kﬂl!“Stl'Ul“. . - leveraging your Microsoft £ Calendar Browser
Business Solutions for SharePoint®

Calendar Browser for SharePoint User manual

Contents
1 INTRODUCTION.....ctttteteierreeennseeetensseeeseesnssssessesssssssessssssssssssessssssesssssssssssssssssssssssssssssssssssnsssssesssssnssssssnnnes 2
2  THE CALENDAR BROWSER PAGE ........cottteeeieeiiiennniererennssecereeesssseseresnssssessssssssssesssssssssssssssssssessssnnssssssssnnnsnnns 2
2.1 THE CALENDAR VIEW .. eeuuereenerenseernnserenssersnssessnssssanssssanssssassessnsssssnsssssnssssasssssnsssssnsssssnssssssssssnssessnsssssnssssnnses 2
2.2 THE CONTROL PANEL BUTTONS. .cteeeuureeerteennneeereannsssessssanssesessssnsssesssssnssssessssnnsssssssssnsssssssssnsssssssssnnssssssssnnnssnns 2
23 BROWSING RESOURCES ..ctvueeeeeeierennssseersennsnssssssnnsssssssssnsssssssssnsssssssssnssssssssssnssssssssssnssssssssnssssssssssnnssssssssnnnssnns 3
2.4 VIEWS .ceieeiiinienienctnneteneresstasereserasssasssnsesasssnsssssesasssssssnsesnsesssssssesnsssssssssensssnssssssensssssssnssensssssssnsssnsssasssnsnns 3
2.5 SEE DESCRIPTIONS OF RESOURCES ..uveeveereesecrensecresseeenssessnssessnssessnssssasssssassessnsssssnsssssnsssssssessassssassessnsssssnsssnnne 3
2.6 BOOK A RESOURCE ....cteusereeeserensserenssersnsssransessasssssnssessnssessnssssssssssssssssnssessnsssssnsssssnssssssssssnsssessnsssssnssesanssssnnses 4
2.6.1 BOOK SUPPIIES ....ovveeeeeeeeeeeeeeeeee ettt e e e e e e ettt et e e e e e e e e e s et s et e aaaeeeesssasssssssnaaaaaens 5
2.6.2 Lo ) =l S OPOUPPPPPPPNE 6
2.6.3 EXtra BOOKING INfOrMGLION ........covvviieeeeeeeeeeeeee ettt e e e e e e e e e ettt e e e e e e e e eesesassssanaeaaaeens 6
2.7 SEARCH FOR RESOURCES.c..ueeeeeeeeessereesscreessersassesssseessssesssssessnssessnssssassessassessnssessnssessnsssssnssssnssessnssessnsssssnsssnnne 7
2.8 CANCEL A BOOKING ecuuereeeeerensereessersessersessessssesssssessnssesssssessnssessnssssansessassessnssessnsssssnsssssssessnsssssassessnsssssnsssnnne 9
3  THE CALENDAR BROWSER OVERVIEW.....cccuuiiititeeeeiernrenmnsecereeenssseseresnssssessssnssssssssssnsssssesssssssssssssnnssssssssnnssnsns 9
3.1 CHOOSE DATE AND PERIOD...ccuuiteeeeitenserrennersessersnssersnssesansssssssessassessasssssnsssssnsssssnssssanssssasssssnssessnssessnsssssnssns 10
3.2 PRINT 1eetieeneeieeerennnseeererennsseeereeensssesssssnssssessssnnsssessessnsssssssssnsssssssssnnsssssssssnsssssssssnnssssssssnnssssssesannssssssssnnnnne 11
33 BOOK IN THE OVERVIEW ..cceuuuseeereeenssnecersessssssssssnssssssssssnsssssssssnsssssssssnssssssssssnssssssssssnssssssssnnsssssssssnsssssssssnnnnns 11
G SUPPORT ...citeeecieititnnneciettttnnsesettsnsssissstsanssssssssssnsssssssssssssssssssnsssssssssansssssssssnsssssssssssssssssssansssssssssansssssssasnnnsss 11

Calendar Browser for SharePoint User Manual www.kalmstrom.com
1



https://kalmstromnet.sharepoint.com/Files/Kate%20and%20Sapna/www.kalmstrom.com

kalmstrnm. . - leveraging your Microsoft £ Calendar Browser
Business Solutions for SharePoint®

1 INTRODUCTION

Use Calendar Browser for SharePoint when you want to book any kind of resource within
your organization. It could be rooms, cars, machines or even people. If you are a
SharePoint user already, you don’t have to learn a new program to make the bookings.

