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Introduction

This document examines the calendar tool in Fronter. The examples are an attempt
illustrating familiar problems, and we hope you will nod in recognition to a lot of what
is being looked at here.

The calendar can be used to make appointments, call meetings or book equipment
and rooms, write today notes and administer various tasks (to-do).

Fronter is continuously developing and improving. There may therefore be some
discrepancies between documentation and application. This guide was written to
Fronter 82.

We hope you find this guide useful.

Lillehammer, August 2008
Steinar Hov/Georg Ranhoff

Preface
You will find the calendar in the upper toolbar (The personal room):

D My archive

zj My page  [—=] Motices @ =earch. ..

Choose room.. '| (%) ;
I Go | Emily Evavold
orin aroom:
=] General
R Ch -
chermistry oom [Choose =l
@ Messages Room Name: Duration:
Calgmdar Intraduction to General chemistry 2005
Studefits A
Description:
l:l Learning
resourcas
D Students Messages Show all 2 New message
I:l YWark in
progress
D Teachers only Please remeber to read this adicle by Friday: Pool: Inernt gases Egi
{hidden) DEEL
. oC: & new Learning path is ready for you: The Elements - an introduction Read mare
Hand-in Edit
@ Test Delete
S
3
Calendar Wiew All Mew appointment
’.'.
|"' Farum 4 Week 24: 12. Jun - 16. Jun 2006 &
Monday Tuesday Wednesday Thursday Friday

When you use the calendar from the upper toolbar you will get the following picture:



Upper part:

L ] December 2007 » Day | Week | Month | Year | @ oWWednesday 5. December 2007 (1} T,_;ICreale new

Week M T W T F 5 5 | Appointments To-Do (0}
48 26 27 28 29 30 1 2
49 3 4 8 B 7T B9
a0 1011 12 13 14 1516
a1 17 18 19 20 21 22 23
52 24 25 26 27 28 29 30
01 M1 2 2 4 5 5 [0%00

07.00

05:00

Display appointments 0G0
Personal
Room = Nhto0
[ others =
12:00

\’JMM Qh.““'\.\_.‘ﬁw‘\_\’ - .*x,"“\‘\_\j" w.rkr*\')\"\r“‘."“— P

Lower part:

——— T T - e T, e S el T e L P o e e . _ . -
18:00
19:00
20000
All
(3} Mormal Weeting AAt:laence El Tests! Workshop Staff meeting * Lecture [Edil

Create new (1):

+ | August 2008 o] pay | week Month vear LB mongay 4 August 2008

Week M T W T F § 8 Appointments To-Dio (73 My bookings
il 28 29 30 311 2 3
32 4 5 6 7 8 910 = New appointment =

I
33 1112 13 1415 16 17 o : elde
Create a new calendar appointment ¥ | Create a Mew Day Mote

34 18 19 20 2122 23 24 e >

35 25 26 27 28 29 30 31

7 New today note

e Import calendar data | HNewtask
Display appointments = - : - Listthat gives you an oveniew of your Ta Da
= Setup and import iCal or xCal files |._"| Tasks wﬁh mY vadsang diid dat‘z;s
Fersonal : prog :
Room »
- New hooking == Appointment list
[ others 2t | T ; : G g S :
et Create a new booking of cameras, meeting 2 Scheduling of individual meetings for group of

rooms etc in the calendar people.

New appointment is used when you want to create an appointment in the
calendar.

New today note can also be created here. This is more like a sticky note for
short messages.

Import calendar data makes it possible to import calendar a file in the iCal-
format. More details are later in this leaflet.

New tasks can be created here and they show up in the sub-menu To-Do.




New booking is a tool for booking of resources like rooms and cameras.
Appointment list: The appointment list enables you to use the calendar for self-
registration. An example of how it can be used is when arranging a course or
relocation involving a set number of places. Those who wish to participate are
then able to register themselves according to the “first past the post” principle.
As another example, a guide or tutor can arrange times for phone calls with
the students/pupils.

Reglon (2) displays three options for you to check:
Personal: These are “private” appointments created by yourself. It can also be
appointments created by others inviting you to a meeting, an appointment you
have accepted. Colleagues can view these appointments if they have access
to Others’ appointments, an access given by administrator (default setting).
Normally, as a teacher you will be member of a group called All teachers, All
staff, Teaching Personnel etc. According to the customised setting you are
able to search for the other people who belong to the same group. The other
members of this group will therefore be able to view your personal
appointments. Private appointments can also be visible to others, and there is
an option to hide details.
Room: These are appointments that are entered in a room, for instance a
classroom, a department room, a collaboration room etc. The appointments
from these rooms will automatically appear in the calendar of all those with
access to these rooms. In this situation you can choose Add to my
appointment. Then the owner of this appointment gets an overview of those
who have accepted or rejected it.
Others: As mentioned you can access other peoples’ appointments. This is
controlled by the Fronter settings, and it is normal to be able to view the
calendars of other colleagues.

Region (3) is in this case displaying various combinations of symbols and colours
that may be used to make the calendar easier to use. Administrator introduces this
palette to give everybody access to it.

You can create your own palette, but remember that you are the only one to be able
to see it (other people will only see black circles).

Appointment

Under Appointments in the calendar, you can create or view your own appointments
and those of others. These appointments may be private but visible to others, or they
may be private and visible only to you. Appointments can also be created in rooms,
so that they appear on the calendars of participants; you can invite people to
meetings, and so on. We will look at the various options below.



My appointments (displayed to all) or (details hidd en)
You enter an appointment in the calendar by clicking anywhere on it (close to the
relevant time if possible)

- December 2007 B Day ][ Waek ][ Month ][ ear ] L8 Wednesday 5. December 2007 SICreme new
Vieelk M T W T F 5 5 | Appointments To-Do (0}

48 26 27 28 29 30 1 2
49 3 04 5 B 7T 8 9
a0 1011 12 13 14 1516
a1 17 18 19 20 21 22 23
52 24 25 26 27 28 2930
01 311 2 3 4 5 @ [0=00

0700

i08:00

Display appointments

fo.o0

New appointment [x]
Personal
Room | htoo Title:
[ others = From: [10:00 | To:11:00
H2:00 [MOre Options —

1300

1400

Date interval may be changed according to need, but it is obviously quicker to choose
the correct date first in the monthly calendar on the left. The title has to be entered,
but the field Description is optional:

|+ | August 2008 =] pay | week Marth vear L monday 4. sugust 2008 T Create new
Week M T W T F § 8§ Appointments To-Dio (7} My hookings
M 282930311 2 3 e
32 4 5 6 7 8 9 10 === Tite; [Dentist
C X T -
23 11 12 13 141516 17 ~|| i [12:00 | /2008-08-04 |- 1zo0 |[2008-08-04 |
34 18 19 20 212223 24

Detail= Farticipants |
345 25 26 27 28 29 30 31
[Meet at Greenwood DetistCenter - aks for Mr.'g DTag All
Display appointments Driller Haw, Steinar
v e |
Persanal Description : | [Add members]
Room et |
; Send invitation via e-mail: [
[ others it &
[ make participants register for this appointment
Type | Mormal v |
Schema: Mo repeat b
Fublish to: _. Frivate appointment {visible far ally v.

