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Preface

Welcome to the Master Calendar User’s Manual. The purpose of the Master Calendar
User’s Manual is to answer your gquestions and guide you through the procedures necessary
for viewing, submitting and managing events in the Master Calendar application efficiently
and effectively.

Using the manual

You will find the Master Calendar User’s Manual easy to use. You can simply look up the
topic that you need in the table of contents or the index. Later, in this Preface, you will find a
brief discussion of each chapter to further assist you in locating the information that you
need.

Special information about the manual

The Master Calendar User’s Manual has a dual purpose design. It can be distributed
electronically and then printed on an as-needed basis, or it can be viewed online initsfully
interactive capacity. If you print the document, for best results, it is recommended that you
print it on a duplex printer; however, single-sided printing will also work. If you view the
document online, a standard set of bookmarks appearsin aframe on the left side of the
document window for navigation through the document. For better viewing, decrease the
size of the bookmark frame and use the magnification box to increase the magnification of
the document to your viewing preference.

If you do print the document using a single-sided printer, you might see a single

@ blank page at the end of some chapters. This blank page has been added solely to
ensure that the next chapter begins on an odd-numbered page. Thisblank pagein
no way indicates that your book is missing information.

Conventions used in the manual

The Master Calendar User’s Manual uses the following conventions:

» Information that can vary in a command—variable information—is indicated by
a phanumeric characters enclosed in angle brackets; for example, <Calendar Name>.
Do not type the angle brackets when you specify the variable information.

* A new term, or term that must be emphasized for clarity of procedures, isitalicized.



Preface

Page numbering is “online friendly.” Pages are numbered from 1 to x, starting with the
cover and ending on the last page of the index.

Although numbering begins on the cover page, this number is not visible on the
cover page or front matter pages. Page numbers are visible beginning with the
first page of the table of contents.

Master Calendar has been designed using responsive web design. Thismanual documents
the tabs, fields, menus, and the available functionality from afull browser view. Asa
result, the labelsthat are displayed and the functions that are available on amenu or page
when viewing the application in another device might be different than what is shown in
this manual.

Different site themes, which include the locations of Calendar Filters and color schemes,
are available for aMaster Calendar site. The theme that has been chosen for the screen
capturesin this manual might not be the same as the theme that your Master Calendar site
administrator has chosen for your organization’'s site.

The main menu can be customized for aMaster Calendar site. The menu optionsthat are
shown in the screen captures in this manual might not be the same as the menu options
that your Master Calendar administrator has set up for your organization’s site.

This manual isintended for both print and online viewing.

» If information appearsin blue, it is a hyperlink. Table of Contents and Index entries
are also hyperlinks. Click the hyperlink to advance to the referenced information.

Assumptions for the manual

The Master Calendar User’'s Manual assumes that:

Y ou are familiar with web-based applications and basic web functions and navigational
elements.

Y ou are familiar with basic Windows content formatting and layout tools.

Organization of the manual

In addition to this Preface, the Master Calendar User’s Manual contains the following
chapters and appendices:

10

Chapter 1, “Getting Started with Master Calendar,” on page 13 details the procedures for
opening and logging in to Master Calendar. It also provides an overview of the major
navigational elements and it also details application features that are common to both a
Master Calendar site administrator and a Master Calendar user.
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Chapter 2, “Viewing and Working with the Calendar Display and Events,” on page 25
details the procedures for viewing and working with calendars and the events that are
displayed on the calendars efficiently and effectively.

Chapter 3, “Using Master Calendar,” on page 45 details the procedures for viewing,
submitting, and managing events in Master Calendar efficiently and effectively.
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Chapter 1

Getting Started with Master
Calendar

Master Calendar provides instant, online access to a centralized calendar of events that not
only provides date, time and location, but also displays a detailed event description,
directions to the venue, and any other important information you choose to enter. This
chapter details the procedures for opening and logging in to Master Calendar. It also
provides an overview of the major navigational elements and it also details application
features that are common to both a Master Calendar site administrator and a Master Calendar
user.

This chapter covers the following topics:

*  “Opening and Logging in to Master Calendar” on page 15.

* “Master Calendar Home page” on page 17.

