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Who This Guide is For

This guide is written for a person familiar with telecommunications, Windows Applications,
and the operation of the SX-200® PBX.

This guide provides instructions for the administration of the MITEL® MyAttendant™
application. Typical System Administrator duties include adding and changing client
information such as greetings, contact information, as well as maintaining the Speed Call
and Attendant lists. In order to administer the system, you must be logged in with
Administrator privileges.

What This Guide Contains

This Guide provides a description of the Administration Tool window and the administrative
tasks that are performed with it.

The guide contains the following sections:

* Overview of the Administration Tool Window
* Configuring the Console

* Administering Attendants

* Administering Clients

* Administering Contacts

* Administering Speed Calls

» Checking the System

50000901 Software Release 4.0 1
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Overview of the Administration Tool Window

Accessing the Administration Tool Window

Use the Console window to access the Administration Tool window. Clicking the Admin icon
on the Console window, or pressing ALT-A opens the Administration Tool window.
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@ MITEL MyAttendant - Adminstration Tool O] =
File Edit ‘“iew Heports

bl s = 2 L 1 ¥ X =

Hew  Save [Meleter Bt Attendantz  Clents Contactz  Speed Canfig Syztem
J Sdditicral farmatian. Eliest Efanmaticr J

The Menu Bar

The menu bar has File, Edit, View, and Reports.
File - allows you to print and close the application.
Edit - allows you to add or delete a record and lets you cut, copy, and paste.
View - allows access to the six administration screens.

Reports - allows you to print and export records.
The Administration Toolbar
The Administration toolbar lets you navigate around the Administration Tool.

This toolbar has six buttons that allow you to access the six Administration screens.

5 # ¥ ¥ X L

Attendantz  Clients Contacts Speed Canfig System
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The Administration toolbar also has four buttons that allow you to add, save, delete, and
print records.

b H X &

Mew =ave Delete  Frint

Configuring the Console

How the console operates will be different for each location, and possibly for each computer.
To configure or customize the application, click on the Config icon on the Administration
toolbar.

The Configuration screen is divided into four different tabs or sections.

» Database Location
+ Data Field Captions
+ Call Events

+ Email Configuration

it MITEL MyAttendant - Adminztrabon T ool

Fie Edi Miew Heports

>l * = (e # t ~ =)
[ewr = Save [IEfEr= Eiifit | Attendantz  Clents Contacts Speed Config Siptenn
Acldiional Informalinr  Clert ‘mfonnetiz ‘Dphu"*""ds”&'"g‘

E_E_ﬂ!ﬂ_!!?_!_ﬂ__':ﬁ!l_ﬁﬂ_ji Data Field Captions | Call Events | Email Configuration |

—System Datab
Erter the Fath and Flenamme of zhared Metwon Spster Databass:
Fai Erample: G:AComzolz Oata'\Systern.mchk

[Far Single Consols Operabon, sniler the local path of the MITEL kpdtb=ndant data direchom and ths spsbem
dalabase. For esample:  C:Program FleshWITEL MydtiendanbData Systern 2 mdb)

| CAPROGHAM FILESAWMITEL bATTEMDUMM T2k A4S pehern 2 mdb -

—Conzole Datahaze

Erter the Fath and Flename of thared Meawok Consnle D atabare:
Far Evample: G\ Conzole O atatConsole. mdb

[Far Single Conzale D parabar, enier the local path of the MITEL Mydthandant data drectany and the coneole
datzbaze. For example: C:hProgram FlestITEL Mydtiendant st a\Conzoke 2 mdb]

| CAFPROGRAM FILESWITEL MYATTEMDAMNTY AN ool md e I

| 7 Recards Feticved v
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Database Location
* Enter the location of the system database and the console databases.

Two databases are required for the console to operate properly: System3.mdb and
Console3.mdb. If your office has more than one console that needs to share client, speed
call, messaging, and login information, then the databases will need to be placed in a
common location, or shared drive. To share a database between consoles, set the console
and system database to a common location.

» Tip:
For help with networking in Windows 95 see Appendix A.

In the event of a network failure, change these locations to be the location of the console
on your PC. A copy of the database will be stored there. Typically, this will be C:\Program
Files\MITEL MyAttendant\Data\Console3.mdb). These settings can be saved by clicking
“Save” on the Admin toolbar. Note: These settings apply to a single console only. They
must be set at each individual console.

