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Using OAG and Organizer

Welcome to Using OAG and Lotus Organizer OAG®, the most popular
travel planning information system in the world, is the primary source

for both domestic and international flight schedules and fare information. You
can select a flight and rental car using OAG FlightDisk® and make hotel
choices using OAG HotelDisk™. Once you've selected your flight and made
your hotel choices, you can then send some or all of your trip information to
your Organizer® file.

You can create:

» Calendar appointments containing your flight information, including
departure/arrival times and airline/flight numbers

» To Do tasks to remind you to complete the arrangements you created in
your OAG trip plan, such as booking your flight, making hotel
reservations, and renting a car

* Planner events for the duration of your trips

* Notepad pages with a complete itinerary of your trip, including flight,
hotel, and car rental information

» Links between all of the Organizer entries related to a trip

In addition, you can use OAG FlightDisk and HotelDisk to obtain
information on the area you'll be visiting, such as local attractions,
convention facilities, and climate information. You can also use OAG’s
mapping features to determine what points of interest are located near the
hotel you choose and determine distances between various points.

Installing OAG

The following information provides step-by-step instructions for installing
OAG to use with Organizer. OAG requires 4MB of RAM and 50MB of disk
space when you install the monthly updates.

To install Organizer and OAG on a stand-alone computer, run Install from
Windows 95 or Windows NT. Be sure to close any open programs on your
computer before you begin installing Organizer and OAG.



1. Insert the Organizer CD in your CD-ROM drive.
2. From the Windows taskbar, Click Start and then choose Run.
3. TypeD:\Install in the “Open” box and click OK.

Note If your computer's CD-ROM drive doesn't use the letter “D,”
substitute the letter of that drive.

4. Enter your name and company name, and click Next in the Welcome to
the Lotus Organizer Install Program screen.

Note The name you enter is recorded as the registered user for the
software.

5. Install asks you to confirm that the names you entered are correct.

* Click Yes to confirm the names and display the next screen.

* Click No to return to the previous screen and enter the names again.
6. Follow the instructions that appear on the screen.

Once Install is complete, the Organizer Extras dialog box appears.

7. In the Organizer Extras dialog box, select “OAG Travel Information
System™.”

8. Click Install and follow the instructions that appear on the screen.
9. Click Done to close the Organizer Extras dialog box.

Note If you install Organizer from a network node or from a file server,
the Organizer Extras dialog box is unavailable. You can install OAG
from the Organizer CD after you finish the node or file server install. To
install OAG, insert the Lotus Organizer CD in your CD-ROM drive.
Click the Windows Start button, choose Run, and type
D\:Extras\OAG\Setup.exe. Follow the instructions that appear on the
screen.

Sending OAG trip information to Organizer

You can send your OAG trip information to your Calendar, To Do, Planner,
and Notepad sections. You can send your information to all of these sections,
or send it to selected sections. You can also link all of a trip’s Organizer
entries for easy access between the entries. Your OAG trip information
remains in OAG after you send it to Organizer.

Note Once you've sent your trip information to Organizer, you then need to
reserve and pay for the flight, hotel, and car rental segments you created in
your OAG trip plan.
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Creating Organizer entries with OAG trip information

1. In Organizer, click the OAG icon.
OAG FlightDisk opens.
2. Create a trip plan in OAG.

Note Your OAG trip plan can contain segments for your flights, car
rental, and hotel reservations. For more information on creating a trip
plan in OAG, see OAG Help.

3. Name and save your trip plan in OAG.

Note Be sure to name your trip plan in OAG. If you don’t name it when
you save it, it's assigned the default name “Trip Plan 1.” Subsequent
unnamed trip plans will be assigned the default names “Trip Plan 2,”
“Trip Plan 3,” and so on when you save them. Organizer uses this name
for that trip plan’s Organizer entries.

4. After creating the segments you want for your trip plan, in the Trip Plan
dialog box, click the Organizer icon to send your trip information to
Organizer.

The Lotus Organizer Update dialog box appears.

