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names of any resources (rooms, facilities etc.)

6. Install Office Tracker client software on each client machine. To do this, run the Office Tracker
Installer and choose to install just the Office Tracker Client.

7. Locate the Office Tracker Server IP address or Machine Name (on the main “Admin” page) and give
it to each of your client users.

8. Have client users connect to the server via the “Identity” window and instruct them on how to create
group schedule views. See the User Guide for details.

Where Schedule Information is Stored

The Office Tracker Server maintains the "master" data files. The Office Tracker client software stores a
local data file on each client machine ("otclient.mdb”). The files automatically synchronize to the Office
Tracker Server's files when the client users are connected to the server. This allows clients to work
offline and to update the server when they reconnect. For example, if your users travel with a
notebook computer they can continue to schedule "offline" and their information will update
automatically when they connect back to your network.

Office Tracker and Shared Files (NOT SUPPORTED)

Office Tracker does not use the “Shared file” concept. Office Tracker is a true client/server system.
The client will send its information to the server and other clients will communicate with the server to
get updated information from the other clients. This is the most efficient method and allows many
users to access the information simultaneously.

Important: Do not attempt to place the .ots files (“views”) created by the Office Tracker client in a
shared directory and share them with other users. This can cause undesired results.

How Clients Know They Are Offline

The Office Tracker client software displays an offline icon (red X on a network cable) in the upper right
corner of the main Office Tracker window any time the server machine is unavailable. This lets the
users know that the schedule information they are viewing may not be completely up to date.
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Office Tracker Server Installation

Installation
This section describes the minimum requirements, installation steps and other important topics
regarding how to install the Office Tracker Server.

Office Tracker System Requirements
System requirements can change over time due to changes made in the operating system software
purchased with your machine as well as updates you do to the machine.

Installing on Multiple Machines with One Machine Acting as the Server
Processor: 800 MHz or better

Operating System: Windows 98/NT/2000/XP/2003 workstation or server machine.
Laptops are not recommended or supported for server use.

Network: TCP/IP Network Support

RAM: 256MB RAM (512MB RAM Recommended)*

Hard Drive: Min. 60 MB free disk space.*

Monitor: VGA or SVGA video monitor and 256 colors

CD-ROM: CD-ROM

Printer: Works with most printers supported by Windows 98, 2000/2003/NT/XP
Other: Web Browser with Frames support for Administration tools.

* More memory and disk space may be required, depending on maximum number of client
connections and average number of events scheduled.

Office Tracker Windows Client Requirements

Processor: 400 MHz or greater

Operating System: Windows 98/NT/2000/XP/2003

RAM: 64MB RAM (128 MB RAM Recommended)

Network: TCP/IP Network Support

Hard Drive: 50 MB free disk space

Monitor: 15" VGA or SVGA video monitor and 256 colors

Resolution: 800x600 or larger screen area recommended

CD-ROM: CD-ROM

Printer: Works with most printers supported by Windows 98, 2000/2003/NT/XP

Installing Office Tracker Windows Single or Multi-user on a Single Machine
Processor: 800 MHz or better

Operating System: Windows 98/NT/2000/XP

RAM: 256MB RAM (512MB RAM Recommended)

Hard Drive: 100 MB free disk space

Monitor: 15" VGA or SVGA video monitor and 256 colors

Resolution: 800x600 or larger screen area recommended

CD-ROM: CD-ROM
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Printer: Works with most printers supported by Windows 98, 2000/2003/NT/XP

WebViewer Requirements

* Windows NT, 2000/2003 or XP

* Memory and disk space requirements may be considerably higher than the above defaults,
depending on the number of names and the number of events you schedule

Server Performance and Network Notes

The Office Tracker Server is designed to accommodate from one to thousands of users per server
depending on usage patterns and your machine configuration. For example, if your office has 20 full-
time schedulers viewing large groups of names (10 or more at a time) and scheduling appointments
every few minutes you will be putting more of a demand on the server than an office with 100 users
who only use Office Tracker to outline their personal schedule and to occasionally set up meetings
with each other.

In addition to usage patterns, there are other factors such as available bandwidth on your network, the
speed of the server machine and the amount of memory on the server machine. The more memory
you have, the better the performance.

Installing on Windows 98, Windows NT/2000/2003/XP

More advanced installation options including Custom install instructions can be found in this guide in
the section “Advanced Installation and Options.”To install the Office Tracker Server using the
recommended default settings, follow the steps below.

1. Important: If you are running Windows NT/XP or 2000 you should be logged on to your machine
with full Administrator privileges in order to do the installation for the Office Tracker Server. Please
check this first and call if you have a question.

2. Insert the CD ROM into your computer. The CD should automatically start and display the startup
screen.

3. Click on the “Install Office Tracker” link. Follow the on screen instructions, clicking the “Next>"
button or other buttons as needed.
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?J Office Tracker - InstallShield Wizard

Location to Save Files
‘Where would you liks ko save your files?

Flease enter the folder where you want these files saved, IF the folder does not
exist, it will be created for you, To continue, click Mext,

Save files in Folder:

Change...

| Mext = | Cancel ‘

4. The Office Tracker Installer Extracting Files window displays.

“ﬂ Office Tracker - InstallShield Wizard

Extracting Files
The contents of this package are being extracted,

Please wait while the InstallShield Wizard extracts the files needed to install Office
Tracker on wour computer, This may take a Few moments,

Reading contents of package...

| Cancel ‘

a. If you have previously installed using this installer, you may get a window asking if you’d like to
replace files already installed. Press “Yes to All” to continue.

Overwrite Protection

The fallowing file is already on vour computer:

C:\Program Files\Common Files\Office Tracker 6.01Disk1autarun.inf

Do you wish ko averwrite this file?

ves | westoal | Mo | wowar [ coce

5. The Office Tracker Installer Welcome screen displays. Press Next to continue.
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50T Trachar 4.8 Setup

Office Tracker

Scheduling Made Easy Since 1992

Appointment Schedu Wekcoma b the It abShinld Wi s it

Group Scheduling B e ot e T
Room Scheduling 1

Resource Scheduling,

Contact Management

Web Access

Palm Download

6. License Agreement. Press the “Yes” button to agree to the License Agreement and continue.

License Agreement "
Fleaze read the following licensze agreement carefully. °ﬁm Tracker

Press the PAGE DDWN key to see the rest of the agreement.

i

B CLICKING THE ACCEFTAMCE BUTTOM OR INSTALLING THE SOFT'WARE,
0U ARE CONSENTING TO BE BOUND BY AND ARE BECOMING A PARTY TO
THIS AGREEMENT. IF*0U DO NOT AGREE TO ALL OF THE TERMS OF

THIS AGREEMENT, CLICK. THE BUTTON THAT INDICATES Y0U DO NOT
ACCEPT THE TERMS AND DO MOT INSTALL THE SOFT'WARE. IF THE COFY
OF THE SOFTWARE 0L RECEIVED WAS ACCOMPANIED BY & PRINTED

0OR OTHER FORM OF "HARD-COFY" END USER LICENSE AGREEMENT
"wWHOSE TERMS WARY FROM THIS AGREEMENT, THEN THE HARD-COPY
EMD USER LICENSE AGREEMENT GOVERMNS YOUR USE OF THE SOFTWARE.

35

%

Do you accept all the terms of the preceding Licenze Agreement? If you chooze Mo, the
setup will cloze. To install Office Tracker, vou must accept this agreement.

InztallS hield

< Back ez Mo |

7. The Select Components window displays. Choose “Office Tracker Server” by clicking the checkbox
to turn the checkmark “on.”
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Office Tracker, 6.0 Setup rg

5Select Components

] -
Choosge the components Setup will install. Oﬁm Tracker %

Select the companents you want to install, and clear the components you do not want ta
inztall

+-[]Office Tracker Client Disaipion

Install the Office Tracker
Server. The Server is the
central storage point for the
Office Tracker spstem and

zhould only be installed on one
machine.

Space Required on C:

48636 K
Space Available on C:

24097388 K

< Back Mext > | Cancel |

8. The Typical or Custom Install window displays. Choose “Typical.” For a Custom install see the
section “Advanced Installation and Options.”

Office Tracker 6.0 Setup [g
Setup Type

L] ”
Choosze the setup tppe that best suits pour needs. oﬁm Tracker %

Click. the type of Setup you prefer.

Custom Description
hm_ Typical ingtallation for Office
racker. Chaogzen components are
installed to the main drive uging
default directory name and the
Server component, if chozen, iz
installed as a service if possible.

< Back Mext > | Cancel |

9. The Start Copying Files window displays. Click Next to continue.
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Office Tracker 6.0 Setup le
Start Copying Files " -
Feview settings before copying files. Oﬁm Tracker =

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

Current 5 ettings:

Client Destination Folder: C:A\Program Files\0ffice Tracker

Server Destination Folder: C:%Program Files\OT Server
Inztall Server &s Service

Frogram Folder: Office Tracker

< Back Mext > | Cancel |

10. Click the Finish button, leaving the checkbox “on” to Go to the Office Tracker Server Admin Page.
This completes the installation and opens the Admin page so you can begin setting up the server
with the names of your users, rooms and resources.

Office Tracker 6.0 Setup

InstallShield Wizard Complete

Setup has finizhed instaling Office Tracker on your computer.

V¥ Goto the Office Tracker S erver Admin page

The Office Tracker Server has been installed and should be
started. |f the server is not unning, either reboot the machine
to start the server; or open the services control panel by
zelecting Start>S ettingz> Control Panel, double-click on the
Admiriztrative Toolz icon in the Control Panel, double-click an
the Services icon, locate the Office Tracker Server service,
select it and select Start from the Action menu.

b

ﬂiceTracker

version 6.0

Finish |




Installation 13

Registering Your Serial Number
If you have just purchased Office Tracker and have not entered your serial number, please follow the
steps below to register your serial number at the server.

1. The Admin page should display automatically right after installation unless you unchecked the
default setting to open it. If so, see the section “Getting Started with Office Tracker” for information
on how to access the Admin page.

2. From the Admin Page, press the underlined link “Serial Number” to access the Serial number page.

Administration

Admin Page
This page is wherse you access your Administration controls faryour
Office Tracker Server.

Click the Mames List button to add/deletesedit user names and
resource names. You add a name for each person, place or thing you
wantto schedule

1
ofilce Irmker Click the View Log button to see recent server activity.
C

heduler
@]

Mames List iesw Log Mairtensnce  Contacts  Web Settings Falm Paszwords Help
Server Status: Running. Startup at Aug 14, 2003 9:01:09 AM. Client Portis open.
Machine MName: Dellg0on
IP Address 192.168.1.7
Client Port Murmber: 4300
Serial Number, Dermo
Yersion Number: 6.0
Palrm Serial Murmber: Dermo

3. Enter your serial number in the field: “Enter Serial Number:”
3 ofserial - Microsoft Internet Explorer E\@\g\

Serial Number

Enter Serial Number:
demo

Office Tracker

heduler

Server Administrator

Clickthe "Register* button below to register your Cfiice Tracker Server.
Clickthe "Close” button to close this window.

4. Press the “Register” button
5. You should see a line of text (red) stating “Registration Complete.”
6. Press the Close button.
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Now you are ready to begin using the Office Tracker Server. The next section will tell you how to get
started, add names and how to instruct your client users to connect to the server.
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Getting Started with Office Tracker

To begin using Office Tracker as a network group scheduling solution you must set up the Office
Tracker Server and add your client user and resource hames. This section covers how to do both.
Before you go on, here is a list of Do’s and Don’ts you should read in order to run the Office Tracker

Server effectively.

Office Tracker Server Do’s and Don’ts

DO read the documentation for both the
server and the client. You should be familiar
with all features (client and server) in order
to act as the Server Administrator.

DO show your client users how to access the
Help system in the client software from the
Help menu by choosing “Contents.”

DO read the documentation on your
operating system and network
configuration. TCP/IP can be complicated if
you’'ve never read the instructions.

DO keep a current backup of the
OTP_Backups and the OTPSettings file on a
backup device as often as practical. We
recommend daily.

DO read periodic e-mail updates sent to you
by Milum identified with "Office Tracker" in
the subject area and keep up with
recommended maintenance updates.

DO instruct client users how to set-up their
initial schedule views (.ots files). Each user
will need to have their own schedule view(s)
created on their local machine.

DON'T let an inexperienced user run the
Office Tracker Server. Schedules are
important information to your company, don’t
allow this valuable asset to be in the wrong
hands.

DON'T make copies of the OTServer directory
while the server is running as this is not the
proper method for backing up. See the
section on Server Administration for backup
instructions.

