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The Cambria Calendar

History

Our calendar system is in use at a variety of businesses, both a starting point for a larger system or as it
is today. Examples are calendars on corporate intranets, a catering company that wanted their clientele
to select meals for each day, etc.

Getting Started
The two options that we will be dealing with in this section are the ones for the Office Calendar. Choose
the option for “Office Calendar”.

Intranet

e Office Calendar
O Pick/Change vour Calendar Color
* knowledge Base
Shopping List for Ardrore
ICAT wrish List

Calendar
The calendar is shown below. Each user has a different color to indicate their events. Events can be all
day events or for a certain time period.

Today’s date is highlighted in beige. At the time of this document, today was March 18, 2002.

View calendar for: |—Se|ec’taUserﬁGrDup—j Click here to add an event Change start date to: [3/5/2002 EH
v weeks<<: week<: Calendar for All Employees **WEEK >4 WEEKS
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
3372002 3f4 2002 3452002 3fesz002 37200z 3fesz00z 3/9/2002
Keiko all Day Madia All Day
Conference with Ski Trip
Warehouse Co Brenna All Day
Yacation day
3/10/z002 31172002 3flzszo0z 341372002 31472002 341572002 3/16/2002
chris All Day
Happy
Birthdzy!
Corporation
3172002 3f1E/2002 341952002 3202002 3FELS2002 IfEzfz002 /232002
3fza/z002 342552002 3/26/2002 32T 2002 3/2852002 342952002 37302002
Madia all Day |Madia All Day |Wadia All Day [Wadia All Day [MWadia All Day |Madia All Day |Nadia All Day
PARISII PARISII PARISII PARIS!I PARISII PARISII PARISII
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Showing only certain user’s events

You can change the calendar to only show one user’s events. To do this, select a name in the drop-down
list.

Yiew calendar for: |{REEIE]

The calendar will adjust to only show that user’s events.

v week=<<<¢ week<: [alepdar for Nadia rWEEK >4 WEEKS

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
3432002 3/4/2002 3/5/2002 3/6 2002 3472002 3482002 34942002
Madia aAll Day
Ski Trip
31052002 3M11/z2002 3f1z/z002 34132002 314/2002 341542002 3162002
31772002 3/18/2002 371972002 3/20/2002 3/21/z002 afezfznoz 3/23/2002
3f24/2002 3425 /2002 32642002 3f274z002 3/28/2002 372972002 373042002
Madia all Day |Nadia All Day [Madia All Day |Madia All Day |Nadia All Day [Madia All Day |Madia All Day
FPARIS!I PARIS! PARISIN PARISIN PARIS!I FARIS!I PARISIN

Since each user is linked to an office, you can select an office name to show all of the events for all of the
people in that office.

Moving through the calendar

You can scroll through the calendar by using the “4 Weeks” and “Week” buttons. The ones to the right of
the Calendar title will move ahead in time. The ones to the left will move back in time.

4 WEEK=<<{< WEEKIZ **WEEK *::4 WEEKZ

Calendar for All Employees

You can also move to a specific date by clicking the calendar button next to “Change Start Date To.”

[l

L

Change start date to: [3/3/2002

This brings up a little calendar that allows you to click on a date. This will change the calendar to start on

that week.
|« | « |December,2001[ » | » |
Sun |8 el Tue izd Thr Fri Sat

1
2 <] a 5 ] 7 g
] 10 1 1z 12 14 15
18 17 18 12 20 21 2z
23 24 25 25 27 28 29
20 21
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Wiew calendar for: |—Selecta Userl-"GrDup—j Click here to add an event Change start date to: [12/24/2001

4 WEEKEZ <<

WEEE <~

Calendar for All Employees

*>WEEK

»»r4 WEEEKS

Sunday

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

1z2/23/2001

1z/z24/2001

Brenna All Day
Wacation

Keiko all Day
Wacation
Miguel All Day
Wacation

1z/25/2001

Brenna All Day
Vacation

Keiko all Day
Wacation

Madia All Day

Holiday

12/26/2001

Brenna All Day
Yacation

Keiko all Day
Yacation
Miguel All Day
X tion

Madia All Day

1z/27/z2001

Brenna All Day
Wacation

Keiko All Day
Wacation
Miguel All Day

Yacation

Holiday

1z/z8/2001

Brenna All Day
“acation

Keiko all Day
“acation
Miguel all Day

12/29/2001

Brenna All Day
Vacation

Keiko all Day
Wacation
Miguel All Day
Yacation

See a full day of events

To see a full day of events, click on the day.

