa.ntt

[~ Show advanced templates W Inherit future design changes

Figure 3-6 Creating the MeetingPlace Server Agent Database

4. Place a check in the Inherit Future Design Changes box.

5. Click OK.

Configuring the MeetingPlace Server Agent Database

The MeetingPlace Server Agent database (MPSA.nsf) is used to
establish all connections to the MeetingPlace for Notes gateway.

This database contains an administration interface used to
configure the MeetingPlace for Notes gateway and to change the
scheduling parameters displayed in the Calendar Entry form.

To configure this database:

1. Open the Access Control List (ACL) of the MeetingPlace
Server Agent database. To access the ACL, open the
MeetingPlace Server Agent database and then choose File |
Database | Access Control.

2. Assign Author access to the Default account, as shown:
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L E] £ I > | Usertype: IUnsDeclhad = .
Select the People, Servers, Groups: | Show Al
: -
DEfault Eechs & Administrator/LATD ¥ Lreate documents access
account e ¥ Delete documents
@ ¥ Create personal agernts
¥ Create personal foldersAviews
Roles I | Ereate shared folders/visws
™ Create LotusScriptiava agent
¥ Eead public documents
Ig_é ™ wite public documents
- Fiales:
g [Admiriztrator]
K’ Add... Hename.. Eemoye: I
Advanced Eull e ‘
jliit;;\la;gt:: ﬁ?glstratnr on 08/02/2000 02:05:10 ’TI Cancel | Help |
Figure 3-7 Assigning Privileges to the Default Account
3. Assign yourself Manager access with the Administrator role:
® Select the listing for the Administrator account.
® From the Access menu, select Manager.
®* From the Roles area, place a check next to Administrator.
If Administrator is not listed, you need to add this role
using the Roles button on the left side of the window.
People, Servers, Groups: IShowAH j User type: IPerson j
S Y cess [Wamger 7] | Assign Manager
Select the d - e & &
.. - I¥| Create dowiments access
Admlnlstrator ¥ Delete documents
I¥ | Ereate personal agerts
aCCOunt I¥ | Ereate personal folders iews
Roles ¥ | Ereate shared folders/viens
I¥ | Ereate LatusSerist/daya agent
I¥ | Fead public documents
Igé I¥ | sffite putlie desuments
. Roles:
- ’ 7 e Make sure a check
K Add... Rename... Remove I appears next to the
Advanced Full name: Administrator/LATD ‘ Administration
role
xl::scl;gii;gtz.. ﬁr_FiSislratur on 08/02/2000 03:05:10 ’TI Cameal | Help |
Figure 3-8 Assigning Privileges to the Administrator Account
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4. Click OK.
5. Configure the database properties:

® Select File | Database | Properties, and then select the
Design tab.

® Configure the settings so the database is not listed in the
Database Catalog and not shown in the Open Database
window (no checks appear in these option boxes).

Dezign iz not hidden

¥ Inherit design from template
Template name  MeetingFlace Server Agent
D atabase iz a template
Template name
Lizt a2 advanced terplate in ‘Mew Database' dialog
List in D atabaze Catalog
Categonies
Show in 'Dpen Databaze' dislog
Do not mark modified documents as unread
Include in multi databasze indexing
Multilingual databaze
Default language -
[refault region

Default sort arder

Figure 3-9 Database Design Properties

6. To update your Administrator account with the assigned

privileges, exit and then re-open the MeetingPlace Server
Agent database.

If you do not exit and re-open the database, you will not have
access to the Administration view for the MeetingPlace
Server Agent database.

Adding a MeetingPlace Server Profile to the MeetingPlace Server
Agent Database

To enable scheduling from MeetingPlace for Notes, you need to
provide the MeetingPlace Server Agent database with the internal
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and external web URL(s) for the MeetingPlace for Notes
gateway.

To enter these URLS:

L.

Open the MeetingPlace Server Agent database (from the
Open Database window, enter the file name MPSA.nsf).

Click the Edit/Create Profile Document button. The
MeetingPlace System Profile Document appears.

Click the Add Server button at the top of the window.

If you receive an Execution Security Alert window, you did
not sign the MeetingPlace templates. Refer to page 41for
more information.

Fill in the following fields, and then click OK:

MeetingPlace Server Name. The name you want to appear
to users on the Calendar Entry form.

MeetingPlace Web CGI URL. The URL of the
MeetingPlace for Notes gateway. For example,
http://hostname/mpweb/scripts/mpx.dll.

External MeetingPlace Web CGI URL: The URL of the
web server used for external meetings. Meetings scheduled as
“display to everyone” will be scheduled against the internal
web server but with the Click to Attend link and Join Web
Conference buttons linked to the external web server.

If you do not have multiple web servers, repeat the URL of
your regular MeetingPlace Web server here.

Notes Account for MeetingPlace. The name of the
MeetingPlace for Notes gateway account on the Domino
server. This account is usually named “MeetingPlace.”

Entering this account name enables the Domino server to
mail meeting attachments to the Notes gateway. The Notes

OL-6008-01
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gateway then forwards these attachments to MeetingPlace so
they can be accessed from MeetingTime and the Web.

Figure 3-10 MeetingPlace Server Details
5. Click Save and Close on the toolbar.
6. Repeat steps 1-5 for each additional server. If you have

multiple mail servers, replicate the MeetingPlace Server
Agent database to the other mail servers.

Migrating Users to the New MeetingPlace Mail Template

Before users can begin scheduling MeetingPlace meetings from
their Notes calendar, you need to:

® Migrate users to the new MeetingPlace mail template

® Refresh the design of your users’ mail databases

Step 1. Migrating users to the MeetingPlace mail template

Before migrating your entire organization to the new
MeetingPlace template, you may want to roll out the new
template to pilot groups or departments.

One way to rollout to a pilot group or department is to have the
targeted set of users change their mail template from StdR50Mail
to “MeetingPlace for Notes Mail Template 5.0.9a”.

If you choose to roll out to your entire organization, the easiest
method is to delete the standard Notes template and replace it
with the new MeetingPlace template. To do this:
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1. Shut down the Domino server by typing exit at the Domino
console.

2. Delete the mail50.ntf template.

3. Open the database properties of mail509aMP.ntf and change
the template name to StdR50Mail (this is the name for the
standard Lotus mail template). Users will be updated with the
new template on the next refresh.

Note: If you do not delete the mail50.ntf file once you have
renamed the mail509aMP ntf template, warning dialogs appear
because there are two templates that claim to be the standard
Lotus mail template.

Step 2. Refreshing the Design of the Mail Databases

By default, database designs are usually automatically refreshed
at night, but you can also update their design manually if you do
not want to wait until tomorrow for the changes to take effect.

WARNING: Refreshing the design of your databases may
temporarily impact the performance of your Domino server. To
minimize performance issues, refresh the design on only one
system and then schedule some test meetings from that system. If
the meetings are scheduled successfully, you can then refresh the
database design of all systems during non-business hours.

To manually refresh the mail database design of a single Notes
user:

1. Open Lotus Notes from a user’s system.

2. Open the mail database and select File | Database | Refresh
Design.

The Domino server refreshes the design of this user’s mail
database.
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To manually refresh the design of all your Notes databases:

1. Go to the Domino console on the Domino server that the
MeetingPlace for Notes gateway is connected to.

2. Type load design, and then press Enter.

The Domino server refreshes the design of all the databases.
This process may take several minutes, depending on the
number of users in the database.

Testing the MeetingPlace for Notes Installation

Once you have completed the MeetingPlace for Notes
installation, perform the following tests to make sure all the
components are functioning correctly.

® Make sure the following Windows services are running:

— MeetingPlace Agent Service
— MeetingPlace for Notes Gateway
— MeetingPlace Gateway SIM

— MeetingPlace Notification Gateway

If these services are not running, start them. If you are unable
to start the MeetingPlace for Notes Gateway service, make
sure you have set up the MeetingPlace for Notes gateway
account to use the new MeetingPlace mail template. Refer to
the Post-Installation Steps section for more information.

