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Nauigator -----ir-- Navigator 
................................................................ 

Daily Calendar 
You can display up to 14 days, and show all 
days or just work days. 

Click here to use the 
Navigator to go to any 
day. 

Activities 

~ Your work activities and 
personal appointments 

Meetings 
.; Confirmed Meeting 

Meeting you proposed 

0 At least one required 
guest has declined 

Guest has added a 
comment 

Messages 
Automatic notification of all incoming 
meeting proposals and cancellations. 

Tgpe Title Date Time 

& 4/ 17/92 100 PM 
Recurring 12:00 PM 
To-Do List of Kim Agricola 

Message Icons 
•• new meeting proposal 

d::j re-scheduled meeting 

¢K_j cancelled meeting 

ii°' N . ~ once 

Doc Review 
- Company Staff 
& Marketing c,.0 & Marketing l 
& Reuiew Prnj [ New ] [ llPIHf' ] 
ffi Test Plan Re ../ Priorit11 [g} Item 
& lnteruiew - - 
& MBA Class A- I el Draft Proposal .:,. 

A-2 el Review Budget 
New T[fil] 
Rev, sel 

A- I 
A- I 

To-Do List 
Prioritized list of to-do 
items with attached notes. 

Kim Agricola 

IM;tifflNnl!I 
I Wed I Thu I Fri 

2 I I 3 

B 9 10 

OCI 
Technology 

Monthly 
Calendar 
Click a date to show details for that day. 



Proposing a Meeting 
1. Select Propose Meeting from the Meeting 

Maker menu, or Option-drag the time of the 
meeting on your Daily Calendar. 

2. Type a title and location for the meeting. 

3. 

Mee ling Proposal by Kim Agricola 

~ Ti tie: 

Location: I Marketing Conference Room 

~ChOoseguestsondresources(oryourmeeting 

[ West Coast Sales Reuiew 

I schedule ) ChOose o lime when all guests con ottend the meeting 

~ Supply o description of the meeting's purpose 

jt umments) Look here loter for comments from your guests 

Please suppl',J e meeting title eoo location I[ Semi Proposal ]( 

Click Guests and select names of people you 
want to invite to the meeting. 

4. Click Schedule and pick a time that all 
your guests can attend, or click Auto-Pick 
and let Meeting Maker find the first time 
that all required guests can attend. 

r.,... Do.-.ohon 
=-, I Fri KJl24/921:ni1 .,,o AMI ~ 

[ Frequency ... ) Once 

Meeting Proposal by Kim Agricola 

Plea,esuppl',Je rreetrre uue ere teeencn 

.:, Kim Agricola 

.:, Gary Burd 
P., Fred tnetou« 
ii Jen Gilburg 
.:, Tom Middleton 
.:, Bijtm Snbet 
.:, Chris Schmalz 