DON'T upgrade client software versions
without upgrading the Server version, unless
specifically instructed to do so by Office
Tracker technical support.

DON'T move the Office Tracker Server to a
new machine before you thoroughly
understand what’s involved and how to move
it.

DON'T change your server IP address without
understanding how to re-connect your clients.

DON'T attempt to place the .ots files created
by the Office Tracker client in a shared
directory and share them with other users.
This can cause undesired results and strange
behavior.

DON'T forget to make backups of your data
files as described in “Making Backups of
Your Data File” later in this guide.
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Starting and Setting Up the Office Tracker Server

Step 1. Starting the Office Tracker Server

1. The Office Tracker Server is set up to auto-start after install. Each time the server machine is
restarted, the Office Tracker Server should also start up. If the server is not running for some reason
you can start it as described under the “Server Administration” section.

Step 2. Opening the Office Tracker Server Administration Pages

1. The Office Tracker Server Admin page is set to automatically open after install unless you cancelled
this option. If your web browser is not open to the Admin page, open your web browser now. Enter your
Office Tracker Server machine IP address or machine name followed by a colon “:” and the Office
Tracker Server port number which is “8001”

If your server IP address is “122.22.22.22” you would enter: <http://122.22.22.22:8001>
Or if your server machine name was “ServerXYZ” you would enter: <http://ServerXYZ:8001>

The Office Tracker Server “splash” screen displays for a moment. If you do not have Javascript
“active”, this window will continue to display and you will need to turn Javascript "on" and reload the
page in your web browser. To turn Javascript “on” check your web browser “Preferences” or "Options"
menu.

Step 3. Enter Administrator's Name and Password (Server Password)

Note: This step is not required in “Demo” mode.

The Office Tracker Administrator Pages uses a password to protect access from unauthorized users.
Enter the following password into the password field. The name and password are case sensitive.
Note: Don’t hold down the shift key when pressing the “=" key.

Administrators Name: Admin
Administrators Password: ot=timesavings

You can change the Office Tracker Server password from the Admin pages, please read the section
later in this guide under Server Administration.



Getting Started with Office Tracker 17

Administration

Admin Page
This page is where you access your Administration contrals faryvour
Office Tracker Server.

Click the Mames List button to addideletefedit user names and
resaurce names. You add a name far each person, place orthing you
want to schedule.

* Clickthe View Log button 1o see recent server activity,

Mames List Higw Log Maintenance  Contacts  vveh Seftings Palm Pazzwords Help
Semer Status: Running. Startup at Aug 14, 2003 3:01:09 A, Client Fortis apen.
Machine Mame: Dellgan
IP Address: 19216817
Client Fort Mumber: 4300
Serial Mumber: Demo
Warsion Number: 6.0
Palm Serial Mumber: Demo

Tip: Create a “bookmark” in your browser for the Main Admin page or the Names List page. If you do
not create a bookmark you will have to enter the full path each time you want to access the Office
Tracker Server Administration Pages.

WHAT TO DO IF YOU CAN'T ACCESS THE ADMIN PAGES

a.) If your web browser is set to use a Proxy Server, it could block the ability to connect to the local
server. Turn the Proxy Server option “Off” prior to any administration tasks. From Internet Explorer
choose "Internet Options" from the "View" menu, then click the Connections tab. From Netscape,
choose "Preferences" and click on the Advanced settings to access the Proxy Server option.

b.) If you are using MS Internet Explorer, be sure you've entered the full path for your server including
the "http://" at the beginning and the ":8001" port number after your IP address.

c.) If you are running Windows XP and have installed Service Pack 2 or Personal Firewalls, you will
need to open the :8001 port for the server and the 4300 port for the client. These settings are
normally found in the Control Panel under the Start menu.

Step 4. Adding Names for People and Resources

About Adding Names (People, Rooms and Resources)

You must add each of your client users’ names before they can log into the Office Tracker Server and
begin sharing schedules. You must also add any resources such as conference rooms in order for
users to begin creating schedules displaying the rooms.



18 Getting Started with Office Tracker

Group Names

If you would like to divide your users, rooms and resources into groups you can create Group Names at
the Office Tracker Server, prior to adding the individual names. Setting up groups enables you to
better organize the Names List and allows client users the added advantage of “filtering” their names
list by group any time they want to create a new schedule view, add attendees to a meeting or print
schedules. You can find more detailed information about Groups later in this guide.

Whether you enter a person’s hame or resource name you will follow the same procedure. In Office
Tracker each name (people and resources) has an “Identity”. Each identity may have a corresponding
e-mail address, sharing privileges and password. Sharing Privileges are accessed after you add the
names and are described in detail in the section "Security and Custom Sharing Privileges" later in this
guide.

When a client user launches the Office Tracker application they enter their “Identity” Name. A client
user can sign on with their own identity or the identity of any other user or resource if they have the
correct password.

The ldentity of the user scheduling events will display on the user’s screen at the bottom of the Office
Tracker schedule window and in the event block as “Scheduled by: Identity Name”. This is important
because whenever an event is created no matter what schedule it is placed on, the person who
scheduled the event "Scheduled by: Identity Name" is the owner of that event.

To add a new name, follow these steps:

Important Note: You should decide on your standard naming formats before you begin adding new
names to the Office Tracker Server. Client users must use this “Identity” name exactly as you enter it.

We recommend a straightforward “Firstname Lastname” approach. If you choose to enter each
clients’ identity as “Lastname Firstname” they may have more difficulty using the system as most
people are used to using first names. Names are case sensitive.

1. Click on the Names List button from the Admin page. The Names List window opens.

If you are not at the Admin page, open your web browser and enter your Office Tracker Server machine
IP address followed by a colon “:” and the Office Tracker Server port number which is “8001” If your
server IP address is “122.22.22.22” you would enter: <http://122.22.22.22:8001> , then click on the
Names List button.



2 Name List - Microsoft Internet Explorer,

File Edit wiew Favorites Tools Help

@Eack o \\) E @ :_;j pSearch *Favorites eMedia @ 8‘ ;i_; @ \_‘J @ .ﬁ

Address | &] hitp:f192.

168.1.7:8001 Milurm/OTPListMames

Names List

Aclmil

This page is where you add each of yaur client user names and resource
names such as conference rooms and facilities. When client users connect
theywill use the name you'e assigned as their "ldentity."

Click the Add Name button to begin adding names. Press the "Update”
hutton to refresh the list

Click on any underlined name to editthe sharing, passwaord, etc

in Mames List Groups Add Mame Sharing Connected Help

Name

Click on name to edit

Type E-mail Address Group Info.

Glick an address to send
v
mail. Al

Conference

unknown Mane
Room

Person unknown Mone

Person buatts@officetracker.com | Mene

Persan brad@officetracker.cam Mane

unknown Mone Green, Geargia

unknown Mane Green, Georgia

unknown Mone Green, Geargia
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2. Click the “Add Name” button. The Add Name window displays. If the Add Name window does not

it.
Add Name
Press the Add Name hutton to add each new userresource.
Close this window when you are done adding new names.
Marne: || |
[Required)
Type:
(Fequired) | Fersan v|
Infa. | |
(Optional)
E-Mail Addrass: | |
(Optional)
Office Tracker
Password: | |
(Optional)
[ Add Marme ] [ Cloze ]

3. Enter the name of the person or resource in the name field.

show the Add Name button at the bottom, drag the bottom corner of the Add Name window to resize
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4. Choose a “Type” from the drop down menu. Each name can have one corresponding “type” which
identifies it by an icon client users see in their schedule displays. Types can also be useful when you
export schedule data for reporting. For example, you may want to create a report of conference room
usage and having the “conference room” type assigned to all rooms makes it easier to retrieve this
information.

5. Choose a “Group” if you have created Group Names (Optional). You can add group names later and
edit any name on the Names List to add it to a group.

6. Info (Optional)- Enter any desired information about the name in the Info. field (many users like to
use this field for the phone extension of the client or conference room, or serial number of the
equipment). For conference rooms you might also put the total number of occupants the room can
handle.

7. Password (Optional)- Set a password for the name. If you set the password from the server, client
users will need to enter this password when they launch Office Tracker. Client users can also set a
password for themselves once they log onto the Office Tracker Server (preferred).

8. E-mail (Optional)- This is for use with MAPI e-mail notifications) Enter the e-mail address you want
to associate with this name. (You may want to associate a user’s e-mail address to your resources.)

9. Click the “Add Name” button to create the new name record. A new blank Add Name window
displays. You can add another name or close the Add Name window. When you are done adding
names, close the Add Name window.

10. Click the Update button in the Names List window to view the names you added. Each time you
add names, edit names or delete names, the Names List window will require an “update” to reflect the
changes. Click the update button after making name changes to view the changes in the Names List.

Once you have added all names (you can add additional names later as needed) you are ready to
connect your client users. Client users will need to have the Office Tracker client software installed on
their individual machines.

Step 5. Install Office Tracker on Users Machines
Detailed instructions for installation on Windows 98/NT/2000/2003/XP are included in the
User’s Guide.

Step 6. Give Users IP Address or Machine Name, Log-On Name (“ldentity” Name) and Serial Number
Distribute the IP Address or Machine Name and serial number to each user and give them their
“Identity” name so they can connect to the Office Tracker Server. The “Identity” hame needs to match
exactly as it is entered at the Office Tracker Server on the Names List. Spaces and capitalization must
match as well.
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How Users Connect

Office Tracker users will enter their log on Name "ldentity" when they first launch Office Tracker. They
will make their initial server connection in this Identity window as well. If you created an Office Tracker
password for each user, they must enter it in the Password field.

Identity g|

__s=  Enter your Office Tracker uzer name
and pazsword:

Mame: |John Smith L

Pazsword:

[ Connect to Server... ]

Save name and password

[ Help H Cancel ][ (] 4 ]

Next they will click the “Connect to Server...” button and enter either the Office Tracker Server IP
address or Machine name and click OK. The server name will display in the button. Users will only be
required to make the initial connection one time.

Once the server connection is made the user should click the OK button in the Identity window to
complete the connection.

Users will see a new Daily calendar with their name showing. They can add additional names in
several ways. The easiest way is to choose “Names Shown” from the “View” menu and select some
names to include in the current view.

How Office Tracker Updates Information

Office Tracker events and contacts created by users are sent to the server automatically when the
user presses the OK button in the New Event or Edit Event window or the Save button in the Contact
window. Office Tracker users are updated with changes made by other users in several different ways,
if they are on a particular day on their schedule, or on a particular contact record without moving, the
information is updated automatically every 10 minutes or less, depending on the setting in the Server
Preferences (default is 10 mins., minimum is 3 mins.). In addition, each time the user moves to a
different day, week or month, adds a new name to the view or presses the F3 key, the schedule view
will be updated. Each time a contact record is opened it is updated, or when the user presses the F4
key, any contact changes will be updated.
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Instruct Clients About Working Offline

Client users can work while connected to the server as well as when they are “offline” or disconnected
from the server. They may disconnect physically to take their computer home with them or they may
get disconnected temporarily if the Office Tracker Server is taken off line.

If clients become disconnected the offline icon will display in the top right corner of their schedule
window. When the server is available again they will automatically be reconnected and the icon no
longer displays.

When client users work offline, Office Tracker keeps track of the changes they make on their local
machines and waits to reconnect to the server to synchronize the changes. The synchronization
process happens automatically and takes place in the “background” however there are some “rules”
to be aware of. In general, the server will always have the ruling events. In other words, changes to
events on the server usually hold precedence over changes clients make while offline.

- Events and contacts that are added by other users while clients are offline will show up on their
schedules once they reconnect and synchronize to the server.

- Events and contacts that were modified while clients were offline. An event modified by another
connected user will override. In this case, Office Tracker will use the record on the server as the ruling
record. This means a client’s schedule may reflect the changes made by the other connected user
once they synchronize.

- Events and contacts clients create and edit while offline should be reflected once they synchronize.
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Office Tracker Server Administration

There are several tasks the Office Tracker Server Administrator should take care of on a regular basis.
Aside from installing the software and setting up the Names List, there are backups to manage,
Sharing Privileges to assign and periodic maintenance such as checking for the latest upgrades and
applying them when appropriate.

Most tasks are handled via the Server “Admin” pages as described in this section.

Overview of Common Server Administration Tasks

* Adding new names to the Names List as new employees come on board, or new resources such as
meeting rooms are added.

* Making frequent backups of the server data files to a separate disk. These are fundamental to the
operation of the Office Tracker system and if your server machine has a problem or your hard drive
fails you do not want to be without backups!

