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What is the e The Calendar section is where users can post or view scheduled meetings,

Calendar appointments, etc.

Section? e This section is automatically included in every workspace and is accessible to all
workspace members.

What You You can access the calendar and perform different functions from the:

Can Do With e Team Home section, or

the Calendar e Calendar section.

With the Calendar You Can...

Team Home Section

Calendar Section

Look at entries by the day, week,
month, quarter, or year

v

Display the previous, current or next
day, week, month, quarter, or year

View information about an event

View the date, time, and location of an
event

AN

Look at the calendar in table view or list
view

Search the calendar

Add an event

AN NN A NEERN

NOTES:

e The calendar that displays on the Team Home page is for the current month.

e The small arrow next to the word Calendar, takes you to the Calendar section, not to
the following month.

e The small arrows next to the name of the month take you to the next or previous
month.

e The Show current month link displays the current month.

Arrows to other months Small arrow to the Calendar section Link to current month

HSLC > Collborstion Zane > Participant Workduace

# ECLKC Home 0~ Logout B Feedback # Acthuving Worlspace  Help
-

.. User: (mad:
b | Participant Workspace = =) |
1 | [ sdaren | advenced search..
Workspaces Help | Task List | SN mg | Projects  News | MembXs | Links | Discussion Group | Discussion Forur) | Calendar | What's New

EPartdpant Workspace

03/30/2008 03:11:12 PM

2 Links ¥ ¢ _Calendar *
Links -
Type Title Modified = Owner
| < April 2009 > > Show crent month
2 News o Mondasy  Tuesdsy Wednesdsy Thursdsy  Fridsy | Ssturday | Sundsy
1 2 3 4 5
News
Type | Title Modified Owner Feat
News D it~ ECLKC s image
ﬂ Hews Document - ECLKC 0211012009 11:51:56 AN Marlene iy
B Hewsfoder 02/03/2008 10:53:14 AN madamex 03:30 PM
W) Testnews 02/02/2008 10:35:48 AN madamex
Test
meeting
£ Projects * 05:30 PM-
06:00 PM
Projects o
Type | Title Modified = Owner € 7 g E T e =
Test Project NAB Mariens =

@ Project 2 03/12/2009 01:45:57 PM i
2 madamex 13 14 15 16 17 13 18
Project test 1 03/13/2009 01:32:54 PH madamex
@ Viork Zone test 01/27/2008 02:23:30 PM Wariene Image
Attached



To Access
the Calendar
Section

To View an
Event

To access the Calendar section from the Team Home section:
e Select the Calendar tab at the top, or
e Select the right arrow next to the Calendar section title in the Team Home section.

You can view an event on the calendar in the Team Home section or in the Calendar
section. Refer to the table below.

To..

Do This...

View an event in the
Team Home section

e Select an event in the calendar.

Select an event
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¢ When you view an event (from the Team Home

section or from the Calendar section) that someone
else added, the View Event window displays. The
View Event window has six tabs:

General

Recurrence

Access

Attachment

Image

Reminder
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View Event

Title: testimage
Starting: 04/01/2009 03:00 PM
Ending: 04/01/200%9 03:30 PM
Description:

Location:

Categories:
Export as Outlook appointment

e

¢ When you view an event (from the Team Home
section or from the Calendar section) that you added,
the Modify Event window displays. The Modify Event
window has six tabs:

o0 General
0 Recurrence
0 Access
o Attachment
o Image
0 Reminder
Modify Event
| General || Recurrence || Access | Attachment | Imege | Reminder |
Title: |Test meeting |"
Starting: [04/01/2009 (&t 05:30PM | [ aicay event
Endng: [04/01/2009 (&3 ]e be00Pm |
Description: =

Location:

Export as Outlook appointment

Delete this Event [[ ok

[ cancel || Help

View details about an
event in the Team Home
section

Select the event from the calendar (each event is a link).

