MFO System Administrator's Guide
May, 2002
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Introduction

The LAN (Local Area Network) for MFO consists of the server, the website, PCs, and the printers. As the
system administrator, you can take care of the following:

Friendsmn01 Server
Friendsmn01 Website
PC Network Connection
PC Printer Connection
Printer Problems
Netscape

Optimize Windows

FriendsmnO1 Server

The FriendsmnO1 server is on the Dell Power Server 8300 located in the corner behind the door of the
west office.

The User Manager for Domains is the administrative utility for managing user accounts where you can do
the following:

e Create an Account
e Manage an Account

I. Create a New Account
To create a new account, click on the User Manager for Domains icon on the desktop and the User
Manager window appears.

1. Select the user jking Julie King (always use this one- | know for sure that it works and has all the
correct permissions, etc.)

+ User Manager - FRIENDSMN M=l &3
Uszer Wiew Policies DOptionz Exchange Help
Username |Fu|| Name |Descriptiun
€ acollova Angela Collova Front Desk =
£ ADMIN TEMP ADKMIN
€ Administratar Administrator Built-in account far administering the car
€ alien Andrea Lien Asgsistant to the Executive Directar
€ Adelius Ay Melius Sponsorship Assistant

ann E. Ann Armnald Yalunteer

€ Atrautmiller Ay Trautmiller Finance/Office Manager
€ bostrowski B. Ostrowski Asgsistant to the Exec. Director
€ bquinlan Barbara Quinlan Feceptionist
€ cangels Angela Collova Feceptionist |
€ catwoman catwaman
€ dsanders Dana Sanders Asgsistant to Exec. Director
€ Guest Built-in account for guest access tothe ©
€ IUSE_FRIEMDESMMOT Internet Guest Account  Internet Server Anonymous Access

€ WAM_FRIENDSMMNDT  Weh Application ManagerInternat ServerWeb Application Manag
F Jane Collova Congultant

Julie Kin 1t

Iﬁ jmendoza, Jennifer Mendoza Finance kanager ﬂ
Groups Description
ity Account Operators IMembers can administer domain user and group accounts =)
ity Administrators IMembers can fully administer the computer/domain
i Backup Operatars Members can bypass file security to back up files
Domain Admins Designated administrators of the domain
¢ Domain Guests All domain guests
i Domain Users All domain users -
g Guests Users granted guest access to the computer/domain
g MTS Impersonatars Microsoft Transaction Server frusted process identities.
L Print Operatars tembers can administer domain printers A

2. Select Copy under the User menu and a copy of the User Profile appears.
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Copy of jking [ =]

Username: Iilinnell Add
Full Harme: |Jean Linrell Cancel |
Description: ISponsorsh\p Coordinator Help |
Password: I xxxxxxx

Confirm
Password: I

[T User Must Change Password at Mext Logon
" User Cannat Change Password

¥ Password Mever Expires

[™ Account Disabled

2] 33 = | R

Groups Fiofile Hours Logon To Account Dialin

Fill in the following fields:

“Username”- generally the first letter of the first name and the last name together
“Full Name”

“Description”

“Password”

“Confirm Password”.

Check the “Password Never Expires” option.

Note: the “User Must Change Password at Next Logon” option is useful when you're having problems
setting up a user and want to verify that they got on the server.

3. Click on the Add button and the Connect to server prompt appears. The default “FRIENDSMNO01”
should already be in the field and then click OK

Connect to server

‘what zerver da pou want ko connect ta?

Cancel |
HEH 0 Browse. .. |
Help
I Set as default 4'

If the user had not been set up on a computer yet, the following warning will come up because they are
not part of the Client Microsoft network. Click OK. If the Connect to server prompt pops up again, close it
by clicking on the X.

Microzoft Exchange User Manager Extenszion

A connection could not be made to the Microsoft Exchange Server computer
'FRIEMDSMMO1"
The Microzoft Exchange Server computer does not respand.

Microzoft Exchange Directary
ID no: DS_E_COMMUNICATIONS_PROBLEM

4. You should now see the new user in the User Managers window list.

Il. Manage an Account
To manage the existing accounts, click on the User Manager for Domains icon on the desktop and the
same User Manager window appears.

System Admin Guide 4/02
(propriety property of Julie King & writersblend. com, writehearted@gmail.com)



1. Double click on the account and the User Account window appears. You can modify the following as
shown:

Full Name
Description
Password

Disable the account

Note: Do not change the Username as this would create a new account.