» Setting your client’s sharing privileges to give or restrict access to schedules.

¢ Stopping and Starting the Office Tracker Server properly. Detailed instructions are included in this
section under the heading "Starting and Stopping the Office Tracker Server."

* Regularly checking the “View Log” for errors and Startup information and the “Names List” to be
sure it is displaying your names after a server restart.

* Troubleshooting: For example, if a particular client user is having a problem with their data such as
events not displaying correctly or error messages, you may need to re-set the client’s local data file.
Or, if users have trouble with their connection to the server they will see an "offline" icon in the right
hand corner of their Office Tracker window. You should check the Server Admin pages “View Log” to
see if there are any error listings.

Server Admin Pages

The Office Tracker Administration pages (“Admin” pages) act as the front end to the various controls
and features of the Office Tracker Server application. The Admin pages are a series of html pages that
were installed on your server during your server installation process.

To open the main Server Admin page, follow the steps below.

1. Open your web browser and use the bookmark you created in the “Getting Started” section of
this guide, or enter the following: http://yourserveripaddress:8001 or
http://yourservermachinename:8001 into the address area (url area) of your web browser, then
press the “Enter” key

Note: If the Office Tracker Server application is not running you will see the “Page Not Found”
message in your browser. If so, start the Office Tracker Server and try again. See “Starting and
Stopping the Office Tracker Server.”
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2. The Administration window displays. You will see the the status of your server (whether or not it's
running), your IP address, Machine Name, your serial number and version information.

Administration

Admin Page
Thiz page iz where you access yvour Adminisiration controls foryour
Office Tracker Server.

Click the MNames List button to addideletefedit user names and
resource names. ¥ou add a name for each person, place or thing you
wantto schedule.

=]
1 -
0ﬂ|ce Iracker Clickthe View Log hutton to see recent server activity,
c|

heduler

Mames List ieww Log Mairtensnce Contacts Vb Settings Faitm Passwords Help
Server Status: Running. Startup at Aug 14, 2003 3:01:09 A, Client Fortis open.
Machine Mamea: Dellgon
IP Address: 192.1681.7
Client Port Mumber: 4300
Serial Mumber Dema
Warsion Mumber: 6.0
Falm Serial Mumber: Demao

From the main Admin page you can access the other administrative tools you will use in the Office
Tracker Server. The Names List is where you will enter your user’s names as well as the names of any
rooms or other resources you will be scheduling. The View Log is used for troubleshooting server
activity. The Backup page lets you set your backup times. It is recommend you backup the files to
another drive, see “Backing up Your Office Tracker Server Database Files” later in this guide.

Server Status: This shows the last startup time of the server and indicates if the client port 4300 is
opened correctly. If not, you may need to Stop the Office Tracker Server and restart it.

Machine Name: This is the name of the machine where the Office Tracker Server is installed and
running. You can allow your Windows client users to use this name instead of the IP address if they are
connecting from a Local Area Network.

IP Address: This is the IP address of the machine where the Office Tracker Server is installed and
running.

Client Port Number: This is the port used for all Office Tracker client connections. You may need to
allow this port number access if you are using firewalls for your network.

Serial Number: Your serial number will display in this area. If you have not registered your serial
number yet, it will say “Demo”. To register, click the underlined Serial Number link.

Version Number: This displays the version of the Office Tracker Server you are currently running.
Please have this information available if you call for support.

Palm Serial Number: This is only pertinent if you have purchased the optional OTPalm software.



Server Administration 25

Starting and Stopping the Office Tracker Server

Starting and Stopping the Office Tracker Server as a Standard Application (Windows 98)

If you chose to install the Office Tracker Server as a standard application, once you run the installer
you will have a mini-application or “launcher” accessible from your Task Tray at the bottom of your
screen. The launcher icon looks like a small calendar with a network connection on the bottom.

You can right click on the launcher icon and choose to “Start” or “Stop” the Office Tracker Server from
the launcher menu.

Starting and Stopping the Office Tracker Server as a “Service”

If you chose to install the Office Tracker Server as a “Service” once you've run the installer you will
have a new service called “Office Tracker Server” in your Services window. The service will start
automatically upon completion of your install and should be ready to use. If you stop the service, you
will start it as described below.

Starting the Office Tracker Service on Windows 2000/2003/XP

If you have the Office Tracker Service set to Startup “Automatically” (default setting) in your Services
window when you restart the machine the Office Tracker Server will start automatically. If you have set
the Office Tracker Service to startup “Manually” and you Stop the service, you will need to open the
Services window from your Start/Settings/Control Panel/Administrative Tools double-click the Office
Tracker Server and press the “Start” button to start the server again.

Stopping the Office Tracker Service on Windows 2000/2003/XP

To Stop the Office Tracker Server Service, open your Services window from your Start/Settings/Control
Panel/Administrative Tools, double-click on “Office Tracker Server” to open it, then click the “Stop”
button.

Starting the Office Tracker Service on Windows NT

If you have the Office Tracker Service set to Startup “Automatically” (default setting) in your Services
window when you restart the machine the Office Tracker Server will start automatically. If you have set
the Office Tracker Service to startup “Manually” and you Stop the service, you will need to open the
Services window from your Start/Settings/Control Panel/, select the Office Tracker Server and press
the “Start” button to start the server again.

Stopping the Office Tracker Service on Windows NT
To Stop the Office Tracker Server Service, open your Services window from your Start/Settings/Control
Panel and click on “Office Tracker Server” to select it, then click the “Stop” button.

Note: Some machines may require you to manually stop the javaw.exe process by choosing Ctrol-alt-
Delete, pressing the Task Manager tab and selecting “javaw.exe” from the tasks and pressing the
“End Task” button.
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Working with the Names List

The Office Tracker Server's Names List window is accessible from the Admin page. This is the page you
will likely use most often, especially when you first begin using Office Tracker. The Names List is where
you enter all users’ names as well as the names for any rooms, facilities or other resources you want
to schedule.

Office Tracker Groups (Optional)

If you have a small office or you are scheduling for just a few names, you may choose not to use the
“Groups” feature in Office Tracker. This is an optional feature that is most beneficial to users who will
schedule a large number of names and would like to divide them into specific groups. If you choose
not to use Groups, you can skip down to the section on Adding Names to the Names List.

A “Group” in Office Tracker lets you organize your Names List so users can filter which names they
view based on the group they are interested in seeing. In addition if you use group names you can
assign Sharing Privileges to an entire group of users at one time, saving yourself administration time.

For example, if you create a Group called “Meeting Rooms” then create each of the Room Names on
your Names List and assign each room to the “Meeting Rooms” group, users can choose to only view
“Meeting Rooms” when they are creating a new schedule view or editing Attendees/Resources. When
you want to assign privileges to the schedules for “Meeting Rooms” you can give users the same
access to all rooms if you like. Similarly if you create a group such as “Sales Group” you can easily
assign Sharing Privileges to everyone in the Sales Group at one time.

Setting Up Group Names
You set up Group names under the Groups button on the Names List page in your Server Admin
Pages.

1. Open your Admin pages by Starting your web browser such as Internet Explorer, and entering:
http://yourserverlPaddress:8001 into the address area.

2. Press the Names List button, then the Groups button.

3. Press Add Group to add the first Group Name.

After adding Group Names, you can choose a Group when you add or edit a name on the Names List.

How to Add a User or Resource to a Group

1. Open your Admin pages by Starting your web browser such as Internet Explorer, and entering:
http://yourserverlPaddress:8001 into the address area.

2. Press the Names List button

3. Click on the name on the Names List or click the “Add Name” button if you are adding a new name
and assign them to a Group by selecting the Group Name from the Group menu, then press the
Update button.

You can assign each new name into an existing group by selecting the group on the Add Name window


http://yourserveripaddress:8001/
http://yourserveripaddress:8001/
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when you are creating the name.

You can also assign Sharing Privileges to Groups making it much faster and more effective when trying
to make a change to several names at once.

How Client Users Access Groups

Grouping of names gives you the ability to “filter” your Names lists within the “Names Shown,”
“Attendees/Resources,” and “Select Contacts from Server” windows. When you open these windows,
the “Group” menu will display above the names available list. Selecting a group will filter the list to
only show the names in that specific group.

Adding Names to the Names List
1. Open the Office Tracker Administration Page in your web browser window by using the bookmark
you created or by entering <http://yourserveripaddress:8001> in the address area.

2. Click the Names List button. The Names List window displays as shown- however if you have not
added names, the lower portion will be empty.

2 Name List - Microsoft Internet Explorer.

File Edit Wiew Favorites Tooks  Help

@Eack ) ) B @ \h pSearch *Favorites e‘Media 8 pzzv ,:\; - \_J @ .‘3

Address | €] http: /192,158, 1, 7:8001 Milum{OTPListMames

Names List

This page is where you add each of your client user narmes and resource
names such as conference rooms and facilities. YWhen client users connect
they will use the name you've assigned as their "ldentity"

Click the Add Mame button 1o begin adding names. Press the "Update”
hutton to refresh the list.

Click on any underlined name to editthe sharing, password, ste.

OHice chedul !

Admin Names List Groups Al Mame: Shiaring Connected Help Update

Name Type E-mail Address Group Info.
Click on name to edit Click on address to send

mail.

Conference

unknown Mane
Room

Person unknown Mone

Persan bwatts@officetracker.com | Mane

Person brad@officetrackercom Mone

unknown Mone Green, Georgia

unknown Mone Green, Georgia

unknown Mone Green, Georgia

3. Click the “Add Name” button. The Add Name window displays.
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Fress the Add Name button to add each new userfresource.
Close this window when you are done adding new names.
Mame: |
(Required)
Type:
(Requireds Person v
Group: | | Mone v
Info.
(Optional)
E-Mail Address:
(Optional)
Office Tracker
Password:
(Optional)
Add Name

TIP: If the Add Name window does not display the Add Name and Close button at the bottom, drag the
bottom corner of the window to resize it.

Important Note: Be sure you have decided on your standard naming formats before you begin adding
new names. Client users must use this “ldentity” name exactly as you enter it. We recommend a
straightforward “Firstname Lastname” approach. If you choose to enter each clients’ identity as
“Lastname Firstname” they may have more difficulty using the system.

4. Enter the name of the person or resource in the Name field.

5. Choose a “Type” from the drop down menu. Each name can have one corresponding “type” which
identifies it by an icon client users see in their schedule displays. Types can also be useful when you
export schedule data for reporting. For example, you may want to create a report of conference room
usage and having the “conference room” type assigned to all rooms makes it easier to retrieve this
information.

6. Group (Optional)- Choose a group name from the Group menu if you have created groups.

7. Info.(Optional)- Enter any desired information about the name in the Info. field (many users like to
use this field for the phone extension of the client or conference room, or serial number of the
equipment). For conference rooms you might also put the total number of occupants the room can
handle.

8. Password (Optional)- Set a password for the name. If you set the password from the server, client
users will need to enter this password when they launch Office Tracker. Client users can also set a
password for themselves once they log onto the Office Tracker Server (preferred).

9. E-mail (Optional)- for use with MAPI e-mail notifications) Enter the e-mail address you want to
associate with this name. (You may want to associate a user’s e-mail address to your resources.)
10. Click the “Add Name” button to create the new name record. A new blank name record displays.
You can add another name or close the Name Record window. When you are done adding all names
you want for this session close the Name Record window.

11. Important: Click the Update button to view the names you added.
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Viewing, Editing (Changing), and Deleting Names

Important Note: When you edit the spelling of a name on the Names List or delete a name, instruct
client users to edit any saved views containing the original spelling of the name.

When you want to make a change to a Name record or to remove a Name, follow the steps below.

To View or Edit a Name Record, follow these steps.
1. Open the Office Tracker Administration Pages in your browser window by using the bookmark you
created or by entering <http://yourserveripaddress:8001>

2. Click the Names List button. The Names List window displays.
3. Click on the underlined Name in the first column of the Names List to edit the record.
4. The Edit Name window for that user or resource displays.

Tip: If the Edit Name window does not display the buttons at the bottom you may need to drag the
bottom corner of the window to resize it.

5. Make your changes to the name record.

6. Click the “Update Name” button to accept your changes. To delete a name, click the Delete Name
button. Instruct all client users to remove the old name from any saved views, press the F3 key to get
an update of names from the server, then add the new name into their schedule view.

7. Click the Update button in the Names List window to update your list when you delete or modify
names.

Sending e-mail to a name on the Names List
Provided you have your web browser configured properly, you can send e-mail to any name on the
Office Tracker Names List by clicking on the underlined e-mail address in the Names List window.

