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Titan Mail — Calendar

Calendar Interface
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View

Day | \Week mMonth | Year | Ewents | Irwitations | Tasks

E‘ Mewy Event Gj Mew Task E Check Availability Q Search for Calendar % Printable g ImpaortExpoart

Search for Events: | w
dump to: [March =] [237=] [2007 =] (23 X Type: [ i |Go}
K March 2007 O Kl March 18, 2007-March 24, 2007 O
S M TW T F § Sunday 18 Monday 19 Ti day 20 Y v 21 Thursday 22 Friday 23 Saturday 24
e ' 2 All Day  + + + + + + +
4 5 B T 8 910
900 am + + + + + + +
11 12 13 14 15 16 17
18 18 20 21 22 23 24 e Ry * = + * + +
ESample
25 26 27 28 29 30 A Appolntment
10:00 am-11:00
Time Zone: am
(GMT-06:00) ol
AmericalChicago Location:MNone
11:00 am + + + + + + +
Complete Delete 12200 pm + + + + + + +
1:00pm + + + + + + +
Overdue Tasks
Mo overdue tasks for 2:00pm  + > > > i > >
today J00pm + + + + + + +
4:00pm + + + + + + +
DueThis week
Mo Tasks due forthe 500pm  + i > > i > >
selected date
Add Event

Event Title: Date: Time:
| Imarch  =|[23 =] [2007 =] [T =] [ooam =] ETTEDm

Appointment
Quick Add

Important Information

1. Clicking the day, week, month and year tabs at the top of the page will allow you
to view the daily calendar, weekly calendar, monthly calendar, and yearly
calendar

2. The day view of the calendar gives many more details of an appointment than
the week or month view.

3. The Events button will allow you to see a list of appointments instead of viewing
the calendar graphically. Make sure you use the dropdowns to specify a time
period.

4. The invitations button will allow you to see any meetings you have been invited to
but have not sent an RSVP to.

5. The printable button opens the calendar in a new window, so it can be printed
easily.




Add Appointments — Method #1

1.

2.

9.

Click the New event button near
the top of the Calendar window
The New Event dialog box will
appear.

Under the Event Details section,

type important information such

as the location, time, etc.

Availability check box determines

if the Event will be included when

others check your availability, see
instructions below.

The privacy tab allows you to

determine how many details of

the event can be seen by other
people.

e Public: Shows all details of
event, title, location, etc.

e Private and availability
checked: will show date and
time of event

e Private and availability not
checked: the event will not be
visible to others.

e Show Date and Time: shows
date and time of event.

If the meeting occurs on a regular

basis, check the required boxes.

Note: the options available will

change depending on what is in

the frequency box

Invitees can be added by typing

their email username in the box

provided and clicking the Add
button. The address book can
also be used.

The Request RSVP button will

send an email to invitees asking if

they will attend the meeting.

The Check Availability button will

be discussed below.

10.Reminders of an event can be

emailed to yourself or other
members.

11.Click Save

Event Details
Recurrence

Invitees
Reminders

Event Details

Title:

Calendar:

Start time: | March

End time:

[sample meeting

training (Training) vl

Fllz = [z0w = [ = [35em =] T day event

|Man:h

El [z [zo07 = [T [e = [E5em =]

Availability: [ Show as busy

Appointment -

Type:
Privacy:
Location:

Notes:

Batkto top

Recurrence

Fublic Event =
[0 campus

This is an important Meeting, be prepared

it

Frequency: |Weekly 'I
Every |1 Week On:

[ sunday I monday T Tuesday [T wednesday [ Thursday ¥ Friday [ Saturday

Pattern:

End:

Backto top

Invitees

Invitee:

Invitee List:

Backto top

Reminders

 End Ey|March

& End After |5 dccurences

Maximum of 180 occurences may be created

=l [zz =] [z007 ]

" Mo End Date

Maximum of 120 occurrences will be created

| [ add | Add from Address book

Type the invitee's email address. of calendarid, then click Add. Tou may alse 2dd invitees from your Address Book,
| Quick Invite Personal or Subscribed Calendar j

chartre (Judith Chartre) Request RSP

Joker (Michelle Loken L

blodgett (Sarah Blodgetf) Check Availability

R

¥ Send an Email Reminder

Email Address:

Send Reminder:

Reminder Message:

Backto top

[rraining@uwosh.edu

[l |15— lm before the event
© [warcn =] [z3 7] 2007 =] at[3 =[5 pm =]

Don't forget the important meeting i|
-

Save and Add Another Cancel Hely




Add Appointments — Method #2

1.
2.
3.
4.

Locate the date and time of your desired meeting on the calendar.
Click the blue plus sign at the appropriate place on the calendar.
The New Event window will be displayed.

Follow steps from Method #1

Add Appointments — Method #3

1.

2.
3.
4.

Add event details to the area at the bottom of the main Calendar screen.

Click the Add event button.

The event will be automatically entered on the calendar

If you would like to add invitees or a reoccurrence, this can be done by clicking
the appointment once it has been added.

Delete an Event

1.

2.
3.
4.

Locate the desired event on your calendar.

Click the small, red X next to the event.

You will be asked if you are sure you want to delete, Click OK
Your Event will disappear from your calendar.