Save | Back |

The drop down menu Type will give you the palette that has been created for the
calendar, where you can choose the appointment type:



Type : i Mormal

Schema :

Meeting

A Absence
Bublishto - s

ibile for allh

S

It is also possible to enter a repeat appointment by selecting Schema:

‘Daily i

Frequency:

Schema: Every time L

Recurrences: | Mumber  »

You will then get a display with several settings for how often and for how long

duration this appointment is to take place.

Please be aware that a repeated series of appointments consists of a “mother-
appointment” with a number of “children”. If the “mother-appointment is changed all
“children” will also automatically change. You can also change each “child”, but you
then break the link to the "mother-appointment”, as shown here:

Day  wWeek Maonth Year
Appointments To-Do (73 by bookings

| s—

C
_| Appointment

Title: Dentist

Detail=

The appointement is recurring
Open the series Open this HECUrence

To: 13:00- 2008-08-05

Description:

Type : Farmal

Repeat: daily

Fecurrences 4

FPublish to: Private appointment (visible for all

Back |

_| _|Tuesda~_.f g August 2008

The option Open the series will open the “mother-appointment”.

The last option is Publish to:



Private appointment fvisible for all W

There are two main options here:

'fivale appalntment (visible 1ar ally k
Frivate appointment {details hidden)

Private appointment (visible for all): Everybody who can search for you in the
contact register (e.g. your colleagues) have access to view what you have
written in your calendar. This is the suggested customised option.

Private appointment (hidden details): If you have chosen this option the details
of the appointment will not be displayed to others. To remind you that you
have chosen this option there is a padlock displayed in your calendar:

Appointments =]
Title: |Dentist ||
From: |10:00 To: [11:00

hiore options [ Save ][ Cancel ]I

Administrator MLIC

Meet at Dentist Center, ask for Mr. Diriller

. ———

For those who are able to view your calendar the set phrase This person is busy will
appear:

. This person is busy
Bdministrator MUC (Administrator MUC)




Room appointments (without registration)

When appointments are made in a room the information will automatically spread to
the calendar of each of the participants in the room. From the Room today (the cube
icon) we select New appointment:

_:}1 General chemistry = — A
Room | Choose w

Room Name: Duration:

_j Students roduction to General chemistry

—— Learning

L ;

n resources Messages Show all 5 New message

|| students

P BOC - Read about Inert gases - follow this e nert gases - an introduction

‘j Hand-in Edit

e Delete

=7 Tasks Steinar Hov, 2006-11-23

= . , Read maore

j Partfolio BoC: A new Learning path is ready for you: The Elements - an intra Edit
Delete

_,2‘ Dusstioh 0B Steinar Hov, 2005-06-23

5 fhidden)

I:I Ihﬁzzr;igs ooy Calendar Wienw Al "i;l Pl a&uintment )

'__"IWeek 32: August 4 - August 8 2008 ;l
Meonday 04 Tuesday 05 Wednesday 06 Thursday 0T ‘ Friday 08 ‘

T.00

We recognise the calendar that was displayed earlier, but particularly note whom the
appointment is for:

Day  Week Month ‘vear Lol Tuesday s August 2008 7y Create new
Appoimtments To-Do {00 My bookings

—— Title: |

=l | Tirme:|11:00 2008-08-05  |[=-[12:00 2008-08-05 |[>

Oetzil= Farticipant=s

ClTag Al
MU, Administratar

Description : Add members
Q_;I
O make paticipants register for this appointment
Type : MHarmal “
Schema: Mo repeat L
Eublish to: Introduction to General chemistry v)

Save | Back |




In this case the appointment is made in the room Introduction to General chemistry,
so consequently all the participants in the room get this appointment in their
calendars.

This is a possible display of two appointments, one personal and one from a room:

-« Decernber 2007 L 4 Day Week | Month | Year | €8 Tuesday 4. December 2007 'E-ICremenew

Week M T w T F § § | Appointments To-Do (03
48 26 27 28 29 30 1 2
499 3 4 56 7 839
50 10 11 12 13 14 15186

51 171819 20 21 2223 | [P

57 74 35 26 7 78 79 30 pm('.ﬁ\dmmistraturMUC

MM 12 2 4 5} o Workshop

Administrator MUC [ntroduction to General
Dlaplayappnmtrw/ i /"chemlstw
Personal |t
Roarm < N
[T others =

1200

At the very top there are different tabs for what kind of calendar you want (Day,
Week, Month, Year) and there are arrows for browsing forwards and backwards:

Dray I Wieek I manth I Year ] x-:ﬂrnTuesday 4 December 2007
Appointments To-Do (0

Room appointments (with registration)
It is also possible to create an appointment for, say, a course, excursion or similar for

which the participants register personally. More details and options are shown under
Appointment list later in this guide.

For example, we can see here that a chemistry tutor is offering a workshop in the
chemistry student room. Students should be able to register, but only five spaces are
available. We do this by ticking the option in which participants can register
personally for the appointment and specifying the maximum number of participants:




Day

week Month  Year S wednesday 6. August 2008

Appointments To-Do (5} My bookings

"2 Create new

Titie - |Workshop - final lab

|

Make participants register for this appointment

T¥pe: il__Nu:eral e
Schema: | Mo repeat v|
Fublish ta: !Introduminntn General chernistry vl

Participants

= o= fnal lal
— | Time:[1200 |[2008-08-14 |&-[15:00 |[2008-08-14 |
Details
| 'will have the final lab training for .
maximum & students - sign up!
Description -

[CITag Al
Evavold, Emily

Add members]

Send invitation via e-mail: [

Back

A chemistry student will see this appointment in his or her calendar as follows:

Day

week Month  Year [ Ed Thursday 14, August 2008

Appointments To-Do (4)

5 Create new

07.00

08.00

08:00

10:00

11:00

12:00

13:00

14:00

15.00

Workshop - final lab

Emily Evavold Introduction to General

chemistry

| will have the final Iab training for maximum

5 students - sign up! [%
Add to my appointment

10



The student can click the appointment to register as long as there are still places
available:

Day Wweek Wonth Year [=dThursday 14 August2008 " Create new
Appointments To-Do (4)

07:00
08:00
09:00
10:00
11:00
12:00 Workshop - final lab (]
From : 12:00 Tao: 15:00
13:00
Emily Evavold Introduction to General chemistry
14:00 Mumber of participants : 0/ 5 Seats available:
Regiﬁer
15:00

Here we can see that there are still five places available (when all are taken,
registration will no longer be possible).

