O-Tools 4.0 Installation

(For assistance with O-Tools installation, call VMI at (703)536-0330, ext. 107)

1. Insert your O-Tools/GoldMine Installation CD into your CD-Rom drive.

2. In Windows, select Start….Run…Type in your CD-Rom Drive (usually d:) and click browse. Select gm4setup click Open then on OK. You should not have any other program thing running at the same time.

3. On the “Welcome to GoldMine 4.0 Setup” screen, select Next, then on the “Software License Agreement” screen, select Yes.

4. On the “Setup Type” screen, select “Typical” on the Settings screen and leave the destination folder as C:\Program Files\Goldmine, then select Next. On the “Thank you for choosing Goldmine” screen, select Next.   GoldMine will now extract and install the required folders and files.

5. On the next screen, fill out the Licensing Information (name and address, etc…).  The information used in these fields is used to personalize letters and templates for email.  The Goldmine Serial Number screen will appear.  You must fill in the License Serial Number in order to continue with the installation.  The last four characters of the serial number are also your login name.  This number can be obtained from either your district Systems Administrator (SysAd) or by calling VMI at (703)536-0330, ext. 107.  Prior to selecting Next, insure you have unchecked the “Automatic register” box. When finished, select Next. 

6. On the “Username” screen, do NOT enter a password, insure your Username is filled in and grayed out, then select Finish.

7. The Goldmine Launch screen will appear.  Insure your Username is displayed and press OK.  Do NOT enter a password.

8. You are now in O-Tools. Select File from the menu tabs at the top of the screen, Open File, and highlight “Common Contact File” and click Open File.

9. Select Tools from the menu tabs at the top of the screen, and click on Maintain Databases. 

10. On the Goldmine’s Maintenance Wizard screen, check the “All Database Files” and click Next.

11. On the Maintain All Database Files screen, check the “Files in Goldmine Directory” box and the “All Contact Files” box.  Insure you also check the “Convert ALL databases to the new RECID format” box located near the bottom of the screen.  This is extremely important. Now select Next.  A screen will appear requiring you to confirm that you wish to revise the Record ID.  Select “Yes”.  After selecting yes, you will see the same screen as before. Select Next twice, and then select Finish.  When the Maintenance has completed, completely exit O-Tools.

12. From your Desktop, click Start….Run…..Browse and select your CD-Rom Drive (usually the “d:” drive).  Select GMINSTALL.exe and click on Open and then OK. The WinZip screen will appear. Leave the destination drive as the default, “C:\”, and click on the Unzip Button. After WinZip finishes unzipping the files, select OK, then close WinZip and return to your Desktop. 

13. Double click the GoldMine icon to launch O-Tools.

14. On the GoldMine login screen, insure your Username is filled in and click OK.  Do NOT enter a password.

15. In GoldMine, select the Tools menu tab from the top of the screen and click “Maintain Databases”.  From the Goldmine’s Maintenance Wizard screen, check the “All Database Files” box and click Next.

16. On the Maintain All Database Files screen, check the “Files in Goldmine Directory” box and the “All Contact Files” box.  Select Next twice, and then select Finish. 

17. Your initial steps to install the O-Tools software are complete.  Now, you need to create your first record in O-Tools.  Go to the File menu tab located at the top left of the screen and select “New Record” from the pulldown menu.  On the Add a New Record screen, the applicant’s name is all that’s required to create a new record. For formatting purposes, enter the first name then the last name, i.e., John Doe.  Prior to clicking OK, insure the “New Record” and the “Current Window” options are selected.

Installing the link between O-Tools and MS Word:

1. With O-Tools/GoldMine open, open up Microsoft Word.

(Note:  If using Word 2000, you must go to Tools, Macros, Security, Low and then close and reopen Word before proceeding).
2. From the File menu tab, select “Open File” and Browse to the install CD for gm4w8.doc and open the document. Select “Enable Macros” and click OK.

3. On The Goldmine 4.x-Word 97 Link page, click “Install GoldMine Link”.

4. On the Goldmine Link Installation popup block, select the appropriate fax method, if you do not have any fax software or do not know, select “None – not listed” and click Continue.

5. When the GoldMine Link Installation process is complete, click on Done.

6. Close Word and return to O-Tools. 

7. Go to the File menu tab at the top of the screen in O-Tools and select “Configure GoldMine” and “Users File…”.

8. On the Users’ Master File block, highlight your Username, place the cursor in the white field and right click to bring up the popup menu. Select the “Verify Users Lookup”.

9. A GoldMine verification window will appear on your screen. Click Yes.

(Note: If you are an OPO, after clicking yes, you will need to select “New” from the Users’ Master File block to add each of your ORs to your Master file and repeat steps 18 and 19 for each OR when first setting up your O-Tools).
10. You will be returned to the Users’ Master File block after clicking Yes. Click Close to complete this process.

Setting up your E-mail settings  in O-Tools:

1.  Go to the Edit menu tab on the top of the screen and select “Preferences”.

2. From the Preferences folio, select the Internet Tab. 

3. Fill in the appropriate information provided to you by your district SystAd or call the CNRC Help Desk, (901)874-9355, to obtain it.

4. Once you have filled in the four blocks for your e-mail account, click on “More Options” to bring up the Internet Preferences screen.

5. On the Internet Preferences screen select the Retrieval tab and under Retrieval Options, check the box for “Delete retrieved mail from server”.  It is recommended that you leave all other options at default settings.

6. Click OK, then OK again to finish this procedure.

Entering O-Tools Synchronization settings:

1.  Go to the File menu tab at the top of the screen, select Synchronization and scroll down to the “Sync with another GoldMine site” option to launch the Synchronization Wizard.

2. From the Synchronization Wizard, select Next.

3. From the Connection Method pulldown box, select “Internet (Direct)”.

4. Check the “Connect to remote” option and click Next.

5. On the Connect/Send E-mail to Remote screen, check the “Send changed data to remote” and “Retrieve changed data from remote” boxes.

6. In the “Remote’s Internet IP address” block, type one of the following:

a. For those districts in Regions Central and West type:

  NAVYSYNC.VERMAR.COM

b. For those districts in Regions North and South type:

  NAVYSYNC2.VERMAR.COM

c. In the “TCP Port” block, enter 5993

d. Do NOT enter a password.

e. Click Next.

7. On the Transfer Set Send Options screen, click “Send Options”.

8. On the Send Options screen, under “Database Files”, ensure that “User defined Fields”, “Fields”, “User logs” and “System logs” are NOT checked, then click OK, then click Next.

9. On the Transfer Set Retrieve Options screen, click “Retrieve Options”.

10.  On the Retrieve Options screen, under “Database Files”, ensure that “User defined Fields”, “Fields”, “User logs” and “System logs” are NOT checked, then click OK.

11. On the Transfer Set Retrieve Options screen, select “I am picking up a waiting transfer set” from the pulldown menu located below the “Retrieve Options” button, then select Next.

12. On the Connect/Send E-mail to Remote screen, click the “Immediately” option and click Next.

13. On the Ready to Synchronize screen, select the “Yes, save the profile…” option and enter DAILY SYNC as the profile name in the box, and click Finish.


Congratulations!

You have successfully installed O-Tools.
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