Friendsmn01 Website
The administrative website for the mail is: http:/mail.friendsmn.org:8010/. On the web site you can do the
following:

e (Create an Account
e Remove an Account
e Redirect Mail to New Account

#7 CommuniGate Pro friendsmn.org Domain Administration - Netscape

it/ mall riendsmn.org 8010/] El

friendsmn.org Domain Administration

This CommuniGate Pro version documentation
The current CommuniGate Pro documentation
The CommuniGate Pro Revizion History

Welcome to CommuniGate Pro Domain Administration.

You should be a Domain Admimstrator of this domain
to ENTER the administration realm.

Click on Enter and the access prompt appears.

Username and Password Required

info@friendsmn.org

e “User Name:” is info@friendsmn.org
e “Password:” is snow
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Click on OK and the Domain page appears.

#7 CommuniGate Pro Setup: friendsmn.org Accounts - Netscape

] ttp:fimall riendsmn org 8010/ Admin/ el

Domain friendsmn.org @
| Accounts | Domain Settings | Account Defaults | Alerts | Security | Skins | WebAdmin |
I u
[MuEMailbox ] Template
_mpertAccouns [T Browsen, |
_ Creato Growp_| Forwanders|
oty | o 2 Titer: | ]
Groups (0 of 0) Forwarders (0 of 0) Accounts (11 of 11) = Show Account Info
Account Type Sterage Last Access
alien MultiMailbox
ameliug MultiMailbox
cangela MultiMailbox
friendsmn MultiMailbox
illinois MultiMailbox
info MultiMailbox
iking MultiMailbox
imendoza MultiMailbox
Imessner MultiMailbox
rschaffhansen MultiMailbox
tdowns MultiMailbox

Note: There is no log out or exit button for the web site. When you are done, simply open a new web
page or close your browser.

l. Create a New Account
Enter the user name in the Create Accounts field and click on the Create Account button.

The Account page appears.

3 CommuniGate Pro Account jlinnell@friendsmn.org - Netscape

A Be ey [

it/ fmil.frienclsmn. org:8010/Ad

friendsmn.org account jlinnell
Settings | Access Rights | Rules | RPOP | WebSite | WebUser Prefs |

Real Name: [Jean Linnell I

C iGate
Password: [*****%**
Cpdated s | o |
CommuniGate Password Server OS Integration
Allow to Use: default (Yes) Server OS UserName: default (*)
Allow to Modify: default (No) Enable OS Password: default (No)

Encryption: default (clear)

Secure Login External Authentication
Required: default (No) Allow to Use: default (No)

Enabled Services
(default) +Mail  +POP +HIMAD -PWD -ACAP +WebMail -WebSite +Relay +Mobile

epatod ] _upons |

Limits
Mail Storage: defanlt (10M) 0

Processing Allow to Modify
RPOP Accounts default (No) =]

1. Fill in the following fields:
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e “Real Name:” is the user’s full name
e “CommuniGate Password:” enter the password that you entered for them on the server.

Note: The number of asterisks (aka the “encryption mask” in the Password field will remain the same
even if you just enter a 3 letter word)

2. Click on the Update button. “Updated” should appear on the left, then click on “friendsmn.org” at the
top to get back to the Domain page. The new account should be in the list.

Il. Remove an Account

To remove an account, simply double click on account name in the list to open the account page and then
click on the Remove Account button at the bottom. A Confirmation page appears and click on the
Remove button.

lll. Redirect Mail to an Account
To have the website redirect website mail to a particular account, double click on the friendsmn account
in the list and the account page appears.

# CommuniGate Pro Account friendsmn@friendsmn.org - Netscape 19 [=] B3
Eile Edit Yiew Go Communicator Help
o« ® A & a & & &
§  Back  Fowend  Relosd  Home  Search  Mefscape  Print Secwry  Siop
2w Bookmarks & Lacation [t //mail. org:80710/Ad count/friendsmn/AccountSetings himl -
friendsmn.org account friendsmn 7
‘ Settings | Access Rights Rules ‘ RPOP ‘ WebSite ‘ WebUser Prefs |
Real Name: |General MN
CommumiGate
Password: [**FFFrEE
Reset Update
CommuniGate Password Server OS Integration
Allow to Use: default (Yes) Server OS UserName: defanlt (*)
Allow to Modify: default (No) Enable OS Password: defanlt (No)
Encryption: default (clear)
Secure Login External Authentication
Required: default (No}) Allow to Use: defanlt (No)
Enabled Services
(default) Mal  +POP HIMAP  PWD  ACAP  +WebMal “WebSite +Relay  HMobile
Reset Update
=