Viewing the Currently Connected Users in the Names List

From the Names List window you can click the “Connected” button to view a list of currently connected
users on your Office Tracker Server. This is helpful to diagnose network trouble and usage of the
system. On occasion the “Connected Users” list may not be able to resolve the user’'s name and will
display an “Unknown User” in the space for the name of the connected user. You can make a note of
the IP address and resolve the name from the IP address.

1. Click the “Connected” button.
2. The Connected Users window displays a list of connected users.

Note: If the name shown is "unknown" this is because Office Tracker had a problem resolving the
name associated to the IP address listed.

Adding Client Users (Increasing User License)
If you would like to add additional client users to Office Tracker you can upgrade your user license at
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any time by contacting Milum at: 512-469-2966.

Changing the Spelling of Name on the Server List

Changing the spelling of a name on the server will require client users with saved views to remove the
old name and add the new name. This is accomplished by choosing “Names Shown” from the “View”
menu with the view open. The client should remove the old hame and add the corrected name by
choosing it from the Names Available field.

Deleting a Name from the System
You may want to delete a user or resource name from the server if the user is no longer working with
your organization or the resource is no longer available for scheduling.

Note: Removing a name means that some client users will have saved views with the removed name
still included. Unless you want client users to be able to access the information for historical record
keeping, they should be instructed to remove the name from their saved views as well. Once a name is
removed from the server and the client has received a full update, the name will no longer display in
the Names Available list. The client user will get a message each time they open a view with the old
name included to let them know this name no longer exists on the server.

When you delete a name from the Names List, events with the name (any events including this name
as an “Attendee”) will remain. This is to preserve the history of that user or resource's schedules. Your
current client users will no longer have access to the deleted user’s name from their Names Shown
and Attendees lists.

Tip: If you delete a name by accident you can reactivate the name by re-entering it at the Office tracker
Server Names List exactly as you had it before.

Security and Custom Sharing Privileges

Office Tracker users can share information in a number of ways. Sharing Privileges can be assigned at
the Office Tracker Server for client users as well as for resources such as conference rooms and
equipment. Sharing privileges allow users to view each other's schedules and to schedule meetings
and group events.

Important Note: Office Tracker has default sharing privileges that meet the needs of most offices.
Before making changes to the privileges, please review this information and the needs of your office.
A large number of non-default Sharing Privileges can slow down server performance when a new user
connects for the first time and needs to retrieve all permission information concerning their name.

In addition to the default privileges, you can create custom Sharing Privileges. Custom Sharing
Privileges can be assigned at the server. For example, if you use Office Tracker to set meeting times
for conference rooms you may want to set privileges to restrict who is allowed to schedule (create
events) on the conference room schedules.
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Passwords

Security is provided on the client user’'s machine by allowing users to set a password for themselves.
The password simply keeps other network users from signing on with an unauthorized identity and
obtaining schedule information. The Office Tracker Server Administrator can remove the password for
any user from the user’s name record in the Names List page.

Event Ownership

When an event is created, ownership is based on the current Identity selected at the Office Tracker
client. The Identity may or may not be the user's name. When an Office Tracker client has Sharing
Privileges to schedule events for a person or resource other than their own name, the event that is
created is still owned by the client (identity) scheduling the event. If a user wants to modify an event
that is scheduled on a conference room calendar they must have privileges to “Edit events” for the
owner of the event not the conference room.

To check the identity of any client, go to the client machine and choose "ldentity" from the "File" menu
or look in the bottom “status” area of the Office Tracker window. The Identity window shows the
current Identity in the "Name" field. If you want to change the Identity, select the users name from the
drop down menu if it is available. If it is not available, enter their name exactly as it is entered on the
Server's Names List and click the “OK” button.

When a user schedules an event the event will show the "Scheduled by" name in the edit event
window (double-click on any event to view this information in the lower left corner of the event
window). The "Scheduled by" name is the name of the Identity used when the event was created.

Setting Sharing Privileges for Resource Names

Sharing privileges can be set for resource names from the Office Tracker Server. For example, if you
use Office Tracker to set meeting times for conference rooms you may want to set privileges to restrict
who is allowed to schedule conference rooms. Resources have an “identity” just like client users.
Think of the resource as a regular user name when you are creating privileges.

Sharing Privileges for Client Users

When client users connect for the first time they will gather all Sharing Privileges for their name from
the Office Tracker Server. If you make a large number of changes to the Sharing Privileges before
allowing clients to connect, then you instruct ALL of your clients to connect at the same time, you will
notice a delay time and slow server performance as the server updates all the connecting clients.

Client users can also get Sharing Privileges updates by pressing the F3 key on the top of their
keyboard.

“Everyone” Option in Sharing Privileges (Use with care)

The “Everyone” option in the Sharing Privileges window actually creates individual “exceptions” to the
default Office Tracker Sharing Privileges. What this means is that a large number of sharing
“permission slips” must be sent to each client user when this option is used. The more often you use
the “Everyone” privilege, the more hits your server performance will take on initial client connections.
Use this option with care.
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Creating or Assigning Sharing Privileges for Users
To create custom sharing privileges for any name (client user or resource), follow the steps below.

1. Open the Office Tracker Administration Page in your browser window by using the bookmark you
created or by entering <http://yourserveripaddress:8001>

2. Click on the Names List button. The Names List window displays.

3. Click on the Sharing button. The Sharing window displays.

3 hiip:1192.168.1.7:8001 - Sharing Privileges - Mi... [2 (B[]

Sharing Privileges

Press the Save button to save changes made. Close this window
when you are done setting privileges.

For events Mame:
& contacts owned by: | Brad Carson &3 ‘

Give the access Group: | Select Name W

privileges below to:

Mame
[ Mark williams

Access Privileges: | Access to Schedule:
Wiew Schedule
Add Events

[ add Conflicting Events
Access to Events:

[ EditDelste Events
[ wiew Private Events

Access to Contacts;
view Contacts
[ Edit Contacts
[ Delete Contacts

[ Wiew Private Contacts
Access to Contact Tracking:
Add Contacts

Sawve || Close

& Dore & Internet

4. Choose a name from the “Name” menu at the top “For schedules, events & contacts owned by:”

5. In the section “Give the access privileges below to:” choose a name from the "Group" menu if you
are using Groups. This will give privileges to every name in that group or choose a name from the
“Name” menu to give privileges to a specific name.

6. Click on the corresponding privileges to check the boxes or uncheck them to grant or remove
privileges. See the definitions for Sharing Privileges below.

7. Click the “Save” button to send the changes to the Office Tracker Server.

Sharing Privileges Defined

Several Sharing Privileges are on by default. These are: “View Schedule,” “Add Events” and “View My
Contacts.” These default settings allow your client users to get up and running quickly without
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requiring you to make changes. Many users find these settings to be all they need.

Each sharing privilege is described in detail along with a brief overview of when you would want to
assign the privilege. The settings you select affect the user’'s name you have selected in the drop down
menu.

View Schedule- allows the selected user to view the schedule for this name. If this setting is off, the
name column displays in italics on that user’s machine. This is on by default.

Add Events - allows the selected user to schedule events for this name. Assign this to anyone in your
workgroup who may need to set up events or meetings that include this person or resource. This is on
by default.

Add Conflicting Events- allows the selected user to create conflicting events for this name/resource.
Some organizations may need this ability in order to schedule shared rooms or to accommodate other
specific scheduling needs where more than one event takes place at the same time.

Edit/Delete Events- allows the selected user to edit or delete events created by this name. Users with
this privilege can edit the contents of any event created by the user who is granted Edit/Delete. Assign
this privilege to a user who does all of the scheduling for an office for each of the names they
schedule.

View Private Events- allows the selected user to view Private Events. This privilege requires View
Schedule to be checked. It overrides the Private Event checkbox in the Event window. Assign this only
when you want a user to have viewing access to all of another user's or resource's private events.
When an event is displayed that is set to "private" and the user who is viewing does not have privileges
to view the private events for this name, the event block displays with no readable text.

View Contacts- allows the selected user to view the contacts for this name. If this setting is off, the
name will not be available in the client user’s “Select Contacts from Server” window. This is on by
default.

Edit Contacts- allows the selected user to edit contacts created by this name. This is off by default.
Delete Contacts- allows the selected user to delete contacts created by this name. This is off by
default.

View Private Contacts- allows the user to view private contacts created by this name. This is off by
default.

Add Contacts- this setting is only available when you choose the same name from both Name menus.
It allows the selected user to create contacts. This is on by default.

Office Tracker Contact Manager Sharing Privileges
Contact records are “owned” by the creator just like events. The Office Tracker Server Administrator
can give Sharing Privileges to each user to “View, Add, Edit, Delete, and View Private Contacts.”

Adding/Sharing Contacts With Other Office Tracker Contact Manager Users

Once you've set the Sharing Privileges for client users access to contacts they will need to choose
which contacts to view locally using the “Select Contacts from Server” function.

Each Office Tracker client user must choose “Select Contacts from Server” under the “Contacts” menu
and select the names from the list as shown. Client users may view contacts from other users only if
they have been granted Sharing Privileges to do so.



34 Server Administration

Backing up Your Office Tracker Server Database Files

Important: Please read this section thoroughly and make backups frequently. Do not make a backup
copy of the OTServer folder while the Office Tracker Server is running. It is a “live” database and trying
to copy it while it is running could damage the files. Check the backup software you plan to use to
ensure it will not copy “live” files or be sure you exclude the “OTDatabase” folder.

How and Why You Should Make Backups

In general, data corruption is not common but on occasion it can happen. With a mission critical
application like scheduling software there is never a good time for a corruption problem so backups
are very important. If the server files become corrupt or get damaged you will have to recover a
backup.

You make backups on your local drive by opening your Admin page, pressing the Backup button to go
to the Backup page, then pressing the Backup button. You will also want to make copies of your
backups to a separate disk (not local) in case of a hard drive failure. All of this is covered in this
section.

Your backups only reflect the information you had at the time they were made. The 5.0 and later
versions of the Office Tracker Server include a Backup setting that allow you to make backups as
frequently as every 3 hours. This doesn’t mean you will have 8 copies each day, the backup scheme is
handled on a rotating basis, keeping only 2 of the most recent copies of the file
(“OTDATABackupA.xml” and “OTDATABackupB.xml”) and one for the start of the day such as
“OTDATAWed.xml.” The backup files will be created every “x” number of hours apart depending on the
setting you choose. The default setting is every 24 hours at midnight.

What to do if you suspect corruption?

If you suspect a database problem, don’t delay, immediately instruct users to Exit the Office Tracker
application, then go to the server machine and Stop the Office Tracker Server. After the server has
been stopped, try opening one of the client’s machines and see if you can print some reports
reflecting data added since the last backup. This will give you something to use if necessary. You can
at minimum pass around some printed reports to use while you are getting the backup copy in place.
See “Restoring a Backup” for more information.

AUTOMATIC SERVER BACKUPS

The Office Tracker Server is configured by default (if you haven’t changed it) to automatically back up
the data files once every night at midnight- provided you leave the machine and the server software
running. This is only partial protection as you may have a hard drive failure or other hardware/software
problem where you can’t access this backup.

Important: You should make additional copies of the data files to another drive or backup system on a
regular basis. This is covered later in this section under the heading “Making Manual Backups to
Another Drive.”
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Where Backups are Stored

The Office Tracker Server utilizes the XML (extendable markup language) format for backup files. This
means with a web browser such as MS Explorer or any other XML parser you can open the backup and
look at the data. You may even modify the file and use it for your data file - though this is for
advanced users and we recommend consulting with a technical support person at Milum before you
do this.

The automatic backup feature exports the Office Tracker master data file to an .xml file that is stored
by default in a backup directory on your Office Tracker Server machine. This occurs by default each
night at midnight, provided the Office Tracker Server software is running.

You can view the backup location by clicking the Maintenance button in the Admin pages, then click
the Backup button. The default backup directory is located in the path that follows:

C:/Program Files/OT Server/Jigsaw/Jigsaw/WWW/Milum/OTP_Backups

Note, C: could be a different letter drive if you installed the Office Tracker Server to a different drive
during installation.

The .xml backup files will be named OTDatamon.xml, OTDatatue.xml, etc. for each day of the week.

Changing Your Backup Storage Location

To change the path where your backup files will be located, open the Backup page from the Office
Tracker Administrator and change the path from the default to the location of your choice. Be sure to
enter the path explicitly with the correct backslashes indicating sub-directories. If the path you enter is
invalid for any reason, the Office Tracker Server will default to the original path to save the backups.