®  Check the Windows Event Viewer (Start | Programs |

Administrative Tools | Event Viewer) for any errors relating
to the MeetingPlace for Notes gateway.

® Schedule a MeetingPlace meeting from Lotus Notes and
invite one or two users to this meeting. Make sure the
meeting is successfully scheduled and that the invited users
receive an e-mail meeting notification.
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® Schedule a MeetingPlace meeting from MeetingTime or the
Web (requires MeetingPlace Web) and invite one or two
users to this meeting. Make sure the meeting is successfully
scheduled and that the invited users receive an e-mail
meeting notification.

If you experience any problems while performing these tests,
refer to Chapter 6.

Configuring for a Mixed Groupware Environment

For organizations that have multiple mail systems such as
Microsoft Outlook and Lotus Notes, two separate MeetingPlace
groupware gateways (MeetingPlace for Outlook and
MeetingPlace for Notes) can be installed on separate Windows
2000 machines to support each set of users. Both gateways may
point to the same MeetingPlace server, but must be pointing to
different mailboxes.

Installing each of these gateways allows users to:

® Schedule MeetingPlace meetings from either their Notes or
Outlook client.

® Receive notifications for MeetingPlace meetings in their
native groupware format.

For information on purchasing MeetingPlace for Outlook, contact
your MeetingPlace sales or support representative.

The table below describes the type of notification a user receives
if both MeetingPlace groupware gateways have been installed.
The notification received depends on the interface used to
schedule the meeting.
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Table 3-3 Notification Formats

Meeting scheduled Notes Users Receive Outlook Users
from... Receive

Web, MeetingTime, or Native Groupware Native Groupware

MeetingPlace Mobile Notification Notification

Lotus Notes Native Groupware SMTP Notification

Notification

Microsoft Outlook SMTP Notification Native Groupware

Notification

When a user receives a meeting notification in the native
groupware format, they can accept the meeting and have it appear
in their groupware calendar. Meeting notifications received in a
text-only SMTP format do not provide this functionality.

After installing the MeetingPlace for Outlook gateway and the
MeetingPlace for Notes gateway, each gateway must be assigned
to a different mailbox on the MeetingPlace server. By default,
both gateways use mailbox number 4, so you need to assign a
new mailbox to the MeetingPlace for Notes gateway.

Step 1. Change the mailbox that MeetingPlace uses to store Notes
notifications:

1. From the Configure tab in MeetingTime, select the Usage
Parameters topic.

2. Click Query.

3. Scroll down to the Email/GW Settings attributes, and select
the Lotus Notes parameter.

4. Change the value of the parameter to 2, and then click OK.

5. Click Save Changes.
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Step 2. Redirect the MeetingPlace for Notes gateway to point to
the new mailbox number:

1.

From the MeetingPlace for Notes gateway, open the
MeetingPlace Gateways utility (Start | Settings | Control
Panel | MeetingPlace Gateways).

Select the Notes Gateway tab.
Change the MeetingPlace Mailbox value to 2.
Click OK.

Restart the MeetingPlace Notification Gateway (restarting the
MeetingPlace Notification Gateway automatically stops and
restarts the MeetingPlace for Notes Gateway).

Step 3. Ensure the correct type of mail system has been specified
in each user’s MeetingPlace profile.

L.

From the Configure tab in MeetingTime, select the User
Profiles topic.

Make sure each user has the appropriate e-mail system
specified (under the Receiving Notifications attributes, check
the Type of E-mail System parameter).

For Notes users, select Lotus Notes. For Outlook users, select
Microsoft Exchange.
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Figure 3-11 Selecting the type of e-mail system in a user s profile

Tip: If you need to change the Type of E-mail System parameter
for a large group of users, you can import the proper setting using
an import file. MeetingPlace allows you to import profile settings
for users and groups. For information on importing profile
settings, refer to the MeetingServer System Manager s Guide.
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Management Tools

This section describes the following management tools:

® The MeetingPlace Gateway Configurations Utility.
Contains the information needed by the Notes gateway to
connect to your Domino server. This utility also allows you to
manage the MeetingPlace Agent and Gateway SIM services.

® The MeetingPlace Server Agent Database. Contains the
information needed by the Notes gateway to connect to your
MeetingPlace server(s). This utility also allows you to
modify the scheduling parameters displayed in the Calendar
Entry form.

® System Manager Agents. System manager agents

automatically generate notifications related to recurring
meetings.

MeetingPlace Gateway Configurations Utility

To access the MeetingPlace Gateway Configurations Utility,
double-click the MeetingPlace icon in the system task bar.

A E 1007 am

MeetingPlace icon

Alternatively, go to the Windows server Control Panel (Start |
Settings | Control Panel) and double-click the MeetingPlace
Gateways icon.

This section describes the four tabs in this management utility.
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Cisco MeetingPlace for Notes System Manager’s Guide



58 Chapter 4 Management Tools

Gateway SIM Tab

The Gateway System Integrity Manager (SIM) improves the
reliability and serviceability of your MeetingPlace for Notes
gateway by:

® Detecting gateway outages and logging these errors to the
MeetingPlace Alarm Table.

* Enabling a MeetingPlace support representative to remotely
administer and diagnose your Notes gateway.

The Gateway SIM consists of a set of modules that reside on
MeetingPlace and your MeetingPlace for Notes gateway. These
modules, which include the Gateway SIM Manager and Gateway
SIM Agent, were installed during the MeetingPlace for Notes
installation.

The Gateway SIM Agent resides on the MeetingPlace for Notes
gateway and sends scheduled updates to the Gateway SIM
Manager, which resides on MeetingPlace. If the Gateway SIM
Manager does not receive these updates when expected, it logs a
major alarm to the MeetingPlace Alarm Table.

In addition, the Gateway SIM also enables a MeetingPlace
support representative to issue remote commands that can be used
to diagnose or restart your MeetingPlace for Notes gateway.
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MeetingPlace Gateway Configurations x|

Gateway SIM IAgentServicel Motification | Motes Gateway |

Wersion 4214

Status: Connected

Frimary MeetingPlace Server: llahhar—
Shadow 5erver: l—
Local Ethemet Address: O00BSEE04DEE
Local IP Address: 172.20.28.52
Configured Unit Humber: 12

Change Unit Configuration:

Remate Management Enabled: v

Gateway Alams Enabled: v

QK | Cancel | Lipply |

Figure 4-1 Gateway SIM Configuration Parameters
Each field in the Gateway SIM tab is explained below:

Version. The version number of the Gateway SIM.

Status. Displays whether the Gateway SIM is connected to the
MeetingPlace system.

Primary MeetingPlace Server. Contains the hostname or IP
address of the primary MeetingPlace server. This field becomes
editable only when adding a new unit configuration (refer to the
Change Unit Configuration parameter).

Shadow Server. Contains the hostname or IP address of the
shadow server. If the MeetingPlace hostname can be resolved to
more than one IP address in a Domain Name Server (DNS), this
field should remain empty. This field becomes editable only when
adding a new unit configuration (refer to the Change Unit
Configuration parameter).
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Local Ethernet Address. Contains the Windows server’s Ethernet
address. This field becomes editable only when adding a new unit
configuration (refer to the Change Unit Configuration parameter).

Local IP Address. Contains the Windows server’s IP address.
This field becomes editable only when adding a new unit
configuration (refer to the Change Unit Configuration parameter).

Configured Unit Number. Contains the unit number assigned to
the Windows server by MeetingPlace. This is a read-only field
used for informational purposes.

Change Unit Configuration. If the address information for the
MeetingPlace for Notes gateway ever changes, use the Delete
Unit button to update MeetingPlace with the new information.
Most likely, the only time this information will change is if you
replace the network interface card on the MeetingPlace for Notes
gateway.