Anyone who has registered for an appointment can also unregister. The appointment
will be copied to My appointments:

11



Day | Week Month | Year & jThursday 14, August 2008 %Creﬁte new
Appointments To-Do (4)
0700
08:00
09:00
1000
100
1280 |Workshop - final lab |x] |shop - final lab
From : 12:00 To: 15:00 aviold Introduction to General
= i
13.00 = the final lab training for maximum
; i ? 5 - sign up!

| 'will have 'm_e final lab training for maximum 5 v appointment] 1 Attending, 1
Jagp |(etudents - slgn.u.p! _ Accepted

Mumber of participants : 1/ 4 Seats available:

Unr%ister

15:00
16:00

The appointment owner can open the appointment to see who has registered so far:

Day  week Montn vear EEdthursday 14 August 2008 S Create new

Appointments To-Do (5) My bookings

.:;.I Titie: ".".forkshop-ﬂnallab |
——'| Time: 1200 |[2008-08-14 |[=)_[1500 |[2008-08-14 [

Dretails Participants

[Iwill have the final Iab training for | O Tag All

{maximum 5 students - sign up! Cuguald Crail
Description ; Berry, Annette (Accepted)

|

o3|
Make participants register for this appointment Add members
Limit number of padicipants to '5

AE— Send invitation via e-mail:
Type : [ Hormal v|
Schema: | Norepeat ¥
Publishto: | Introduction to General chemistry v |

Delete appointment | 3ave | Back |

12



Others’ appointments
You can view appointments of those people you can search for in the contact

register. In the calendar you choose More... from Others:

o1 31

Fersonal
Foom

L] othaers

*« December 2007 L 4
YWeek W T W T F &5 &

48 26 27 28 28 30 1 2
4 3 4 5 6 7 & 9
50 10 11 12 13 14 15 16
§1 17 18 19 20 21 22 23
52 24 25 26 27 28 29 30 |gearch result
2 3 4 56

Display appointments

Show others appointments

Search for

In org.unit {group):
Friends list b4

Mumber of elements (30

Search |

k-
-
——
!al.lFrE...
L

Here you can search for one or more people:

4« December 2007 »
Week M T W T F 5§ 5
48 26 27 28 29 30 1 2
49 i 4 5 6 7 8 9
50 10 11 12 13 14 1518
i1 17 18 19 20 21 22 23
52 24 25 26 27 28 29 30
01 M1 2 3 4 46

Display appointments

Fersonal
Raarm =
[ others =

Show others appointments

Search for
Ibernf I Search

In org.unit (group):

Search result

|:| Mame Username Company Tel.

Berry, Annette oeh2006 MUCBoCStudent

[F Berry, John mucteacher0l 3

Cell. E-mail
71 86 55 05 Annette Berry@student muc.ac.uk
7196 5513 John.Berry@@muc.ac.uk

Mumber of elements |30

IShowappoElments I Cancel |

Here somebody has searched for berry in the group All and the hits are displayed.
You place a check mark for the person in question. By carrying out several searches

you can place check marks for several names on the list.

In our case we only want to view Annette Berry’s calendar (in addition to our own):

13



@  December2007 & [ pay || wesk [ wontn [ vear | @ wiednesdays December 2007 =) Create new
Week M T W T F § 5 | Appointments To-Do (0)
48 26 27 28 29 301 2 T
49 I A6 T |59
500 10 11 12 13 141516 |
0200
a1 17 18 19 20 21 32 23
52 24 25 26 27 28129 30
01 M1 2 3 4 55 %00
Display appointments
el 1000 Dentist
Fersonal Administrator MUC
Meet at Dentist Center. ask for Mr. Driller
Room b
Others "--.._._E'___
—
12:00
13:00 Meeting with Jenny room; $-201
“Annette Berry (Annette Berng
14:00
15:00
Note:

1. The three appointment types are enhance

colours:

d by using different background

« Decernber 2007
Week M T W T F
48 26 27 28 29 30
49 34 5 6 7
a0 10 11 12 13 14
a1 17 18 19 20 21
52 24 25 26 27 28
1 M1 2 3 4

Display appointments

Personal
Room

Others

»
5 5

1 2
g4
1516
22 23
29 20
5 B

Day | Week | Month | Year | 8 \Week 49, 2007 T,_;ICreate new
Appointments To-Do (0)
Monday 03 Tuesday 04 Wednesday 05 Thursday 06 %{Iﬂ
7:00
&:00 Dentist
Administrator MUC
900 Workshop
dministrator MUC { Introc
10:00 Dentist
Administrator MUC
Meet at Dentist Center. ast
11:00
1200
13:00 Meeting with Jenny roc
Wwnnette Berry
14:00

2. The various calendar types can be selected/deselected by ticking the

checkboxes:

14



19:00

20:00

Calling a meeting

In many situations meetings can be agreed by using the room calendar in a suitable
room. One example is a section meeting where the head of departments uses the
room calendar in the section room and makes the appointment there. Then all the
section teachers will get this appointment in their calendars. If the head of
department in addition uses appointment type with separate symbol and colour, the
appointment will appear very clearly to the section teachers.

However, in certain situations it is not a whole group, but individuals that need to be
called to a meeting. Then you use the calendar in this way:

Create an appointment:

Day ‘week Month Year Lo|Edmonday 4. August 2008 T Create new
Appointments To-Do (0

B Title - (Staff mesting - Mew year planning

3| Time : [13:00 2008-08-04 |- [14:00 2008-08-04 |[=

Details Farticipants
ClTam Al
Super User
Description md -I hars
i
Send invitation via e-mail; [J
&
[ make participants register for this appointment
Type : Mormal w
Schema : Mo repeat w
Puhlishto . | Private appointment (visible for all) w

Save | Back I

Then click on Add members and search for those who are participating in the
meeting:

15



Add members

Search for

In org.unit {group):

BoC - employees v-.

