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1 Introduction

G content code

Meeting Planner for SharePoint 2007 enables people to find a time slot for their meetings

easier. When attendees are located across the world in different time zones, it can be difficult to
figure out what time it is in each location, but not when you have Meeting Planner installed.

veeting Planner v
Local Time Zone | Landan |
Time [5/21/2003 Alioam =] [s2 =]
Set
Destination Zone Local Time
&frica/Dakar 058/21/2009 09:52 AM Delete
America/Mew York 08/21/2009 05:52 &M Delete
Atlantic/Bermuda 05/21/2009 06:52 AM Delete
Pacific/Majuro 058/21/2009 092:52 PM Celete
Destination Zone |choose... =l
Add

Figure 1 — Meeting Planner

This installation manual is intended for SharePoint Administrators installing the Meeting Planner
web part on a Microsoft Office SharePoint Server 2007 server farm
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2 Installation Requirements

Before proceeding with the Meeting Planner solution installation, please ensure the following
requirements are met.

2.1 Recommended Hardware

Performance of Meeting Planner may vary depending on the available resources. The following
hardware is a guide and may vary depending on the number of people within your organisation.

e Web front-end servers and Application servers
o Minimum Dual 2.8 GHz Pentium 4 CPU
o Minimum 2Gb RAM

e Database servers
o Minimum Dual 2.8 GHz Pentium 4 CPU
o Minimum 2Gb RAM

2.2 Software Requirements

The following software MUST be installed on the server farm before proceeding with the installation.

e Microsoft Office SharePoint Server (MOSS) 2007 (Standard or Enterprise)
e Microsoft Internet Information Services (I1S) 6.0 or later
e .Net Framework 3.5

2.3 Permissions

The following permissions are required to complete all the steps outlined in this installation manual.

e Member of the local administrators group on the server where the setup wizard is run.
Required to complete the installation only.

e Farm Administrator with rights to add solutions and manage solutions deployment.
Required during installation and to upload/manage license keys in License Manager in order
to activate a product licenses.

e SSP Administrator with rights to modify search settings.

Required to create a new Managed Property, initial crawls and update the search scope.

e SSP Administrator with rights to manage user profiles.

Required to create a new Managed Property and import user profiles.

e Asite collection administrator on the site collection where the product will be installed.

Required to activate the Site Collection Feature.

©2008 Content and Code Ltd
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3 Installing the Meeting Planner web part

This section outlines the procedure for installing Meeting Planner to a single Microsoft Office
SharePoint Server 2007

Important: Before proceeding with the installation, please check that the account you are using to

install Meeting Planner has the appropriate permissions outlined in section 2.3 -

Permissions.

3.1 Deploying the Solution

1. Open ccMeetingPlannerinstaller.exe

Meeting Planner

Meeting Planner

Welcome to the Meeting Planner setup wizard

This setup wizard will install and deploy Meeting Planner to your SharePoint famm. Click Next to peform a
system check an this server and continue.

The system check will not check the state of ather servers in your SharePoint fam. Before

! proceeding with the setup please check that the Windows SharePoint Services
Administration and Windows SharePoint Services Timer services are running on all servers
and that the same version of the NET Frameworlk is installed. For further information please
refer to the installation manual.

G contentandcode Previous Net | [ Abor

2. Click Next

©2008 Content and Code Ltd
www.contentandcode.com

Follow these steps to install and deploy Meeting Planner to one or more web applications.
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Meeting Planner

System Check

( 1 if Meeting Planner

Windows SharePaint Service 3.0is installed.

Met Framework 3.5 iz installed.

You have permizzion to install and deploy SharePoint solutions.
The Windows SharePoint Services Administration service is started.
The Windows SharePoint Services Timer service is started.

Solution file: fovnd.

000000

teeting Planner iz nat installed.

All checks succeeded, Pleaze click Mest to proceed with the ingtallation,

(@ contentandcode Previous |  Mest | abot |

3. The setup will perform a systems check to ensure the server meets the installation
requirements. If one of the checks fails, simply abort the installation, and then resolve the
issue before running the setup again.