To change the address information for the MeetingPlace for
Notes gateway:

1. Replace the network interface card (if applicable).

2. Click the Delete Unit button, which deletes the Gateway SIM
unit from the MeetingPlace server’s database. The four top
fields on the Gateway SIM tab become activated.

3. Fill in the Primary MeetingPlace Server, Shadow Server,
Local Ethernet Address, and Local IP address fields.

4. Click the Add Unit button, to add the new address
information to the MeetingPlace server’s database.

Remote Management Enabled. Placing a check in this box
enables a MeetingPlace support representative to issue remote
management requests that can help diagnose gateway problems
and restart the MeetingPlace services.
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Gateway Alarms Enabled. A check in this box enables
MeetingPlace for Notes gateway alarms to be logged to the
MeetingPlace Alarm Table.

Agent Service Tab

The MeetingPlace Agent service is bundled with MeetingPlace
Web. It establishes communication with the MeetingPlace system
and is therefore necessary for scheduling MeetingPlace meetings.
Figure 4-2 displays the Agent Service tab that is used to configure
this service.

Note: The Agent Service Tab will not appear if you do not have
MeetingPlace Web installed.

MeetingPlace Gateway Configurations LI
Gateway SIM  Agent Service | Matification | Motes Gateway I
Wersion: 42793
Local Machine Known As
£ Host Name

" Fined:

IV Use web server authentication
I Use secure web server (hitps: #/)

,TI Cancel | Apply |

Figure 4-2 Agent Service Configuration Parameters

Each field in the Agent Service tab is explained below:
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Version. The version number of the MeetingPlace Agent service.

Local Machine Known As. The options in this section determine
how connections to the MeetingPlace Agent service are
maintained.

After a connection to the MeetingPlace Agent service is
established, any URLSs returned that refer to the Windows server
will have the hostname set according to IP address, hostname, or
fixed value.

In some situations, you may not want an [P address to maintain
the MeetingPlace Agent service connection. These situations
include:

® Ifyour company has a policy forbidding the use of IP
addressing for identification

® Ifyou are using SSL (secure socket layer)

® Ifyou are using virtual servers

If any of these situations apply, you can use the three option
buttons in this section to control how the MeetingPlace Agent
service connection is maintained. These option buttons are
explained below:

® [P Address. This is the default setting. The IP address
replaces the hostname once connection to the MeetingPlace
Agent service has been established.

* Host Name. This setting forces the MeetingPlace Agent
service to continue using the hostname to maintain
connections.

* Fixed. This setting forces the MeetingPlace Agent service to
use whatever text you require to identify your Web server.

Use Web Server Authentication. This box must be checked if
Domino authentication is being used. For more information about
Domino authentication, refer to Chapter 3.
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Use Secure Web Server. This box must remain unchecked.

MeetingPlace for Notes does not support SSL connections at this
time.

Notification Tab

The Notification tab enables you to configure the hostnames of
the MeetingPlace Web servers required for MeetingPlace
notification. MeetingPlace Web is only required if you have
configured your MeetingPlace for Notes gateway to allow for full
front-end functionality (i.e., scheduling).

MeetingPlace Gateway Configurations LI
Gateway Sl I Agent Service  Notification | Motes Gateway |

Wersion: 42510

‘wieb Hostname: IT 722028562
External \wWeb Hostname: I

IV #ttach Links as URL
v ebose Logging

ok I Cancel | Lpply |

Figure 4-3 Notification Tab Configuration Parameters

Each field in the Notification tab is explained below:
Version. The version of MeetingPlace for Notes.

Web Hostname. The hostname or IP address of the
MeetingPlace Web server used for internal meetings.

OL-6008-01 Cisco MeetingPlace for Notes System Manager’s Guide



64 Chapter 4 Management Tools

External Web Hostname. The hostname or IP address of the
MeetingPlace Web server used for external meetings. This server
is outside of the DMZ. If left blank, notifications will default to
the web server indicated in the Web Hostname field.

Attach Links as URL. Whether a Click to Attend URL link is
included in notifications for meetings that are scheduled using
MeetingTime or MeetingPlace Web. Including the Click to
Attend URL link is beneficial to non-Notes users who do not
receive the MeetingPlace button in their notifications.

Users outside your organization will access a separate Click to
Attend link directing them to the external web server.

Note: If you do not have MeetingPlace Web installed, you should
select to hide the Click to Attend URL link in notifications. URL
links will not work without MeetingPlace Web installed and
running.

Verbose Logging. Whether detailed entries should be logged to
the Gateway SIM log.

Notes Gateway Tab

The Notes Gateway tab enables you to change some of the
settings that were determined during the MeetingPlace for Notes
gateway installation, such as the Domino hostname and the
password for the Notes account.
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MeetingPlace Gateway Configurations LI

Gateway SIM I Agent Servicel Motification Motes Gateway |

Wersior: 42715

Domino Server: IEN=gnnch.-"D=Csd
Notes [Nl Path: IC:\Lotus\NDtes\notes.ini
Motes Password: I ********

MeetingPlace Mailbax: |2_

Palling Frequency: IBDDUD ms
Domino Polling Frequency: IU ms
Authentication Field: IShortName

v Include meeting info in notification

¥ Metbose Logging

’TI Cancel | Apply |

Figure 4-4 Notes Gateway Configuration Parameters
Each field in the Notes Gateway tab is explained below:

Version. The version of MeetingPlace for Notes.

Domino Server. The hostname of the Domino server that the
MeetingPlace for Notes gateway is connected to. This hostname
must be entered in canonical format.

Notes INI Path. The location of the Notes INI file for the Notes
gateway account.

Notes Password. The password for the Notes gateway account
on the Domino server.

MeetingPlace Mailbox. The MeetingPlace mailbox used by the
Notes gateway to pick up notifications for meetings scheduled
from MeetingTime or the Web. This mailbox only needs to be
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changed if MeetingPlace for Outlook is also pointing to the same
MeetingPlace server.

Polling Frequency. How often the MeetingPlace for Notes
gateway polls MeetingPlace for new notifications (in
milliseconds).

Domino Polling Frequency. How often the MeetingPlace for
Notes gateway polls the Domino server for any new front-end
meetings with attachments. If such meetings exist, these
attachments are uploaded to the MeetingPlace server via the
MeetingPlace Agent. The default value for this parameter =
120000 milliseconds (2 minutes). Setting this parameter to 0
turns the replication off.

Domino polling frequency requires a web hostname value for the
location of the MeetingPlace Agent. If the Web Hostname field in
the Notification tab is blank, it will default to “localhost”.

Authentication Field. The field in the Domino Address book
that contains your users’ MeetingPlace user IDs. For more
information on Domino authentication, refer to Chapter 3.

Include Meeting Info in Notification. Whether meeting
information, such as the date, time, meeting ID, and frequency
are included in notifications received by non-MeetingPlace for
Notes users. Meeting information is customizable by the system
manager on template files. Refer to Chapter 5 for further
information.

Verbose Logging. Whether detailed entries should be logged to
the Gateway SIM log.

MeetingPlace Server Agent Database

Within the MeetingPlace Server Agent database is an
administration interface that contains configuration settings.
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To access the administration interface:

1. Open the MeetingPlace Server Agent database. To open this
database you must enter the name MPSA.nsf at the bottom of
the Open Database window. For security purposes, this
database will not appear in the database list due to its hidden
properties.

