March 14, 2012

Dear Meeting Maker User,

On March 20 the Sector Administrative Support group will move all CS meeting rooms from Meeting
Maker to FermiMail. Meetings you have scheduled in the CS meeting rooms will move along with the
rooms—This will likely move a large fraction of your Meeting Maker calendar entries. Only meetings
scheduled outside of these rooms must be migrated, minimizing your effort to move individual
appointments or meetings outside of the CS rooms. Those invited to your newly created meetings will
receive invitations they can confirm.

You have several options when moving to FermiMail:

e You may request to have your individual Meeting Maker calendar moved to FermiMail. This
service requires the FermiMail administrator to have access to your FermiMail email and
calendar, and there are some items that cannot move. (See below for details.)

Individual calendar migration will take place from March 21 to March 23. This service is available
this one time only. You must opt in no later than March 19 to use this service. To opt in just
reply to this email, submit a Service Desk ticket at http://servicedesk.fnal.gov, or call the Service
Desk at 630-840-2345 and select option 5.

e You may migrate your calendar yourself using migration scripts. Instructions will be available for
your use. Support priority will be given to providing the migration service (in the prior bullet)
and may result in delays in providing assistance to self-migrations.

Regardless of which of the previous two approaches you choose, some data cannot move such as:
banners; Meeting Maker-specific options such as “Private,” “Reminder,” “Reminder Interval,” “Flexible”
or “Labels”; and calendar configuration items such as work hours or label values or delegations.

Additional options are:

e  You may manually transfer your calendar entries by re-creating the appointments that exist in
Meeting Maker in FermiMail. This approach is particularly suited for those of you with few
appointments outside of the meetings in CS meeting rooms, which the administrative and
FermiMail teams will migrate.

e You may choose to migrate no calendar data from Meeting Maker and just begin using
FermiMail for all new meetings and appointments in the future.

The FermiMail team will post instructions on how to archive your Meeting Maker calendar data on the
FermiMail website. As Meeting Maker will be shut off on May 15, you need to archive your calendar
data prior to that date.

FermiMail team members will be on hand to answer your questions at the doctor-is-in booth in the
Wilson Hall atrium during lunch hours on Wednesday, March 21 and Thursday, March 22.



More information about the FermiMail calendar system is available on the FermiMail web site at
http://computing.fnal.gov/FermiMail. (Click on “Calendar migration information” link in the right
column under “Preparing for Email & Calendar Migration.)




