Local Admin Help Page
•How do I setup my e-mail?
1. Right-click on Outlook icon and select Properties.

2. Click Add and double-click on Microsoft Exchange Server

3. Enter the Microsoft Exchange Server and Mailbox Name, then click Check Name.  The two fields entered should become underlined.  If they are not, check to make sure you entered them correctly.  Contact the Customer Support Center for your exchange server name.

4. Click OK

5. Click Add and double-click on Personal Folders.

6. Enter H:\<username>.pst in the File name field, where <username> is the actual account name of the user.

7. Click Open, then click OK until back to the services screen

8. Click Add and double-click on Personal Address Book.

9. Enter H:\<username>.pab in the Path field, where <username> is the actual account name of the user.

10. Click on the Last Name radio button, then click OK until you are exited out of the program.

11. Double-click on Outlook icon to launch Outlook.
•How do I setup NetMeeting?
1. Double click the Netmeeting icon.  If Netmeeting has not been previously configured, the Setup Wizard will take you through the following steps.

2. click on Tools > Options.
3. Click on the General Tab.  Ensure that Local Area Network is showing in the Network Bandwidth.  In the File Transfer section, click Change Folder and Browse for your Home Directory (Optional).

4. Click on My Information Tab.  Enter Duty Title in First Name.  (Note:  Do not type in your Name or User Id).  Enter your Organization in Last Name.  Enter your GCCS-K e-mail address in E-mail Address.  In Country , click on Korea, Republic of.  In Comments, type in the Phone number at your Workstation.  Click on Business Use.
5. Cick on the Calling Tab.  Ensure that Log onto the Directory Server is checked.  In the Server Name block, type in:  TAVIPUS1.  Unclick Do Not List my name in the Directory.  Click on Never in Automatically add Speed Dials.
6. Click on the Audio Tab to configure your microphone and speakers.  Follow the directions in the Tuning Wizard.
7. Click on the Video Tab and unclick any checked blocks.

8. Click on the Protocols Tab and ensure that TCP/IP is clicked.

9. Click OK to save all settings.

Conference Setup:

Call TANGO 742-4621 to setup a Conference.  The Netmeeting facilitator will instruct you in which Netmeeting Server to connect to and any other pertinent information.

Sharing Programs:

1. Open the Program you want to share.

2. Click on Tools in the Netmeeting menu.

3. Select Share Application and a menu of programs that are open will appear.

4. Select the programs you wish to share.  A check will appear in the list to show those items that are shared.

5. To unshared a program, remove the check from the list of programs.

Collaborating Programs:
Once a program or programs are shared (above), it is collaborated by selecting Start Collaboration in the Tools menu.  Once collaboration is started, this menu item is changed to Stop Collaboration and is selected to stop collaboration.

Microphone Use:
When you are not speaking, you must keep your microphone muted.  This is required for two reasons:  One, the video will follow the audio, and two, after four or five people have joined the conference, if all the microphones are not muted there will be a large amount of audible static.  You can mute by clicking the Audio box next to the microphone icon.  If the box is checked the microphone is on, if it is unchecked it is off.  However, it is preferred, if you have one to use a manual mute switch.

Sharing and Collaborating:
Any program that is open can be shared, this includes programs like, Word, PowerPoint, E-mail and Web Pages.  By sharing, you allow others in the conference to see what you are working on.  If you share one window and have it covered by another unshared window, then everyone else will see a brown hatched area.,

Collaborating allows the user to let the other members of the conference to alter a shared document.  Each person can take control of the program being shared by clicking on that window.  The restriction on this is that only one person at a time can have control, so you have to be careful not to steal control from another user before they are done.

•How do I troubleshoot connectivity?
1. Log in with your local admin account.  (NOTE:  You must have local admin privileges to do this.  If you do not, you will have to contact the Customer Support Center (Help Desk).

2. Go to Start, run

3. Type in cmd and hit enter to bring up a command prompt.

4. First try to ping the gateway.

5. Type ping 164.228.xxx.250 where xxx is the 3rd octet in your subnet.  For example, if the machine’s IP address is 164.228.12.123 then the gateway is 164.228.12.250.

6. If  you are successful, then try to ping another workstation outside of the subnet.  A good test is 164.228.1.218.

7. If you cannot get to your own gateway or to other machines in your building the issue is probably a local LAN issue.  Try testing the CAT 5 cables and NIC card on the machine.  Also look at the connection to the switch or transceiver to make sure you have connectivity and connection/activity lights.

8. If you can ping the local gateway but cannot ping past the gateway then the problem is circuit related.  Try resetting your crypto device.

9. If the above does not resolve the issue, call the JCISA Customer Support Center for further assistance.

•How do I install a local printer?
1. You need the drivers for the printer.

2. A serial cable to connect the printer to the workstation.  (Windows NT will not support USB connected printer).

3. Login as a local administrator

4. Next go to Start, Setting, Printers.

5. Click on Add Printer

6. Select My Computer (default choice) and click on the Next button.

7. Click on the LPT1 check box and click on next.

8. On the next screen either choose the Have Disk button.

9. Browse to where the drivers are located.

10. Select Yes or No depending if you want this to be the default printer or not.

11. The printer will not be shared so click next.

12. Click on finish to print the test page.

13. The printer will now be available to all users.

14. If you have any problems call the JCISA Customer Support Center.

•How do I install an existing network printer?
1. You need the drivers for the printer.

2. An existing networked printer with I.P. address.

3. Write down the IP address of the printer.

4. Login as a local administrator.

5. Next go to Start, Setting, Printers.

6. Click on Add Printer

7. Select My Computer (default choice) and click on the Next button.

8. Click on the Add port button.

9. Select LPR port and click on the New Port button.

10. Name or address of server providing ldp: type in the IP address of the printer.

11. Name of printer queue or print queue on that server.  Printer name

12. Click OK.

13. Click on Next

14. On the next screen either choose the Have Disk button.

15. Browse to where the drivers are located.

16. Select Yes or No depending if you want this to be the default printer or not.

17. The printer will not be shared so click next.

18. Click on finish to print the test page.

19. The printer will now be available to all users.

20. If you have any problems call the JCISA Customer Support Center.

•How do I install Netmeeting and Internet Explore

1. On the homepage click on the IE6 Install Files link.

2. Click on the ie6 installation zip file.

3. Select save to disk and save the file to the e: (User Data) drive.

4. Login as local admin.

5. Extract the files.

6. Follow the instruction in the installation of ie6 doc file.

7. If you have any problems contact the JCISA Customer Support Center.