I‘“ MeetingPlace Server Agent - Administration - Lotus Notes - | EI|5|

File Edit Wew Create Actions Help @ } @ ¥ C’}\ G
@W’e\come o e Kirn - Calendar uTeam keeting C.. @Meetmgpla... X uAbout Ieetin... notes
MestingPlace Server EdiU’Create Profile Document

Profile |

Administration
Campleted
InProgress

e ctingFlace Profile

o “|Using database an grinch/Cac *| 22| Office =

Figure 4-5 MeetingPlace Server Agent

2. From the left side of the window, select the Administration
view.

3. Click the Edit/Create Profile Document button at the top of
the window. The MeetingPlace administration interface
appears.
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' .
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Figure 4-6 MeetingPlace Administration Interface

MeetingPlace Functionality Settings

The MeetingPlace Functionality Settings section allows you to
control which MeetingPlace scheduling parameters are displayed
on the Calendar Entry form.

Changing any of these settings will automatically update the
Calendar Entry form for all users associated with this mail
template. Following is a description of each setting.

Hide Meeting Password Field. Prevents users from assigning a
password to the meetings they schedule. Because a meeting ID is
already associated with all meetings, a password is not needed
unless added security is desired.

Hide Billing Code Field. Prevents users from entering a billing
code for the meetings they schedule. You should display the
Billing Code field on the scheduling form if users need to specify
billing codes on a per-meeting basis. Otherwise, MeetingPlace
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will always use the billing code listed in the scheduler’s profile
for the meeting.

Hide Entry Announcement Field. Prevents users from changing
the entry announcement options for the meetings they schedule.
By default, MeetingPlace automatically sets up meetings based
on the preferences specified in the scheduler’s profile. Displaying
this field in the scheduling form allows the meeting scheduler to
change the entry announcement options on a per-meeting basis.

Hide Departure Announcement Field. Prevents users from
changing the departure announcement options for the meetings
they schedule. By default, MeetingPlace automatically sets up
meetings based on the preferences specified in the scheduler’s
profile. Displaying this field on the scheduling form allows the
meeting scheduler to change the departure announcement options
on a per-meeting basis.

Hide URL Link. Prevents the Click to Attend URL link from
appearing in notifications for meetings that are scheduled using
Lotus Notes. Including the attend link is beneficial to non-Notes
users who do not receive the Attend Conference buttons in their
notifications. However, users outside your organization will not
be able to use the attend link if your MeetingPlace for Notes
gateway is protected by a security device, such as a firewall.

Note: If you do not have MeetingPlace Web installed, you should
select to hide the URL link in notifications. The URL link will
not work without MeetingPlace Web installed and running.

The Hide URL Link field and the Attach Links as URL checkbox
located in the Notification tab of the MeetingPlace Gateway
Configurations Utility require a logical consistency. If one is
selected, the other should not be.

Hide Join Web Conference Button. Prevents users from joining
the web conference for a meeting. This button should be hidden if
MeetingPlace Web functionality is not going to be used.
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Hide Record Meeting Field. Prevents users from recording the
meeting.

Hide Show Meeting To Public Field. Prevents users from
enabling display of their meeting on the Find Meetings page on
MeetingPlace Web. Such meetings are only displayed for invited
users. Guests and uninvited users have access to such meetings if
they know the meeting ID.

Make Meetings Web Only. Removes the following fields from
the Calendar Entry template:

® (Call Me

®  Phone number

¢ Entry announcement

¢ Departure announcement
®  Number of locations

® Record this meeting

The Make Meetings Web Only selection is system-wide. If you
have multiple MeetingPlace servers, all servers will be affected.
However, this setting only applies to MeetingPlace for Notes. It
does not change the web interface via the Click to Attend link

MeetingPlace Subject

The parameters in this section enable you to customize the
Subject line that appears in all meeting notifications.
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Figure 4-7 MeetingPlace Server Agent Database Parameters

MeetingPlace Subject Prefix. Text entered in this parameter
appears in the beginning of the notification Subject line. If you
want to help users identify that they have been invited to a
MeetingPlace meeting, you can enter “MeetingPlace Meeting” or
“Online Meeting” in this parameter.

MeetingPlace Subject Postfix. Text entered in this parameter
appears at the end of the notification Subject line.

MeetingPlace Call Label. Text entered in this parameter appears
before the MeetingPlace phone number in the notification Subject
line. Use this parameter to enter a descriptor, such as
“MeetingPlace Phone Number:”.

MeetingPlace Meeting ID Label. Text entered in this parameter
appears before the meeting ID in the notification Subject line.
Use this parameter to enter a descriptor, such as “meeting ID:”.
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MeetingPlace Authentication

This section enables you to enable the Domino authentication
feature by placing place a check in the Use Domino
Authentication option box. For more information about Domino
authentication, refer to Chapter 3.

MeetingPlace Scheduling Parameters

Max Adv Days to Schedule. Determines how far in the future a
user can schedule a meeting. This setting affects recurring
meetings by not allowing users to schedule a meeting chain that
extends past the days specified in this field.

# of Ports to Schedule. Determines the default number of ports
that will be reserved on MeetingPlace once a meeting is
scheduled. Users can change this number on the Calendar Entry
form during the scheduling process.

These two parameters only affect the scheduling behavior of
Notes users. Those scheduling meetings through MeetingTime or
MeetingPlace Web are affected by the scheduling parameters
located in the MeetingTime Configure tab.

To keep MeetingPlace scheduling behavior consistent, you
should make sure the scheduling parameters in the MeetingPlace
Server Agent database match those in the MeetingTime
Configure tab.

Adding, Modifying, and Deleting MeetingPlace Servers

The buttons at the top of the MeetingPlace administration
interface allow you to add new MeetingPlace servers and modify
or delete existing ones.

Adding a new MeetingPlace server places a listing for that server
on the Calendar Entry form. This allows your users to select that
server when scheduling a meeting.

To add a MeetingPlace server, click the Add Server button and
fill in the resulting fields. For field descriptions, refer to page 48.

Cisco MeetingPlace for Notes System Manager’s Guide OL-6008-01



Chapter 4 Management Tools 73

You can also modify these fields for your existing MeetingPlace
systems by clicking the Modify Server button.

System Manager Agents

System Manager Agents are system-wide parameters configured
in MeetingTime 2001 (release 4.3) and above. When these
parameters are configured, users will receive e-mail notifications
regarding the following:

® No-show recurring meeting

® Recurring meeting ending

Note: For more information on how to configure System
Manager Agents, refer to the “Configuring System Manager
Agents” section in Chapter 4 of either the MeetingPlace 2001
System Manager s Guide or the MeetingServer System Manager s
Guide.

No-Show Recurring Meeting

If a recurring meeting has no attendance for more than a pre-
specified number of periods, an e-mail notification is sent to the
meeting organizer suggesting that they cancel the remainder of
the recurring meeting chain.

If the meeting was scheduled from Notes, the notification
includes a text message suggesting that the user cancel the
meeting chain from their Notes calendar.

If the meeting was scheduled from MeetingPlace Web or
MeetingTime, the notification includes a “Click here to Cancel
Meetings” link that will lead the user to a cancellation page on
MeetingPlace Web.

Recurring Meeting Ending

If a recurring meeting chain is within a pre-specified number of
periods before expiration, an e-mail notification is sent to the
meeting organizer. The notification informs the meeting
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organizer that the chain is set to expire and reminds them to
schedule another recurring meeting if the chain is to continue.

If the meeting was scheduled from Notes, the notification
suggests scheduling another recurring chain via Notes.

If the meeting was scheduled from MeetingPlace Web or
MeetingTime, the notification includes a “Click here to Schedule
Another Series” link that will lead the user to the scheduling
page where they can renew the meeting.

No other notifications will be sent out as the recurring meeting
continues towards its expiration.

Note: If the two recurring meeting triggers overlap, the no-show
recurring meeting trigger will override the recurring meeting
ending trigger. The scheduler will only receive the no-show
notification.
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Using Cisco
MeetingPlace for
Notes

After you have installed the MeetingPlace for Notes gateway and
performed the post-installation steps for front-end functionality,
your users will be able to schedule MeetingPlace meetings from
their Notes calendar.