Tuesday

12/25/2001
LN

Brenna All Day
Vacation
Keiko All Day
Wacation

ian

Haliday

Nadia all Day

This brings up a list of all of the events for that day for all of the users.

Tuesday, December 25, 2001

Click here ta return to the calendar

Brenna All D
lacation.
Keiko All Day

lracation: lfacation - reah!i!

ay

Click here to add an event to this day

Madia All Da
Holida)

Adding Events

¥

To add an event, either click the option in the full day view:

OR click the option in the calendar view:
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Click here to add an event to this day

Click here to add an event




This brings up the add event window. Follow the directions to add an event to the calendar.
Add a Calendar Event
# Enter the time in military tirme {ie 09:00, 17:00)

e If an eventis an all day event, leave the Start and End Times as 00:00
e If an eventis only one day, either type in the same date into the End Date field or leave it blanl.

Employee: |Eirenna j
Start Date: |3.-'"18.-"'|:|2 ﬁ Start Time: ID?:DD
End Date: | ﬁ End Tirne: |12:EIEI

Title: [Test title
This is a test ;I
description to show how
Notes: thi=s whole thing works.

=

When the event is added to the calendar, you will only initially see the title of the event.

Sunday Monday Tuesday
3/17/2002 3/18/2002 3/19/z002

Brenna 09:00-
12:00
Test title

/2452002 /2572002 3fzefz00z

Madia All Day |[Wadia All Day |Madia All Day
PARISII PARISII PARISII

However, if you place your mouse over the event title, a yellow window will appear with the notes
description.

Sunday Monday Tuesday Wednesday
3fL7/z002 31872002 3f19/z2002 3fz0/z002

Brenna 09:00-

12:00
Test title
afe442002 qioctoonn EW T LY. EW LT
re4! This is a test description to show how this whole thing
wirks,
Madia All Day Madi oIT Oy T™NOOTa &SIT aOr ™MOOoTa AT gay
PARISIII PARISIII PARISIII PARISIII
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Update/Delete an Event

To update or delete an event, simply click on the title of an event. This brings up the update/delete event
window.

UpdatefDelete a Calendar Event

& Enter the time in military tirne (e 09:00, 17:00)
& If an event is an all dav event, leave the Start and End Tirnes as 00:00
& If an event is only one davy, either type in the same date into the End Date field ar leave it blank,

Ernployee: |Eirenna j
Start Date: |3.-f'18.f'2I:II:IE ﬁ Start Time: IW
End Date: [3/18/2002 B End Time: [12:00
Title: [Test title

This iz a test ﬂ

dezscription to show how
Maotes: this whole thing works.

[
pdate Event Delete Event |

Make any changes and choose the “Update Event” button to update the event or choose the “Delete
Event” button to delete the event.

Calendar Colors
Each user can choose a calendar color. This page is available from either the 2 option on the main
Intranet page or by choosing the left menu option for “Pick Calendar Color.”

LOGIM  MAIN MENU TIN
Office Calendar

Pick Calendar Color

Knowledge Base

~1 . e PR
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The calendar has a variety of colors that each user can pick. To choose a calendar color for your user,
simply follow the page directions.

Pick Your Calendar Color

# Select one of the radio buttons next to one of the calendar colors below and choose the "Select Color” button,

® Colors with an erployee name in the color "belong” to that erplayee. vou will not be able to select that color until it is
released.

® Once you select a calendar color, your previous color will be available to other employees.

(Fraa)

C IS T

Brenna

S TS TS TS

o TEe Tie BEEe BEES TRES LS TRNS

I
o Keikao
-
-
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O (free) £ frea)
all Employees Ard."ﬁﬂ"e F‘alé At Ken.newick
Office Office office

Select Color |
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