Backing Up Over Network When Running as a Service
If you are running the Office Tracker Server as a “Service” you will need to set up your Office Tracker
Server Service to allow network backups.

1) Open the Control Panel Services window on the Office Tracker Server machine and configure the
Office Tracker Server service to log on to a user account that has access to network shares. This must
be a user account other than “Admin.” To configure the account, right click on the Office Tracker
Server service and choose “Properties” then click the “Log On” tab.

2. Click the “This account:” option then Browse to find the user account you want to set up. Choose it,
click “OK” then click “OK” in the Log On window.

Note: If the network share has a password to access the share, then the user account must have the
same password as the share to successfully access the share from the Office Tracker Server service.

3. Restart the Office Tracker Server service and go to the backup page and enter the UNC pathname
for the share. UNC pathnames are composed of the host name followed by the share name followed
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by any directory names under the share name using the following format:
\\hostname\sharename\directoryname\subdirectoryname...\subdirectoryname

For example, to access the OTBackups directory under the ServerBackup share on the MainServer
host machine the user would enter: \\MainServer\ServerBackup\OTBackups in the path input area on
the Backup page of the Office Tracker Server.

This only applies to users running the Office Tracker Server as a service, running the server as an
application does not require the use of UNC names for shares, mapped drive letters may be used
instead.

Making a Manual Backup

Ideally you should make backups during “down” time on your network when client users are not trying
to access the Server. If client users are accessing the server they may be temporarily disconnected
during the Backup process.

When using this manual method of backup, the backup of your data file will have numbers appended
to the end of the file name such as "OTDATA27100114629.xml." Each backup will have a different
number appended. To locate the most recent backup, view the file by "Detail" to locate the most
recently created file.

Your manual backups will be stored in the same location as your automated server backups. See
above under “Where Backups are Stored.”

1. Open the Office Tracker Administration Pages in your web browser window by using the bookmark
you created or by entering <http://yourserveripaddress:8001>.

2. Click the Admin button.
3. Click the Maintenance button
4. Click the Backup button.
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Backup Database Files

The Automatic Backup feature is on by default. With the default
seftings, the data files will be backed up every night at midnight,
provided the serer machine is running.

Caution: Clientusers who are connected may be disconnected
during the backup process.

=] [2]

Adimin Mairterance Wiewy Log Rehuiled Help

Click this hutton to force a backup nowe: @1

Backup Now: Back-up

Automatic Backups: | Backup the server database every | B % | hours, starting at | 8 PM %
LIse the settings to the
right to specify a : . .
diffarent start time and Save backups t.o the following directary:
frequeney for the || CA\Pragram Files\OTServer

automatic backups.

[ Change Backup Settings ]

5. In the Backup Now section on the page, click the “Back-up” button. Note: Backups can take several
minutes from 10-30 or more depending on the size of your data files (how many events you have) and
the speed of your server machine.

Important: Do not Shut Down the machine during the backup process as it can corrupt your backup.

6. When complete you will see a “Backup Complete” page. It should say that it was “successful.” If so,
you can continue with other administration tasks at that time. If not, you may need to try a Rebuild
and/or restore a previous backup copy.

Making a Backup to Another Drive

Important: In addition to Office Tracker's automatic backups, it is important to make backups to
another drive. If your server machine has a hard drive failure for example, you would lose all the
automatic backups unless you had copied them to another drive or changed the path for the
automatic backup to another drive. Please do not make copies of the entire “OTServer” directory while
the server is running as this may corrupt your database files.

Since the Office Tracker Server keeps the database files open while the Office Tracker Server software
is running you will not be able to backup the files by simply copying them. Instead, you should backup
the xml files the Office Tracker Server automatically creates every night at midnight such as the
OTDATAWed.xml for the backup of the data file from Tuesday. The name for the backup reflects the
day after the actual backup since the backup starts at 12:01 am.
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Following are the recommended file names to backup: OTDATASun.xml, OTDATAMon.xml,
OTDATATue.xml, OTDATAWed.xml, OTDATAThu.xml, OTDATAFri.xml, OTDATASat.xml.

These files are located in your OTServer directory in the following path by default: (Note, C: could be a
different letter drive if you installed the Office Tracker Server to a different drive)

C:/Program Files/OTServer/Jigsaw/Jigsaw/www/Milum/OTP_Backups

If you have set the backups to be saved to another directory you can check the setting on your Backup
page in the Admin pages.

When the Office Tracker Server creates the automatic backups (provided the machine is on and the
Office Tracker Server is running) it will replace the file from the last backup. At no time will there be
more than seven (7) daily data backup files.

If your server has not been running for an entire week you may not have all the files listed. If you're
using an automated backup system you might want to create empty files with the missing names as
place holders for your backup system or just back up the complete OTP_Backups directory.

Restoring a Backup of the Data File
Before trying to restore a backup copy you might want to try “Rebuilding” the data file. See “Rebuilding
the Office Tracker Server Data File” later in this section.

If your data file becomes damaged due to a hard crash or other problem you may need to restore a
backup copy. This is not a common procedure but one you will value if a minor catastrophe occurs. If
you have trouble with the server and begin getting error messages or see errors in your log file it is an
indication that something may be wrong with the data file. If rebuilding the data file does not fix the
problem you will need to use a backup file.

Note: You must restore the backup data file at the server machine unless you have remote access
software.

Office Tracker Server Backup Files

The backups are stored by default in the “OTP_Backups” directory in the following path “C:/Program
Files/OTServer/Jigsaw/Jigsaw/www/Milum/OTP_Backups” If you made a change to your backup
storage location, you should check your Backup page to verify the correct location.

Restoring the Office Tracker Server data file using a backup file.
To restore the Office Tracker Server data file from a backup file, complete the following steps.

1. Exit all Office Tracker client users.

2. Stop the Office Tracker Server by either choosing “Stop Office Tracker Server” from your launcher
icon (in your Task Bar) or if it's running as a service open your Services Control Panel window and Stop
the Office Tracker Server service. See the Chapter on Getting Started for more complete Starting and
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Stopping instructions.

3. Locate the directory “OTP_Backups” in the following path (Note, C: could be a different letter drive if
you’ve moved the Office Tracker Server to a different drive)

“C:/Program Files/OTServer/Jigsaw/Jigsaw/WWW/Milum/OTP_Backups”

4. Make a copy of the most recent backup file you have such as “OTDATAMon.xml” The day of the
backup is indicated prior to the .xml suffix. Mon, Tue, Wed, etc. Will indicate the day the backup was
generated. Since the day of the backup is 12:00:01 AM the day Mon is really the backup form Sunday
night at midnight.

5. Rename the directory “OTDataBase” in the C:\Program Files\OTServer directory to
“OTDataBaseOld”. (Note, C: could be a different letter drive if you installed the Office Tracker Server to
a different drive)

6. Move a copy of the backup file ex: “OTDATAMon.xml” to the “Import” directory at “C:/Program
Files/OTServer/Jigsaw/Jigsaw/WWW/Milum/Import.” (Note, C: could be a different letter drive if
you’'ve moved the Office Tracker Server to a different drive)

The Office Tracker Server looks for an Import file in the Import folder and scans the contents. If it finds
any .xml files it imports their contents and then renames the file ".xml.done".

7. Start the Office Tracker Server application by choosing it from the launcher or by starting the service
in your Services Control Panel window. The import process will begin immediately. Don’t turn off the
machine or interrupt this process.

8. Log in to your Admin pages like you normally do. The import process page will display until the
import is complete. Don’t turn off your machine or try to do other tasks until the Import is complete.
The Import Complete page will display to notify you when the import is complete.

9. Once the Import Complete page displays, go to your Admin page, then check your Names List to
verify your names are displaying properly. Check the View Log to make sure there are no errors. You
may need to Refresh your web browser or Delete cached files to see the current View Log information.
To delete cached files in Internet Explorer, choose the Tools menu, then Internet Options, select the
General Tab, then click the “Delete Files” button under the Temporary Internet Files section. Click OK
and then click the Refresh button.

View Log - Using the Office Tracker Server Log

The Office Tracker Server automatically logs server activity and creates a text file or “log” for each day
of the week. The log is useful for spotting error messages that may indicate a need to rebuild your
database files. You can view the “active” server log in your Admin pages by clicking the “View Log”
button. You can also access stored text versions of your inactive logs.

Where Log Files are Stored

The log files are stored in the Office Tracker Server folder on the hard drive in the following directory:
"C: /Program Files/OTServer/Jigsaw/Jigsaw/logs." You can view the current log from the Server
Administration Pages. Note: If you installed the Office Tracker Server on a drive other than the C: drive,
the letter will be different.
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Office Tracker will generate a file for each day of the week but only hold one week at a time. For
example “Monday” will always reflect the most recently passed Monday. The Server Log can indicate
problems on your server such as low memory, low disk space, or overuse of large group views. They
can also be used to track changes made to events. You will likely read the server log only if you are
experiencing some difficulty on your Office Tracker system, such as users being unable to connect to
the server or slow access times.

The Server Log must be backed up (copied) if you want to save the log information for more than the
current week. Office Tracker automatically overwrites each weekday with the most current day’s
information, storing just a week’s worth of log files at a time.

To View the Office Tracker Current Log, follow these steps.

1. Open the Office Tracker Administration Page in your browser window by using the bookmark you
created or by entering: <http://yourserveripaddress:8001>.

2. Click the Admin button. The Administration window opens.

3. Click the View Log button. The Server Log window displays.

4. Press the “Reload” button in your browser to get updates.

Note: Only a portion of the current log file will be displayed in the View Log window. If you want to look
at the entire log file you will need to open a word processor first, then open the log file by choosing
"Open" from the "File" menu and locating the log file in the following directory: "C: /Program
Files/OTServer/Jigsaw/Jigsaw/logs." You can view the current log from the Server Administration
Pages. If you installed the Office Tracker Server on a drive other than the C: drive, the letter will be
different.
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Note: You must press the “Refresh” button in your browser window to see the most current log report.
You will likely press this button several times during troubleshooting to watch the progress or activity.

Exporting Events for Reports

With the Office Tracker Server you can export events to a xml or tab delimited file for use in a
spreadsheet or database program. This is a useful reporting and archiving tool. You may for example,
export all the events for a particular month with particular attendees for use in a time-billing scenario.
Events are exported with all information fields in the following order: (Start Date and Time, End Date
and Time, Actual Time, Description, Attendees, Scheduled by, Keyword, Label, and Recurring)

Exporting to Tab Delimited Format

Tab delimited format is simply a file format that uses tabs to separate the fields of information. When
you export to this format you can open the exported file in a spreadsheet, database or even word
processor to further manipulate the data.
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Exporting in XML Format

XML stands for eXtensible Markup Language, and is a data format for structured document
interchange on the Web. Like HTML, it is a markup language derived from SGML. However, unlike
HTML, which was created to allow cross-platform formatting of information for display, XML is best
suited for organizing data.

XML looks much like HTML, but the principle difference is that XML describes the type of content,
whereas HTML describes how to display content. You can also think of each XML file or document as a
mini-database. Tags (the text surrounded by angle brackets) in an XML document delineate the
records and fields. The text between the tags is the data. Use the [CDATA[<data>]] block to include
raw character data.

XML tools are available for just about any platform and many are free. The SGML/XML Web Page (see
below) maintains a very thorough list of publicly available software for XML. You can find it at

http://www.oasis-open.org/cover/publicSW.html .

To export events from the Office Tracker Server, follow these steps:

1. Open the Office Tracker Administration Page in your browser window by using the bookmark you
created or by entering <http://yourserveripaddress:8001>.

2. Click the Admin button. The Administration window opens.
3. Click the Export Events button. The Export Events window displays.
4. Enter the desired date range in the format MM/DD/YY.

5. Choose the name or “Everyone” option in the Attendees menu. The “Everyone” option exports
events for all attendees for the date range given.

6. Choose the format for the exported file.
7. Enter a name for the exported file.

8. Press the “Export” button. The exported file will be located in the following directory: "Program
Files/OTServer/Jigsaw/Jigsaw/www/milum/Export."

Deleting Events (Clearing Historical Data)

¢ ! Important Note: Make a backup of the Server data file first. Once you clear old data client users
will not have access to the information. You cannot reverse the deletion process. The Server data
file is the “master” file and changes made to the Server override those made by clients.

To clear data from the Office Tracker Server follow the steps below.

1. Open the Office Tracker Administration Page in your browser window by using the bookmark you
created or by entering <http://yourserveripaddress:8001>.