50000901 Software Release 4.0 5
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Data Field Captions
« Enter names for the Additional Information fields, and click Save on the Administration
toolbar.

s MITEL MyAttendant - Adminstrabon T ool

File Edi Miew Beporis

W > & ) # # K % E
Save DEEEE it Aitendant: Clenis Conkacts Speed Config Syzem
O phonz and Sekings

D atabase Location | Data Field Caphions | Call Events | Email Configuration |

User Dehned Ficlds:

Deline the name of each of e Addtonal lsfarmation Felds. These fields are wible iom the Congole scieen by pressing Fage

[iorn. Eech feld must have a nams. The name must not excesd 20 chaacters.
1FiBH i |Liccn:-: Plate fidd #E 1_|>-:| Field &
1Fieb:1 g7 |F iling | nfoma.atia [Feld 27 |Lzer Field 7
1FiBH [ 3E] |F"ar~;n:| Cartraci fHd $8 1 Izer Fiek 8
1Fiald fid |LI¢-:-r Fiald 4 fidd #9 1_|:.-;| Field 3
1Fiei:| £5 [1zer Field 5 JFEia 310 Lizer Field 10
[FisH £ 11 |User Field 11 [Field %18 User Fier 15
1FiBH 112(Uzar Fiald 12 fisid i 1?1 Uzer Ficld 17
1FiEH#13|II¢FrFir-IrI 13 r'E'ld 11181_I?E|I-|e|:| 12
[Fi=hd & 14| Uizer Field 14 [ #13] Lizer Fiekd 15
[Fil # 15U ser Field 15 [Pl 20 User Fickd 2C

| 7 Aizcord: Retizved

These names (entries) should define the content for the additional information field. These
names will be the labels for the user fields that are displayed in the Additional Information
window under Client Profiles. The additional information for the client company displays
from the Console window when the Info 2 (Page Down) key is pressed. This additional
information is shown to all consoles sharing the Console.mdb database.

Call Events

» Define the behavior of the console (for example: sound and screen) when an incoming
call is received, and click Save on the Administration toolbar.

These settings apply to a single console only and must be set at each individual console.

6 Software Release 4.0 50000901
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Call Waiting in Queue Sound -This setting determines whether or not an audible sound
is heard when there is a call waiting in the queue to be answered. The sound will be played
when all logged in consoles are busy and another call enters the queue. To enable this
option, check the box labeled “Check to play a sound when an incoming callis in the queue.”
A different wav file can be selected by entering the path and filename.

Call Waiting In Queue Sound
[+ Check to play a zound wl%*u an incoming call iz in the quele.

Enter the path and filename of the way file zound to play.

IE:HF'FEEIGFLE'-.M FILESSMITEL MY ATTENDANT S way I

Sound Source - This setting selects your source for the sound. You cannot control the
speaker volume if you select the PC speaker. If you change the default setting, you must
re-boot the PC for the change to take effect.

Sound Source
[T Check to uge sound card az your zound source. [Speakers required]

[+ Check to use PC speaker a3 pour sound source. [Speakers not required)

Mote: “ou must reboot for change to ocour.

Screen Pop - This setting determines whether or not the console application comes to the
front of the screen each time a call is received. The console will appear in front of any other
application currently running. If this option is not enabled, the attendant will have to click

on the Windows task bar to bring the console application to the front, before answering a call.

—Screen Pop
[+ Elﬁck to "'Pop'’ the consale screen when an incoming call iz detected.

Mate: Enabling this aptian will bring the cohzole application to the frant af the soreen each time a call is recieved. The
cohzole will appear in front of any ather application currently rinning.

50000901 Software Release 4.0 7
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UCD Login / Logout - Uniform Call Distribution (UCD) concentrates incoming trunk traffic
onto one or more special attendant hunt groups. The console logs the attendant into, and
out of, this hunt group by dialing the login code. This login code must be the same as the
access code programmed in the SX-200 PBX in CDE Form 02 for Feature Number 38, UCD
Agent Login/Logout.

—UCD Login / Logout

Attendantz can log in and out of the LICD hunt group to contral the arival of callz, The feature acces: code can be
found on the 55200 in Form 02 Feature Access Codes.