In Calendar Browser each resource has its own calendar, and when you book a resource
you make an event in that calendar.

For simplicity we talk about booking rooms in this manual. Your organization might use
Calendar Browser for booking of other resources, but the principles are the same.

All screenshots in this manual come from Office 365 SharePoint, English version.
2 THE CALENDAR BROWSER PAGE

2.1 THE CALENDAR VIEW

In the calendar view you will find the resource calendars and the Control Panel buttons.

Office 365 Sites

BROWSE  PAGE ) SHARE  y¥ Foow O,
’ o Al
kalmstrom.com # EDITLINKS Search this site )
Calendar Browser
Day Week June 2015 Today < >
L O\ ‘ ‘ Sunday Monday Tuesday Wednesday Thursday Friday Saturday
o3 31 01 02 03 04 05 06

| »09:00 Video Confer 5'13:007Trip to HQ'B 13:C .
14:00 [+13:00 Intemal Revi  » 1 i Wi7:00 | [«12:00 Call from Rol

£ JUelois 5 S - E————

» 13:00 Visit to Retai » 14:00 Video Confer «17:00 Call from Rol '+ 15:00 Client Brief i

Sun Mon Tue Wed Thu Fri Sat m 17:00 Budget Meet _ 17:00 Sales Pitch b _ 17:00 Call from Rol
01 02 03 04 05 06
07 08 09 10 11 12 13 07 08 09 10 1 12 13

» 14:00 Budget M PTG «09:00 ProjectTask  » 10:00 Sales Pitch b EEENTIOIATEa:  11:00 Budget Meet EZEDOICaNTomIRGl
1 .
+ 15:00 Internal Re

14 15 16 17 18 19 20
21) 221 23] 24} 1251 [26] 27
28 29 30

o1

« 17:00 Visit to Retail

20

. 14 15
@ Cafeteria Level 2 — . .
(0 Cafeteria Level 2 JNMPRRNIEE oo S S

@ Cafeteria Level 4 < 13:00 Trip to HQ b WAS:00SAESPEERE + 15:00 Teleconferen
@ Conf Room A
& Conf Room B SO OB

& Gymnasium

2.2 THE CONTROL PANEL BUTTONS

When you go to the Calendar Browser home page, you will see the Control Panel buttons
on top left. How many buttons you see depends on the administrator settings. You may
see four, three or only two Calendar Browser buttons.

Calendar Browser for SharePoint User Manual www.kalmstrom.com
2



https://kalmstromnet.sharepoint.com/Files/Kate%20and%20Sapna/www.kalmstrom.com

kalmstrom.
Business Solutions

- leveraging your Microsoft

Calendar Browser
for SharePoint®

Calendar Browser Calendar Browser

| | [

a @] |[a]®
¥ & =

The default Calendar The Calendar Browser
Browser control panel. control panel when the
Manage button is hidden.

2.3 BROWSING RESOURCES

Calendar Browser

Q|

The Calendar Browser
control panel when the
Manage and Overview
buttons are hidden.

With Calendar Browser you can easily browse among your organization’s resources to

find the most suitable one among those who are free at the time when you want to book.

To see a resource calendar, select the calendar you wish to see from the list to the left.

2.4 VIEWS

You can choose between different views, day, week or month, just like you do in any

SharePoint calendar. Select a resource calendar in the list and click on the desired view.

2.5 SEE DESCRIPTIONS OF RESOURCES

best for your needs? To decide this, BROWSE  PAGE

you can look at the descriptions of kalmstrom.com 4 EDITLINKS
the resources. Home

Calendar Browser

Select a resource and then click the
Description button in the Control

Panel. Now the description comes y \
up.