™ E
OAG trip plan name
Trip Plan Name: BOSTSEA
Organizer ]
file name Organizer File: [C:\Lotus\Organize\Nancy Traveler |
[X Add to Calendar X Add to To Do List
Sends OAG trip [% Add to Planner X Link Organizer Entries

information to selected
Organizer sections and
links trip entries together

[X Add to Hotepad/DAG Itinerary

1] & I Cancel I Help |

The name of the Organizer file to which you're sending OAG trip
information appears in the “Organizer File” box.

The most recently used Organizer file appears in the “Organizer File” box. To
select a different file, highlight the file name in the “Organizer File” box and
pressDeL. PresENTER. In the Organizer File Open dialog box, search for the
Organizer file you want to open.

5. Click OK.
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6. If your Omanizer file has a password, enter it under “Password” in the

dialog box that appears.

Enter the password that corresponds to your level of access for that
file. There are three levels of access to age@izer file: OwnerAssistant,

and Reader

7. (Optional) Deselect the @anizer sections to which you domiant to

send OAG trip information.

Option

Result

Add to Calendar

Add to Planner

Add to Notepad/OAG ltinerary

Add to To Do List

Link Organizer Entries

Creates Calendar appointment with trip
information in the Qganizer file

Creates Planner event with trip
information in the Qganizer file

Creates page entry or OAG ltinerary
(a special Notepad section) entry with
trip information in the Qganizer file

Creates @ Do task with trip information
in the Oganizer file

Links together all Qganizer entries
associated with the trip plan

By default, entries are added to the CalendlmnerOAG ltinerary
Notepad and @ Do sections of your @anizer file. If you dort’want to
create an entry in a particularganizer section (for exampleo Do),
deselect that section (in this case, “Add ®oDio List”).

Note Before you send your OAG trip information to arg@mizer file,

be sure that the @anizer file contains the sections you specify in the
Lotus Oganizer Update dialog box. If the ganizer filedoesrt contain

a section you specify in the Lotusganizer Update dialog box (for
example, a @ Do section), then the entry for that section (in this case, a

To Do task) wort be created.

8. (Optional) Deselect “Link Qyanizer Entries” if you dohWwant to link the
trip plan’s corresponding @anizer entries to one another

Note You can only link your Qanizer trip entries together if you're
sending trip information to the Notepad section.

For more information on linking your trip plancorresponding
Organizer entries to one anothsee “Linking your Quanizer trip plan

entries.”
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9. Click OK to send your OAG trip information to Organizer.

Note In Organizer, presB9 after sending your OAG trip information to
update your Organizer file with your newly created Organizer trip
entries. If you don'’t press9, you may not see your new Organizer trip
entries unless you close and then re-open your Organizer file.

Looking at your OAG trip information in Organizer

When you send OAG trip information to Organizer, it appears in the
Organizer section(s) you previously specified in the Lotus Organizer Update
dialog box. For example, if you chose to have your trip information sent to
Organizer’'s To Do section, a To Do task appears.

Sending OAG trip information to an Organizer file
When you send your trip information to an Organizer file:

« All Planner events you create when you select “Add to Planner” in the
Lotus Organizer Update dialog box in OAG are assigned to the Travel
Planner key. The Travel Planner key replaces the Unused5 Planner key
when you install OAG.

* All Notepad pages you create when you select “Add to Notepad” in the
Lotus Organizer Update dialog box in OAG appear in the “OAG
Itinerary” Notepad section. The OAG ltinerary Notepad section is
created when you install OAG. Existing Notepad section(s) aren't affected
by the OAG ltinerary section.

If you're using a pre-existing Organizer file, yaon't see the Travel

Planner key or the OAG ltinerary Notepad section. However, you can
rename the Unused5 Planner key to Travel in your existing Organizer

file. Similarly, you can rename an existing Notepad section, or create a hew
Notepad section, called “OAG ltinerary” in your pre-existing Organizer file.
OAG trip information you send to the Notepad section will appear in this
renamed or newly created section. You can also create a new Organizer file
and import information from your existing Organizer file to this new file.
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Seeing OAG trip information in Organizer Calendar appointments

When you send your OAG trip information to the Organizer Calendar

section, it creates a Calendar appointment for each flight segment you create.
Each appointment contains the names of the cities you're traveling to and
from, as well as the arrival and departure times and flight numbers. All OAG
trip Calendar appointments are automatically assigned the “Travel” category.