Search result

Mame
Andersson, Ann
Berry, Annette
Berry, John
Broadbent, Benny

roadhent, Michael

EEEEEER =

Laurel, Fiona

Laurel, Kent
Leyland, Desmaond
tacallen, Harry
Mayes, Yvanne
Parker, Robert
Rogers, Kelly

Simpson, Michael

L4
O
O
O
il
O
il

Young, Ronny

Search i

Uzernarme Company Tel.

mucteacherd1s

oeb2006 MUC/BoC/Student
mucteacherdl 3

mucteacherdl2

mucteacherdnl

mucteacher0l6 MUCEmployes
mucteacherdns

mucteacherd10

mucteacherdl4

ucteacherlns

mucteacher0n
mucteacherd0y
mucteacheros

mucteacherd0s

Cell. E-mail

7196 55 11 AnnAndersson@muc.ac.uk
7196 55 04 Annette Berry@student.muc.ac.uk
71 96 55 13 John Berry@muc.ac.uk

71 96 55 04 Benny.Broadbent@muc.ac.uk
71 96 55 09 Michael Broadbent@muc.ac.uk
71 96 55 14 Emily.Evavaldi@muc.ac.uk
7196 55 06 Charles. Greene@muc.ac.uk
7196 5512 Fiona Laurel@muc.ac.uk
7196 55 08 Kent.Laurel@muc.ac.uk

71 96 55 07 Desmond.Leyland@muc.ac.uk
71 96 55 07 Harry.Macallen@muc.ac.uk

71 96 5510 Yvanne Mayes@muc.ac.uk
7196 5509 Robert.Parker@muc.ac.uk
719655 11 Kelly.Rogers@muc.ac.uk
7196 55 05 Michael.Simpson@muc.ac.uk
7196 55 08 Ronny.Youhg@muc.ac.uk

Number of elements |30

—Add external attendees
Type e-mail addresses to other recipients, separated by a comma,

E-mail:

Add merlaers | cancel |

Note that you can place a check mark for Send invitation via e-mail:

16



Day  ‘week Month Year Lo)Sdmanday 4. August 2008 7 Create new
Appointments To-Do (0)

B Tige - |Staffmeeting - Mew year planning

~| Time: 1300 |2008-08-04 |[(®l-[1400 |[2008-08-0¢ |[=

Detail= Farticipants

M Tag Al

Super User
Andersson, Ann (Mot invited)
Broadbent, Benny (Mot invited)
Laurel, Fioha (Mot invited)

Description

i
| Add members
[ mMake padicipants register far this appaintment

Type Marmal w @nd inwitation via e-mail:

Schema Mo repeat w

Fublishta: | Private appointment fvisible for ally w

Save | Back |

This means that each participant gets an e-mail with two links: one for accepting and
one for rejecting the invitation:

0| December2007 [ Send imvitation

Wesk M T W T F 5 5 Sendinwitation to the fallowing people:

48 26 27 283 2830 1 2 * Ann Anderssan, AnnAnderssong@muc.ac.uk

49 24 5 6 F 2 4 + Benny Broadbent, Benny. Broadbent@muc.ac.uk
+ Fiona Laurel, Fiona.Laureli@muc.ac.uk

a0 1011 12 131415 16

a1 17 18 18 20 21 22 23

52 24 25 26 27 28 29 30

01 12 3 45 6 Subject
|Ynu are invited to a meeting 2007-12-07 12:00 GMT +1 o'tlock

The email sent to the attendees will look like this:

Display appointments ‘You are invited to a meeting at 2007-12-07 12:00 GMT +1 by Emily Evavold.
Bl The meeting will last from 12:00t0 2007-12-07 12:00 GMT +1
Raom - ===5taff meeting - next year planning===
[ others =

Ifyou can attend, please accept the meeting below

| accept: hitp:ifranter.comiclassfronter/calendarfaccept_meeting. phtml?..
| reject: hitpifronter.comiclassfrantericalendaraccept_meeting phtm|?...

Send invitation Cancel

The person’s calendar will automatically be updated.

This is how the invitation is displayed in your calendar:

17



Appointments %]

Title: | Staff meeting - next year planning
From:|12:00 To: [13:00

More options [ Sawe ][ Cancel

Ermily Evawold

3 Altending, 2 invited, 0 Accepted

And this is the display for the attendees:

Appointments 3]
Title:
From: To:

Cancel |f

Ann Andersson

Irvited by: Emily Evavald

Attending:
Anderssan, Ann (Tentative (Mot confirmed))
Broadbent, Benny (Tentative (Mot confirmedi)
Laurel, Fiona (Tentative (Mot canfirmed))

Feject ACEEEtI

If Ann then rejects or accepts the invitation the calendar gets updated:

Appointments x|

Title: |Staff meeting - next vear planning
From:|12:00 | Te:[13:00

fiore options [ Save ][ Cancel

Emily Evavold

3 Atending, 2 Invited, 1 Accepled

Whoever carries out the actual invitation can click on the invitation itself, and a
display of who has accepted or rejected will appear:



Day  Week Month  vear ) S Monday 4 August 2008

Description

&

[ make paticipants register for this appointment

Type Moarmal v|

%Createnew

Appointments To-Do (03
. Title - {iStaﬁmeeting-Newyearplanning |
o T T
e Tyme: 1300 |2008-08-04 |[=l-1400  |2008-08-04 |[+
Detail= Farticiparts

ClTag Al

Super User
g Anderssan, Ann (Accepted) -\

Broadbent, Benny (Tentative (Mot confirmed))
Laurel, Fiona (Tentative (Mot confirmed)) _/

Add members

Send invitation via e-mail;

Schema | Mo repeat -

Fuhlish to | Private appointment fvisikle for all) b

Delete appointment | Save | Back |

A Day note can be entered directly in the calendar in the following way (NB: Select

date before you create a new daily note):

[ sugustzoos 5] pay | wesk Month  Year K Ed wonday 4 sugustaons
Week M T W T F S 5 Appointments To-Do (0}

il 2820 30 31 1|2 3
32 4 5 B 7 8 810 =———| New appointment
33 1112 13 14 1516 17 bl
| Create a new calendar appointment
34 18 1920 21 2223 24
35 25 26 27 2829/ 30 3N
=— Import calendar data
| Display appointments |
= ~ Setup and importiCal orxCal files
Fersonal
| ¥ Room =
= New hooking
[ others > w ) )
Create a new hooking of cameras, meeting

rooms et in the calendar

New tc\l-ijjly( note

Create a Mew Day Mote

New task

= £ List that gives you an overview of your To Do Tasks
with progress and due dates.

== Appointment list
Scheduling of individual meetings for group of

people,

Elj Create new

You get a small window for the text:
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_| December 2007 _| Day  Week Month Year _\ _|Friday?_Decgmber200?
Week M T W T F 5 & Appointments To—DoES; Mybookinﬁg

48 26 27 28 2910 1 2 reate lecture plan

49 34 5 KT 8§ 8
a0 10 11 12 13 1414 16
i1 17 18 19 20 21 22 23
52 24 25 26 27 28 29 30 Save | Delete Cancel

B Create new

01 A1 2 324 5 6
D?:DEIS

Display appointments

Persanal 0&:00
O Room =

0a:00
O others w7

You are only able to create one today note per day (it is possible to write several

notes in the same window) and it is displayed thus in the calendar:

o December2007 B4 Day | week Month vear LB Frigay 7. Decernber 2007
Wieek M T W T F 3 5§ Appeintments To-Do (5) My bookings

45 76 27 2% 7930 1 2 Create lecture plan

E Create new

48 34 5 BT 8 9 ormo
50 10 11 12 131415 16
81 17 18 19 20 21 22 23 O
52 24 25 26 27 2829 30

o1 11 2 3 4 5 6
03.00

Today note is also a tool that can be used on the Today page and it is only displayed

on the actual day:

Messages

BOC - Read about Inert gases - follow this link: [nert nases - an introduction
Steinar Hoy, Introduction to General chemistry, 2006-11-23

Create lecture plan

_ _ Read rmore

BoC: A new Learning path is ready for you: The Elements - an
introduction

Steinar How, Introduction to General chemistry, 2005-06-23
Important! Remember the gathering Saturday!

