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Introduction

This document describes how to set up your computer for connection to the LAN at T2. You will have brought a LAN card which is installed for your system and an RJ-45 patch cable.

There should be a hub or prepared LAN extension cable near all of the desks in the auditorium marked with “PC” and near all of the desks in the other rooms.  Ensure you have a free port available at your position if you wish to connect to the network.

The following sections outline how to set up Windows for connection to the network. If you have another type of operating system then you may still be able to connect to the network but we will not be able to help with the configuration.

Logging in to Windows

Once you have set up your computer you need to log into windows in the normal way.  You do not have to use a specific username or workgroup – the details you use at home, or any other selection will work OK.  The important thing to remember is that there will be an error message popping up which says that the computer was unable to find a domain server.  At this point you MUST click on OK or press ENTER, otherwise the computer will not let you access the network.
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A few basic rules:

1. The Inbox is for you to pass new documents to the meeting support person, which should be added by disk or directly over the network. Ensure that the documents have a number and are correctly named so that they can be identified by the designated support person, who will move all documents from the Inbox to the appropriate directory from time to time.

2. The Server directory contains all the documents which have been catalogued by the secretary of the meeting.

· The Server\TDocs Directory contains the Temporary Documents for the meeting. 

· The INFODOCs Directory will contain informative documents which do not have a formal document number (e.g. Presentations, Meeting information, etc.).

· The TOOLS Directory will contain software for electronic working (Acrobat Reader, Printer Driver, NetMeeting, WinZip, etc.).
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The INBOX directory under Server is the same as the Inbox mapped directly, except that under Server you can only read from the Inbox, so if you need to write to Inbox you need it mapped separately.

Figure 1: Directory structure (Assumes S: drive mapped to LAN server)

3. Please do not open documents directly from the server. Instead, copy them to your own hard disk before opening them.

4. The meeting PC will have several things running including Microsoft Netmeeting components. This PC will only be available to the Secretariat and LAN configuration staff. Access for printing will be available from the Self-Service PC with the printer in the Auditorium lobby.

NOTE:
If during the meeting you have a window come up on your screen saying that you have an IP address conflict, then click on Start, Run, and enter WINIPCFG. Select your ethernet adaptor and click on RENEW. This will get you a new IP address from the DHCP server.

The following sections describe what to do for the different Windows operating systems.

Windows NT

Windows NT is a secure system and there is a risk that changes to the workgroup or domain settings cannot be undone. DO NOT CHANGE YOUR DOMAIN SETTINGS FOR NT !
It is therefore not recommended to change any settings other than the following (indeed some companies do not allow their people to make changes on NT systems):

Right-click on Network Neighbourhood and select PROPERTIES.  Find the binding of TCP/IP to your ethernet adaptor, select it and then click on PROPERTIES.  Check that the IP address tab is set to “obtain an IP address automatically”.  If it is not set to this then write down the setting of both your IP address and your Subnet mask.  Then change the setting to “obtain an IP address automatically”.  You will need to change this back at the end of the meeting when you go home.  If you cannot change this setting then you may be unable to use the network.

Follow the procedures below for Windows 95/98. The windows may appear slightly different in Windows NT but the set-up procedure is similar.

Windows 95/98
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Figure 2a: Network Neighborhood Properties
Figure 2b: Obtain an IP address automatically

To connect to the network run Windows Explorer and select “MAP NETWORK DRIVE”.  Pick a drive letter (e.g. S: ) and set the path to:
\\server\server
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Figure 3: Map Network Drive (Server)

If you want to copy files into the Inbox (you can anyway view the Inbox via the Server share mapped above) then select MAP NETWORK DRIVE again, pick another drive letter (e.g. I: ) and set the path to:

\\server\INBOX
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Figure 4: Map Network Drive (INBOX)

If you want to use the network printer then click on Start -> Settings -> Printers and then Add Printer.
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Figure 5a: Add Printer
[image: image5.png]This wizard willhelp yu o instalyour printercuickly and.
easly.

To begininstaling your pite, cick Nest

. Cance




[image: image6.png]Houw i this pinter attached to your computer?

Ifits directy atached to your computer, cick Local

Prite. It s ltached to anather compute, cick Netvork
Piiter
 Local pirter

 Hatwoik i

Bk Cance




 

Figure 5b: Typical Printer set-up procedure

Select Network printer and then enter the following:
\\server\printer 

When you get to the screen which says “you can type a name for this printer, ...”, set the name of the printer to “Meeting LAN Printer” (or something easily recognisable) so you can find it when you want to print. 
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Figure 5c: Typical Printer set-up procedure
Microsoft Netmeeting
There is a copy of Microsoft Netmeeting  in the server directory which you can install on your machine if you want to. There are two versions of Microsoft Netmeeting version 2.x which does not require Internet Explorer to be installed and version 3.x which requires Internet Explorer (version 4 or later). If you do not have Internet Explorer you should select version 2.x.

NOTE:
Do not use the White Board function during the meeting as this overloads the server and could cause it to stop responding.

An open netmeeting will be run during the meeting to allow delegates to discuss issues electronically. The address of the host of this meeting is 10.10.10.10 (\\server). Switch off your microphone and speaker so the local network does not waste bandwidth by carrying audio around.
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Figure 6a: Switch off Microphone and Speaker
Figure 6b: New Call Window
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Figure 6c: My Information tab
Figure 6d: Calling Settings for NetMeeting

The Chat (Tools-Chat) facility can be used for exchange of messages with specific delegate or for general broadcast to everyone connected to Chat.
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Figure 7: The Chat Window

FTP Server

There is an FTP server running.  To use this connect to 10.10.10.10, enter anonymous as the username and an email address as the password.  The directory structure is the same as for users connecting via Microsoft Networking.

IRC Server
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There is an IRC Server also running on the meeting server.  There is some IRC client software in the tools directory.  This provides essentially the same features as Netmeeting “chat”, except that you can have several different windows for different purposes (e.g. one for the meeting, one for chat, one for your own company communcations etc.).  Using MIRC you connect as below.

Please allow up to 60s to connect to the server.  Once connected type “/LIST” at the prompt and you are provided with a list of open channels.  The #T2 channel is strictly for meeting-related discussions whilst the #chat channel is for general chatter.  You may create additional channels as you wish.
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