B | otus Organizer - [Nancy  Traveler.or6] 2100l OAG icon
File Edit View Create Section  Appointment  Phone  Help

doaladtohhaup% odadauis

# |Sunday 20 February 2000 Monday 21 February 2000 | [ through
i Travel-BOSTSEA Trip & k To Do task
[#%@Book BOSTSEA Trip oy and
&8l Planner
event for
trip

Monday’

Jul 26, 1999 i 3

12:50 PM | : } L
! B BOSTSEA Trip ‘

From Boston, MA,

Link to
trip’s other
USA

| To: Seattle\Tacoma, Organlzer
| Washington, USA entries
Flight: N\W 95

Dep: 8:30a Arr: 11:44a

[

g

Jo ik gy

" 51st day, 31... 52nd day, 314 days left

Departure and arrival Calendar appointment
times for Boston for trip (with Boston
(EST) (EST) departure time

and Seattle (PST)
arrival time and airline
information)
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Note If the city you're traveling to is in a different time zone than the city
you're traveling from, departure and arrival times are shown in two different
ways in your Calendar appointment. In the example on the previous page,
the upper and lower left corners of the appointment show both departure
and arrival times for Boston (EST). Additionally, in the appointment
information area, the departure time shows Bostg38 AM (EST)

departure time, and the arrival time shows Seattle#41AM (PST).

Seeing OAG trip information in Organizer To Do tasks

When you send your OAG trip information to the Organizer To Do section, it
creates an unprioritized To Do task to remind you to complete the
arrangements you created in your OAG trip plan. By default, the task’s start
date is set to the date you sent the trip information to Organizer, and the end
date is set to the first day of your trip. The To Do task is automatically
assigned the Travel category.

Tip You can assign a priority to the To Do task in Organizer, as well as
change the start and end times for the To Do task. Changes you make to the
trip information in Organizer don't affect the trip information in OAG.

!‘_l_ Lotus Organizer - [Nancy Traveler.or6] - [O]>]
Jfile Edit View Create Secton  Task Phone Help ——— OAG icon
T = ol % = G
HaeE»ALHHOR WSS 0ga2B0E S [
___________________ gy =
To Do =
4 2000 » Current
o
{ Fetnanicok ¥ Book BOSTSEA Trip sl 3
SN W T RS, 07/26/1999 - 02/21/2000 a3
ek = Install thi ith's updat g
6 7 89 10 1112 B L @ Install this month's update
of the OAG Travel
1314 1516 17 18 19 {I= ; Information System TM
20 g 22 23 24 25 26 Don't have the most recent
27 29 A CD? Call 1-800-DIAL-OAG o
g
Monday 3
2 Jul 26, 1999 -
12:50 PM
mn
I
g
3
(@]
=}
3
=
[}
z
Q
By Status “|Page 1o0..
To Do task to complete Link to
trip arrangements (book trip’s other
flights, reserve hotel Organizer
entries

room, rent car)
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Seeing OAG trip information in Organizer Planner events

When you send your OAG trip information to the Organizer Planner section,
it creates a Planner event for the duration of your trip. By default, the
Planner event's start date is set to the first day of your trip, and the end date
is set to the last day of your trip. The Planner event is automatically assigned
the Travel category.

The Unused5 Planner key is renamed to “Travel” when you install OAG.

If you're using a pre-existing Organizer file, you won't see the Travel Planner
key. However, you can rename the Unused5 Planner key to

“Travel” in your pre-existing Organizer file. All of your OAG trip plan’s
corresponding Planner events are automatically assigned to the Travel
Planner key.

B otus Organizer - [Nancy  Traveler.or6]
File Edit View Create  Section Event Phone  Help

‘ool 00N EY 08 ddmldn 'ﬁlﬁﬂ'
Planner 2000
R L LiLidkd e b Bl bl Lol

OAG icon

Link to
trip's other
Organizer
entries

Monday
Jul 26, 1999
12:50 PM

[l A ey s ]

:
.
]
}

] [ I T

Planner event for trip Travel Planner key

Tip You can assign a different Event type to the Planner event (that is, from
“Travel” to “Vacation,” for example), as well as change the start and end
times for the Planner event. Changes you make to the trip information in
Organizer don't affect the trip information in OAG.
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OAG ltinerary
Notepad section

Seeing OAG trip information in Organizer Notepad pages

If you're using an Organizer file, a new Notepad section called “OAG
Itinerary” is created when you install OAG. If you're using a pre-existing
Organizer file, yowon't see the OAG lItinerary Notepad section. However,
you can rename your Notepad section to “OAG lItinerary” in your existing

Organizer file.