Sunday

< June 2015

Sun Mon Tue Wed Thu Fri

01 02 03 04 05

m June 2015

E

| ConfRoom A

Conference Room A wing

07 08 09 10 11 12 07

+11:00 Budget Meet
14 15 16 17 18 19

|+ 13:00 Call to Lauraf
21 122" |23 248 1257 |26 2
28 29 30

; 14
& Cafeteria Level 2
5 i Features
& Cafeteria Level 4 4 s 15:00 Intemal Rev
Conf Room A « Dais with podium
© ConfRoom B « Theatrical-style seating
« Audience capacity for up to 300 persons

& Gymnasium + Requires 2-days prior intimation
@ HelpDesk 2—‘ + Audio-visual setup in place

« Catering from cafeteria
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2.6 BOOK A RESOURCE

You can book a resource by selecting its calendar in SharePoint and creating an event.
Create the event as usual, by clicking on an empty space in the resource calendar. A
SharePoint calendar event opens, and you can fill out time and other booking
information.

The event has an extra tab named ‘Calendar Browser’ see the image below. Under this
tab, you can select project or another parameter specified for your organization. You may
also book additional services or supplies. When you are finished, click on Save.

CB_Cafeteria Level 2 - %

EDIT CALENDAR BROWSER

Book Supplies

CEO Address
Calendar Broj

Creative Brief Discussion

Title * Diversification Plans Discussion ’
Employee’'s Families Get-together
Location o |
| Empolyee Counselling
Start Time *| HR Performance Review ‘[ |8 AM ¥ | | 30 ¥ l
Investor interaction
End Time * | IT Systems Review __‘[ SAM ¥ | | 30V l
o New Product Design
Description
Quarterly Review
Recreational Outing Discussion
| Sales Pitch Brainstorming Session
| Supply Chain Management |
Click for help about adding basic HTML formatting.
All Day Event [J Make this an all-day activity that doesn't start or end at a specific
hour.
Recurrence [J Make this a repeating event.

Created at 6/17/2015 8:09 AM by [ Rituka Rimza
Last modified at 6/17/2015 8:09 AM by (| Rituka Rimza

Save Cancel

Calendar Browser for SharePoint User Manual www.kalmstrom.com
4



https://kalmstromnet.sharepoint.com/Files/Kate%20and%20Sapna/www.kalmstrom.com

kalmStrum- . - leveraging your Microsoft # Calendar Browser
Business Solutions for SharePoint®

2.6.1 BOOK SUPPLIES

At the same time as booking a room you can book
supplies for the meeting by clicking the button Book
Supplies under the Calendar Browser tab.

CB_Cafeteria Level 2 -

EDIT CALENDAR BROWSER

You will then be presented with a dialog where you can

Project
select what you need in addition to the resource you are 5
booking. Enter another number than the default 0, and Book Supplies
the |tem W|” be booked. Calendar Browser

Your name and the date will be filled out automatically. If you so wish, you can comment
on your order. You might also be able to select among place settings defined by the
administrator.

It might be mandatory to specify Cost Center. This is also defined by the administrator. If
Cost Center is mandatory, you cannot save the booking without filling it out.

CB_Cafeteria Level 2 - A
EDIT CALENDAR BROWSER
Project |
Book Supplies x
- Booked by Created R |
! Rituka Rimza 17-06-2015 20:44:21
Title *
Yocation Name ‘Bate f of items
N Cookies 2 20 =
Start Time *
File Folders 5
End Time * Notepads 4 —
o P Cash 45
Description ety
Projectors 20
Snacks 7
Tea 3 20 L
Water 3 35 =
Comment to order Total Cost
All Day Evef if required, need some extra 305.00
i Place Settings
v
Recurrence Cost Center )
Created at 6
Last modifiet e
OK Cance
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2.6.2 PROJECT

The administrator may have predefined projects that

. EDIT CALENDAR BROWSER
each booking should be connected to.

Project

Click on the arrow to see the project list and select the
project you will make the event for. Book Supplies

Empolyee Counselling =

CEO Address
The administrator can change the caption “Project” to Ca

Creative Brief Discussion

something else, so in your Calendar Browser maybe L
something else than a project can be selected. Title Diversification Plans Discussion

Employee’s Families Get-together

2.6.3 EXTRA BOOKING INFORMATION

The Calendar Browser administrator might enable Extra booking information. In that case
each booking event has an additional task pane where you can select extra data. By
default the extra info is about host and attendees, but in your organization the terms
may be other than “Host” and “Attendees”.

The “Host” is selected from a dropdown, and if you create the event you will be added by
default.