» “Using Hyperlinks on aMaster Calendar Page” on page 19.
*  “Required Fields and Using Icons to Enter Data’ on page 21.
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Chapter 1
Getting Started with Master Calendar

Opening and Logging in to Master Calendar

When aguest or auser first opens Master Calendar, or auser logsin to Master Calendar, the
Master Calendar Home page opens. The page that you remain on after logging out of Master
Calendar depends upon the log out option that you select.

To log in to Master Calendar

1. Onthe Master Calendar Home page, click Login.

The Login dialog box opens. You use this dialog box to enter your User I1d and password
tologinto Master Caendar. An option is also present to select atime zone.

Figure 1-1:  Login dialog box

UserId

Password

Time zone (GMT -07:00) Mountai -

Email me my password

2. Enter your User Id and password.

3. Select atime zone.

The value that you select for time zone is automatically set as the default value for
the time zone for any event that you submit. You can always change this value for
an event.

4, PressENTER, or click Login.

The Master Calendar Home page remains open. Additional options are displayed on the
User menu to reflect your login and the Calendar Picker is updated with the private
calendars to which you have been granted access. See“Master Calendar Home page” on
page 17. In addition, if you are a Calendar Manager and there are pending events

awaiting approval, aflashing alert icon is displayed above your user name. Place

your mouse pointer on the icon to open a message that indicates the number of pending
events that require your approval. You can aso click this message to open the Manage

Events page to view and work with these pending events. See “Managing Events from

the Manage Events Page” on page 52.
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To log out of Master Calendar

» If you are on the Master Calendar Home page, then simply click Log Out next to your
User Name. The Master Calendar Home page remains open.

» If youareonthe Add Event page, then simply click Log Out next to your User Name. The
Add Event page remains open.
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Chapter 1
Getting Started with Master Calendar

Master Calendar Home page

When aguest or user first accesses Master Calendar or a user logsin to Master Calendar, the
Home page opens. Different Master Calendar site administrators can set up their Master
Calendar Home pagesin different ways. Although there can be variations in the different
layouts, a Master Calendar Home page always has the following components:

@ See Figure 1-2 on page 18.

* A dynamically updated display of announcements and/or alerts at the top of the Home
page.

» A scrolling display of featured events (at the event by event level) below the
announcements/alerts.

* AnEvent Title bar below the featured events display that begins, by default, on the
Sunday of the current week. The options on the title bar determine the event display on
the calendar in the Calendar Display area directly below it.

» A specific calendar, referred to as the default calendar, is always displayed below the
Event Date bar in the Calendar Display areawhen the Master Calendar Home page first
opens. The default display for the default calendar or any calendar that isdisplayed in the
Caendar Display areaisthe Detailed List view (alist of individual summarized event
details) one week at atime, with the week set to the current week.

» All caendarsthat have been defined as public are organized by grouping in the Calendar
Picker. Both guests and users can view al public events that have been posted to these
public calendars in the Calendar Display area below the Event Display bar. A guest or
user can view events for both single and multiple calendars. Calendars can be displayed
in the List view or in the Calendar view (events are displayed in calendar date cells).

Asa user, if you want to view the events that are posted to the private calendarsto
which you have been granted access, then you must log in to Master Calendar.
The Calendar Picker isthen updated with these private calendars.

» For the default List view, a Special Dates indicator is displayed above the list of events.
Any dates that have been designated as Special Datesin Master Calendar are highlighted
inagray circle. In the Calendar view, Special Dates are denoted with a Star icon + in
the calendar date cell.

» If your site administrator has defined event types, then events of these types are denoted
by differently colored indicators.

* Anoptionto display eventsin the local timezone.

» Afteryouloginto Master Calendar, your User Nameisdisplayed in the upper right corner
of the Home page. A dropdown menu, the User menu, is available for the name.
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Getting Started with Master Calendar

A Sidebar isaways displayed on theright or |eft side of the Master Calendar Home page.

Both guests and users can use the options on the Sidebar to search for events and special
dates from the Master Calendar Home page. See “ Searching for Events and Special
Dates’ on page 39.

Figure 1-2:

Master Calendar Home page example

A dynamically updated display of announcements
and/or alerts

Scrolling
display of
featured
events

N

User menu access

S

ANNOUNCEMENTS:

reatured Events

Event

Title bar

Special
Dates
indicator

Event

Type
indicator

Calendar

Display —J»-|

area

Local timezone option

——» Special Dates Week of Tuesday, July 16, 2013

Teacher Certification
e

Food Drive

o

) senior Recitals: Senior recitals this weekend. Buy tickets now bef...