== |Document: Done S % 2@ | 4

1. Click on the Rules button and the Account Rules page appears.
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3% Automated Processing for friendsmn@friendsmn.org - Netscape
File Edit View Go Communicator Help

<« & A4 A 2 W < & F
Back Forward  Reload Home Search  MNetscape Print Security Stop
' "Bookmarks 4 Location: [t /mail riendsmn.org 801 0/Admin/Account/fiendsmn/Fulss himl -

friendsmn.org account friendsmn @
‘ Settings | Access Rights rRules ‘ RPOP ‘ WebSite ‘ WebUser Prefs |
Add Rule
Priority Name Edit Delete
™ Auto-Reply
=]
L _>lj
¥ Redirect All Mail to:
alien@friendsmn.org j
rschaffhausengfriendsnn. org
cangela@iriendsmn.org
L _'I_I |
I~ Keep a Copy ¥ Do not Redirect Automatic Messages I~ Preserve To/Cc fields
Reset Update &

= == |Document: Done

2.Enter the user’'s complete email account in the Redirect All Mail to: field.

3. Click on the Update button. “Updated” should appear on the left, then click on “friendsmn.org” at the
top to get back to the Domain page.

PC Network Connection
The network utility is located in the Control Panel (Start Button ->Settings ->Control Panel). Double
click on the Network icon and the Network window appears:

Network

& Client for Mi orks

=1 Client for Netware Networks

H 3Com 3CY20 Integrated Fast Ethernet Cantraller (3C305C-TX Co
H Dial-Up Adapter

14 3Com BCAATDI DI TOI

[ 3Com TCAATDI Diagnostic TOI

(4 IPX/SFr-compatible Protocol -» 3Caf

Client far Microsoft Networks |—

——

l. Configuration tab
1. Select Client for Microsoft Networks and click on the Properties button. The Properties window
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appears.

Client for Microsoft Networks Properties

FRIEMNDSkMN

“Logon to Windows NT domain” should be checked
“Windows NT domain” is “FRIENDSMN”
e “Network logon options” click on “Logon and restore network connections.”

2. Select TCP/IP -> 3Com 3C920 Integrated Fast Ethernet Controller and click the Properties button.

¥ dCom BCAATDI DM TDI

i 3Com TCAATDI Diagnostic TDI

i IPx{SPx-compatible Protocol -» 3Com 3C920 Integrated Fast
ial-Up Adapter

Client for Microsoft Metworks |—

—

The TCP/IP Properties window appears.
Il. DNS Configuration tab
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TCP{IP Properties 2%

- Getewsy | wiNSC | Paddress |

209 98 9598 N

e Click on “Enable DNS”.

e “Host” is the name of the computer (I highly recommend keeping it generic like “Finance” or
Sponsorship”.

e “Domain:” is “Friendsmn.org”

e “DNS Server Search Order” is 209.98.98.98. If the numbers are not in there, go ahead and enter
them and then click the Add button.

lll. Gateway tab

TCP{IP Properiies

| WINSCorfigustion | IPAddress |

. ]

10.0.0.1

e ‘“Installed gateways:” is 10.0.0.1. If the numbers are not in there, go ahead and enter them and then
click the Add button.
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IV. IP Address tab

TCP{IP Properiies

 Bndings | Advanced | NeBOS |

e Click on “Obtain an IP address automatically.

V. Identification tab

FRIENDSMMMN

o

e “Computer name:” keep it generic.
e “Workgroup:” is FRIENDSMN

VI. Access Control tab
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¢ (Click on “Share-level”
PC Printer Connection
The PC connection to the network involves the following:

e Setting Up the Connection
e Printer Problems

l. Setting Up the Connection
The printer utility is located in the Start Button ->Settings ->Printers. Click on the Add Printer icon and
the Add Printer Wizard comes up where you click the Next Button.

1. First screen

Add Printer Wizard

e (Click on “Network Printer”.
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Il. Second Screen

Add Printer Wizard

1. Click on the Browse button to select the network path.

Browse for Printer

= 55 Network haod
- # Entire Network
2, Friandsmn01
&6 HPLaserd

e Under “Friendsmn01”, select the hp4050
2. Click on “No” for the MS-DOS-based programs.

lll. Third Screen
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Add Printer Wizard

&

HFP Drafttdaster |
HP Drafttdaster |l

“Manufacturers:” is HP.

“Printers” is the HP LaserJet 4050 Series PCL 6 all the way down at the bottom of the list (Note: not
all screens will show the date in brackets and that’s okay).