Important: When installing to a SharePoint farm running on Windows Server 2008 with User
Account Control (UAC) enabled, the installation permissions must be elevated using
the Rick-click > Run as administrator option (see below)

109 15:25  Application go0 KB
J02/2009 15:28  CONFIG File 1 KB
: .

A Run as administrator 1/02/2009 1759 Text Document S KB

Failure to do so will result in a System Check error for the Windows SharePoint Service
Timer service check.

4. When the System Check is successfully complete, click Next

5. Read and then agree to the terms of the licensing agreement by selecting select | accept the
terms in the License Agreement.

6. Click Next

©2008 Content and Code Ltd
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Meeting Planner

EnckUser License Agreement

Flease read the following lic greement carefully

O contentandcode

End-TTser License Agreement

to the License Agreement” if you agree.

@ccepl the termz in the License Aareement

Content and Code’s Meeting Planner for SharePomt 2007

By mstalling the product identified above andfor tts related matenals, you are
accepting the followmg License Agreement. Check the box "I have read and agree

IMPORTANT - FEEAD CAREFULLY: This icense agreement { LICENSE V15 a
legal agreement between vou (either an individual or a single entity, also referred to
as "LICEMSEE", "YOTU") and Content and Code Ltd, ("Content and Code"), for
the product "Meeting Planner for ShareF ot 2007", which ncludes computer
software, associated media, printed matenals, and "online" or electronc

G contentandcode

Previous || Mext || Ahort I

S ——

7. Select the Web Application where you intend to deploy Meeting Planner.

8. Click Next

Deployment Targets

® ect ane or mor b applications

‘web Applications:

b Applications

http: //mvsite) [ShareFPoint - MySite80)
|5hareFoint - Portala)

iF [SharePoint - SSPAdming0)

Please click the Mest button to start the installation process.

G contentandcode

Previous |( Mext | )

Abort

Note:
applications.

If you need to install Meeting Planner to more than one web application, select multiple web

9. When the installation is complete, click Next

©2008 Content and Code Ltd
www.contentandcode.com
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Meeting Planner

Installing
F waa= ity

All operations successfully completed,

(O contentandcode Previos | New | Cose |

10. Click Close to complete the installation or Next to view the installation log

Meeting Planner

In&allation Successfully Completed

Details:
Restarting the Tirm
.|:||:||:|it'||:| PTirner for
t - Partalg0
Featur
Feature !
G contentandcode Erevious wet | glose |
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3.2 Activating a Product License Key

If you have purchased Meeting Planner then you will have received a product license key file via
email. This file can be uploaded to the SharePoint Central Administration to activate your product.

Important - Free 30 Day Trial
If this is the first time you have installed Meeting Planner on the SharePoint server farm, then you
are entitled to evaluate the product for 30 days.

3.2.1 Upload the Product License Key

To upload and activate a product license key:

1. In SharePoint Central Administration click the Operations tab
2. Below the Content and Code Administration section click Manage Product Licenses

Central Administration elool
% Central Administration }
Home | Operations | Application Management:
Central Administration = Operations ?
Operations &

Central services are running on each server, and changing settings that affect multiple servers or applic

tWiews All Site Content This page contains links bo pages that help you manage your server or server farm, such as changi
Administration

= Operations Topology and Services Global Configurat

= Application
Management

Shared Services
Administration

= SharedservicesCC-PR-
TESTOZ

5] Recycle Bin

8 Servers in Farm

O Services on server

8 Cubgoing e-mail settings
o Incaming e-mail settings

8 Approvefreject distribution groups

Security Configuration

0 Service accounts

8 Information Rights Management

o Antivirus

8 Elocked file bypes

8 Update Farm administrator's group

8 Information management policy configuration

8 Manage settings For single sign-on

Logging and Reporting

8 Diagnostic logging
8 Usage analysis processing

o Information management policy usage reports

Upgrade and Migration

8 Microsoft Content Management Server migration
o Enable Enkerprise Features
8 Enable features on existing sites

o Canvert license type

Content and Code Administration

8 Manage Product Licenses

o Ahout Conkent and Code

a Timer job skatus ‘
o Timer job definitions
a Master site directory
o Sike directory links s

a flternate access

o Manage Farm Fzat

8 Juigsce Farm '

o Salution managernsn.