Film: BENEATH THE SOUTH
PACIFIC

Presented by the MSU Biology Department, ‘Beneath The
South Pacific' shows the importance of the reef community
and introduces viewers to many of the great number of
unique and fascinating creatures which live around the reefs
and sand flats of the tropical Pacific.

Thursday, August 15, 2013

6:00 PM - 7:30 PM

Food Drive and Tasting
Faire

Film: BENEATH THE
SOUTH PACIFIC

Y

Events -« Week of Tuesday, July 16, 2013 »

List

2] Day

1415 16 17 18 19 20

Hardware

A echnologies, LLC

day event, VUAH
M Technical Writing

71412013 \

more

iiters
Event Types

guest

[v]2013[v[IS

Mo Tu We Th Fr Sa

=8 July

1
3

2
9

3 4 5 &

0 11 12 13

s @ e e o2 o
22 23 24 25 26 27 2!
2 30 3 4

= —
L8 W Search for Events

Notifications/iCal Feeds

Calendars
Check Al

) Cultural Events
Arts & Culture
Film
Music Depariment
1 students
Campus Activites
Student Organizations
Study Abroad

1 Public

‘ Calendar of Events Y

&

711512013
Requestor Edit, no approval_X: Select Multiple
(all) %]
9:00 AM (CT), City Park
more Locations Select Multiple
(all) ~
7117/2013
Hardware Departments Select Muttiple
(all) ~
8:00 AM (MT), WAH/Technologies, LLC
Calendar Managers | RSS Feeds,
Powered by <kl
Calendar picker Sidebar

For detailed information about working and viewing with the Home page display,
see “ Viewing and Working with the Master Calendar Home Page Display” on
page 27.
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Getting Started with Master Calendar

Using Hyperlinks on a Master Calendar Page

On any Master Calendar page, any item that appears in blue, or is underlined (such asan
event title on a calendar) isahyperlink. Different links have different purposes. For example,
alink might open ablank email, or a page on which you can view the information for the
selected item. In addition, if the link isfor an event, depending on how you are logged in to
the system, you might also be able to edit the information for the selected event and carry out
other actions. If the link is a column header, then you can click the link to sort the displayed
information based on the column header, and then click on the link again to reverse the sort
order.

Figure 1-3:  Example of a hyperlink on a Master Calendar page

Art Show

Thursday, July 11, 2013
8:00 AM - 9:00 AM

Click an event hyperlink to Ballroom

open an Event popup which
displays information about the
event.

Aftend the amazing art show. |

All Day 9:00 AM - 5:00
Field Day FM (I5T)
Check Edit
£:00 AM - 5:00 function

PM (UTC) -

The Calendar Managers hyperlink and an RSS Feeds hyperlink are displayed at the bottom
of every pagein Master Calendar.

Figure 1-4:  Calendar Managers and RSS Feeds links at bottom of Master Calendar pages

Calendar Managers | RSS Feeds

If you click the Calendar Managers hyperlink, the Calendar Managers page opens. This page
displays all the currently active calendars in Master Calendar and their Calendar Managers
by grouping. Any notes about a calendar are also displayed. The email address for a
Caendar Manager isahyperlink that you can click to open ablank email that you can fill out
and send directly to the Calendar Manager.

Figure 1-5:  Calendar Managers page

Admin Calendar Submit Event My Account Help Welcome: Technical Writer

A B Design Corporation
Central Region
Bryan Sorrentino, bryan.sorrentino@dea.com

East Coast
Bryan Sorrentino, bryan.sorrentino@dea.com

Executive Trips/Events
Bryan Sorrentino, bryan.sorrentino@dea.com

International
Bryan Sorrentino, bryan.sorrentino@dea.com

Web Seminars
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If your Master Calendar site administrator has configured RSS feeds, then when you click
the RSS Feeds hyperlink, alist of all currently active RSS feeds opens. Click on the RSS
button below afeed to open the feed and view the information for the feed.