When you send your OAG trip information to the Organizer Notepad
section, it creates a Notepad page in OAG ltinerary with information from
your trip plan’s segments (that is, the flight, car rental, and hotel segments).

f_! Lotus Organizer - [Nancy

Eile Edit View Create

“B7U%=

Section

Traveler.or6]

Page Text Phone Help

o.2%

ABAHDR%NBY 0

%

DAG ltinerary "'-,Nolepad "

i Vonday
@ 20 uizs 100
| 12:50 PM

% Co

8
c
£
=2
N

By Page Number *

— OAG icon
EE R ER LS
e —— Link to
BOSTSEA Trip o | TR trip's other
OAG FlightDisk Orggnlzer
i entries

02/21/2000 i

From: Boston, MA, USA i

To: Seattle\Tacoma, Washington, USA i

Flight: MW 95 i

Dep: 8:30a Arr: 11:44a i1 Flight

02/25/2000 I information

From: Seattle\Tacoma, Washington, {8

USA {

To: Boston, MA, USA i

Flight: NW 96 i

Dep: 1:10p Arr: 69:21p "'-'-|3 Hotel

02/21/2000 to 02/25/2000 :} i information

Hotel: Marriott Hotel Sea-Tec 3
=l

02/21/2000 to 02/25/2000 —

Company: Hertz Rent-A-Car g [ par rem,al
2|l information
gl

- Travel
category

i Page 1 of 2 |
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Linking your Organizer trip plan entries

When you're sending your OAG trip information to your Organizer file, the
“Link Organizer Entries” option in the Lotus Organizer Update dialog box in
OAG is selected by default. This links together all of your trip plan’s
corresponding Organizer entries, letting you cross-reference these Organizer
entries. However, you can only link your Organizer trip entries together if
you're sending trip information to the Notepad section. For example, let's
say you send your OAG trip information to your Calendar, To Do, Planner,
and Notepad sections and link these entries together. You can then click the
link in the Notepad section to display links to the trip plan’s corresponding
entries in the Calendar, To Do, and Planner sections.

Note If you don't want to link together your trip plan’s corresponding
Organizer entries, deselect “Link Organizer entries” in the Lotus Organizer
Update dialog box in OAG.

& Lotus Organizer - [Nancy  Traveler.or6] M=l E3

File Edit View  Create  Section Page  Text Phone  Help

= = |
= ] |
Af'lu,{al (’)% |E%|®-2£®l®&l%m9

Link to trip’s other S .

. p R OAG ltinerary Contents BOSTSEA Trip fiE S
Organizer entries | f
(7} BOSTSEA Trip From: Boston, MA, USA to: Seattle/ OAG FlightDisk
T3 BOSTSEA Trip From Seattle/Tacoma, Washington
124 Travel - BOSTSEA Trip - 02/21/2000-02/25/2000

3
@6 7 8 9 10 Book BOSTSEA Trip - due 02/21/2000
i 13 14 15 16 17
# 20 J; 22 23 24 2526
27 2829 1 2 3 4
Monday

Wl 206 Jul26 1999

12:50 PM

OAG icon

Organizer's linked
trip entries

02/21/2000
From Boston, MA, USA

To: Seattle\Tacoma, Washington, USA
Flight: N\W 95

Dep: 8:30a Arr: 11:44a

02/25/2000
From: Seattle\Tacoma, Washington,

USA

To: Boston, MA, USA
Flight: N\W 96

Dep: 1:10p Arr: 8:21p

' Co DAG Itir

= 02/21/2000 to 02/25/2000
............ Hotel: Marriott Hotel Sea-Tac

02/21/2000 to 02/25/2000
Company: Hertz Rent-A-Car

= Travel
By Page Number “| ii Page 1 of 2 |
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