The “Attendees” are written in, but you only have to write the first letter. Then you will
get suggestions and can select the correct name. Click on Add, and continue with the
next person.

The additional information (e-mail address, company or department) is filled out
automatically, just like the number of attendees

Host and Attendees %
Host
Rituka Rimza v Rituka@Rimza.onmicrosoft.com
Attendees
Name Company/Department/ E-mail
(M | Add
| Vijayant Rimza | §
Name Company/Department/E-mail 5
Jayant Rimza Jayant@kalmstrom.com ]
Jitu Patidar Jitu@kalmstrom.com O

Number of Attendees: 12
{ Delete

; T
OK ‘ Cance!
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2.7 SEARCH FOR RESOURCES

Calendar Browser
for SharePoint®

You can search for resources that are free at specific dates and times and have as many
seats as you need (if applicable).

Calendar Browser

2 ?

Month

Monday.

3¢

e

< June 2015
Sun Mon Tue Wed Thu Fri
01 02 03 04 05
07 08 09 10 11 12
14 15 16 17 183 19
21 22 23 24 25 26

28 29 30

M CB_Cafeteria Level 2

& CB_Conf Room B
H CB_Gymnasium
© CB_HelpDesk

:
i

1 CB_Cafeteria Level 4
CE_Conf Room A

Calendar Browser Search

Date Tuesday, June 23, 201 Search Calendars
Time 12 [ w| - |13 |+ Clear Search
Seats 100

Calendars found

CB_Cafeteria Level 2
CB_Cafeteria Level 4
CB_Conf Room A
CB_Conf Room B
CB_Gymnasium

CB_HelpDesk

il
RN

W

Click on the Search button in the Control Panel, and the Search
dialog will be shown. Specify date and time and maybe how many

seats you need.

Then all the free resources on
the desired number of seats or
found’ list.

your specified date and time, with
more, are shown in the ‘Calendars

Calendar Browser

Q
0]

L1
=

Calendar Browser Search

X
1

Calendar Browser Search

Date Tuesday, June 23, 201
Date Tuesday, June 23, 201 ~

Time 12 |w| - |13 |w
Seats Seats 100
Calendars found Calendars f\:»um:le

CB_Cafeteria Level 2
CB_Cafeteria Level 4
CB_Conf Room A
CB_Conf Room B
CB_Gymnasium

CB_HelpDesk

Cancel
W

x

Search Calendars
~
Clear Search
~
v

v
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Click on the question mark (*?’) to see a description of the selected resource.

Calendar Browser Search

Date Tuesday, June 23, 201 | Search Calendars

Time ‘ Clear Search

Seats 100

Calendars found

CB_Conf Room B
CB_Gymnasium
CB_HelpDesk
CB_Lawn
CB_Reception Area

CB_Terrace

%

CB_Reception Area

Reception Area

Features

+ Located outside the permissible area for visitors, therefore ideal for
outsider meetings

+ Doubles up as reading area, what with large number of publications
placed there

+ Limited seating capacity - 10-12 persons

To book a resource directly from the Search dialog, select one of the resource calendars
and press the ‘New’ button. An event for the selected time and resource will open.

Calendar Browser Search

Date Tuesday, June 23, 201 ‘ Search Calendars

Time

EEMREIN

‘ Clear Search

Seats 100

L]

Calendars found

CB_Conf Room B
CB_Gymnasium
CB_HelpDesk
CB_Lawn
CE_Reception Area

CB_Terrace

| New || Cancel ‘

X

A

CB_Reception Area -

EDIT | CALENDAR BROWSER
Project

Creative Brief Discussion ~
Book Supplies

Calendar Browser

Title * l Video conference between Kate Kalmstrom and Rituka Rimza ‘
Location l ‘
Start Time * [6/12/2015 | B [7am_~]
End Time * [6/12/2015 | B [sam v]
Description
4
Click for help about adding basic HTML formatting.
All Day Event (O Make this an all-day activity that doesn't start or end at a specific
hour.
Recurrence [C) Make this a repeating event.

Created at 6/17/2015 7:44 AM by [ Rituka Rimza
Last modified at 6/17/2015 7:44 AM by (] Rituka Rimza

Save Cancel
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2.8 CANCEL A BOOKING

If you want to cancel a booking, open the event that you want to cancel and select the
Delete option from the Ribbon.