2. Click the Admin button. The Administration window opens.


http://www.oasis-open.org/cover/publicSW.html
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3. Make a backup of the data file. (See Backing up the Office Tracker Server)
4. Click the Maintenance button.
5. Click the Delete Events button. The Delete Events window displays.

Delete Events

Caution! This action is irreversible,

Client users will na longer be ahle to access events vou delete
from the server. Be sure you have a backup of your data file
hefare proceeding.

0ﬂ|ce1racker

heduler

= & =

Admin Mames List  View Log Export Data Delete Events Back-up Rehuild Help
Date Range:
MWD DAY From:|1/1/1990 To: 971672003
Example: 08/22/98
Attendees: Delete events in the above range ifthey include the selected attendee.

All v

5. Enter the desired date range in the format MM/DD/YY.

6. Select the Attendee Name or “Everyone” to indicate events you want to delete that have a specific
name or nonspecific name in them.

7. Press the “Delete” button.

Note: Recurring events that have not completed all recurrences will not be deleted.

Rebuilding the Office Tracker Server Data File

The Office Tracker Server has an automatic rebuild feature built in however there are times when you
may need to do a manual rebuild. If your Server machine crashes or a network error causes some file
corruption there may be a need to manually rebuild your data file. Also, if you want to upgrade, you
should rebuild your data file prior to installing the upgrade. If you begin getting error messages in your
Server Log file or client users report strange difficulties with events, this may be an indication you
need to rebuild the file as well.

To rebuild the Office Tracker Server Data file follow these steps.
1. Open the Office Tracker Administration Pages in your browser window by using the bookmark you
created or by entering <http://yourserveripaddress:8001>.

2. Click the Admin button.
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3. Click the Maintenance button.
4. Click the “Rebuild” button.
5. You are prompted to be sure you want to rebuild.

6. As long as you have a backup of your data file, and you have notified client users to disconnect from
the server, click the “Rebuild” button to begin.

Important Note: Do not shut down the machine during the rebuild process or you will corrupt your
database file. This may take some time- 10- 60 minutes or more, depending on the size of your data
file and the speed of your machine. The “Rebuild Successful” page will display when process is
complete.

7. When you see the “Rebuild Successful” page click the Admin button to go back to your Admin page.
Check your Names List page to be sure all your names are displaying properly, then check the View
Log to be sure there are no errors being reported. If you see errors you may need to restore a backup
copy of your database files.

Note: The View Log may not update on it’'s own due to the way some browsers handle caching of
pages. To empty your cache in Internet Explorer select Internet Options, then Tools, click the Delete
Files button then click OK. Close the Internet Options window then press your F5 key to refresh the
page.

Increasing the Memory Allocation for the Server

If the server data file becomes too large for the default memory setting, you may need to increase the
memory size of the Office Tracker Server application. You may notice your Office Tracker Server
responding slowly which would be a sign that the memory is set too low.

To change the memory setting for the Office Tracker server follow these steps.

. Go to the Office Tracker Server computer.

. Stop the Office Tracker Server application or service.

. Open regedit

. Expand HKEY_LOCAL_MACHINE

. Expand Software under HKEY_LOCAL_MACHINE

. Expand Milum Corporation

. Click on Office Tracker Server

. You should see the Item LaunchCmd in the right pane
. Double click the LaunchCmd to open the editor

10. Change the current string to the following line with no returns:

javaw -Xrs -Xms32m -Xmx256m -cp "C:\Program Files\OTServer\Jigsaw\classes\OTPServ.zip"
OTPServer -root "C:\Program Files\OTServer\Jigsaw\Jigsaw"

11. Press Ok to close and save the changes

12. Close Regedit

© 00 NO O WN B
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Troubleshooting and Tips

The following troubleshooting tips are useful in diagnosing and assisting with server and client trouble.

#1- Client Connection Problem - I've installed the server but my clients aren't showing connected
(there's a server offline icon in the upper right corner of their window).

First Possibility:

Have you made the initial client connection by choosing from the File menu “ldentity” and clicking the
“Connect to Server” button? If not, you will need to do this in order to establish the connection for the
first time. After the first time, the client will “find” the server automatically.

Second Possibility:

The Office Tracker Server machine must have a "static" IP address so client users can connect. If you
do not have a static IP address you should use the Machine Name of the Office Tracker Server
machine to connect your client users.

To check the IP address, go to the server machine, then follow the steps below.

Windows 98

1. Choose "run" from the "Start" menu.
2. Type "winipcfg"

3. Press the Enter key.

Windows NT/2000/2003/XP:

1. Choose “Command Prompt” from the Start/Accessories menu, Accessories menu, then type
“ipconfig”

3. Press the Enter key.

The current IP address for the machine should display. Make sure this is the same address you
entered at the client machine.

#2- | can't seem to access the features of the Administration Pages. Page Not Found displays.

New Users: Most Likely Reasons Server Admin Pages Won't Display:

1. The Office Tracker Server software isn’t running (check Task Manager Ctrl-Alt-Delete to see if the
process “javaw.exe” is running. If you don’t see java.exe, choose “Office Tracker Server” from the
“Start” menu and try again or if it's installed as a service, choose Start/Control Panel/Administrative

Tools/Services and Stop, then re-start the Office Tracker Server service.

2. IP address isn’t static.
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On Windows 95/98 choose Run from the Start menu and type in “winipcfg” and click “OK” to see your
IP address.

On Windows NT/2000/2003/XP, choose “Command Prompt” from the “Start/Programs/Accessories”
menu and when the DOS window displays, type “ipconfig” then press the Enter key.

Your IP address should not be all zeros such as: 00.00.00.00, it should also not change from one
startup to the next. If it does, it's not “static” but is being assigned automatically by a DHCP Server and
changes at random times. Check with your network administrator or the person who set up your
network.

3. Proxy Server option is turned on in Internet Explorer. Choose “Internet Options” under the “Tools”
menu (or other menu in older versions) in Internet Explorer, click “Connections” tab, then click “LAN
Settings” button. If Proxy Server is on (checked) click on it to uncheck it.

4. You're not entering the full path in your browser: http://yourlPaddresshere:8001

5. Go to the “View Log” by pressing the “View Log” button and see if you are getting an error such as
javalangnullpointer error in the log (you may need to scroll to see it). If you see this error, follow these
steps:

1. Stop the Office Tracker Server by choosing “Stop Office Tracker Server” from the launcher
in your Task Bar, or if it's running as a Service, Stop the Office Tracker Server Service in your
“Services” Control Panel.

2. Wait 2 mins. then restart the Office Tracker Server as you normally do.

6. You've upgraded improperly from 3.7.3 to 5.0.x or 6.0.x. Repeat the upgrade but this time follow
the instructions step by step.

7. Windows 2000/2003 install problem. The OT Server may have been installed incorrectly under a
login other than “Admin” or on another drive. Please call our tech support line and they can help you
fix this.

Existing Users: If you have been using the Office Tracker Server for a while and are not getting an error
message try these solutions:

You may need to do a “rebuild” on your server database. See the section in this guide on “Rebuilding
the Office Tracker Server Data File”

Or

If you try a rebuild and it is unsuccessful you may need to restore a backup of the Office Tracker
Server database. See the section in this manual on “Restoring a Backup of the Data File.”

#3 Reason Names List Won't Display
1. Most Likely: If you created your own Office Tracker Server shortcut you may have this problem. To

fix it, Stop the Office Tracker Server by choosing “Stop Office Tracker Server” from the launcher in your
Task Bar, or if it's running as a Service, Stop the Office Tracker Server Service in your “Services”
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Control Panel.

Now, start the Office Tracker Server from the Start/Programs/Office Tracker Server menu or from the
Services Control Panel.

Refer to the Server documentation for how to create a shortcut properly. The best way is to copy the
current Short Cut that is installed in the Start menu on the Office Tracker Server machine.

2. Possible - If you can, go to the “View Log” by pressing the “View Log” button and see if you are
getting an error such as javalangnullpointer error in the log (you may need to scroll to see it). If you see
this error, follow these steps:

1. Stop the Office Tracker Server by choosing “Stop Office Tracker Server” from the launcher
in your Task Bar, or if it's running as a Service, Stop the Office Tracker Server Service in your
“Services” Control Panel.

3. Wait 2 mins. then restart the Office Tracker Server as you normally do.

#4 Office Tracker Registration Page Keeps Displaying on Server
If your demo period has expired you need to enter your serial number. You could also be experiencing
a caching problem with your web browser. If so, try this:

1. To fix it, go to “Internet Options” under your “Tools” menu and press the “Delete Files” button. Click
“OK” then click the “Refresh” button in your browser.

2. If the registration page doesn’t go away, enter your serial number or “Demo” if you're a demo user.
Press “Register” - if it doesn’t move on to the Admin page, repeat step 1.

3. If you still have a problem, restart the server machine, log on to the Admin page and then enter your
serial number.

#5 Symptom: Server misbehaving in unusual ways. Clients getting disconnected or very slow.

Problem: The WebViewer Export Settings need to be set with the machine speed and memory in mind.
With most 98 Systems this will be quite low, with NT systems, slightly higher and with 2000/2003 or
XP much better.

If you are exporting - every 15 mins. for every name for 4 full years — this adds up to a lot of events.
This means thousands events are being "requested" pretty much constantly from the database
(especially on a slower machine) while it may still be trying to process the last request. So you are
taxing your server machine to the point of running out of system resources.

Solution:

Change the WebViewer settings. If you're running on Windows NT, try a maximum of every 1 hour for a
period of just 1 year at a time for a starting point unless you increase your machine speed. If you're
running Windows 98, try every 2 hours for a period of 1 year.



98 Troubleshooting and Tips

It also depends on the number of events you typically create for each day and each name. These
guidelines cover names lists that contain up to maybe 50 names.

#6- Server isn’t responding to my client users

Check to be certain the Office Tracker Server is running. Open your web browser and enter:
http://serveripaddress:8001. If you get a message stating Page Not Found, it may have been shut
down. If so, you need to restart the Server.

If you can access the Admin page, click the View Log button and check for error messages or a
message indicating the Server is rebuilding.

#7- One of my client users can't see the events they created.

Office Tracker uses a scheme where the identity is part of the event data record. If a user changes
their identity, events may display differently. Check "File: Identity" to see what the current Identity is,
then try choosing another Identity from the drop down menu in the Identity window. If the user created
events under another identity you will either have to set up Sharing Privileges for that Identity and view
the schedule with both names showing (group view) or re-create the events under the proper identity.

#8- My client users connected and the events went away.
This usually happens if someone moves the Office Tracker Server to another machine or directory and
forgets to move the data files.

NOTE: If you do not have the “OTDatabase” folder in the “OTServer” directory, a new empty data file
folder is automatically created. Since it is the master file directory, the clients are updated when they
connect (meaning they are updated to a new "clear" status). To fix this problem, you need to Stop the
Office Tracker Server, locate your most recent backup of the “OTDatabase” folder and put it back into
the “OTServer” folder where it belongs, then restart the server.

#9- Client Users are Getting Error Messages

On occasion, a client's local data file "otclient.mdb" can become corrupt. This can happen if the
machine has a hard crash, etc. If one of your client users is getting error messages or can’t get
updates from other users, you may need to reset the client database. See #11 for instructions.

#10- Client Users Can’t Connect to Server or Can't "Hold" Their Connection
There are several conditions that can cause this problem.

If you have too many applications running on your server machine there may not be enough
processing time for the Office Tracker Server.

If you are able to access the Office Tracker Server Admin pages with your browser but can not connect
to the server with a client there is a possibility the Office Tracker Server was unable to initialize the
client port (4300) on the server. To correct the problem, follow the steps below.

Stopping and Re-starting the Office Tracker Server
1. Stop the Office Tracker Server by choosing “Stop Office Tracker Server” from the launcher in your
Task Bar, or if it's running as a Service, Stop the Office Tracker Server Service in your “Services”
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Control Panel.

2. Wait for 3 minutes.

3. Restart the Office Tracker Server as you normally do.

4. Open your web browser and enter http://yourserveripaddress:8001, then go do the Names List. If
the Registration window displays, enter your serial number.

Test your TCP/IP connection to the Office Tracker Server:

A program called "Ping" allows your computer to send a small packet to another computer with a
request for a reply. You will need to know the IP address of the machine you want to test the
connection to before you can use ping.

For a basic PING :

From the “Start” menu go to "Programs" and select “MS-DOS Prompt” or “Command Prompt.” This will
open a DOS window. Now type “ping 123.123.123.123” (Replace 123.123.123.123 with the IP
address you want to check) and press enter. You will see some information displayed on the screen
telling you how many packets were sent and how many were received and how long the transaction
took in mili-seconds.