Backup and Resto’

a Perform a backup
8 Backup and resto
a Restore From backy
8 Backup and resto

Data Configuratio

@ Defaul database

8 Diata retrieval ser,

Content Depluyme?

o Conkent deploymment
a8 Conkent deployment
o Check deplayment o

{
2
e
¢

3. Click Meeting Planner

©2008 Content and Code Ltd
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Central Administration

% Central Administration

Home | Operations | Application Management

‘Welcome CCA4ladministratar = | My Site | My Links = | @ |

[ Site Actions |

Central Administration > Operations > Product License Manager

Product License Manager

Views All Site Content

Central Qse this page to view and manage vour Content and Code product license keys, ©n this page vou can see the status and details of installed products and upload a

Administration license key.

= Dperations .

« application =i Upload product license key | [#] Refresh Licenses View | All -
Management Product Name Edition Version License Key Expiration Skatus

Shared Services Elog Roll Trial 1.0.0.0 96,2009 12:35:18 PM License nob activated

Administration

= CCe4sharedservices

6] Recycle Bin

4. Click Upload license key

©2008 Content and Code Ltd
www.contentandcode.com
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5. Click Browse

6. Locate the license key file (with .lic file extension) and click Open

Central Administration > Operations > Product License Manager > Upload licsnse key

Upload License Key

Locste and upload produet or offline license key for the selected product.
Upload license key file

File Name:
Browsa £o the product lcense sy File you intend o add ta the sarver.

I Browse
Choose File to Upload

Lock ju: [ 5 Files H o2 @
[ #]Blog Roll_v1_offine lic

Meeting Planner vl i

€

My Dacuments

File name: [Mesting Flanner_v1.lic = Dpen |
Files of type: [0 Files =) | Cancel
2

7. Click Upload

©2008 Content and Code Ltd
www.contentandcode.com
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The product license key must be registered online before the product is fully activated.

3.2.2  Activate the License Key

Important: [f your SharePoint server does not have access to the internet then you will not be able
to activate the product using a standard license key.

To activate your product offline you will need to request a new offline key by following
the steps in section 3.2.3 — Offline Activation.

To activate the license key using the online registration option:

1. Onthe Product Activation page, click Activate

Central Adminiskration = Operations = Produck License Manager > Product Activation

Product Activation

Thank you for purchasing a Content and Code product, Please activate your product from the Product Activation page,

Product Name IMeeting Planner
Yersion [% 1.0.0,0

Status
Generate a produck key For this server Farm,

The product has not been activated.

Coctivate ) cose
e

©2008 Content and Code Ltd
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3.2.3 Offline Activation

Important: An offline license key is ONLY required when a product needs to be activated on a
server that does not have internet connectivity e.g. when the SharePoint environment is
behind a firewall that prevents internet access. If the product has already been
activated please skip this section and proceed to section

To activate the license key offline you will need to generate a Unique Activation Number (UAN) and
send this to Content and Code. The UAN is used by Content and Code to create a matching Offline
License Key which can be used to activate the product on the same server farm.

To generate and send a Unique Activation Number:

1. In SharePoint Central Administration click the Operations tab
2. Below the Content and Code Administration section click Manager Product Licenses

Central Administration

% Central Administration

Home | Dperations

Wigw Al Site Content

Central
Administration

= Cperations
= Application
Management

Shared Services
Administration

= SharedServicesCC-PR-
TESTOZ

5 Recycle Bin

Application Managemment

Central Administration > Operations

Operations

Welco}

?
<

services are running on each server, and changing settings that affect multiple servers or applic

This page conkains links bo pages that help you manage your server or server Farm, such as chalz?