Emily Evavold, Bol - Infarmation to all students, 2004-09-22
Discussion contributions ] mly active forums Bulletin hoard
Mo Content
Today note

To edit an existing today note, press New today note and edit and save it.
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Import calendar data
Let us assume that you have an iCal-file ready for import.

Import to My appointments for one person
Choose Calendar import:

1 HNew appointment

_' | Create a new calendar appointment

Day  Week Month  Year ;"JMDndaM.AugustEDDB TZh Create new
Appointments To-Do ()

| Create a New Day Note

Setup and importiCal orxCal files

[ Import calﬂmtlm data

Hew task

=] List that gives you an overviews ofyour To Do Tasks
with progress and due dates.

= New hooking

rooms etc.in the calendar

=y Appointment list

| Create a news hooking of cameras, meeting éj-.l |:::'I Scheduling of individual meetings for group of

people.

First you have to choose calendar type for this import:

-

48
449
a0
51
52
01

Decermber 2007 L

Week M T W T F 5 S

26 27 28 29 30 1 2
3 4 5 6 7 848
10 11 12 13 14 1516
17 18 19 20 21 22 23
24 25 26 27 28 29 30
N1 2 3 4 50

Display appointments

Fersonal
Roarm —

Others —

Calendar import

lmport trpe ical W

Calendartype [ Marmal HEY

FPrivafe calendar fgpex

iobal calendar fgpes
Marrmal neel
Meeting
Ahszence
Tests!
Workshop

Lpload file %

4

Lecture

After choosing calendar type you browse to the iCal file and select it. These
appointments will show up in your calendar only as Personal. It does not matter




whether this import is made in the calendar in the personal toolbar or in a room

calendar.

Import to My appointments for multiple persons

It is not possible to import an iCal-file into a room calendar. If you want an import file
to create appointments to multiple persons you must be an administrator.

The administrator can select a group, here: FoSS — Employees - BBA and then

select Settings / Calendar types:

Admin
Search for org.unit

Search |

Wiew : @Cmridors gGroups

Expand all

|| Classfronter

Bl |UK- England

E!--J Moosing University College
|01 Departments

[ 02 MUC Emplovees
~[_|Employees - FOHSW
~[_|Employees - Fos
EI{_|Employees - FoSS

- Employees - Guesis

- Employees - History

- Emplovees - Philosophy
- Ernployees - Social Stience
- Ernplovess - Travel
~|_|Employees - FoTPF

Bl | Fronter administrators

3| J 03 MUC Students {imported)

]--J 04 MUC Students (manual)

H |05 MUC Student arganisations

H{ |06 MUC Resources

H{ |07 SMS Groups

-l Recycle hin

e e [ ]

e

Org. unit | Settings ITools I Statistics ]

Define a logo available forthiz org.unit and below

Default contact card image

Upload a default contact card image visible for users that have not uploaded their own image
Customise comtact card access

Customise the contacteard for this erg.unit and sub org.units

Learning goals

Define leaming geals for your arganisation

Other settings

Other settings atfecting ooms and membars below this org.unit

Here we find Calendar import. The procedure is identical to the import for one

person:

Admin
Search for org.unit

search |

wiew : 1| [g)] Corridors [&] Groups

Expand all

[_]Classfronter

B |UK-England

E--J Maoosing University College
[ 101 Departments

EIJ 02 MUC Emplovess

~[_|Employees - FoHSW

~_|Employaes - Fog

B |Employees- FoSs

4] FoSs - Employees - History

4] Foss - Employees - Philosophy
(& FogS - Employeas - Social Ecience
“[4]FoSE - Employees - Travel

L Crnnl EaTDE

Org. unit | Settings ITDDlS I Statistics ]

ﬂ FoSS - Employees - BBA

— Calendar import

Calendar type Marmal

FPrivate calendar fppas
Upload file Giobal catendar {ypes SE. .
Mormal ncel |
Meeting
— ... Ahsence
Calendar types Tests!
Calendar twpes de Workshop Il perzons who are members of this group orone or more groups below

Mew calendar i)
Lecture

= T
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Note!

It can be a smart move to define various calendar types for this group, thus the
imported appointments can be attached to the relevant type. May be you should
create a specific calendar type for imported appointments?

All members of this group will find these appointments as Personal.

Task (To-do)
With the To-do tool you can enter various tasks, set time limits, enrol resources
(participants) etc so that at any time you will have an overview of your progress.

There are two main ways of using this tool — both described below.

1. A person creates a to-do and becomes the owner. He/she invites other
persons in as resources for this to-do. The owner states his/her progress, and
when the to-do has been fulfilled (100%) the other resources can state their
progress. All resources will at any time have the overview of each other status
of the task (to-do).

The example below shows how this was used in connection with the updating
of documentation where one person writes the text and adds images. This is
the owner of the to-do. When the job is done (progression = 100%) this will be
visible for the person that are supposed to proof read the document and get it
translated to other languages. The proof reader states his/her progression,
and when the job is finished both display with 100% finished. The to-do is
completed as visualised below:

& Thursday 15. 5.‘;] Week | Month | ‘r‘ear-l
Appointments | To-Do (3)

Title: Documentation: Inorganic chemistry - an introduction
Description:

Progress Set by owner

Starting date: 2006-06-15 08:00

Deadline: 2006-06-22 12:00

Resources: Title Progress
= Resources
W) Annette Berry
2. A teacher creates a to-do for a group of pupils/students. These will be

attached as resources to the to-do. Each pupil/student states his/her
progression, and all resources will at any time have the overview of each other
progress in addition to the to-dos’ total status. The owner of the to-do (the
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teacher) can overrule the total status by stating the relevant percent.