Thefirst time that you click the RSS Feeds link, you might be prompted to
download an RSSfeed reader and carry out other activities before you can view a

feed.
Figure 1-6:  Viewing an RSS feed

Point your news reader to an address below to subscribe. You may subscribe to multiple feeds.

+.dea.com/VHOUB1251501584/RSSFeeds.aspx?data=VXLC YILwAXIINZwCY220nXg| CTsvX8a3jDKi%2b3hDwue3d

Click the RSS link to open and
view the information for the
selected RSS feed.

+f{vevew.dea.com/VHOUB1251501984/RSSFeeds.aspx?data=tA% 2bhCNXmZer0% 2bliVaniOHTcMizByNAZE

+.dea.com/VHOUB1251501584/RSSFeeds.aspx?data=mL1noRCrG11%2fl Tuo7OUVKO4BKA ST 7QaKONVoEsmZvide3d

Demons t d

.com/VHOUB1251501984/ ds.aspx?dal g2VPEWYEIWYOZ3uw8CmiSWzEbEFBAMZxbL1WQ%3dY

Displaying

RP Featured Event Test 12/11/2013 5:00 AM to 5:00 PM - Glrtinger Hall

Filtes by estegary:

RP Featured Event Test 12/10/2013 3:00 AM to 500 PM - Glrtinger Hall
RP Featured Event Test 12/5/2013 5:00 AM to 5:00 PM - Glttinger Hall

RP Featured Event Test 12/8/2013 5:00 AM to 5:00 PM - Gittinger Hall

The“ Subscribe to the feed” option is always available after you open the feed. By default, all
notificationsin all categories sorted by date (most recent date first) are displayed when an
RSS feed first opens. Optionally, you can do one or more of the following:

» Enter asearch string in the Displaying field to search for and display only those
notifications that meet the search criteria.

the search string is not case-sensitive and the search string can be found anywhere
in the search results. For example, the search string “ mental” returns
notifications that contain either Departmental or Mental Health Department.

@ The search is limited to the exact order of the charactersin the string; however,

e Sort the notifications for the feed by either Title or Author.
» Filter the notifications for the feed by category.
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Required Fields and Using Icons to Enter Data

A required field isafield into which you must enter data before you can save an addition or
modification in Master Calendar. A required field is denoted by ared asterisk to the right of
it.

Figure 1-7:  Example of a required field

Calendars:™
(Multiple Selected) w

Many fieldsin Master Calendar, whether required or optional, have an icon next to them. For
some fields with an icon next to them, you can manually enter data into the field, or you can
click theicon next to the field to open alist from which you can select avalue to populate the
field. For other fields, your only option isto click theicon next to the field to open alist and
select avalue for the field. If you must use an icon to populate afield, then the field is not
blank. Instead, a default value such as“Multiple Selected” or “all” isaways displayed in the
field.

Figure 1-8:  Example fields with an icon next to them on a Master Calendar page

For a date field, you can enter the date manually into
Start Date: End Date: the field, or you can click the Calendar Picker icon to
= = open a calendar and select the date.

Calendars: * For some fields, your only option is to click the icon next
(Multiple Selected) 7 to the field to open a list and select a value for the field.

Event Types:

(all} w
Locations:
(all} w

Each icon isidentified by aunique namein Master Calendar. If a procedure in the Master
Calendar Setup Guide or Master Calendar User’s Manual refers to an icon and you are not
certain asto which icon the procedure is referring, then place your mouse pointer on theicon
to display the name of theicon in atooltip.

Figure 1-9:  Viewing the name of an icon

Start Date: End Date:
-
Keyword: Calendar Picker

Four icons—the L ookup icon, the Calendar Picker icon, the Color Picker icon, and the Time
Picker icon—are used repeatedly in Master Calendar and function the same way regardless
of the page on which they are used.
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Lookup icon

Click the Lookup icon to open alist of from which you can select one or more values to
populate afield. To select all valuesin asingle step, click All. After you make your
selections, click Apply to close the dialog box. If you select more than one value from the
list, but not all values, then the phrase “Multiple Selected” appearsin the field after you
make your selections and close thelist. If you select all values on thelist, then thefield is
popul ated with the phrase “All.”