Topology and Services

o Servers in Farm

B Services on server

o Qukgoing e-mai setkings
8 Incoming e-mail settings

o Approvelreject distribution groups

Security Configuration

B Service accounts

8 Information Rights Management:

B Antiviros

8 Elocked file bypes

8 |pdate Farm administrator's group

8 Information management policy configuration

o Manage settings For single sign-on

Logging and Reporting

8 Diagnostic logging
o Usage analysis processing

8 Information management policy usage reporks

Upgrade and Migration

o Microsoft Content Management Server migration
8 Enable Enterprise Features
o Enable features on exisking sites

a8 Convert license bype

Content and Code Administration

8 Manage Praoduct Licenses

8 About Content and Code

Global Configurati

o Tirmer job stakus ‘
a Timer job definitions
o Master site direckary
8 Site directory links 5

o flbernate access

a MManage Farm feat

8 Quiesce Farm ’

8 Solution managamen.,

Backup and Resto’

o Perfarm a backup

8 Backup and resto

8 Restore From backy
o Backup and restoﬁ
Data Configuratio

a Defaulk database

o [rats retrieyval sef

Content Deployme?

a Conkent deployment §
o Conkent deployvrent
a Zheck deployment ol

{
2
e
¢

©2008 Content and Code Ltd
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3. Click Meeting Planner

Central Administration = Operations = Product License Manager

Product License Manager

Use this page to view and manage your Conkent and Code product license keys. ©On this page you can see the status and details of installed products and upload a license key.

=i Upload product license key | |2 Refresh Licenses

vigwr | All =
Product Name Edition Wersion License Key Expiration Status
Meeting Planner Full 1.0.0.0 E6A195-ECC133-77088-EBC173 Mever License not activated
« Elog Roll Full 1.0.0z2 EAS1SA-EBE191-ECAL3S-E031FC Never License activated

4. Click Generate activation number

Central Administration = Operations » Product License Manager = Product Details

Product Details

Use this page ko check the product details and upload a product license key. IF the server does not hawe inkernet connectivity you will need to generate an activation number and provide it to Content and Code in order to
receive an offline license key.

=i Upload license key Generate activation number

s
beting Planner

=i Activate product

Product Name

Type Ful

Yersion 1.0.0.0

License Key EBA195-E0C133-77065-E8C173
Expiration Mewer

Status

Close
5. Click Generate

Central Administration

% Central Administration

Home | Operations | Application Management

welcome CCeHadministrakor = | My Site | My Links = | @

[“ite Actions - |

Central Administration = Operations = Product License Manager > Unique Activation Mumber

Unigue Activation Number

Yigws All Site: Cuntent%

Central Use this page ko generate an activation number For this product. An activation number is required to produce an offline license key when a server cannot be
Administration activated onling,
= Operations Product Name EBlog Roll
- aaﬂ':;;ﬁznt version 10,00
Shared Services Unique Activation Number Unique Activation Mumber:
Administration Generate a unique activation number I Generate |
For this server farm,

pleceisharedzeikes ance you have generated a Unique Activation Mumber please send it to
_ - support@contentandcode.com quoting the name of your company, IF
& Recycle Bin wyou have purchased the product, 5 representative from Content and Code
will send & new License Key file which can be used to activate the product on
this server farm,

Upload license key

Close

6. Copy the Unique Activation Number and send it to licenses@contentandcode.com

©2008 Content and Code Ltd
www.contentandcode.com
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Use this page ko generate an activation number For this product. An activation number is required to produce an offline license key when a server cannot be activated online.

Central Administration = Cperations = Product License Manager = Unigue Activation Mumber

Unique Activation Number

Product Name Meeting Planner

¥ersion 1.0.0.0

Unigue Activation Number Unigue Activation Mumber:

enerate a unique activation number For this server I
Farm,

Generate |

Once wou have generated a Unigue Activation Mumber please send it to
support@contentandcode.com quating the name of your company, If
wou have purchased the product, a representative from Content and Code

will send a new License Key file which can be used to activate the product on
this server Farm,

Upload license key

Close |

Important: Once Content and Code have received your Unique Activation Number they will send
you a new product key that can be used to activate the product offline.

7. Click Upload license key

©2008 Content and Code Ltd
www.contentandcode.com
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8. Click Upload

Central Administration

‘welcome CCEd administrator = | My Site | My Links * |
% Choose File to Upload EHE
Hi Look in: I@ Files j e ? il m
icense key
& Mame:

| (e D

My Documents

(  Upload ) Cancel |

fdy Computer

-

File name: IBIog Roll_v1_offline.lic j (I
Files of type: IAII Files 7] j

Opsn

—

Cancel

9. If the license key matches the server where the UAN was generated, the license file will

activate the product automatically and take you to the Product License Manger page
(below).