If you see a message “Request timed out” this means you cannot make a connection to the IP
address you entered.

If you see that a lot of the packages are lost, this can imply there is some type of network trouble.

Your IP Address May Not be Static

The Office Tracker Server must have a "static" IP address so client users can connect. To check your IP
address on the server machine, follow these steps:

Choose "run" from the "Start" menu.

Type "winipcfg" (for Windows 95/98)

Press Enter.

A window opens and displays the current IP address for the machine. Make sure this is the same
address you entered at the client machine.

For Windows NT users, either bring up the Command Prompt from the “Start/Programs” menu and
enter ipconfig in the DOS window or select "Start>Settings>Control Panel" then double-click the
"Network" icon. Click the "Protocols" tab and then double-click your TCP/IP protocol to check your IP
address for the machine.

#11 My clients aren’t behaving correctly, they can’t edit events or their schedule seems to “freeze.”
Re-setting the Office Tracker Server and Clients

There are some circumstances where you may need to do a re-set on your Office Tracker Server and
clients. This usually occurs when files have been installed incorrectly, moved around during use, or
when the server has been abruptly shut down and the data file corrupted.

To re-set the Office Tracker Windows clients you should follow these steps:
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1. Open your web browser and go to the Office Tracker Server Admin pages. Press the Admin button,
then press the "Rebuild" button. First, you will be asked if you'd like to make a back-up which you
should do, then you can continue with the Rebuild. The Rebuild Successful page will display on
completion. If not, the data file may be corrupt. You may need to follow the instructions for restoring a
backup of your database file before you can continue. If you do restore a backup you will need to
repeat this step again and be sure you get a successful rebuild.

2. 0On each client machine, Exit the Office Tracker application. Exit the Alarmer on Windows machines
by right-clicking the Alarmer icon in the Task Bar and choosing Exit. Rename the file "otclient.mdb" in
the Office Tracker folder to "otclient. mdbOLD."

3. Open the directory folder “reserve db” in the Office Tracker client folder. Make a copy of the file
“Otclient.mdb” and put the copy into the main Office Tracker directory at C: Program Files/Office
Tracker.

4. Re-launch the client software, re-enter the serial number and choose "Connect" from the "Server"
menu in the "ldentity" window. Note: If the Identity window does not open automatically, choose
"Identity" from the "File" menu.

5. Enter the Office Tracker Server IP address and click "OK".
6. Click "OK" in the Identity window.

The client should connect and begin retrieving events from the server. The local database file
"otclient.mdb" will build from the server's master database file as the user moves from day to day.

#12 WebViewer Problem Where the Server Crashes Causing an Error

Note: This is a Windows NT Fix

The WebViewer uses Perl, a special programming language that will leave itself in memory if a user
does not wait for the perl process to finish sending the browser the html message. The following steps
will fix this by removing any perl.exe at a scheduled time.

Instructions on how to Automate the clean up process of Perl.exe from memory

1. Create a patch file with only this line in it:
e:\tools\kill.exe perl.exe

Name the file “ killperl.cmd”
Save it in the e:\tools folder.
2. Copy kill.exe file from the winnt resource kit into the e:\tools folder.

3. At the command prompt window, enter the following command exactly as shown.
C:\>at 22:00 /every:M,T,W,TH,F,S,SU "e:\tools\killperl.cmd"

4. Repeat the above command changing the time from 22:00 to the desired time for each scheduled
time you would like to ensure the perl has been cleared from memory.
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5. To confirm the results type c:\at and you’ll see a list of your scheduled times.

6. To delete a scheduled time line, type c:\at 2 /delete (where 2 is the ID for
the line that is shown when you type AT).

Reseting the Local Client Database File
If a client user is experiencing trouble it is often best to follow these steps to reset the client data file.

1. Exit from the Office Tracker software by choosing Exit from the File menu.

Windows Client Users:
a. Use the right mouse button to click on the Alarmer icon (small clock icon in the lower right
corner of your Task bar) and choose “Exit”.

b. Rename the client's local data file ("otclient.mdb") in the Office Tracker folder to
“otclient.mdbOLD”. Note: You won’t be able to rename it if you haven’t Exited from the Alarmer
application.

c. Make a copy of the otclient.mdb file from the “reserve db” folder (right click on it and choose
“copy”) then close the reserve db folder and right click and choose “paste” in the Office Tracker
folder in the same location as the otclient.mdbOLD.

2. Go back to the client machine and restart the Office Tracker from the “Start” menu, re-entering the
serial number and Server IP address in the Identity window (‘File” menu).

This is like starting the client as a new connection and will create a new local schedule file on the
client's machine using the server for data collection. It will take a few minutes at first for the client to
get the updated events from the server but once the client has viewed the data, it will again be stored
in the local file.

Office Tracker Client Tips

The following tips are useful in diagnosing and assisting with client trouble.

Windows 95 Potential Problem: Running the 4.0 or higher client on Windows 95 machines.

There can be a problem setting up the 4.0 or higher version of the Office Tracker client on Windows 95
machines if the wrong version of the MDAC file exists. If you get an error message about OLE you know
you have this problem. Take the following steps to fix the client install on Windows 95.

1. Locate and download MDAC from the following web page:
http://www.microsoft.com/msdownload/uda/mdac21/mdac_typ21.asp

2. Install MDAC.
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3. Launch the Office Tracker client.
4. "Select Existing" button from the dialog that appears

5. Select the "Microsoft Jet OLE DB Provider" or the "Microsoft OLE DB Provider for ODBC Drivers" from
the list

6. Press the next button.

7. Select the button "..." to the right of the data base name field.

8. Navigate to the Office Tracker folder - the default path is C:/Program
Files/Office Tracker.

9. Select the file "otclient.mdb"

10. Press the "OK" button.

11. You should now see the registration screen for the client.

#1- Event notifications aren’t being created

Check the client’s notification preferences by choosing "Preferences" from the “Edit” menu on the
Office Tracker client machine, then click the icon Events and be sure the “Auto-create Notifications”
option is checked (on).

#2- Client can’t see their colleague’s events
Be sure the client has the necessary Sharing Privileges to view their colleague's schedule information.
Also, be sure they have signed in under their correct Identity.

#3- Server seems slow
There may be more than one reason for this. Check the frequency of the WebViewer exports. If you are
exporting “Every 15 mns.” You likely need to change this seeting to “Every hour” or “Every 3 hours.”

A large number of non-default Sharing Privileges can slow down server performance, especially when a
new user connects for the first time and needs to retrieve all permission information concerning their
name. Once all users have retrieved the initial Sharing Privileges, server speed should increase.

Clients may see a slowdown if you have a large number of client users accessing one Office Tracker
Server. You might want to consider upgrading the server hardware to a faster machine.

Check how often the client users are “requesting” large group views. For example, if several users
have monthly group views saved with several names in them and they open and use the view
regularly, the Office Tracker Server is receiving a very large data request each time they open and
navigate with the view. In this instance, the best solution is to be sure the clients understand the
purpose of creating group views and to recommend they limit access to large group views to an “as
needed” basis only.

#4- When printing the monthly calendar the day in the calendar only shows the first character.
Choose Preferences from the "Edit" menu. Click on the Schedule tab, then click on the font button
(probably says “Arial”). Select "Regular" for the style and set the font size to a smaller setting like 8. If
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you need to reduce the font size smaller than 8 you can select the text field that displays the current
font size and type in your new size.

Press the OK button when you have finished then press the "Apply" button to have your changes
saved. Press the OK button. Your monthly calendar view should be corrected.

#5- The Office Tracker client crashes and the next time you launch it does not communicate to the
Office Tracker Server

Clients see a small red “x” icon in the upper right corner of the Office Tracker window and you know
that the Office Tracker Server is running, you will need to do the following.

From the File menu in the Office Tracker Application select “Identity...” when this window opens press
“Connect to Server.” Enter the IP address of the Office Tracker Server and press OK

#6- When | open a saved schedule view it comes up with nothing in the window, no columns or
names.

With the saved view open, set the View to "Daily," select “Set Column Widths...” from the View menu. In
the "Set Column Width" window press the “Fill Client Area” button. This should fix the display. You
should save the file now to save the new settings. If this does not work you will need to recreate the
view and delete the damaged view from the Office Tracker folder.

#7- When in the Daily view the screen flickers like an old movie. (Windows client problem)

This can happen if you set the schedule view Preferences to display a time that Ends before the Start
time. To fix it, choose “Preferences” from the “Edit” menu, press the “Schedule” tab and enter an
Ending time that is later that the Starts time.
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Upgrading and Moving the Server

Version 6.0 Important Notice

Version 6.0 of Office Tracker requires both server and client upgrades. You should instruct client users
to Exit out of Office Tracker and disconnect the server machine during the upgrade process. Install
version 6.0 on both the Office Tracker Server and all Office Tracker client machines before you begin
to use it again.

The Office Tracker Client version 5.0 will not function with the version 6.0 Server nor will the Office
Tracker 5.0 Server version function with 6.0 clients.

If you have questions, contact Office Tracker Support at: 512-469-2967

Upgrading the Server from Version 4.0 or Later to version 6.0
(If you have been using a demo this also applies to you)

1. Stop the Office Tracker Server by using the launcher in your Task Bar (version 4.0.x and later) or by
stopping the Office Tracker Server Service if it's running as a service under Windows NT,
2000/2003/XP.

2. Instruct all client users to Exit Office Tracker and do not Start it again until you have completed the
Server upgrade. Make sure all clients have synchronized their schedules to the Office Tracker Server,
they may want to print out necessary schedules so they can continue to work on paper, and enter any
"penciled in" schedule information once the upgrade is complete.

3. Make a backup of your entire OTServer directory to another disk before upgrading

4. Press control-alt-delete and end the process javaw.exe if it is still running after you have stopped
the Office Tracker Server.

5. Run the installer by inserting the CD ROM or if you downloaded, by double-clicking the “Office
Tracker Installer” it and following the on-screen instructions. Be sure to choose only the Office Tracker
Server when you are prompted to “Select Components” unless you want this machine to have both the
client and server software installed.

6. Start the Office Tracker Server by selecting “Start Office Tracker Server” from the launcher in your
Task Bar or by starting the Office Tracker Server service in your Services Control Panel.

Note: If you are doing an upgrade and choose a different drive this time, you will need to move your
data. You will need to stop the Office Tracker Server, copy and paste your OTDatabase folder and
OTPSettings file from the current installed drive to the appropriate locations on the new drive, and
restart the Office Tracker Server. The location of the OTDatabase folder is: C:/Program Files/OTServer
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and the location for the OTPSettings file is the following path: C:/Program
Files/OTServer/Jigsaw/jigsaw/www/milum/.

Upgrading the Clients
1. Exit the Office Tracker client application.
2. Run the Office Tracker installer.

3. Start the Office Tracker 6.0 by selecting Office Tracker from the Start menu or by double-clicking the
shortcut on the desktop.

How to Upgrade Office Tracker From 3.7.3 to 6.0.x
If you have already upgraded to a version of 4.0.x, (4.0.1, 4.1.2, etc.) see instructions for upgrading
from a 4.0 or 4.1 version to 6.0.

Important: You must be running the Office Tracker 3.7.4 Server or later version before you can
upgrade to version 6.0.x. Instructions for upgrading to 3.7.4 are included below. Please do not attempt
to upgrade an earlier version. To check the version of the server open the "Admin" page and look at
the bottom where it says "Version Number:"

Please do not skip steps. Be sure you have backups of all your Office Tracker files, stored on disk
before you begin. Read through these instructions and read the list of changes and the list of known
bugs before beginning the upgrade process.

If you are running version 3.7.3 or earlier begin here

1. Make sure all clients have synchronized their schedules to the server and instruct them to Exit the
Office Tracker client software. Client users will not be able to use the Office Tracker software during
this upgrade process. You may want to instruct your Office Tracker users to make printouts of any
pertinent schedule information so they can work from paper during this time.

2. From the Office Tracker Server "Admin" page press the "Backup" button to back up your current
Office Tracker Server data file ("OTDATA").

3. From the Admin page press the "Rebuild" button to rebuild the Office Tracker Server data file. Allow
this process to complete and report back to you that the rebuild was successful.

4. Stop the Office Tracker Server then verify the jrew is not in memory in your Task Manager (press
Control-Alt-Delete to view the Task Manager).