Check Availability

1. Click the Check Availability Button near the top of the main calendar screen.
(you can also access the Check Availability from within the new event window)
2. Enter the date and times you would like to hold your event
3. Type the email username into the box labeled “Invitee Name.”
4. Click Add Check Availability
5. Once a person has peen rone [ e ] O
added their name will Stortime: 5 5] [TE] o[ vt [T s
appear Inthe box |abe|ed Invitee Name: | m Add from Address Book
“Inv|tee Llst” 7 7 Type the invitee's display name, email address, or calendar id, then click Add. You may also add invitees from your Address Book
6. When all invitees have et Fo‘hﬁiffﬁéﬁgﬂish?ge”f“’
been added click “Check ’ Remave
Avalilability.”
7. The names will be entered
. tO the Chart at the bottom Availability within next | 1 day x| [
in { _
Of the WIndOW and times 800 900 1000 11:00 1200 1:00 Z00 300 400
. Avallable  Nolnformation 4+ + ¥ ¥ + F | o+ | + | +
eaCh perSO_n IS bUSy and blodgett (Sarah Blodgetty | | bladgett (Sarah Blodget
ava”able W|I| be Shown chartre (Judy Chartre) H-- -== charire (Judy Chartre)
loker (Michelle Loker) --- loker {Michelle Loker)
8' TO remove a person from 8.00 900 10:00 1100 1200 100 200 300 400

the list, simply click the

person’s name in the Invitee List and click delete.




Sharing a calendar

1. In the upper right hand corner
of the main calendar page is a
box labeled, “Current
Calendar”

2. Click the dropdown menu and
select, “Manage Calendars.”

3. Click the Edit button (under
Properties) for the Calendar
you would like to Share.

4. The Edit Calendar window will
appear.

5. The General Information of
the Calendar can be edited at
the top of the window.

6. The Portion labeled, “Share
this Calendar” refers to
anyone with a uwosh.edu
address.

7. Place a check mark next to
those things anyone can have
access to.

8. If you would like to be more
specific in who has access to
your calendar use the section
labeled “Share this Calendar
with Specific Users.”

9. Type the email username of
the person to give permission
to in the box labeled “Name:”
and Click Add.

10.Check the boxes under the
type of permission you would
like the individual to have.

11.0wners, or people who have
all the same rights to the
calendar as the creator (can
change permissions, etc.) can
be added by typing their email
username into the Owner
Name box and clicking Add.

12. Select the desired Time Zone

13.Click Save

Edit Calendar

General Information Share this Calendar with Specific Users Time Zones

Share This Calendar wners
General Information
Calendar ID: training
Display Name:  [Training
Description : ﬂ
Availability : [T Include this calendar when calculating your availability
Backto top

Share This Calendar

Select all that apply :

¥ Anyone can view my availability

¥ Anyone can read my calendar

¥ Anyone can invite me to an event

O Anyone can modify events, tasks and invitations of my calendar

" Anyone can delete events, tasks and imvitation of my calendar
Back to top

Share Calendar with Specific Users

Permissions List

| Name: l— Add | Add from Address book
Narme mvailability Read Inwvite Modify Delete
Il Judith Chartre {chartre) = I~ ~ I =
Im] Sarah Blodgett (olodget) 72 v O O ]
Back to top
Oowners

A calendar may have multiple owners. Each owner may act on your behalf to reply to invitations, and to create,modify,or delete
avents

Owmer Name: Jadu] Add from Address hook
Owner List : loker
Remove
Dacktatop
Time Zones

@ Use rmy default time zone

[ NothZouthamerica ¥

America-Adak

Arnerica-Anchorage
America-Los-Angeles
Arnerica-Phoenix
Arnerica-Denver =

Back to top

m Cancel Hel




Subscribing to Calendars
1. In the upper right hand corner of the main calendar page is a box labeled,
“Current Calendar”

2. Click the dropdown menu and select, “Manage Calendars.”
3. Click the Subscribe button.
4. The Subscribe to calendar window will appear.
5. Type the email bt to Caler
username of the person
who’s qalendar you o =Tm
would like to subscribe You may subscribe to any calendar on this semer or systern...
to
6. Click Search Showing 1 - 4 of 4
7. Alist of the calendars Name Description Ovmer
that person has r|ghts to O idealab {idealak) calmaster
W|" appear at the bottom O loker (Michelle Loker) loker
Of the WindOW. O p205 {p205) calmaster
8. Click the checkbox next | ™ GRITMIEISS™  Dominesianins =
to the calendar you Showing 1 - 4 of 4
would like to subscribe
to Cancel Help

9. Cllick the “Subscribe to
Calendar” button.

Scheduling Meeting Rooms
1. Various Meeting rooms on campus have their own calendars.
2. Use Check Availability to see when rooms are open
3. To schedule a room, invite the room to your meeting.

4. Rooms available for meetings

, W New Calendar.. | Subscribe.. [
Making New Calendars Name Description
1. In the upper right hand corner Fi& Personal Calendars
of the main calendar page isa | r taining (Training)
box labeled, “Current [ Calendar Groups
Calendarn Mo calendar groups to display
. [%/ Subscribed Calend
2. Click the dropdown menuand |~ i i cney
select, “Manage Calendars. W e cooniar | suvscrve.. I
3. Click the New Calendar

button.
4. A new window will appear. Type a name for the calendar in the box provided.
5. If needed, add additional information.
6. Click Save.
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