Central Administration

% Central Administration

Home | Operations | Application Management

welcome CCR4ladministrator v | My Sike | My Links » | @ .

[“Site Actions |

Central Administration > Operations = Product License Manager
Product License Manager
Wigw All site Content

Central Use this page to view and manage your Content and Code product license keys, On this page vou can see the stabus and details of installed products and upload a
Administration licerse key.

= Cperations

= application =i Upload product license key | [£] Refresh Licenses Wiew | Al -
Managernent Product Mame Edition Wersian License Key Expiration Stabus

Shared Services Meeting Planner Trial 1.0.0.0 9f(2009 10:02:17 AM License nok ackivated

ey «  Blog Ral Ful 1000 [aS15A-EEE191-ECAISEO3IFC Mever Licenss activated

= CCe4SharedServices

|2/ Recycle Bin

Note: A tick + is displayed next to each product on the Product License Manger page that has
been activated. The Product License Manger page also includes details of the product,
including the edition, version and expiration date (if a trial license is installed).

©2008 Content and Code Ltd
www.contentandcode.com
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4 Configuring Meeting Planner
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4.1

Activate the Site Collection Feature

Follow these steps to activate the Meeting Planner site collection feature.

1. Open the top level site in your site collection.
2. Go to Site Actions > Site Settings > Modify All Site Settings.

3. Under Site Collection Administration, click Site Collection Features.

Praduck Test

#4 Product Test
Product Test

P

10rghart

Search

Produck Tesk = Site Setktings

Site Settings

Site Information

Site URL:
Mobile Site URL:

Wersion:

Users and Permissions

8 Peaple and groups

o Sike collection
administrators

8 Advanced permissions

Weloorme o

hittp: ffec-pr-test0z-portal.internal contentandcode . comy

hittp: ffcc-pr-testoz-portal.internal . conkentandcode . comym

12.0.0.6335

Look and Feel

@ Master page
a Title, description, and ican
@ Mavigation

a Page layouts and site
templates

a Welcome page

o Tree view

@ Site theme

@ Reset bo site definition

@ Searchable columns

4. Click Activate Meeting Planner Web Part.

i<l

Meeting Planner

Congratulations!

The Meeting Planner web part is now available and ready to use.

©2008 Content and Code Ltd
www.contentandcode.com

Galleries

@ Site conkent bypes
a Sike columns

8 Sie templates

o List kemplates

@ ‘eh Parts

a arkflows

8 Master pages and page
lavouts

Displays the date and time For any location{s) in the world using a date and time from a chosen time zone.

Site Administration

8 Regional settings

o Site libraties and lists
B Site usage reports

o User alarts

@ R3S

8 Search wisibility

8 Sites and waorkspaces
@ Site fratures

@ Delete this site

o Related Links scope
setkings

PO L i S " et annd B _’r@eouw:hs il

@ Sike collection features

o v | MySite | Mylinks = | @

Site Actions ~

Site Collection Administration

8 Search settings

8 Sgarch scopes

8 Search keywords

8 Recycle bin

8 Site directory settings

8 Site collection usage reports

8 Site hierarchy
@ Portal site connection
8 5ite collection audit settings

& Audic log reports
i,

”~ o

Activate .
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5 Uninstalling the Meeting Planner web part

5.1 Deactivate the Feature

To prevent users from adding additional Meeting Planner web parts to pages, you can deactivate the

Meeting Planner. This will remove the web parts from the web part gallery but existing instances

(i.e. web parts that have already been added to a page) will continue to function.

1. Open the top level site in your site collection

2. Go to Site Actions > Site Settings > Modify All Site Settings
3. Below the section Site Collection Administration, click Site Collection Features

Praduck Test

#4 Product Test

Product Test | 10rgchart  Search

P

4. For the Meeting Planner feature, click Deactivate

Displays the date and time for any location(s) in the world using a date and time from a chosen time zone.