Setting up a to-do (joint for both examples)
Setting up, editing and updating of a to-do is done in the calendar by the person who
is responsible for (owner of) the to-do:

Day | Week Month Year B2 Ed monday 4 August 2008 T Create new
Appointments To-Dio (0)

c—— Hew appointment | o New today note
O pelbe!
—| Create a new calendar appointment \ | Create a Mew Day MNote

Import calendar data

Newfash
List trdt gives yau an averview: ofyour To Do Tasks

Setup and impart iCal or xCal files with nrograss and due dates:

I New hooking ey Appointment list
J < i Create s new haoking of cameras, meating ) -10 Scheduling of individual meetings for group of
rooms etc in the calendar people,

By clicking on New task a window opens to register the details:
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& Thursday 15. & ] Week ] Month | Year ‘ W Detailed
Appointments | To-Do (1)

Title: IDocumentattnn: Inorganic chemistry - an introduction

Description: -

Starting date: [08:.00  [200606-15  [%

~|® Add deadline|
" No deadline
@ Set deadline
Deadline: [1200  [20080622 (¥

% Activity|

1
|
|

I :ré'_RESOUI' CESi

| A ~| Search |

I Surame First Name

M &) Beny Annette

In the example above there is an entry to say that in the period 15.06.06 — 22.06.06
the owner of the To-do (Emily) will be working on the documentation for Inorganic
chemistry. In addition Annette will be attached to the to-do as a resource. This means
that she can trace Emily’s progress all the time and will be able to quickly see when a
document is finished. Then she can examine it and enter her own progress. Both of
them will be able to trace each other’s progress. In this way it is easy to check the
development through to the completion of the documentation.

Note:
You can also enrol a class, group or several individuals as resources.

You can see below what a newly created task looks like:
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& Thursday 15. # ] week | Month | Year |

Appointments | To-Do (1)

Title: Documentation: Inorganic chemistry - an introduction
Description:
Progress

Starting date: 2006-06-15 08:00
Deadline: 2006-06-22 12:00

Resources: Title Progress
=[] Resources
%) Annette Berry

In educational context it might be an issue where various persons are attached to a
to-do as displayed below:

| & Thursday 15. &] Week I Month I Year |

Appointments | To-Do (2)

Title: Collect resources for the final workshop
Description:
Progress 0%

Starting date: 2006-0b-15 08:00

Deadline: 2006-06-20 14:00

Resources: Title Progress
= [&# Resources

S8} Cathy Anderson [ oz
‘%23 Ann Brown 0%
‘%) Tony Brown 02
%2 Simon Braxton 02

For a teacher to assign pupils/students or employees as resources the correct
access rights is needed, these rights are to be set by an administrator. If you do not
have the correct access in a situation like this please contact your administrator.
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A person invited as a resource to a task (to-do) can reject the invitation:

& Thursday 15. & | Week | Month | Year |
Appointments | To-Do (1)
Title

Progess  Owner Stating date Deagline ¥
[ lect resources for the final workshop [o2 ] EmilyEvavold  2006061508:00  2006-06-20 02:00

A dialog box appears where he/she can write a message to the owner of the to-do:

& Thursday 15. t] Week T ManthT Year |
Appointments | To-Do (1)
Add a reject message

LT Sorry - but | am in hospital that =

Savel Cancel |

Title: Caollect resources for the final workshop
Description: ]:
Progress

Starting date: 2006-06-15 08:00

Deadline: 2006-06-20 1400

Resources:  Title Progress
=€ Resources

| 4 Cathy Andersan
& A Brown
-2 Tony Brown
443 Simon Braxton

The owner of the to-do including other resources attached will see the rejection this
way:

& Thursday 15. & | Week | Month | Year |
Appointments | To-Do 2

Title: Collect resources for the final workshop
Description:

Progress

Starting date: 2006-06-15 08:00

Deadline: 2006-05-20 14.00

Resources:  Title Progress
= [ Resources

'Eﬁ Cathy Anderson

fﬂ Ann Brown

'ﬂ Slmun Braxton
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The example below shows how to-do was used in connection with the creating
subject documentation. This is a collaboration process between Emily Evavold and

Annette Berry. It works in the way that Emily writes the actual documentation, while
Annette does the proof reading and gets it translated to other languages etc. Instead

of exchanging messages or e-mails the process can at any time be traced in the

calendar

This is how it was carried out:

& Thursday 15. # | Week | Month | Year |

Appointments | To-Do {6)

Title Erogress
[ £y Collect resources for the final workshop oz
[ ¥} Documentation: Inorganic chemistry - an introduction
(=] %) Documentation: Organic chemistry - an introduction
[¥) 43 Documentation: On the theory of PVC
(=) ¥3 Documentation:Analysis in organic chemistry
[ ¥y Documentation:Analysis in inorganic chemistry

Dwner

Emily Evavold
Emily Evavold
Emily Evavold
Emily Evavold
Emily Evavold
Emily Evavold

Stading date

2006-06-15 06:00
2006-06-15 08:00
2006-06-15 08:00
2006-06-15 08.00
2006-06-15 08:00
2006-06-15 08:00

Dpeadline ®

2006-06-20 02:00
2006-06-22 12:00
2006-05-22 12:00
2006-06-22 12:00
2006-06-22 12:00
2006-06-22 12:00

Emily started to create the documents, and Inorganic chemistry was first chosen.

Once she had got on the way it made sense for her to denote how far she had got in

the process. This is done by selecting from the drop down menu to the left of the

task:
& Thursday 15. & | Week | Month | Year |
Appointipénts | To-Do (6)
Progress  Duner Starting date Deadline P
Collect resources for the final workshop Emily Evavold  2006-06-1508:00  2006-06-20 02:00
umnentation: Inorganic chemistry - an introduction Emily Evavold  2006-05-1508:00  2005-06-22 12:00
[ogg  Eumentation: Organic chemistry - an introduction Emily Evavold  2006-06-1508:00  2006-06-22 12:00
;—s-hfcumemanon: On the theory of PVC Emily Evavold  2006-06-1508:00  2006-06-22 12:00
;Wcumentation:.ﬂ.nalysis in organic chemistry Emily Evavold  2006-06-1508:00  2006-06-22 12:00
Jiltnmnlme cumentation:Analysis in inorganic chemistry Emily Evavold  2006-06-1508:00  2006-06-22 12:00
| Edit
|Delete

Here you can select from the list the proportion that is most suitable, in this case

about ¥ of the documentation had been created:

& Thursday 15. # | Week | Month | Year |

Title

(¥ 43 Collect resources for the final workshop
() ¥3 Documentation: Inorganic chemistry - an introduction e
E ﬁg Documentation: Organic chemistry - an introduction

r4

il
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Annette will have the same view if she looks at her tasks and she updates her
progress in the same way.

When Emily had completed the Inorganic chemistry documentation she selected
Complete from the quick menu. This means that 100% is entered as progress. The
documentation was by then ready for revision and Annette could enter how far she

had got through:

| & Thursday 15. & | Week | Month | Year |

Appointments | To-Do (5)

Title: Documentation: Inorganic chemistry - an introduction
Description:

Progress 20627 Set by owner

Starting date: 2006-06-15 08:00

Deadline: 2006-06-22 12:00

Resources: Title Progress
= {s#| Resources

-5 Annette Berry 0562 |

In this way you will be able to trace the progress of tasks that involve several people.