Enter the 5200 UCD Login /' Logout Feature Access Code: I

Attendants answer the calls. If all attendants are busy, the caller camps on. The caller retains
his position in the queue. Attendants must be logged into the UCD group in order to receive
these calls.

E-Mail Configuration
+ If the MOSS option for email has been purchased, set up the console to allow the
attendant to email messages to their clients, and click Save on the Administration
toolbar.

These settings apply to a single console only and must be set at each individual console.

E-Mail Service - This setting defines whether or not the attendant will use an E-Mail service
and if so what kind. The attendant can use an SMTP based service directly, or any other

service you have configured using Microsoft Outlook 98, or Microsoft Outlook 2000, such
as Microsoft Exchange, or Lotus Notes. Select the appropriate service, or select No-Email
service if you do not wish to use E-Mail messaging.

E-Mail Service
' Mo E-Mail Service
 Use Microsoft Dutlook Mail Services
" |lze an Internet Mail [POP3 ¢ SMTF] Service

Message Settings - This setting pre-defines a default E-Mail subject, and Message Body
Introduction that will be included with each E-Mail sent from the attendant.

-Meszage Settings
Ciefault E-Mail Subject: I.-'l'-.ttenu:lant Meszage

Mezzage Body Introduction:
Thiz iz a Myattendant Mezzage

= =
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POP3/SMTP Settings - These settings allow you to configure your E-Mail account, if you
have selected SMTP as your E-Mail service. Your Internet/ E-Mail service provider provides
you with the information for these settings.

POP3 User Name - Enter the login name for the Attendant E-Mail account.
POP3 Password - Enter the password for the Attendant E-Mail account.

POPS3 Server - Enter the POP3 server name provided by your service provider.
From E-Mail Address - Enter the attendant E-Mail address.

From Name - Enter the name that will be displayed on all sent mail.

SMTP Server - Enter the SMTP server name provided by your service provider.

Server Time-out - Enter the amount of time the console should wait for a response
from the SMTP server (higher is usually better).

~POP3 / SHMTP Seltings -
POP3 Use Name: [dmccrady Froem E-Mal Addess: |0 ave_mcciady@mitel com
PORIPassword | From Name:|Atterdent@rmitel com
POP2Server:  |mailbox mitel com SMTP Sarver [smip-out miel com

Sesves Tirneout: IEU Seconds [B0 recomended|

The above settings can be saved by clicking “Save” on the Administration toolbar. These
settings apply to a single console only and must be set at each individual console.

50000901 Software Release 4.0 9
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Administering Attendants

Attendant Profiles

An attendant requires an attendant profile in order to use MITEL MyAttendant. This profile
defines the login name, password (optional), and the access level.

=i i =LA

Attendant
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When creating the profile, there are two possible access levels:

« Attendant
¢ Administrator

The Attendant access level provides all of the call handling and messaging functionality,
but limits access to the administrative functions.

The Administrator access level provides full control of the attendant, client, and contact
profiles, directory and speed call list, console configuration, plus all call handling and
messaging functionality.

Create an Attendant Profile
1. On the Console window, click the Admin icon, or press ALT-A.
2. On the Administration toolbar, click Attendants.

3. On the Administration toolbar, click New. An Edit window opens.

By 4 @B ‘

Copy  Cut Faste lndo

Attenidant Login Mame:| Susan Ford

Attendant Password: |asdff el |
aocess Level i.ﬁ.ttendant _:]

4. Enter the required information.
5. Click Save and Exit. A new Attendant Profile is created.

Modify an Attendant Profile
1. On the Console window, click the Admin icon, or press ALT-A.
2. On the Administration toolbar, click Attendants.

3. Highlight the entry that you want to modify and double click on it. The Edit window
opens.

4. Make the necessary changes.
5. Click Save and Exit.

Delete an Attendant Profile

1. On the Console window, click the Admin icon, or press ALT-A.

On the Administration toolbar, click Attendants.

From the list of attendants, click on the name that you wish to delete.