View an event in the
Calendar section

e From the drop-down Calendar list located below the
name of the workspace, select Table view or List
view.

e To display the list of events for a day, week, month,
guarter, or year, select the respective tab.




Next month Previous month Table or List view
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View details about an
event in the Calendar
section

Select the event from the table in the Table view, or from
the Summary column in the List new (each eventis a
link).

To Search for  To search for an event, do the following:
Go to the Calendar section.
From the Options toolbar, select Calendar > Search Calendar.
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In the Search for Calendar Events pop-up window, enter the beginning and ending
time period in which you are searching for events. The Calendar icon displays a pop-
up calendar where you can specify dates.



To Add an
Event

Search for Calendar Events

Find events starting and/or ending within the period:

From:
e

Title: |x |

Location: |=- |

[ ok ][ cancet |[ Hew

Done L& €D mtermet & 100% -

The Title and Location boxes are optional. The asterisk indicates that the search will
locate all titles and locations within the specified time. To limit the search, type a title
or location.

To search, select OK. To cancel, select Cancel. The Search Results pop-up window
displays.

You can select an event in the Summary column (each event is a link).

To conduct a new search, select the New search button. To end, select the Close
button.

To add an event to the calendar, do the following:

Go to the Calendar section.
From the Options toolbar, select Calendar - Add Event...

e |nthe New Event pop-up window, complete the information. The Title box is
required. The Calendar icon displays a pop-up calendar where you can specify
dates.

e To add the event, select OK. To cancel, select Cancel.

Add an event
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The New Event window displays with the following six tabs:
General

Recurrence

Access

Attachment

Image

Reminder

General tab:
e Enter atitle. Title is required.
e Enter starting and ending dates or select All Day Event

Asterisk (*) indicates a required field

New Event \
| Gereral [ Recurrence || Access || Afiachment | |Image | | Reminder | \
Title: “ *:
starting: [04/01/2009 |[E3]et 0830 PM | [0 4t day event

Ending: [04/01/2009 \at; [os:coPm ]

Description: -

Location:

[ ok || cancel |[ Hel
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Recurrence:
e The default is to one.
e To make it more than a one-time event, select the Edit button.

New Event
Recurrence: - Edit
-
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Access: Select to whom the event should be visible.

New Event

Access

This event is visible to:
@ Al members
Q Participants and administrators only
QO administrators and me only

[ ok ][ cancel |[ Hep
(& € mkernet 100w v
Attachment: Upload or remove an attachment.
New Event
ceneraii Resifeneal NAceessl] attochment | [image IRemindenl|
Uploaded Attachments
ade || view |[ move || Remove
[ ok || cancet || Hew
& € nternet H100% -

Image: Displays an image.




To Modify or
Delete an
Event

New Event

| General || Reurrence | Access || Attachment | Inoye || Reminder

Image Title: | |

Image: | | [ Browse ]

[ ox |[ cancet |[  Hew

Internet #100%
ld @ .

Reminder: A reminder of the event will be sent to the one email you specify.

New Event

Neeral REeirrenes) Acesss) Afiscment) [imagel]| Revincer |
Remind before event:

Send reminder e-mail to: | |

Cancel || Help

WARNING: Once you delete an event, you cannot get it back.

You can only modify or delete events that you added originally, not those posted by other

workspace members. Do the following:

e Select the event from the table in the Table view, or from the Summary column in the
List new. The Modify Event pop-up window displays.

e To modify the event, make changes and select the OK button at the bottom.

e To delete the event, select the Delete this Event button at the bottom. The Delete
Appointment? pop-up window displays.

e To delete the event, select OK. To cancel, select Cancel.



Delete an event

Modify Eveé\t

General

Tite: Test peeting |+
sores: V[ 5P ] O v

Description: -

\
Location: \

Export as Qutlook aplpointment

\

| Delete this Event [[ ok |[ cancet |[ Hew