If you have ordered any supplies with your booking, that order will also be cancelled
automatically.

CB_Cafeteria Level 2 - Video Conference between Peter Kalmstro...

EDIT CALENDAR BROWSER

HB m.o XD ¥

Save  Cancel Paste Delete | Attach  Spelling
Item | File -
|
Commit Clipboard Actions Spelling

— Delete Item
Title * | Video Confel Rimza N

| Delete this item.

*oc\a_tior_}“."! SE— —.—.hah‘ AP s D wjm -

3 THE CALENDAR BROWSER OVERVIEW

Through the Overview button, you can reach an overview over future  |Calendar Browser
bookings. The orders for each room and meeting are also listed here. Q n
The administrator can hide the Overview button, so you might not see

it. In that case you cannot use the Overview. *'.’* @

Calendar Browser Overview

1 »

0611812015 -|071812015 \Updi =

Day Week| Weekll Weeklll Month Daylist Appointments Report Orders Report @ 18Jun 2015 Today < >

Thu Jun 18 2015

00:00/01:00 02:00 03:00| 04:00 | 05:00 06:00 07:00 08:00 09:00 10:00 11:00 12:00 13:00| 14:00 15:00|16:00 17:00| 18:00 19:00|20:00 21:00|22:00 23:00

S i I

CB_Cafeteria Level

CB_Cafeteria Level

4

CB_Conf Room A
,

CB_Conf Room B

l [Cation]
|
| »

] [_
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The bookings shown in the overview may be handled in different ways:

for SharePoint®

@ Move the mouse cursor over the event and info about the booking is shown in a

popup.

Call to Laura

Call to Laura Callahan

Start: 06/18/2015 01:30

End: 06/18/2015 02:30

Project: Szles Pitch Brainstorming Session
Calendar: CB_HelpDesk

@ Select the event and more info about the booking is shown at the bottom of the

screen.
—— -

CB_Reception Area

CB_Terrace

Start Time  06/18/2015 04:30:00 ltem #ofitems Rate  Amount ost - Ce

End Time  06/1822015 05:30:00 Resource Rate | 200 200 Number of Attendees : 0

Calendar CB_Reception Area Resource Rate Il 90 90

Subiect B et betycen Kall

<1

@ Double-click the event to open it.

3.1 CHOOSE DATE AND PERIOD

Specify what date you are interested in and choose period, see the image below. The

current day is shown by default.

Calendar Browser Qverview

06/18/2015 - 07/18/2015 Update @

If enabled by the administrator, you can also see the resource booking done by a
particular “host”. Instead of “host” you may have something else to filter on. Refer to

Extra Booking Information.

Calendar Browser QOverview

06/18/2015 -10718/2015

Host Al

¥ | update

Calendar Browser for SharePoint User Manual www.kalmstrom.com

10



https://kalmstromnet.sharepoint.com/Files/Kate%20and%20Sapna/www.kalmstrom.com

kalmstrum. . - leveraging your Microsoft 7 Calendar Browser
Business Solutions for SharePoint®

3.2 PRINT
You may print an Overview view, something that is especially useful for @
the Appointments and Orders reports and for the Booking summaries. -

When you want to print the Timeline, Day, Week I, Week II, Day List, or
Month view, open the desired view and press the Print button.
A PDF file will be downloaded to your PC. Open it and print it.

When you want to print Week III, Events Report, Order Report or Booking Summaries, a
window will open asking you to select a printer. Select it and click the Print button.

General Options I

Select Printer
=5 Snagit 12

< >

Status: 7] Prirt to file

Location:
Commert: Find Printer...

Page Range
@Al Number of copies: (1 -3
Selection Cument Page

(") Pages: 1 [¥] Collate

Enter either a single page number or a single
page range. For example, 5-12

3.3 BOOK IN THE OVERVIEW

When you click in an empty cell in the Overview, an event for that time and resource
calendar will open. That way you can book resources directly from within the Overview,
with supplies and project, just as you do from the calendar.

You must update the Overview with the Update button to see the new event.

4 SUPPORT

If you get problems with Calendar Browser, you are welcome to contact the
kalmstrom.com Support. However, we recommend you to first inform your Calendar
Browser administrator about the issue.
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