On the Administration toolbar, click Delete. A confirmation window opens.
Click Yes.

o b
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Administering Clients

Client Profiles

Each client (company) that MITEL MyAttendant serves must have a client profile in the client
database. The client profile contains the main telephone number, company name, morning
and afternoon greetings, the web address, and the number of days the messages are stored.

i1 MITEL MyvAttendant - Adminstration Tool Hi=] E3
File. Edit %iew Beports

Mew Save Delste  Frint Attendantz  Clientz Contactz Speed Config: System

0 W X & H@&tmx@ |

| Client Company Frofiles

Additional Informationy  Clienl (nfarmationg

b air Hurnbier |Company Mame | AM Gresting {PM Greeting |Client \Web Address| D ays of Message
|Camera Repairs |Good Morming, Cam| Good Afteroon, Cal wwnw. camera_repair 15

iFrank's Donars | Good Morning, Dond Goad Aftemoan, Lel wa. frank show.car 30
|Gold and Glitter | Good Morring, Gold Good Aftemoon, Gojwnenar. gold_gliter.coi 15

4

e
m
1}
[y}
o
(miS
o
o I |
oo
|
=
(ni}
o
iy

A client profile has one DN (directory number) associated with it. All of the people, or groups
of people using that number are listed as “Contacts.” Each DID has a group of contacts
associated with it.
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The Client Company Profiles show the following columns:

Main Number - the most important piece of information about a client. The main number
should be the last four-digits of the telephone number (DN) belonging to the client
(company). Note that some systems will be set up to a different number of digits. Also
note that the number of digits that you put in this field must match the number of digits
appearing in the top line of the Call Information box when an outside call rings on your
console.

Client Name - the name of the company or organization belonging to the client.

AM Greeting - the custom greeting that will appear in the Greeting box of the application
when a call comes in for this client in the morning.

PM Greeting - the custom greeting that will appear in the Greeting box of the application
when a call comes in for this client in the afternoon.

Web Address - the URL of the Internet web site belonging to the client.

Days of Message Storage - the number of calendar days that a message is stored
for the contact. After this time period, the messages automatically delete.

The Client Company Profile window also has a field labelled Additional Information and
Client Information. This field enables you to toggle back and forth between the Client
Information and the Additional Information.

50000901

Additional Information Client [mfarmation
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14

The Additional Information window stores other information about the Client Company.
Twenty user fields can be customized to hold company information in an orderly fashion.
The headings for these fields are defined in Data Field Captions under Configuring the
Console.

ki MITEL MpAttendant - Adminstration Tool
Fie Edt “iew Bepots
0O Hd X & iz # 1 V] . g
Hew Savs Delsle  Frint Attendarks  Clientz  Conbacts  Speed Canfig S pztam
J Sodbiagallstenmatics, Chent Infaimabion ‘ ‘ SIAHELT Qi a2
Clert  Camera Regars Mumber 1925
Addrees: I1EE4 Dtizwa 51 State ) Piovince IIIInlar'n
Suite: I'u" Zin'Postal Code |L2H 2
City IIIttawa
Licerse F'|ﬂh=|EDD 485 for Explorer, 5HZ 895 o Conlla |zer Fiedd B I
Bilkrg Infarmafiomn I[:l.:ru: et the end of Ihe month Il zer Field ?I
Parking Conlract IDun: September wih ABC Parking U ser Field G I
Llser Fiekd 4 | L ser Field 3
L ser Field 5 | ser Field 10|
I gar Fiald 11 I I ger Flal-:I'IE'-I
I ser Fln:Id'IEI I ser Fln:l-:l'l?l
User Field 13 | User Field 13 |
User Field 14 User Field 13 |
L ser Field 15 | User Field 20|
3 Pacondz Hebigvad i
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Create a Client Profile
1. On the Console window, click the Admin icon, or press ALT-A.
2. On the Administration toolbar, click Clients.

3. On the Administration toolbar, click New. An Edit window opens.

By 4 @B o ‘

Copy  Cut Faste lndo

Compary Main Mumber: i1 411

Company Mame: ] Gold and Glitter Cancel |

&b Gresting: | 5 ood Morning, Gold and Gliter =

P Greeting: |500d Aftermoon, Gold and e

Client Wweb Address: |www.aold_aliter. com

kessage Storage Falicy: 115 [Dayz]

4. Enter the client information.
5. Click Save and Exit.

Add Additional Information

1. On the Console window, click the Admin icon, or press ALT-A.

2. On the Administration toolbar, click Clients.

3. Click on the Client Profile that requires additional information.

4. Click Additional Information. The Additional Information window opens.

5. Enter the additional information.

6. Click Save.

» Notes:
1. Headings for the user fields are defined in Data Field Captions under Configuring the
Console.