The topics covered in this chapter include:

Scheduling meetings

Attending meetings

Rescheduling meetings

Canceling meetings

Changing your MeetingPlace calendar preferences

Saving Notifications in the Inbox

Scheduling Meetings

MeetingPlace meetings can only be scheduled from
MeetingPlace for Notes if you have installed full front-end
functionality and are connected to the network.

To schedule a MeetingPlace meeting:

L.

From your Notes calendar, click the Schedule a Meeting
button on the toolbar. The Calendar Entry form is displayed.

The first time you login, you will be asked for your User ID
and Password. This information will populate your
MeetingPlace preferences. If you are using more than one
MeetingPlace server, the last set of login information will be
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™ New Calendar Entry for Anne Kim - Lotus Notes _|o] x|
Fle Edt View Creste Actions Text Help & B G G

==

stored for your next login. If you switch MeetingPlace
servers, you will have to reinsert your login information.

@ Welcome ’ﬁ.]Anme Kimm - Calendar u Mew Calendar Entry far... |u Mews Calendar Entry for &nne Kim ﬂ notfes

a Save and Send Invitations @ Save az Draft @ Scheduler ‘E! Delivery Optiong...
Calendar Entry:
Meeting
Basics I kdeeting Invitations & Reservations ] heetingPlace 1 Cptions ]
|| Subject: |T‘5‘3“”“"‘3‘5t'”g | Locatian |
Begins: [wed Da/04/2002 e] [100AM @] Evtwues | |
Ends: fu/ed 03/04/2002 ] [200R @] T Repeats
Description:

Enter an end date

| q *|=2| Office =T

Figure 5-1 Calendar Entry Form

2. Fill in the basics for the meeting, such as the subject,
description, and start and end times.

3. To schedule a recurring meeting, place a check in the Repeats
box and specify the repeat options.

Note: When scheduling recurring meetings, you must use the
Continuing For option box (located in the Duration area) to
specify the number of times the meeting should take place.
MeetingPlace for Notes supports four recurrence patterns: daily,
weekly, monthy by day, and monthly by date.

MeetingPlace does not support meetings with a specified end
date.
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Make this calendar entry repeat
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Duration
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Figure 5-2 Specifying Repeat Options for a Recurring Meeting

4. Select the Meeting Invitations and Reservations tab to invite
other people to your meeting. Once the meeting is scheduled,
all invited users receive e-mail notifications with the meeting
details.

5. Select the MeetingPlace tab, and place a check in the Include
MeetingPlace box.

6. Fill in the MeetingPlace scheduling parameters as described
below. Depending on the customizations that have been done
to your Calendar Entry form, some of these parameters may
not be displayed.

¢ User ID and Password. If the Domino Authentication
feature has not been enabled, users are required to enter
their MeetingPlace user ID and password when
scheduling meetings.

® MeetingPlace Server. Select the MeetingPlace server
you want to use for this meeting. This field only appears
when more than one MeetingPlace server has been added
to the MeetingPlace Server Agent database.

® Meeting ID. Assign your own vanity ID to the meeting.
If an ID is not specified, MeetingPlace will automatically
assign one for you.

OL-6008-01 Cisco MeetingPlace for Notes System Manager’s Guide



78

Chapter 5 Using Cisco MeetingPlace for Notes

Number of Locations. Enter the number of phone lines
that should be reserved for this meeting. If multiple
people will be attending from a single phone line, such as
a speaker phone, count this as one location.

Billing Code. Enter the billing code for this meeting.
This code is used for department or project bill back.

Meeting Password. Enter a meeting password if you are
scheduling a confidential meeting that requires increased
security. All users must enter this password before
entering the meeting. Passwords should not be confused
with meeting IDs, which are also needed to attend
meetings.

Entry/Departure Announcement. Specify whether you
want MeetingPlace to announce users as they attend and
depart the meeting. To minimize frequent interruptions in
large meetings, set these parameters to Silent.

Display Meeting to Everyone. Place a check in this box
if you would like this meeting to be seen by persons not
invited to it. This meeting will be regarded as a public
meeting on MeetingPlace Web.

Note: MeetingPlace Web enables users to search for meetings in
the Public Meetings and Find Meetings areas. However, listings
for private meetings will only appear to invited users. Guests and
uninvited users will be blocked from seeing listings for private
meetings.

Record Meeting. Place a check in this box to reserve
disk space on MeetingPlace for the meeting recording.
This setting does not automatically record your meeting
once it begins; to start recording a meeting, you must
press #61 on your touchtone phone.

7. To make your meeting private, select the Options tab and
place a check in the Make Private box. This prevents other
Notes users from viewing details about your meeting.
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8. When finished, click the Save and Send Invitations button.
The meeting is scheduled on MeetingPlace and invitations
are sent to the invitees.

Attending Meetings

=
File Edit View Create Actions Text Help ¢ } @Q\a\ G

To attend a MeetingPlace meeting using Notes, you must have
received and accepted the meeting notification. Accepting the
meeting notification places the meeting in your Notes calendar.

To attend a voice and web conference:

Note: If your system has been configured for web only, you will
not see any voice options in your MeetingPlace notifications or
calendar entries.

1. From your Notes calendar, double-click on the entry for the
MeetingPlace meeting. The meeting notification appears.

2. Click the MeetingPlace button located in the top right corner
of the window. A drop down menu appears.

@W’alcoma %) Anne Kim - Calendar uNewCaIendarEntryforA... |uTeam heeting Call:, 1D: 2265 ﬂ notes

| €D Save and SendInvitations (2) Save asDialt € Scheduler (8 Delivery Options.. @ Actions
_‘*(“)j Join ‘Web Conference. .,
. Calendar Entry: Cal Me. ..
F.ﬁj Meeting
@I Basics l Meeting Invitations & Reservations ] MeetingFlace ] Options I
]| subiect |Team Meeting Call. , ID: 2265 | Laocation: ‘
@ Begins I‘Wed 09/04/2002 il |11:DDAM Entry type: Meeting -
Ends: I‘Wed 09/04/2002 ﬂ |1 200 PM
@ D escription:
D Click Ta Attend: htt://172.20.28.52/attend./FeE kiPmBol akinChieM I bMmE hkDbKedel
@ =
Enter a detailed description for this event
| Default Sans *| 9 *|[Mone] *| 0 unread documents) remaining “|=2| Dffice |
Figure 5-3 Attending a MeetingPlace Meeting
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3. Click the MeetingPlace button and select the Join Web
Conference option, which links you to the Meeting Room
where you can participate in the web conference. This option
only appears if you have MeetingPlace Web installed.

Note: Alternatively, users can join their voice and web
conference by clicking the Click to Attend URL link located at
the bottom of their meeting notification. The Click to Attend link
is now encrypted and shorter in length, directing users to the
Meeting Details page on MeetingPlace Web.

First time users of MeetingPlace Web will be linked to the login
page.

4. From the MeetingPlace Web interface, select the telephone
icon to join your voice conference.

To attend a voice only conference:

1. From your Notes calendar, double-click on the entry for the
MeetingPlace meeting. The meeting notification appears.

2. Click the MeetingPlace button located in the top right corner
of the window. A drop down menu appears.

3. Click the Call Me option to be linked to join the voice
conference.

4. If the guest profile has outdial privileges, you are prompted
for your phone number. After entering your number,
MeetingPlace dials this number and adds you to the meeting.

If the guest profile does not have outdial privileges,
MeetingPlace displays a window with the meeting
information. Use the phone number and meeting ID provided
to join your meeting.
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Rescheduling Meetings

To reschedule a MeetingPlace meeting, you can:

® C(Click and drag a meeting entry to a new time in your Notes
calendar, or

® Double-click the meeting entry and make changes directly on
the Calendar Entry form, or use the Actions button to select
the Reschedule option.