. Fourth Screen

Add Printer Wizard

HF LaserJet 4060 Series PCLE

Click on “Yes” for the default printer.

V. Fifth Screen
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Add Printer Wizard

e Click on “Yes” for the test page.

HP LaserJet 4050 Senes PS

Note: | recommend saving the printer test page for future reference as it gives information on the printer
connection, the drivers, etc, for that specific PC.

Printer Problems
The Printer properties page comes up. Most of the problems involve the following:

e  Printer port
e  Printer driver
e Spool settings

The printer utility is located in the Start Button ->Settings ->Printers. Select the printer, right click for
Alt-menu, and select Properties as shown below:
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B3 Printers

MS Publisher ME Publisher

etter

l. Printer Port and Driver
The HP LaserJet Properties window appears.

HP Laser.Jet 4050 Properties

K\FRIENDS

HP LaserJet 4050 Series PCLE |—

IR

Make sure it has the following settings:

e "Print to the following port" should be \FRIENDSMNO1\HP4050
e "Print using the following driver" should be "HP LaserJet 4050 Series PCL 6

Il. Spool Settings
Check the spool settings by clicking on the Spool Settings button and the Spool Settings window
appears.
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Spool Settings

Make sure it has the following settings:

e "Spool print jobs...” should be selected
e "Start printing after first page is spooled
e "Spool data format" is RAW

Netscape

Version 6.0 is latest and is very different from the earlier 4.0 versions that were originally set up.

I. Netscape 6.0

The Communication Coordinator’s PC has been upgraded to this version. In Netscape, click on the Mail

icon at the bottom to open the Inbox.

1. Go to the Edit menu and select Mail/News Account Settings.

The Account Settings window appears:
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Account Settings

e ——
Server %

Copies and Folders
Netscape Webrnail
Server
Copies and Flders
Local Folders
news
Server
Copies and Folders
Qutgoing (SMTP) Server

e "Account Name:" is the email address with the % sign along with the pop3 server name
e "Your Name" is the user's full name

e "Email Address" is the address as it normally appears

e "Reply to Address" is also the same

2. In the left pane, click on Server.

The Server Settings window appears:

Account Settings

thart%:friendsmn.org ...
ar

Copies and Folders
Metscape Webrmail

Server

Copies and Folders
Local Folders
nEws

Server

Copies and Folders
Qutgoing (SMTP) Server

CHWINDOWSNAPPLICATION DATAYMozilla\UsersS0htharthd Liwswy 2w sty

(Cox ) (o |

e "Server Type" is the POP Mail Server
e "Server Name" is the actual address of the server
e "User Name" is the email address of the user with the % sign.
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e "Local directory:" should already be filled in with the default directory for the user.

3. In the left pane, click on Outgoing (SMTP) Server. The SMTP Server window appears:

Account Settings

thart%:friendsmn.org ...

Server

Copies and Folders
Metscape Webrmail

Server

Copies and Folders
Local Folders

Server

Copies and Folders

B

H

e "Server Name:" is the smtp address.

Il. Netscape 4.04 (Sponsorship’s computer)
1. In Netscape, click on Edit menu and select Preferences. The Preferences window appears, then
select Mail Server under the Mail & Groups Category.

Preferences

- Appearance

=- N_avigator
- Languages
o pplications

= Mol Groups

i |dentity

" Meszages pop3. friendsrin.org
T pop3.friendsmn.org
- Groups Server

i Directary

+- Composer
- Offline
- Advanced
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“Mail server user name:” is like the email address except that the % sign replaces the @ sign
“Outgoing mail (SMTP) server:” is pop3.friendsmn.org

“Incoming mail server:” is also pop3.friendsmn.org

“Mail Server Type” click on “POP3”

(Note: You need the % sign in there. Most of the problems encountered were because an @ sign was
used in the user name instead of the % sign.)

2. Click on the More Options button and the More Mail Server Preferences window appears.
LChoosze... |

Local mail directory:

IMAP server directory: I

™ Check for mail every I‘ID minutes

™ Remember my mail password,

[T Use Netscape Messenger from MAPI-based applications

ak I Cancel |

e “Local mail directory:” is the user’s file under Netscape and should appear in the field, if not, click on
the Choose button to browse for it

e “Check for mail every _” is 10 minutes, anything less is a bit excessive to keep pinging the server so
often

lll. Netscape 4.77 (Sponsorship Support’s computer)
1. In Netscape, click on Edit menu and select Preferences. The Preferences window appears, then
select Mail Server under the Mail & Groups Category. And you can see how different it looks.