2. This additional information is displayed when you press the Info 2 (Page Down) key
when the Console screen is open.

Modify a Client Profile

1. On the Console window, click the Admin icon, or press ALT-A.

2. On the Administration toolbar, click Clients.

3. Highlight the entry that you wish to change, and double click on it. An Edit window
opens.

50000901 Software Release 4.0 15
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4. Enter the changes.
5. Click Save and Exit.

Delete a Client Profile

1.  On the Console window, click the Admin icon, or press ALT-A.

On the Administration toolbar, click Clients.

Click on the client profile that you wish to delete.

On the Administration toolbar, click Delete. A confirmation window opens.
Click Yes.

SRS

Administering Contacts

16

Contact Profiles

Contacts are the people (or group) that work for the client (company). Clicking on the
Contacts icon on the Administration toolbar accesses the list of people.

i MITEL MyAtbendant - Adminstration Tool

Fle Edt Yew Heporz

O H ¥ & L t L~ £ 1=}

Mew oo Delete Prind Alendants Clenls Comtacls Speed Canifig Syctem
‘ ‘ Cient Cantact Profilzs
| [Mzin Mumber Conlact Mame Esbznsion Fax Murnber ooz bal  Pager Cielulzr Phare Emergency MiHaome M urbe Corczcl EMal Cal Handing
> |
[ 1411 Ly Cireen 2458795 Ipdre sl waksemnal in &
141 Sem Dk |1 3 grlngit@eted pager in P
| 15:5 Jill Exane= LA |eransizte b o sl phore n g
| 155 Jo= Kiane R L pager an Man
| EAa8 o= Black 256G | wokenal ue
L] S ely Kime J5E-GHS x Al sardSck ool pager Morda
*
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The information entered in the Client Contact Profile is displayed in the Contact Information
box on the MITEL MyAttendant Console window.

The Client Contact Profile shows the following columns:

Main Number - the same four-digit Main Number entered for the contact’s client (company)
in the Client Profile window.

Contact Name - the name of the contact person or group.
Extension - the extension number for the contact; calls are transferred to this number.
Fax Number - the telephone number for the fax machine belonging to the contact.

Voice Mail - the number to dial that will send a caller straight into the voice mailbox for the
contact. For an ONS voicemail system, this will be the voicemail access code, and their
extension. For a DNIC voicemail system, this will be the feature access code for Abbreviated
Dial Access and the appropriate index number programmed in CDE Form 31.

Pager - the pager number for the contact. Callers can be transferred to a voice or numeric
pager belonging to the contact. Be sure to include any required digits, that means, the trunk
access code (e.g. 9), the area code, or pauses that may be required. Using the comma key
inserts a pause.

Emergency - the number to call in case of an emergency involving this specific contact.
Be sure to include any required digits, that means, the trunk access code (e.g. 9) or the
area code.

Home No. - the home telephone number for the contact. This number is dialed if the contact
would like calls transferred to their home. Make sure to include any leading digits that must
be dialed to gain access to an outside line.

Email - the email address for the contact. The messages on the message board are sent
to the contact using this email address.

Cellular Phone - the cell phone number for the client. Make sure to include any leading
digits that must be dialed to gain access to an outside line.

Call Handling Instructions - the instructions that an attendant should follow when a call
is received for this contact. Typically this instructs the attendant as to how the contacts
would like their calls handled when they are not there, or are busy.

50000901 Software Release 4.0 17



MITEL MyAttendant

18

Create a Contact Profile

1.
2.
3.

5.

On the Console window, click the Admin icon, or press ALT-A.
On the Administration toolbar, click Contacts.
On the Administration toolbar, click New. The Edit window opens.