After rescheduling the meeting, Notes sends update notices to the
invited participants.

Tip: In general, meetings should always be rescheduled from the
same interface that was used to set them up. For example, if a user
schedules a meeting using Notes, they should avoid rescheduling
the meeting using MeetingPlace Web or MeetingTime. Update
notices may not be sent out if a meeting is rescheduled using
another interface.

Canceling Meetings

When you cancel a meeting you remove all records of the
meeting from the Domino and MeetingPlace systems. This not
only frees up user licenses on MeetingPlace, but also enables the
Domino server to send out cancellation notices to the invitees.

Note: Only the meeting scheduler can cancel a meeting. Selecting
a meeting from your Notes calendar and hitting the Delete key
will not delete the meeting from the MeetingPlace server..

To cancel a meeting:

1. From your Notes calendar, double-click the meeting you want
to cancel.

2. From the Actions menu, select Actions | Cancel. Notes sends
a cancellation notice to the invitees and MeetingPlace frees
up user licenses.
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Changing your MeetingPlace Calendar

Preferences

If you need to change the default settings that appear on your
MeetingPlace scheduling form, you can open your calendar

preferences and:

® Change your MeetingPlace user name and password

® Select a new default MeetingPlace server

To open your calendar preferences:

1. From the Calendar desktop, select Actions | Tools |

Preferences. The Preferences window appears.

2. Select the MeetingPlace tab. Any changes you make will
appear as the new default values on your MeetingPlace

scheduling form.

Preferences

k ail l Calendar l Delegation ]

Basics l Free Time ] Alarms l Display l Autoprocess l ToDao l MeetingPlace l

M eetingFlace Default Uszer Settings...

Uzer Password:

Default Server: I Fillrnare:

Cancel

Figure 5-4 Changing your MeetingPlace Calendar Preferences
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Saving Meeting Notifications in the Inbox

If a user’s e-mail Inbox is configured to delete meeting
notifications after they have been accepted or declined, the user’s
Notes calendar will be the only place that contains information
about the meeting. If the user does not use their Notes calendar,
they should reconfigure their e-mail Inbox to save meeting
notifications.

To configure an e-mail Inbox to save meeting notifications:

1. From the Calendar desktop, select Actions | Tools |
Preferences. The Preferences window appears.

2. Select the Calendar tab, and then select the Autoprocess sub-
tab.

3. Uncheck the box titled Remove Meeting Invitations from my
Inbox After I Respond to Them.

Mail l Calendar l Delegation l
Basics 1 Free Time l Alarmnz l Display l Autoprocess l TaDo l MeetingFlace l ﬂl

Autoprocess Calendar [nvitations

Do not sutomatically process

eeting invitations

™ Remove Meeting invitations from my Inbox after | respond ta them

™ Daon't show Meeting replies in my Inbox

Figure 5-5 Calendar Autoprocess Preferences

4. Click OK.
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Troubleshooting

This section explains how to troubleshoot problems that may
occur after installing MeetingPlace for Notes. The topics covered
in this section include:

® What to do First—provides information on the first things to
check if you notice any issues

® Resolving Scheduling Errors

® Resolving Cross Certify Errors

® Resolving Attend Link Problems

® Resolving Meeting Attachment Problems

® Resolving Meeting Notification Problems

What to do First

If you experience any scheduling, attending, or notification
problems, perform the following three checks to make sure the
MeetingPlace for Notes gateway has not lost any of its
connections. If you still experience the same problem after
performing these checks, refer to the other troubleshooting topics
in this section.

Check 1—Make sure the Windows services for MeetingPlace
for Notes are running:

1. Open the Services screen (Start | Settings | Control Panel |
Services).

2. Make sure the following services are running:
® MeetingPlace for Notes Gateway

® MeetingPlace Agent Service
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® MeetingPlace Notification Gateway

®* MeetingPlace Gateway SIM

3. Ifthese services are not running, restart them. If you are
unable to start the MeetingPlace for Notes service, make sure
the MeetingPlace account has been set up to use the new
MeetingPlace mail template. For more information, refer to
the post-installation steps at the end of Chapter 3.

Check 2—Verify that the MeetingPlace for Notes gateway is
logging into the MeetingPlace server and the Domino server:

Open the Gateway SIM Event Viewer and look for errors:

1. Turn on verbose logging for the Event Viewer:

® Open the MeetingPlace Gateways Configuration utility
(Start | Settings | Control Panel | MeetingPlace Gateways
Configuration),

® Select the Notes Gateway tab.

® Place a check in the Verbose Logging box, and click OK.

2. Right click on the MeetingPlace icon located in the status
area of the task bar, and then select Event Log. The Gateway
SIM Event Log appears.

Jradid

10:07 &AM

MeetingPlace icon

3. Stop and restart the following services:

® MeetingPlace Notification Gateway

® MeetingPlace Agent Service
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4. View the Gateway SIM Event Log. The Event Log should
display entries that show MPNotify and MPAgent logging
into the Domino and MeetingPlace servers. A sample event
log is displayed below:

08/17 12:20:06 MPNotify Information:[2] No new messages to process

08/17 12:20:07 MPNotify Information:[2] Domino Server CN=ServerName is
available

08/17 12:19:08 mpagent Success:Registered for CS events

08/17 12:19:08 mpagent  Success:Successfully logged into MeetingPlace
08/17 12:19:08 MPNotify Information:MeetingPlace login completed
08/17 12:18:55 mpagent Success:The MPAgent has started successfully.
08/17 12:18:51 mpagent Information:Service started

08/17 12:18:43 MPNotify Information:Service started

If the MeetingPlace for Notes Gateway service is not logging into
the Domino server, check to see if the Notes client on the gateway
can view its mail database. If the mail database is not accessible,
refer to your Lotus Notes documentation to troubleshoot this
problem.

If the MeetingPlace Agent and MeetingPlace Notification
services cannot log into the MeetingPlace server, verify that the
MeetingPlace server is up and running and that you have network
connectivity.

Note: Once you have finished troubleshooting, it is
recommended you turn off verbose logging. Modifications made
to verbose logging will only take effect after you stop and restart
the service.

Check 3—Check the Windows Event Viewer for the source
MeetingPlace for Notes event and then check for errors.

The Windows Event Viewer is useful to diagnose directory, user
account, and permission errors.
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Resolving Scheduling Errors

Q: When attempting to schedule a MeetingPlace meeting using
Notes, why do I receive an error that I cannot access
MeetingPlace resources?

MeetingPlace | ]

Unable to access MeetingPlace resources because your MeetingPlace profile information is incorrectly entered in the
Public Name & Address Book.

Figure 6-1 MeetingPlace Scheduling Error

A: This error appears when Domino authentication is being used
and a scheduler’s MeetingPlace user ID was not entered correctly
in the Domino address book. For more information on Domino
authentication, refer to Chapter 3.

Q: Why do I receive the following error when trying to select a
MeetingPlace server on the Notes scheduling form?

@ The Administrator has not Setup the bMeetingPlace System. Pleaze Exit and Matify the Administrator,

Figure 6-2 MeetingPlace Scheduling Error

A: This error appears if the MeetingPlace Server Agent database
has not been created and configured on the Domino server. For
information on setting up this database, refer to the Post-
Installation Steps section in Chapter 3.
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Resolving Cross Certify Errors

Q: Why does the Cross Certify window appear when I try to open
my Notes calendar?

Cross Certify

“vour local Name and Address Book does not contain a
cross-cerificate for the organization named below. You therefore
can't be sure that documents signed by its members are authentic
or that you are actually communicating with its servers unless yaou
can verify that the key below is correct.

Wiould you like to suppress this warning inthe future by creating
& cross-certificate far this organization?