Categon:
- Appearance Specify servers far mail
Fonts
Colars r—Incaming Mail Serer;
&=l Navigator e
-~ Languages do
-Applications =
- Smart Browsing 2
£ Mail & Newsgroups Delete
Identity T "
0 set server properties (such as checking far new
gl SEREGE messages automatically), select a server and then setas Wefailh
- Newsgroup Senvers click Edit
~Addressing =
Messages — Outgoing Mail Server
“Window Seftings Dutgoing mail (SMTP) serser mail friendsmn.org
Gappis ae) Aol s Outgoing mail senver user name:  |king*friendsmn.arg
- Formatting
- Return Receipts Use Secure Socket Layer(SSL) or TLS for outgoing messages:
- Digk Space & Never « |t Passible C Always
(- Roaming Access
(- Composer
& Offling Local mail directary:
ARG IC Y Frogram Files\NetscapeiUsers)jkingymail Choose...
0K I Cancel | Help |

A. Outgoing Mail Server pane:
Make sure it has the following settings:
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e “Outgoing mail (SMTP) server:” mail.friendsmn.org
e “Outgoing mail server user name:” is the email address with the pesky % sign
e “Use Secure Socket Layer..” click on Never.

Note: if “smtp” is already in the “Outgoing mail (SMPT) server before you've added anything else, leave it
and then add the friendsmn.org. This happened on another computer even though it was the same
version as shown below.

Preferences

El Appearance
Fonts

- Colarg

Bl Navigatar
Languages

- Applications

- Srnart Browsing

-1 hail & Newsgroups

P

Addressing

- Messages

- Window Settings
Copies and Folders
Formatting

- Fieturn Receipts

- Disk Space

7 Roaming Access

- Composer

- Offline

i Advanced

B. Incoming Mail Server box
2. Click on the Edit button and the Mail Server Properties window appears.

Mail Server Properties

FOP3 Server -
jking *friendsmn.org

General tab:

e “Server Name:” pop3.friendsmn.org should already be there

e “Server Type:” is POP3 Server

e “User Name:” is the email address with that pesky % sign

¢ Check the “Check for mail” and put in 10 minutes
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POP tab:

Mail Server Properties

e Check the “Clean up all folders on exit” option

Optimize Windows

When the PCs are running slow you can delete some of the extraneous Windows utilities to free up
resources. The Windows Setup utility is located in the Control Panel (Start Button ->Settings -
>Control Panel). Click on the Windows Setup tab to remove components.

I. Windows Setup

Add/Remove Programs Properties

A ity
W (R Accessaries
[ ElAddress Book
¥ &b Communications
W E¥Desktop Themes
[] @Internet Tools

0.0 MB

You don’t need the following utilities and can uncheck them:
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e Accessibility

e Address Book

¢ Internet Tools

¢ Multilanguage Support
¢ Online Services

e Outlook Express

e Web TV for Windows

Il. Accessories
Select “Accessories” and click on the Details button.

Accessories

%% house Pointers

You really don’t need the following:
e Document Templates

e Games

e Paint

¢ Quick View

(Note: even if you do not remove anything here, be sure to uncheck “Windows Scripting Host”.

lIl. Communications Utilities
Select “Communications” and click on the Details button.

System Admin Guide 4/02 22
(propriety property of Julie King & writersblend. com, writehearted@gmail.com)



Communications

00ME B

irect Cable Connection
% HyperTerminal

] %% Microsoft Chat 2.5

You don’t need the following:

Dial-Up ATM Support
Dial_Up Server

Direct Cable Connection
Microsoft Chat

Phone Dialer

Virtual Private Networking

IV. Desktop Themes
Select “Desktop Themes” and click on the Details button.

Desktop Themes

¥ Dangerous Creatures
A7Desktop Themes Support
1 &plInside your Computer
1 & Jungle
] %% Leonardo da Yinci

e Ask the person if they really need all of these themes and uncheck the ones they don’t want.
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V. Multimedia
Select “Multimedia” and click on the Details button.

Multimedia

S Macromedia Shockwave Flash
& Multimedia Sound Schemes

[ | Sample Sounds

JJ: Sound Recorder

You don’t need the following:

e Multimedia Sound Schemes
e Sample Sounds

VI. System Tools

Select “System Tools” and click on the Details button.

System Tools

[ & Character Map

B Clipboard Yiewer

€ Drive Converter (FAT32)
] 52 Met'Walcher

[l Siystem Maonitar

You don’t need the following:

e Character Map
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Netwatcher

System Monitor

System Resource Meter
WinPopup
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