When both have completed their task (to-do) it will look like this:

& Thursday 15. # | Week | Month | Year |

Appointments | To-Do (5)

Title: Documentation: Inorganic chemistry - an introduction
Description:

Progress IR Set by owner

Starting date: 2006-06-15 08:00

Deadline: 2006-06-22 12:00

Resources:  Title Progress
=% Resources

%3 Annette Berry (1002 ]

This means the document is ready for distribution
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The second example is when a teacher creates a to-do, but should be carrying out by
a group of pupils/students: 3 pupils/students will collect resources to a workshop.

When the teacher has created the to-do and attached the 3 of them as resources it
will look like this:

| & Thursday 15. & I Week T Month | ‘r‘ear}
Appointments | To-Do (6)

Title: Collect resources for the final workshop
Description:

Progress
Starting date: 2006-06-15 08:00
Deadline: 2006-06-20 14:00
Resources: Title Progress
=l ¢ Resources
&) Cathy Anderson [ o
%) Ann Brown of
423 Simon Braxton o2

This is a to-do divided among 3 persons. Each of them can contribute with 1/3 (round
33%) of the total progression.

Let us say that Cathy has started her task and she therefore registers 25%:

@ My page [}_:-j My e-miall @1 Iy contacts My calendar D My archive @ See who's online:0 m Iy Partfolio

0 o =l @6o | cathy Anderson e ]
o
[ % June 2006 & ] & Thursday 15, & | Week | Month | Vear |
M TW T F 5 S| | Appoinyents | To.Do (1)
010203 04 w/ Bogess  Dwne Slading date Deadling
05 06 07 0509 10 11 S c-llact resources for the final workshop Emily Evavold  2006-06-15 05:00 2006-06-20 02:00

192021 22232425

0%
1213 1415|1617 18 E
75%

262728 293001 (12
Complete
Thursday 15 June Reject
2008 |

The following will display:
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& Thursday 15. O‘I Week | Manth I Year |

Appointments | Te-Do (1)
Title Progress Duiner Starting date Daadling

= € Collect resources for the final workshop  —— Emily Evavold  2006-06-15 08:00 2006-06-20 02:00

Cathy is on out of three, so her 25% original contribute only as 1/3 — meaning 8% of
the total.

Ann has done some more than Cathy, she wants to state that she has done % of her
task:

@ Today g E-mail ﬁ Contact Calendar D My Archive @ Question DB @ Survey g ILP @ See who's online:0

Choose room. = ¥ ®6e | am Brown #Help _#Log out w
]
€ June 2006 @ & Thursday 22. t] Waek [ Month | Year |
M TW T F & S|| Appointments | To-Do (1)
; Title Eraey  Ouner Staing dete Reagiing ¥
0102 03 04
05 06 07 08 09 10 11| | FL¥3-Callect resources for the final workshop Emily Evavold ~ 2006-06-15 08:00  2006-06-20 02:00

e
1213 14 1516 17 18 |25% 1
1920 21[2)23 24 25| [gou 71
62128293001 02| |75 |

Cie
Th L} i

2006 [Reject |

Saying we get this total sum:

& Thursday 15. & | Week | Month | Year |
Appointments | To-Do (1)
Title: Collect resources for the final workshop

Description:

Progress B €
Starting date: 2006-06-15 08:00
Deadline: 2006-06-20 14:00

Resources: Title Progress
=& Resources
&) Cathy Anderson [252 | €+———
€8 Ann Brown B | «—
'ﬁ"t_',] Simon Braxton 0% <+

This can be understood as following: In sum the 3 of them has 100% (25% + 75% +
0%), but since this to-do is divided on 3 persons the total progress is 33%.
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The teacher can change the total progress, no matter what the resources have
stated:

& Thursday 15. # | Week | Month | Year |

Appointments | To-Do (6)

Title: Collect resources for the final workshop
Description:

Progress EZE ] Set by owner <
Starting date: 2006-06-15 08:00

Deadline: 2006-06-20 14:00
Resources: Title Progress
=l [ Resources
- &) Cathy Anderson
%) Ann Brown
%) Simon Braxton

The owner has manually overruled the progress of the to-do.



Before booking can be used the resources must created and organised by the

administrator.

We organise and group the resources as shown here:

Admin
Search for org.unit
| Search |

Wiew @] Corridors [&] Groups

Expand all

[ Classfranter

E+[] UK- England

E1{_ | Maasing University Callege
B[ 101 Departrments

B[ |02 MUG Employees

[ZI--D 03 MU Students {imported)
B[] 04 MU Students (manual)
[ D 05 MLUIC Student organisations
B[ |06 MU Resources

|| FoHSwW resources
~[_|FoS resources

B[ |FoSS resources
[_|FoTPF resources

EF[ ] Shared resources

B | Booking units:

org.unt | Setings | Tools | Statistics |

@ Rooms

Created by: Administrator MUC {2007-12-07 12:34)
Allow to create sub: none

Description:

Modify Move Delete

—1' Merbers
[ Search

Surnsme, First Mame Leername

G-2281{12 FCg), Computerlab
M-007 {10 chairs), Meeting room
Room 5-217, Classroom {20 chairs)
Raoom 5-218 (15 chairs), Classroom

W-112; Classroom (25 chairs)

ElEASEENETE

Import members Impord e-mail accounts Resign Enrol

E-tmail

Resign |

—|' Access rights

Give others access in this org unit

[ pisine Contact access Room sccess
O ®mrooms Wiew contacts Mo access Madify
Remuove I
F-{ |07 SMS Groups
D ) R Contacts which have inhetited rights fram a higher level
ﬁ Recycle bin B Administrators Top admin Super-lser Goto source

Here the different resources are arranged in three groups: Rooms, Digital equipment
and Other such as the school's minibus.

You create a resource in the same way as a contact; just remember to select
Booking items at the top:

New Contact

Type: O contact O Instant user O Companies @® Booking items le] User template

Load template: | Choose R |

—IQ Resource info
Name: IRDom 5217

Type: Classtoom (20 chairs)
E-mail: I

More info:

Location: |

’—i.Addln group |

Save | Cancel
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Use the e-mail and telephone fields for contact information: if, for example, a
resource is a minibus, you may need to contact someone beforehand.