By 4 @B o ‘

Copy  Cut Faste lndo

Company Main Mumber: i1 525

Contact Mame: [Joe Kiane

Cancel

E:-:tensiu:un:_i“E??
Fax Mumber: |234-5397
Voice Mail: |4456-4577

Pager Mumber: i22?-98?5
Cellular Mumber: | 227-9857

Ermergency Mumber; |829-5476

Home Number: |528-6774

EMail Address: !ikrane@iume_cnm
Contact Call | el phane in PM =]

Handling
[ nztrichions:

e

Enter the contact information. Be sure to include any required digits, that means, the
trunk access code (e.g. 9), the area code, or pauses that may be required. Using the
comma key inserts a pause.

Click Save and Exit.

Modify a Contact Profile

A

On the Console window, click the Admin icon, or press ALT-A.

On the Administration toolbar, click Contacts.

Highlight the entry that you wish to change, and double click it. An Edit window opens
Enter the changes.

Click Save and Exit.

Delete a Contact Profile

1.

a M owb

On the Console window, click the Admin icon, or press ALT-A.
On the Administration toolbar, click Contacts.
Click on the contact profile that you wish to delete.

On the Administration toolbar, click Delete. A confirmation window opens.
Click Yes.

Software Release 4.0 50000901



Administrator Guide

Administering Speed Calls

Speed Calls

Speed Calls are pre-programmed telephone numbers that can be dialed automatically from
the MITEL MyAttendant Console screen. The list of speed calls act as a directory of
frequently dialed numbers. To manage the speed call list, a system administrator can click
on the Speed icon on the Administration tool bar. This action will display a list of all
programmed speed calls. Speed calls are common to all consoles if they are sharing the
same database on a network.

il MITEL MyAttendant - Adminzbration T ool H=] E
File Edi “iew PBepors

O H X & %] # t r A E

e ] Delet=  Print Atendants  Cleres Contacts  Sp=ed Conlig Syziem

Speed Cal List

Speed Cal Dezciption | Dligitz Ta Dzl
A ERSSSEAS
Merr's D e 41 5-355-0505

The Speed Call List shows the following columns:
Speed Call Description - The name or description of the person or group that will be called.

Digits to Dial - The phone number to be dialed. This number includes any required digits,
that means, the trunk access code (e.g. 9) and the area code.

50000901 Software Release 4.0 19
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Create a Speed Call
1. On the Console window, click the Admin icon, or press ALT-A.
2. On the Administration toolbar, click Speed.

3. On the Administration toolbar, click New. An Edit window opens.

D |

» B O
Copy Cut FPaste [ndo

SpeedCall Descrption:

. Cancel |

Digits to be Dialed: |

4. Enter the speed call description and digits. Be sure to include any required digits, that
means, the trunk access code (e.g. 9) and the area code.

5. Click Save and Exit.

Modify a Speed Call
1. On the Console window, click the Admin icon, or press ALT-A.
2. On the Administration toolbar, click Speed.

3. Highlight the speed call that you wish to modify and double click on it. An Edit window
opens.

Enter the changes.
Click Save and Exit.

Delete a Speed Call

1. On the Console window, click the Admin icon, or press ALT-A.

On the Administration toolbar, click Speed.

Click on the speed call that you wish to delete.

On the Administration toolbar, click Delete. A confirmation window opens.
Click Yes.

ok~ DN
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Checking the System

Clicking on the System icon on the Administration toolbar will bring you to a screen that will
tell you all about the operating environment of your console. This can be very handy when
troubleshooting the console installation.
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Appendix A. Configuration Sample

Windows 95 Workgroup Setup

Configure TCP/IP

Add “Client for Microsoft Networks”

File and Print Sharing

Set the Computer Name and Workgroup
Access Control

Change a Password

Create a New User

» Assumptions:

Network Interface cards are installed and their drivers loaded.

The technician has connected the computers and printer to the hub.

Configure TCPAP

AR O

11.

12.
13.

50000901

Access Network Configuration settings by Start/Settings/Control Panel/Network.
Click the Configuration tab.

Click Add.

Click Protocol then Add.

Click Microsoft, then TCP/IP, then OK.

Click OK to reboot your computer. If you are asked about keeping a file, click Yes (Keep
existing file).

Follow step one and two to get back to Network/Configuration.
Click TCP/IP and then Properties.
Click Specify an IP address.