Key: 1BCXU 22366 NGHDZ BEWPN 1CLIHK <74A8

Crganization /Latitude

e Mo | Advanced Options | Help |

Figure 6-3 Cross Certify Window

A: The Cross Certify window appears if the mail database
template was not signed after installing the MeetingPlace for
Notes gateway. For information on how to sign the template, refer
to the Post-Installation Steps section at the end of Chapter 3.

Resolving Attend Link Problems

Q: Why do I receive JavaScript errors when I click on the Attend
URL link?

A: This error appears when using a Web browser that is not
supported. The supported browsers are Netscape Navigator 4.78
and 6.2, and Microsoft Internet Explorer 5.0 (SP2), 5.5 (SP2) and
6.0.

Resolving Meeting Attachment Problems

Q: Why are attachments for meetings that were scheduled using
MeetingTime or MeetingPlace Web not being received by the
invited users?

A: If invited users are not receiving meeting attachments for
meetings scheduled using MeetingTime or MeetingPlace Web,
the following two problems may exist:
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® The invited user’s profile is set up to not receive attachments,
or

® The meeting scheduler’s profile is set up to not send out
attachments.

To fix this problem, first make sure the invited user’s profile is set
up to receive attachments:

1. Open MeetingTime, and locate the invited user’s profile.

2. Scroll down to the Receiving Notifications area, and make
sure the Include Attachments parameter is set to Yes.

Note: If one invited user has this parameter set to Yes and all
other invited users have it set to No, the MeetingPlace for Notes
gateway distributes the notifications to everybody regardless of
their individual profile settings.

Second, make sure the scheduler’s profile is set up to send out
attachments:

1. Open MeetingTime, and locate the meeting scheduler’s
profile.

2. Scroll down to the Sending Notifications area, and make sure
the Include Attachments parameter is set to Yes.

Resolving Meeting Notification Problems

Q: When I schedule a MeetingPlace meeting through Notes, why
don’t the invited users receive their meeting notifications?

A: This will happen if the User Name field in an invited user’s
Domino account does not match the E-mail Address field in their
MeetingPlace profile.

Q: Why am I receiving multiple meeting notifications for the
same recurring meeting?
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A: This will happen when someone invites you to a recurring
meeting that was scheduled through MeetingTime or
MeetingPlace Web. Because MeetingPlace and Lotus Notes
handle recurring meetings differently, Lotus Notes must send out
individual notifications for each occurrence of the recurring
meeting, but only if it was scheduled from MeetingTime or
MeetingPlace Web.

Q: When I schedule a meeting through MeetingTime or
MeetingPlace Web, why don’t the invited users receive their
meeting notifications?

A: This will happen if:

® The invited user’s profile is set up to not receive meeting
notifications

® The meeting scheduler’s profile is set up to not send out
meeting notifications

® The MeetingPlace for Notes gateway’s mailbox is full or
there is no more space on the system’s hard drive

® Mailbox configurations are not set up properly

To solve this problem, first check the invited user’s profile:
1. Open MeetingTime, and locate the user’s profile.

2. Scroll down to the Receiving Notifications area, and make
sure the Enable to Receive parameter is set to Yes.

3. Make sure the Preferred Delivery Method parameter is set to
E-mail and that the user’s correct e-mail address has been
entered.

Second, check the meeting scheduler’s profile:

1. Open MeetingTime, and locate the meeting scheduler’s
profile.
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2. Scroll down to the Sending Notifications area, and make sure
the Enabled for this Meeting parameter is set to Yes.

Third, check the mailbox and hard drive space of the
MeetingPlace for Notes gateway. If either is full, create more
space by deleting unwanted e-mails or files.

Fourth, check that the mailbox configurations for the Notes
Gateway and MeetingTime are set up consistently. Step-by-step
instructions can be found in the “Configuring for a Mixed
Groupware Environment” section on page 53:

1. Open the MeetingPlace Gateway Configurations Utility and
select the Notes Gateway tab. Check which mailbox the
Notes gateway points to referring to the MeetingPlace
Mailbox field.

2. Open MeetingTime and check which mailbox it uses to place
messages for MeetingPlace for Notes. This information can
be found in the Configure tab, Usage Parameters window.

3. Open MeetingTime and check what e-mail type the user is
using. This information can be found in the Configure tab,
User Profiles window.
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Customizing Meeting
Notifications

MeetingPlace for Notes enables you to customize the meeting
notifications that are sent out when a meeting is scheduled from
MeetingPlace Web or MeetingTime. Specifically, this feature
allows you to:

Take out information you want removed from notifications.
Insert information that isn’t already included in notifications.

Specify the order you want information to appear in
notifications.

Include customizable text in notifications, such as
information about your company, instructions on how to
attend MeetingPlace meetings, and alternate MeetingPlace
phone numbers.

About the Meeting Notification Templates

MeetingPlace for Notes comes with six templates that are used to
generate the meeting notifications sent to your users:

Mail509aMP.ntf—Used to generate meeting notifications and
reminder notifications for meetings scheduled using
MeetingPlace for Notes. For more information on this
template, refer to Chapter 3.

NotifySchedule.tpl—Used to generate notifications for

meetings scheduled using MeetingTime or MeetingPlace
Web.

NotifyReschedule.tp/[—Used to generate update notices for
meetings that have been rescheduled using MeetingTime or
MeetingPlace Web.
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® NotifyCancel.tpl—Used to generate cancellation notices for

meetings that have been canceled using MeetingTime or
MeetingPlace Web.

®  NotifyNoShowRecur.tpl—Used to generate no show reminder
notifications for recurring meetings as configured with
System Manager Agents.

®  NotifyRenewRecur.tpl—Used to generate renew meeting
reminder notifications for recurring meetings as configured
with System Manager Agents.

Note: System Manager Agent reminder notifications are
generated automatically according to parameters configured in
MeetingTime.

Customizing Back-end Notification Template Files

Template files for notifications generated as a result of meetings
scheduled using MeetingPlace Web or MeetingTime are located
in <drive>:\Latitude\\MeetingPlace for Notes Gateway.

Within each of these templates are tags and text that identify the
information that should appear in a notification. As a notification
is being generated, the Notes gateway or MeetingPlace system
replaces the tags with the appropriate information from its
database.

To customize the template files:

1. Using Notepad, open the .tpl template file you want to
customize.

WARNING: Using a word processing program other than
Notepad can change the template’s file extension and produce an
unreadable meeting notification. Notepad is able to automatically
save a template without changing its .tpl extension.
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2. Insert the label and tag for the item you want to add. Refer to
Table A-1 for a list of items you can include in notifications
scheduled using MeetingPlace Web or MeetingTime. If you
want to take out any information, delete the appropriate tag
and label from the template.

Tip: Any item you add to a template will appear in the same
location in the meeting notification, so place more important
information at the top of the template.

3. Save the template as a text file, and make sure your word
processing program does not change the file’s .tpl extension.

Figure A-1 displays the NotifySchedule.tpl template, and Figure
A-2 displays the meeting notification that has been generated
from this template.

& NotifySchedule.tpl - Notepad -0l x|
Eile Edt Format Help

[<! ——#LATD AttenduestingHint ——> =]
This is a message from the meetingPlace system to notify you that a meeting has heen
scheduled.