Produck Tesk = Site Setktings

Site Settings

Site Information

Site URL:
Mobile Site URL:

Wersion:

Users and Permissions

8 Peaple and groups

o Sike collection
administrators

8 Advanced permissions

‘ g Meeting Planner

©2008 Content and Code Ltd
www.contentandcode.com

Weloorme o

hittp: ffec-pr-test0z-portal.internal contentandcode . comy

hittp: ffcc-pr-testoz-portal.internal . conkentandcode . comym

12.0.0.6335

Look and Feel

@ Master page
a Title, description, and ican
@ Mavigation

a Page layouts and site
templates

a Welcome page

o Tree view

@ Site theme

@ Reset bo site definition

@ Searchable columns

8 Master pages and page

Site Administration

8 Regional settings

o Site libraties and lists
B Site usage reports

o User alarts

@ R3S

8 Search wisibility

8 Sites and waorkspaces
@ Site fratures

@ Delete this site

o Related Links scope
setkings

"J""".""‘-‘~‘-‘F“-" » ' "\ tntm . gt Jﬁ"“eou‘tpychs -_#&Sw.

@ Sike collection features

o v | MySite | Mylinks = | @

Site Actions ~

Site Collection Administration

8 Search settings

8 Sgarch scopes

8 Search keywords

8 Recycle bin

8 Site directory settings

8 Site collection usage reports

8 Site hierarchy
@ Portal site connection
8 5ite collection audit settings

& Audic log reports
i,

”~ b

Deactivate ' m
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5. When prompted with a warning, click Deactivate this feature

Warning

o You are ab% to deactivate the Meeting Planner Feature,

If wou deactivate this Feature, any user data or customizations associaked with this Feature might be lost. In addition, any active features that depend on this feature
might Fail ko funckion,

Deactivate this feature

5.2 Uninstall the Solution

To completely un-install Meeting Planner from your farm, log on to the server from which you
installed Meeting Planner and locate your installation file and follow these steps.

1. Run ccMeetingPlannerinstaller.exe
2. Click Next

Meeting Planner

Meeting Planner

Welcome to the Meeting Flanner setug

Thiz zetup wizard will ingtall and deploy Meeting Planner ta pour SharePaoint farm, Click, Mest b perform a
zpztemn check on this server and continue.

The zypstem check will not check the state of other servers in pour SharePoint farm. Before

' proceeding with the setup pleaze check that the \Windows SharePoint Services
Adrinistration and Windows SharePoint Services Timer services are running on all servers
and that the same version of the NET Framewoark iz installed. For further information please
refer to the installabion manual.

G contentandcode Erevious Mest

©2008 Content and Code Ltd
www.contentandcode.com Page 19 of 21




O content code

3. Once the System Check is complete, click Next

Meeting Planner

System Check

C f beeting Planner can be installed fram thi

Windows SharePaoint Service 3.0 is installed.

Met Framewoark 3.5 iz installed.

“ou have permizzion to install and deploy SharePoint zolutions,
The Windows SharePoint Services Administration service is started.
The Windows SharePoint Services Timer service iz started.

Solution file found,

DO00000

teeting Planner iz already inztalled [Modify or Bemowe).

Al checks succeeded. Pleaze click Mext to proceed with the inztallation.

o contentandcode Previous Mext Abort

4. Select Uninstall
5. Click Next

Meeting Planner

Modify or Removye

F lect th hto perform

Meeting Planner iz already installed, What would vou like to do?

" Deploy to other web application[s]
Deploy Meeting Planner solution to the selected web application(s]

" Remove
Retracts the solution from the selected web application]z)

Retracts the zolution fram all web applications and deletes it fram the SharePoint solution store

G contentandcode Previous | Next Abart

6. Once the uninstall is complete, click Next
7. The details of the uninstall procedure will be displayed

©2008 Content and Code Ltd
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8. Click Close

Meeting Planner

Uninstalling

while Meeting Flanner is remowed

All operations successfully completed,

G contentandcode Previous Mext Clase

Note: Any Meeting Planner web parts that have been added to your site must be deleted
manually.

©2008 Content and Code Ltd
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