5. Download and install the 3.7.4 DLL update from the www.officetracker.com/html/upgrade40.htmi
web site. You will need to unzip the archive "374DLL.ZIP". You will have two files.
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6. Copy the file "otplib.dll" to the following directory: "C:/Windows/System" or "C:/WinNT/System32."
You will be asked if you want to replace the one that is already there, reply Yes. Copy the file
"OTPServ.zip" to the following directory : "c:/Program Files/OTServer/Jigsaw/Classes". You will be
asked if you want to replace this file, reply Yes.

7. Launch the 3.7.4 Office Tracker Server from the Start menu or Start the Office Tracker Server
services if it's installed as a service.

8. Go to the Admin page and verify the version number is now 3.7.4

Note: You may need to empty your web browser cache before the new version information will display.
Choose Internet Options from the Tools menu in MS IE 5.0 and press the “Delete Files” button.

If you are running version 3.7.4 begin here:

Please do not skip steps. Be sure you have backups of all you Office Tracker files, stored on disk
before you begin. Read through these instructions and the pages covering changes and known bugs
before beginning the upgrade process.

Important: You must update your server to the Office Tracker 3.7.4 Server version before you can
upgrade to version 6.0. Please, do not attempt to upgrade an earlier version. See above for
information on how to do this. You will need to allow some time for the import of the 3.7.4 file to the
new 6.0 version because of the new SQL database structure. Please be sure to do this upgrade only
when you can have your server tied-up for about an hour without client access.

1. Instruct all client users to Exit Office Tracker and do not Start it again until you have completed the
Server upgrade. Make sure all clients have synchronized their schedules to the Office Tracker Server,
they may want to print out necessary schedules so they can continue to work on paper, and enter any
"penciled in" schedule information once the upgrade is complete.

2. Perform a "Rebuild" on the Office Tracker Server with the 3.7.4 version by going to the "Admin" page
and pressing the "Rebuild" button one time only. This will create a file named "Otpdbbkp" in the
current working directory, usually the OTServer directory. Let the rebuild complete until you see the
“Rebuild Completed” page.

3. Make a backup copy of the "Otpdbbkp" file and move a copy of this backup to a safe place (another
disk or at least another folder).

4. Stop the Office Tracker Server by pressing the Stop Server button on the Office Tracker Admin page.
Then open the task manager by pressing (Control-Alt-Delete) and end the Task/Process "JREW"



108 Upgrading and Moving the Server

5. Very Important: Rename your current OTServer directory folder (in your Program Files) to
"OTServer374" Note: To rename a directory you can right mouse click on the folder and choose
"Rename" from the menu then type in the new name.

6. Install the Office Tracker 6.0 Server by running the installer on the server machine. If you received
the latest 6.0 version on CD ROM, insert the disk and it should auto-run and open the installer. If you
downloaded, look for the file “Office Tracker Installer” on your hard drive. If you do not have the latest
version, download it from the Milum web site at: http://www.officetracker.com/html/upgrade60.html.
This page will have the most recent version available.

7. After the install, Stop the Office Tracker Server by choosing "Stop Office Tracker Server" from the
launcher icon in your Task Bar or by stopping the service if it's running as a service under Windows NT
or 2000.

8. With the server stopped, move the file "Otpdbbkp" to the Import directory which is "Program
Files/OTServer/Jigsaw/Jigsaw/Www/Milum/Import/."

9. Move the "OTPSettings" file from C:/Program Files/OTServer374/Jigsaw/Jigsaw/www/Milum/ to the
new directory: C:/Program Files/OTServer/Jigsaw/Jigsaw/www/Milum.

10. Start the Office Tracker Server from the launcher icon in your Task Bar or by starting the Office
Tracker Server service if it's running as a service under Windows NT/2000/2003/XP.

11. Launch your web browser and enter your log in information to access the Admin pages such as:
http://yourlPaddress:8001.

The import process may take up to an hour or more depending on the size of your database files.

12. Open the Office Tracker Admin page from your browser and check that the version now is 6.0. You
should also check the Names List to verify the import worked. You should see all of your user's names
and resource names as you did with version 3.7.4. If you have a long list of names it may take a few
seconds for the whole list to display. If not, please contact Milum support at:
support@officetracker.com

You can now upgrade the clients to 6.0 as described below.

If you have a problem please contact Milum's technical support either by e-mail at
support@officetracker.com or by telephone at 512-469-2967. Note: If you do not have a support
package you may need to purchase support before you can talk with a representative.
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Upgrading Clients from 3.7.x to Version 6.0

Important!: You must upgrade the Office Tracker Server before upgrading the Clients.
The Office Tracker 6.0 client uses a different data file format than the 3.7.x client. This means you will
need to reconnect to the Office Tracker Server as you would if it was a new install.

It may take a while to update the client's sharing privileges and event information from the server to
the new database file. This is especially true if they open a view with many names in it. This will not
happen every time, as once they get the information from the server they don't have to get it again
until a change is made. Client users will see the messages "Gathering Events" or "Getting Permissions"
in the lower left corner of their Office Tracker window.

1. The client application "Office Tracker" should not be running if you followed the instructions for
upgrading the Office Tracker Server.

2. Run the Office Tracker client installer on each of the client computers. If you received the latest 6.0
version on CD ROM, insert the disk and it should auto-run and open the installer. If you downloaded,
look for the file “Office Tracker Installer” on your hard drive.

3. When prompted to Select Components, select the Office Tracker Client installer and follow the on-
screen instructions. Note: If you are installing on the same machine as your main Office Tracker
Server, leave the Office Tracker Server checked “on” as well, otherwise, be sure it is not checked.

4, Start the Office Tracker client from the Start menu and enter the 6.0 serial number.
5. If the Identity window does not display, select Identity from the File menu.

6. Press the "Connect to Server" button at the bottom of the Identity window and enter the IP address
or Machine Name of the Office Tracker Server.

7. Press the OK button.

8. When the name of the Office Tracker Server appears in the "Server" area of the ldentity window
press the "OK" button to complete the connection.

Note: It may take a while to update your sharing privileges and event information from the server to
your new database file. This is especially true if you open a view with many names in it. This will not
happen every time, once you receive the information from the server you don't have to get it again
until a change is made. You will see the messages "Gathering Events" or "Getting Permissions" in the
lower left corner of your Office Tracker window.

9. You may need to choose "Open" from the "File" menu and open your saved schedule views. Once
you open them, it is also recommended that you “Save As” and re-save them with the new 6.0 file
format. You can leave your schedule views open when you Exit the Office Tracker client application so
they will be "remembered" next time you launch the application.

TECHNICAL SUPPORT:
If you have a problem please contact Milum's technical support either by e-mail at
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support@officetracker.com or by telephone at 512-469-2967. Note: If you do not have a support
package you may need to purchase support before you can talk with a representative.
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Moving the Office Tracker Server Software to a New Machine.

1. Log into the current Office Tracker Admin page via your browser and press the Backup button to
make a backup of the current data file.

2. Stop the current Office Tracker Server software by using the launcher in your Task Bar or by
stopping the Office Tracker Server service.

3. Make a backup copy of the entire OTServer folder. Store this copy on another disk in case of a
problem so you can get back to your data.

4. Install the Office Tracker Server software on the new machine. Note: If you are installing your new
server on Windows NT/2000/XP after installing you will need to Stop the Office Tracker service on the
new machine before continuing unless you cancelled the auto start option in the installer.

5. Make a new folder named OTServerData on the current Office Tracker server machine.

6. Locate and copy the latest backup file example "otdatafri.xml" or "otdata38437438.xml" in the
OTP_Backups folder to the new folder OTServerData , locate and copy the "OTPSettings" files on your
current server to the new folder OTServerData. The "OTP_Backups" folder will be in the following
location. "Program Files/OTServer/Jigsaw/Jigsaw/www/Milum/OTP_Backups" The OTPSettings file will
be located at "Program Files/OTServer/Jigsaw/Jigsaw/www/Milum."

7. Move a copy the folder OTServerData to the new server machine.

8. Copy the file OTPSetting from the folder OTServerData to OTServer/jigsaw/jigsaw/www/milum. Copy
the file that ends with .xml from from the folder OTServerData to the following
OTServer/jigsaw/jigsaw/www/milum/import.

9. You can log onto the Office Tracker Admin page after you start the Office Tracker Server to see
when the server completes importing the data.

If you move the Office Tracker Server to a new machine and keep the same IP address you do not
need to read any further. The Office Tracker client will connect to the new server automatically since
the IP address is the same.

10. If the IP address of the new Office Tracker Server machine is different, instruct all client users to
do the following:

a. Choose "Preferences" from the Office Tracker Edit menu.

b. Select "Servers" from the tabs across the top of the Preferences window.

c. Click on the Server Name in the Server List area, then press the Delete button.

d. Click "Yes" when asked if you want to delete the Server from the list.

e. Click "Apply" and click "OK" to close the Preferences window.

f. Choose "ldentity" from the "File" menu and press the “Connect to Server” button.

g. Enter the new server's IP address when prompted and click "OK" then "OK" again to log on.
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Using the Office Tracker Server with an ODBC Data Source

The Office Tracker Server ships pre-configured to use the 100% pure Java database “InstantDB” by
Lutris www.lutris.com. If you wish to use an ODBC data source for the database for the Office Tracker
Server you will need to do the following.

Follow the instructions below to switch the Office Tracker Server to an ODBC data source such as
Microsoft Access.

1. You should be at the Office Tracker Server machine to begin. Stop the Office Tracker Server
application or service.

2. Make a backup copy (to another disk) of your “OTDatabase” folder in the OTServer directory and
your “OTPSettings” file located in: Program Files/OTServer/jigsaw/jigsaw/www/milum.

3. Open the ODBC Data Source control panel. You can access this control panel from the Start menu
at Start>Control Panel>Administrative Tools>ODBC Data Source. If you do not have the ODBC Data
Source control panel installed you will need to locate the Installer on the Microsoft web site at
www.Microsoft.com.

4. With the “ODBC” Control Panel open, press the “Add” button to create a new ODBC data source.
This will display the "Create New Data Source" window.

5. Select "Microsoft Access Driver" from the list of available drivers and press the "Finish" button.

6. Type the Name "OTServer" in the Data Source name field. You can add a description to the
Description field if you wish.

7. Press the "Create..." button, This will open the "New Database" dialog. Select the directory (Folder)
you wish to save the database in by navigating to it in the Directories area on the right side of the
dialog (Milum recommends the “OTServer” directory). Once you have selected the directory where you
want to save the data file, type a name for the data file, example "OTServerData.mdb". Press the "OK"
button to save your settings. You should see a dialog confirming the database creation.

8. Close the Windows for the ODBC Data Source by pressing "OK" on each one until the control panel
is closed.

9. Locate and open the file "OTPSettings." This file should be located in the following path b default:
"C:\Program Files/OTServer/Jigsaw/Jigsaw/www/Milum".
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10. You will need to change the following text in the settings file, We will be using the data source
name "OTServer" we created earlier. Be careful the text must be exact!

a. Locate the section in the OTPSetting file with the following text:
jdbcdriver=org.enhydra.instantdb.jdbc.idbDriver

Change the string to the following text:
jdbcdriver=sun.jdbc.odbc.JdbcOdbcDriver

b. Locate the section in the OTPSettings file with the following text:
jdpcpropfile=InstantDB.prp

Change the string to the following text:
jdpcpropfile=MSSQL.prp

c. Locate the section in the OTPSettings file with the following text:
jdbcurl=jdbc\:idb\=0T.prp

Change the string to the following text:
jdbcurl=jdbc\:odbc\:OTServer

11. Locate the backup file created earlier, this file should be located in the following path “c:\Program
Files/OTServer/Jigsaw/Jigsaw/Www/Milum/OTP_Backups” The file you are looking for will be the
most recently created file. You can set your view to “Detail” to see when the files where created.

12. Make a copy (Do Not Use The Original file) of the most recent back up file from the OTP_Backups
directory to the “Import” directory at the following path “c:\Program
Files/OTServer/Jigsaw/Jigsaw/Www/Milum/Import”

13. Launch the Office Tracker Server as you normally do. The backup file will be imported to the new
ODBC data file and the Office Tracker Server will use the specified data file from now on. The Import

may take some time depending on the size of the file you are importing. You can tell when the Server
is finished as the drive indicator will return to normal. Usually takes from 10 to 120 mins.

14. Once the Import has completed you will need to log onto the Servers Admin pages to verify the
data has been imported. You should go to the “Names List” and verify all your names are present, If
your users list has been imported and all looks well, you should check the View Log from the Admin
page to check for any error messages.
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