Meeting pate: <! ——#LATD Month —-> <!-—#LATD Day —-», <!-—#LATD Year --»
start Time Chh:imm) <! -—#LATD HOUr ——>:<!-—#LATD Min ——> <! -——#LATD AMPM ——»

<! -—#LATD Timezone --»

Meeting ID: <! ——#LATD MTGID ——>

Meeting Password: <! -—#LATD C_Password -—-»

Meeting Name: <! -—#LATD TextName --»

<! ——#LATD MultiserverHelpText This meeting will be held on following MeetingPrlace systems.
Dial the phone number of the system closest to your location. --»

MeetingPlace Telephone number(s):

Telephone Number : <! ——#LATD Mtg_Telephonenum -->

<!——#LaTD AltPhoneLabel 1 --»: <! --#LATD AltPhone_1 --»>

<!-—#LATD ListMultiservers —-»

scheduler: <! -—#LATD SchedulerFirstuame --»> <!-—#LATD SchedulerLastMame
——>

scheduler rhone: <! -—#LATD SchedulerTelephonenum —-»

scheduler E-mail: <! -—#LaTD scheduleremail ——»

Meeting Description: <! ——#LATD ATTLisT MeetingDesc ——»

Meeting Participants:
<! -—#LATD ListInvitees —->

Meeting Motes:
<! -—#LATD MeetingotesHint --»

Meeting Recordﬁnﬁ: <! -—#LATD fRecordConference —-»
who can access the recording: <!--#LATD whoCanListen --»

Figure A-1 Example of a Meeting Notification Template
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-Ioix
File Edit Wiew Create Actions Help @ } \@ WC‘A‘ e
G g £ig EF &£ 5,0 BSHEF

@Walcoma %) Sabtina Luo - Inbox u Meeting Motice X u heeting Notice nofes

th Comments @B Request Information... e_" C

New meeting request from Sabrina Luo?

Basics l Invitees 1 MeetingPlace l

7| | Beine 09/05/2002 11:30 AM Local Time
Ends: 09/05/2002 1200 PM Local Time
>/
@J Title: notes
Location: —Mo room information available-
Ghair: Sabrina Luo2/LINT
Description

Glick to attend:
http:/troll/attend/ Fe EkiP mBpDek jo Chic MjJlbMmEhk Db efelpd.Jn Dal dipcpDndHd Mo EdffLpldo Floopibibibo

Thiz is a message from the MeetingPlace system to notify you that a meeting has been scheduled

BLPE WEP

Meeting Date: September 05, 2002
Start Time hh:mm) 11:30 AM localtime
Meeting ID 4300

Meeting Password

Meeting Mame: notes

MeetingPlace Telephone numberig)
Telephone Mumber: 8

Scheduler: sabrina notes

Scheduler Phone:

Scheduler E-mail: ——>mailto:Sabrina%20Lua<——
Meeting Description: <MoneX

Meeting Participants:
Suppresszed.

Meeting Motes

Meeting Recording: No
Who can access the recording Anvone

=
| | 5l “|=2|Black Lotus - *|€5"|

Figure A-2 Example of a Meeting Notification
Adding Instructions and Alternate MeetingPlace Phone Numbers
to Your Notifications

To help your users attend meetings, you can include the following

MeetingPlace information in your notifications:

® Instructions on how to attend meetings and access
attachments
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® Any alternate phone numbers for your MeetingPlace system,
such as a toll free or in-company extension number.

® Special instructions for multiserver meetings.
® A listing of invited meeting participants.

® Meeting recording information.

To include this information, you need to make sure the tags listed
in Table A-1 are in the notification templates for meetings
scheduled using MeetingPlace Web or MeetingTime. In addition,
you need to use MeetingTime to enter your customized
instructions and alternate MeetingPlace phone numbers into the
MeetingPlace database.

The tags listed below are replaced with the appropriate
information from the MeetingPlace database when a notification
is being generated.

Note: Instruction tags for multiserver meetings will need to be
added to the .tpl template files. They are not included by default.
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Table A-1 Tags Used for Adding Instructions and Alternate
MeetingPlace Phone Numbers to Notifications

Tag

<I--#LATD AttendMeetingHint --
>

Purpose

Inserts any text you enter in the How to Attend
Meeting parameter

<1--#LATD MeetingNotesHint -->

Inserts any text you enter in the How to Access
MeetingNotes parameter

Inserts any text entered in the first Label for
Notifications parameter

Inserts any phone number entered in the 1st
Alternate Ph Number parameter

Inserts any text entered in the second Label for
Notifications parameter

Inserts any phone number entered in the 2nd
Alternate Ph Number parameter

<1--#LATD
C_AltPhoneNumNamel -->
<!|--#LATD
C_AlternatePhoneNum1-->
<1--#LATD
C_AltPhoneNumName?2 -->
<!--#LATD
C_AlternatePhoneNum? -->
<!|--#LATD
C_AltPhoneNumName3 -->
<1--#LATD

C_AlternatePhoneNum3 -->

Inserts any text entered in the third Label for
Notifications parameter

Inserts any phone number entered in the 3rd
Alternate Ph Number parameter

<!--#LATD MultiServerHelpText
This meeting will be held on the
following MeetingPlace systems.
Dial the phone number of the
system closest to your location. -->

Inserts any text entered after MultiServerHelpText.
The suggested text for this tag is displayed in
italics.

This tag only appears in notifications for
multiserver meetings. Use this tag in conjunction
with the ListMultiServers tag (listed next).

<!--#LATD ListMultiServers -->

Inserts the name and phone number of the other
MeetingPlace servers that are involved in the
multiserver meeting. This tag should always
follow the MultiServerHelpText tag.

<!--#LATD ListInvitees -->

Inserts a list of the participants invited to the
meeting.

<!--#LATD fRecordConference --
>

Inserts information on whether or not the meeting
is scheduled to be recorded
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Purpose

<!--#LATD WhoCanListen --> Inserts who can access the meeting recording (none,

anyone, MeetingPlace users, or invited users).

To include instructions in your neotifications:

1.

6.

7.

Make sure the Instruction tags are in the notification
templates that you want to customize. By default, these tags
should already be in the templates.

Open MeetingTime, and log in to the MeetingPlace server.
Open the Register Book, and select the Configure tab.

From the left side of the window, under Company Specific
Information, select the Company Information topic (you will
have to scroll to the bottom of the window to see this topic),
and then click Query.

From the right side of the window, click in the value area of
the How to Attend Meeting parameter and enter your
customized information, such as:

To attend this meeting, call [insert MeetingPlace phone
number] at the time of the meeting and follow the prompts.
Refer to the information contained in this notification for
meeting details.

When finished, click OK.

To customize the text on how to access meeting materials,
click in the value area of the How to Access MeetingNotes
parameter and enter text in the box, such as:

MeetingNotes is a collection of meeting materials, such as
recordings that you can listen to over the phone and
presentations that you can request to have sent to you via
e-mail.
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To access MeetingNotes, call MeetingPlace at [insert
MeetingPlace phone number], listen to the prompts, press 3,
and then enter the month, date, and meeting ID for the
meeting you want to access.

8. Click OK, and then Save Changes.

To display alternate phone numbers for your MeetingPlace
system:

1. Place the Alternate Phone Number tags into each notification
template. These tags are listed in Table A-1.

®  You do not need to use all three sets of these tags if your
MeetingPlace system only has one or two alternate phone
numbers. Refer to Figure A-3 for an example of a
notification template with alternate phone number tags.

B MotifySchedule. tpl - Notepad =1Ol=|
File Edit Search Help

HeetingPlace Telephone number{s): ;l
Telephone Humber: <*--H#LATD HMtg_TelephoneHum-->
<t-—HLATD C_AltPhoneNHumHame{--3 <*-—H#LATD C_Alternate PhoneHumi--3
<*-—#LATD C_AltPhoneNHumMame2--2 <*-—H#LATD C_Alternate PhoneHum2--3

Figure A-3 Notification Template with Alternate Phone Number
Tags

2. From the MeetingTime Configure tab, under System
Configuration, select the Telephony Access topic, and then
click Query.

3. Click in the value area of the 1st Alternate Ph Number
parameter, and enter the phone number you want to appear in
the notifications.

4. Click in the value area of the Label for Notifications
parameter, and enter a label for the number, such as Toll Free
Number or Internal Extension Number.
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5. If your MeetingPlace system has a second or third alternate
number, repeat the steps above using the 2nd and 3rd
Alternate Ph Number parameters.

6. Click Save Changes.
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