. Insert the appropriate IP address for your computer in the IP address text box. For

computerone use IP address 193.0.0.101 forcomputer two use IP address 193.0.0.102
etc. (This will simplify installation of HP network printers).

Insert 255.255.255.0 (Class C default subnet mask) in the Subnet Mask text box for
all computers.

Click OK to return to the configuration page.

Click OK to restart the computer. (If you are asked about keeping a file click “Yes”)
OR

If you need to do any other tasks listed at the start of this Appendix - read on before
clicking OK. This just saves you the trouble of rebooting the computer many times.
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Add Client for Microsoft Networks

Access Network Configuration settings either by Start/Settings/Control Panel/Network
or right click the Network Neighborhood icon and select Properties.

—

2. Click the Configuration tab.

3. Click Add.

4. Click Client then Add.

5. Click Microsoft, then Client for Microsoft Networks, then OK.
6

Click OK to restart the computer. (You may be asked for the Windows 95 CD, be
prepared. If you are asked about keeping a file click Yes.)

OR

If you need to do any other tasks listed at the start of this Appendix- then read on before
clicking OK. This just saves you the trouble of rebooting the computer many times.

File and Print Sharing

1. Access Network Configuration settings either by Start/Settings/Control Panel/Network
or right click the Network Neighborhood icon and select Properties.

2. Click the Configuration tab.

3. Click File and Print Sharing button.

4. Check both boxes then OK. File and Printer sharing for Microsoft Networks should
appear in the configuration “Installed components” window.

5. Click OK to restart the computer. (You may be asked for the Windows 95 CD, be

prepared. If you are asked about keeping a file click “Yes”)

OR

If you need to do any other tasks listed at the start of this Appendix- then read on before
clicking OK. This just saves you the trouble of rebooting the computer many times.

File and Print Sharing (Part 2)

To have files show up in Network Neighborhood, you must share the directories. You can
do this by sharing the whole drive or just the individual directories.

1. Access file manager by “Start/Programs/Windows Explorer.
2. Right click the directory you want to share.

3. Click Sharing from the menu.
4

Click the Shared As bullet. The Share Name will be the name that appears in Network
Neighborhood. The Shared Name can be changed if needed. You have the ability to
restrict access to files using Access Type and selecting Read-Only, Full (full access)
or Depends on Password. Our recommendation is that for a workgroup environment
you share the drive as Read-Only and provide Full Access to specific directories where
needed.

Note: If you share the drive, ALL directories and files are viewable by everyone on the
network. If you have sensitive data do not share the drive.

5. Click OK to save your new settings. The Directory will now appear in Windows Explorer
with a hand under its folder indicating that the directory is shared.
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Set the Computer name and Workgroup

1. Access Network Configuration settings either by Start/Settings/Control Panel/Network
or right click the Network Neighborhood icon and select Properties.

Click on the Identification tab.

Type in the new name for the computer in the Computer name text box (Computer one
will be YOUSA1, computer two will be YOUSAZ2 etc. Note: the IP addresses match the
computer name).

4. In the Workgroup text box, type in the name of the workgroup this computer will be
joining.

5. Click OK to restart the computer. (You may be asked for the Windows 95 CD, be
prepared. If you are asked about keeping a file click Yes)
OR
If you need to do any other tasks listed at the start of this Appendix - then read on

before clicking OK. This just saves you the trouble of rebooting the computer many
times.

Access Control

1. Access Network Configuration settings either by Start/Settings/Control Panel/Network
or right click the Network Neighborhood icon and select Properties.

Click the Access Control tab.

Make sure Share-level Access Control is selected (User-level access control is used
when your computers have access to a Network Domain).

4. Click OK to restart the computer (You may be asked for the Windows 95 CD, be
prepared. If you are asked about keeping a file click “Yes”)
OR
If you need to do any other tasks listed at the start of this Appendix - then read on
before clicking OK. This just saves you the trouble of rebooting the computer many
times.

Change a Logon Password

1. Access Passwords by Start/Settings/Control Panel/Passwords.

2. Double Click the Passwords icon.

3. Onthe Change Passwords page click the Change Windows Password button.
4

Fill in the text boxes as indicated and click OK.

Create a New User

1. Access Users by Start/Settings/Control Panel/Users.

2. Double Click the Users icon.

3. Click the New User button and follow the steps as indicated.
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