'0 

I[ S£>nd Pro1)1)sal ]j 

5. Click Agenda and enter text if you want to 
include an agenda with the meeting 
proposal. 

ID Meeting Proposal by Kim Agricola 

I All Names ,..I 
~ ,:,:SSO o [Required»].:. 

~~~a~g;~coo:~le [ Optional »] .:, 
Mike Barta 
Lee Dom 
Gar·y Burd 
rred ChalouH 
CIWKlace Clampitt ~ 
Peter Cohen 

m Mktg ConfRoom ~ 

llommPnts) V: ~~~onr~aoc~ch ~ 

( Search ••. ) 

Ple11,esupply11meet1J'1911tle11Jldlocetion 

Guests 
t Kim Agricola '1 Gary Burd 
~ Fred ChalOUH 
Jr;: Jen Gilburg 
.:, Tom Middleton 
.:, Bijan Sabet 
.:, Chris Schmalz 

QI 

R"i 

I[ '>t~nlf rro1)1)sal ii 

ID Meeting Proposal by Kim Agricola 

~ 
~ 

101 

Plea,esupplya meenre ttue enelecenen 
11 '>Plllf PrD!)0Sdl II 

•• -- m. 
V 

group 

meeting room 

equipment 

outside guest's work 
hours 

guest is unavailable 

6. Click Send Proposal to send out the 
meeting invitations. 

I 
The Comments button ollows your guests to send 
comments obout the meeting proposol back to you. 

Responding to an Invitation 
Meeting Maker notifies you when you receive an 
invitation or other message. 

1. Choose Open Messages from the Meeting 
Maker menu. 

2. Double-click the message you want to see. 

3. Read the invitation, and select your reply: Yes, 
No, or I'll decide later. 

4. Click Comments if you want to enclose 
comments about the meeting with your reply. 

5. Click OK to send your reply. 

Messages of Kim Agricola 

Show: I Actiue Message~ ~ 

Typ• Titl• 

& Doc Review 
- Company Staff 
& Marketing Group 
f.,, ~,. •. .,,.H,..n lln,t,.t •• 

4/17/92 
Recurring 
4/12/92 

1 00 PM 
1 00 PM 
8 30 PM 

lnuitation from Candace Clampitt To Kim Agricola 

Location: Mktg Conf Room 

~ Kim Agricolei, susen Apostle, Lee Born, Geiry Burd, Cendece Cl 

I schedule ) Weekly (Every Tue), 1-00 PM to 2 00 PM 

~ This meet mg hes no eqenoe ettechec 

!comments) Send your comments about this meeting to the proposer 

Can you attend this meeting? 

@Yes O No O I'll decide later 
~ 
~ 



Scheduling an Activity 
An activity is anything other than a meeting that 
you schedule into your Meeting Maker calendar. 

1. Choose New Activity from the Meeting Maker 
menu, or click the start time on your Daily 
Calendar and drag a box. 

2. Type a description of the activity. 

3. Select a date, time and duration for the activity. 

4. Click Add to insert the activity into your 
calendar. 

If the activity is recurring, click 
Frequency and select one of 
the options. 

Click here to add additional 
notes about the activity. 

Notes 

R,e,m,e,mb •. r to mot vith Dan to get the fiM\ figurH for the Marketing budget 
R •. viewthe01 figu.-esbefonmeetir,g) 

~ Actiuity information 

Title: !candidate lnteruiew 

uete u rtme: I Fri 4/17/921 00~ ~ 
Duration: ~ Label: I None • I 
[Frequency .. ] Once 

Daily 
By Day of Week 
Weekly 
By Week in Month 
Monthly 
Quarterly 

Starts on: 1m"~/61
1
~y/ 921!1 0 !:~ 

@ unqetnq 

~, Add 

Click here to keep proxies from 
viewing the activity description. 

Click here to indicate that 
you ore available for 
meetings at this time. 

Creating a To-Do List 
1. Select Open> To-Do List from the Meeting Maker 

menu. (~ Tl. 
2. Click New. A new item (New To-Do) appears at 

the top of the list. 

3. Click Priority and type a priority (for instance, A­ 
l, A-2, B-1). 

4. Click Item and type an item of up to 63 characters. 
If you want to add more text, click the column to 
the left of the item and type up to about 16 pages. 

5. Click the close box to close the To-Do List window. 

Click here to add additional 
notes about the to-do item. 

Click here to change the sort 
order of the To-Do list. 

To-Do List of Kim Agricola 

A-2 !al Review Budget 
A-1 New To-Do 
A-1 Revise Proposal 

Click here to mark the to-do 
item completed. 

Click here to keep 
proxies from viewing 
the to-do item. 

Proxies 
A proxy is someone you designate to act on your behalf 
to schedule meetings and activities, and to answer 
messages. 

1. Choose Edit Proxy list from the Meeting Maker 
menu. 

2. Select users you want to act as your proxies. 

3. Click Read/Write to designate a proxy who can 
make changes to your calendar. Click Read-only 
to designate a proxy who can monitor your 
calendar, but who cannot make any changes to it. 

4. When you have finished adding proxies, click OK. 

Click here to designate 
a proxy to receive your 
messages. 
~ 

Edit Pronles 

Users: 

SeM rneseeqes to: I Jay Talbot 
Your ProHies: 

Gary Burd 
Candace Clampitt 
Peter Cohen 
lucM_ flack 

I-OI I Kim Agricola 
[Read/Write] _)_lee Born 
[ Read-onty j -~Zyg Furmaniuk 

Stephen Gallagher 
Jen Gilbur.!! 

I 
nemooe 

I 
You can choose proxies from users on 
your Meeting Maker server. 



Printing 
You can print to a variety of formats, from a 
single day per page up to one month per page. 
You can also print to forms that fit various 
personal planners. 

Setting Print Options 
1. Choose Set Print Options from the Meeting 

Maker menu. 
2. Set options for printing your calendar, or for 

printing single meetings, activities, and 
To-Dos. 

3. When you have finished selecting print 
options, click OK. 

Print Options 
Use these options for printing the calendar onto 
forms, the calendar onto plain paper, and meetings, 
activities, or lo-dos onto forms. 

hint Options 
Print to:] r. r~,.~;n~r.-,-.,-. --~~~~~ .•. I 
format: / 2 Weeks ,..I 
Options for printing calendars "[P"',""ge,--S"e7t,ccpc-.,.] 

ront: I Gene1.1a 

O Pnnt all days 
@ Prtnt work days 

T) stze: [I::::3 

Options for pnnting teHt (Page Setup ... ] 

Font: I Geneuo ..,.I Size: ~ 

~DUI 

Use these options for printing meetings, activities, or 
to-dos onto plain paper. 

Printing Your Schedule 
1. Set the print options. 

2. Choose Print Schedule from the Meeting 
Maker menu (a& P). 

Print Schedule 

Date: from lmzE 12/ 11 / 91 l!I [!I to I Tue 12124/91' 00 
Time: from I 8:30 AMI to I 5:00 PMI 

[8] Dally Calendar D at twice normal size 

[8] Meetings' re«t O with Guest list 
0 with Agenda 
D with Guests' Comments 

l8J Actiuilies' re«t O with Notes 
18] To-Do list O with Notes 

~ rc::::E 
3. Select the range of dates and times to print. 

4. Select the items to print, and click OK. 

Printing Meetings, Activities, or To-dos 
To print a single meeting, activity, or to-do item 
on a plain sheet of paper: 

1. To print a meeting or activity: 
On your daily calendar, click the meeting or 
activity you want to print. 

To print a to-do item: 
Open the to-do list and click the item you 
want to print. 

2. Choose Print Meeting, Print Activity, or 
Print To-do from the Meeting menu. 

3. Indicate what you want to print using the 
dialog box that appears. 

Print Actiuity 

D with Notes 

~I OwilhNotes 

For More Help ... 
Read the Meeting Maker User's Guide. 
Ask your Meeting Maker Administrator. 
Call ON Technology Meeting Maker Product Support. 

Phone: 617-876-5122 (9 a.m. lo 6 p.m., EST) 
Fax: 617-876-0391 

Send a message lo Applelink: ON.SUPPORT 

Print To-Do 

Print Meeting 

18) with Guest List 
181 with Agenda 
0 with Guests' Comments 

~rc::::E 

4. When you have finished selecting items to 
print, click OK. 