This resource must also be a member of a group:

et iy - e e

~JasinG unts
Digital eguipment
[3] Other
@Rooms I

MUC Templa
D 07 SMS Groups

SMS - BBA- Lecturers

SMS - BTT - Lecturers

SMS - Department of Exams
5MS - ICT Helpdesk

ooooag

SME - Student admin group

Mo access

Mo access
Mo access
Mo access
Mo access

Moaccess

Mo access
Mo access
Mo access

Mo access

e #

L U P

Mo Bftess
Mo access
Mo access
Mo access
Mo access
Mo access
Mo access
Mo access

Mo access

?‘ FECEI’]CH |
4

For employees to be able to search for these resources, they must have the View
contacts right for the resource node:

Adimin
Search for org.unit
| | gearch |

Wiew @Corridors @Gruups

Expand all

|| Slassfronter

[ JUK- England
EF{_| Moosing University College
B[] 01 Departrnents

B[] 02 MUC Employees

B[] 03 MUGC Students (imported)
B[] 04 MUGC Students (manualy

] DDS MUC Student organisations
[ ] 08 MUC Resoutces
|_|FoHSW resources
[_|Fogresources

FoSE resources

=i [5 ki units;

3] Digital equipment
Other

Rooms

[&]MUC Template users
B[ |07 5M3 Groups

i) Recycla bin

Org. unit I Seftings I Tools | Statistics ]

@New org.unit

D Booking units;

Created by Administrator MUC (2007-12-07 12:34)
Allow to create sub: groups

Description:

Modify Move Delete

<|§ Access rights

[ pame

Contact access

Give others access in this org.unit

Room access

[ @B - employees Yiew contacls

Mo access I

Modify

Remaove |

Cantacts which have inherited rights from a higher level

/

EAdministrators Top adrmin
EMUC-Fronter-admin Administrator
E UK - CF-administrators Adrministrator

EZ- Guests Wiew contacts

Super-Liser Go to source
Foom Supervisar
Room Supervisor

Room Supervisar

Goto source
Goto source
Gotosource

—|Q Access rights for this org.uniti

Communities and groups access privileges this group has in the organisational structure

—Room bhership

Mame Created by Room membership
O —
~ Group acce: |
Mame Contact access Room access
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Booking a resource

After the administrator has registered and organised the resources, and assigned
rights to these, individuals can book them using the calendar:

Day  ‘Week Month  Year HIEH monday 4. sugust 2008

Appointiments To-Cio (0)

e

J)

Hew appointiment

Create a new calendar appointment

Import calendar data

Setup and import ical arxCal files

Mew bapking

Create a new hooking of cameras, meeting
rooms efc in the calendar

T Create new

1 Mew today note
vy Diay Mote

. Mew task

List that gives you an overview of vour To Do Tasks
with progress and due dates.

g Appoimtment list

-10

Scheduling of individual meetings for group of
people.

Here you can select the type of resource (1) you want to book, duration of the
booking (2) and which resource(s) (3) the booking applies to:

DDigilaI equipment

Booking items

LI W-007 (10 chair...
[Iw112  Classra...
Oo-228012PCs .
[ Room 5218015 ..

[ others >

=) December2007  [Z  Day  Week Month  vear  EEd Monday 10, Decernber 2007 T Create new
Week M T W T F 5 8 Appaintrments To-Do (5)
48 26 37 28 2930 1 2 S
9 34 5 878 9 o I Title [BoC - Lab _ Time | | Repeat
50 [ 1T 134Ts 18 Description |(2] From:fﬁ.ﬂﬁ _20071210 E]
5117 18 19 20 21 22 23 1a: hsoo |paorizie 1M
52 |24 25 28 27 20029 10 e B
01 M 2 53 AlE b
Display appointrents
Personal 09 12 14 18
Time indicator o | | I
Booking items 2
My appointments
HlRrooms Ermily Evavald
Cother (1)

Save booking I Cancel

You can also make a recurring booking:
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A booking just made is shown in green:

| Decemper2007 [ Day wieek Month vear ol S wanday 10. Decernber 2007 3y Create new
Week M T W T F 5§ 8§ Appointments To-Do (5 My bookings

48 (2627 28 0301 2 =

49 3 4 5 67 8 @ Q
50 10 11 12 131415 16

51 17 18 19 20 21 22 23

52 24 25 26 27 2829 30
01 11 2 3 4 5 6

Date Time Resource Tnile Description

Today’s bookings

IDecember1D 12:00-15:00 Room 5-217 Classroom (20 chair... BoC - Lab II

Dizpl int t
L e Future bookings

Persanal
There are no future bookings
Booking iterns g
[ others =~

Future bookings can be deleted using the red cross to the right. This will not be
possible if the booking has started (or is in the past) because we want to avoid being
able to "change history". Example: Someone who has borrowed a digital camera that
they have lost/damaged etc. must not be able to remove the booking from the
summary.

When you create a new reservation you will see a list of your own appointments (1),
your bookings (2) and others' bookings (3) on that day:
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You can access your bookings by selecting My bookings from the menu:

If a resource is double booked you get a warning and can then change the booking in
progress:
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By default, this type of appointment is created in the personal calendar:
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Example 1 — course registration

The first example shows how we can use this tool when registering for a course. Let
us assume that a chemistry tutor arranges training in the use of some new software,
and that in this situation there is only room for six participants:

In this case, five factors are important:

(1):
(2):

3):
(4):

(5):

Enter the date/time interval for the course in this field.

Checking this option allows participants to personally register for the course
(appointment).

Enter the number of people who can register (humber of seats) in this field.

By selecting the relevant room from the drop-down menu, we ensure that this
appointment only appears on the personal calendars of those who are covered
by this offer (in this case, the chemistry students).

To register this appointment, you must add it (5). The reason why the option is
located in this part of the screen is because this tool also allows for quick
registration of several events consecutively — in which situation this position is
useful.

After the appointment is added, it looks like this:
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Complete the entry by clicking Save in the bottom right-hand corner of the screen.

One of the students logs on, selects his or her personal calendar and finds this
appointment. By clicking on it, he/she can register for the course:

In this case, there are six seats available because no one has yet enrolled. After
registering, the calendar looks like this:
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There is also a new entry under personal appointments (green background) because
the student has registered.

After self-registration, it is possible to unregister yourself by clicking the appointment
once more:

The person who created the appointment will now see this information:
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Clicking the appointment shows who has registered:
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Example 2 — Appointment counselling times

This example explains how to arrange counselling/discussion times:

The specified items are:

(1): The date and time of the first counselling session are stated here.

(2):  Additional information can be entered in this field if the title field is not large
enough.

(3):  You must tick this box to allow students to register for one or more of these
appointments.

(4): Inthis case we are dealing with individual counselling, and you should
therefore enter the number 1 here.

(5): The appointment length should be considered in conjunction with option (7) for
quickly adding a series of appointments. When you click Add to appointment
list (7), the time of the next appointment will automatically be deferred by the
number of minutes specified in this field. This makes creating appointments of
the same length which proceed immediately after one another a simple
process.

(6): Select the room containing the relevant students/pupils as participants.

(7): Seeitem (5).

If you click Add to appointments list (7) four times, the screen will look as follows:
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We can now change the date and time and add more appointments over a longer
period. In the end, the appointments may look like this:
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Important: Complete registration by pressing Save!

Students/pupils will see the following in their personal calendars:
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The student/pupil can click one of the specified appointments to register for it:

As in example 1, a participant can unregister him or herself. In addition, the
appointment owner is able to see who has registered in each individual case.
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