Figure 1-10: Example of using the Lookup icon to populate a field

Calem.iars:' Calendars
(Multiple Selected) v|/{b

W] "Tast A
Wl < arts & Culture >
IE Auto Create Buildings

Click the Lookup icon next to a field to open a M gastetoal, Women's

list from which you can select values for the Macsrd of Education

field. [ calendar of Events
IE Calendar URL check
IE Campus Activites W
'j‘ Cmmbenr for | amd Comimd

Calendar Picker icon

22

For any datefield in Master Calendar, you can enter manually enter the date, or you can click
the Calendar Picker icon to open the Calendar Tool from which you can select a date for the
field. The Calendar Tool shows the current day’s date when it opens. You can click a date to
select it, you can use the scroll features on the tool to select adifferent month for agiven year
or adifferent year for a given month, or you can use the dropdown list options to select a
different month and/or year. If you manually enter adate in adate field, you can enter the
date in any month/day/year format—mm/dd/yyyy, m/d/yy, and so on. The application always
displays the date based on the language that is specified for your web browser and you
cannot modify this.

Figure 1-11: Calendar Tool
O

Manually enter
adate in a blank

date field. \ End Date: .
[ S

Scroll forwards
through the years
for a given month.

Scroll backwards
through the
months for a given
year.

Select a different
Select a different year.

month.

Click a date to select it.
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Color Picker icon

If you can specify acolor for aselected item in Master Calendar, for example, an event label,
then a Color Picker icon appears next to the item. You can manually enter an RGB or HEX
value for the color in the field, you can click the Color Picker icon to open the Color Picker
dialog box and select an RGB color or a Named Color, or you can define a custom color on
the Color dider tab. After you use the Color Picker dialog box to select a color, the dialog
box closes automatically and the Font Color field is populated with the RGB or HEX value
for the selected color.

Figure 1-12: Color Picker dialog box

Menu Color: Menu

Button Color: amed colors olor slider E

: (X [ M S S N I EIEIE
Primary Color: Sesgn 0 [
=33FF00 [} 233 o

[EEEEEE e | | ]
Click the Color Picker icon to open the |..................I:
Color Picker dialog box and select an RGB | D O
color, a Named Color, or on the Color slider |..................I
tab, define a custom color, for an item in (e [ [ [
Master Calendar. () Y [ (M I E
e ]
(o [ P I

I o

Time Picker icon

For any timefield in Master Calendar, you can click the Time Picker icon to open alist from
which you can select atime for the field. By default, the list shows 15 minute time
increments for a 24 hour period.

Figure 1-13: Time Picker list

Start Time: End Time: D No end time

. Wy s,
5:00 AM LJ 5:00 PM DEnd time goes into the next day

5:00 PM

5:15 PM
_ 5:20 PM
Custom U545 om
§:00 PM
) §:15 PM
Type: 6:30 PM
(C-IJStIJITI Field 5:45 PM -
. 7:00 PM —
Field name|, . _ L
7:30 PM ?
L. 71435 PM
Description], __ .., ~

Master Calendar User’s Manual 23



Chapter 1

Getting Started with Master Calendar

Viewing Help Text

24

Help text istext is organization-specific information or hints to about how to use Master
Calendar. Your Master Calendar site administrator can place help text in one of two ways on
specific pagesin Master Calendar:

+ Collapsed behind aHelpicon & onaMaster Calendar page.
» Directly on aMaster Calendar page.

If your administrator has collapsed the help text for your system behind a Help icon, you
need only to click the Help icon to open a dialog box that displays the help text; otherwise,
when you open a page that contains help text, you can read the text directly on the page.

Figure 1-14: Collapsed help text

Featured Events

Before you submit an event to any
calendar, please confirm with your
immediate supervisor that you are the
authorized "event owner."

Figure 1-15: Help text directly on a page

Calendar Submit Event My Account

| If you do not remember your current password, then click the Email password link to have your current passv.rordl

1104

User 1d:*
tammyvb@spectrumwritingllc.com |

Time zone:*
[(GMT -07:00) Mountain Time M

Email me my password

Password:*
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Viewing and Working with the
Calendar Display and Events

This chapter details the procedures for viewing and working with calendars and the events
that are displayed on the calendars efficiently and effectively.

This chapter covers the following topics:

“Viewing and Working with the Master Calendar Home Page Display” on page 27.
»  “Working with Event Details” on page 35.

“Searching for Events and Special Dates’” on page 39.

“Subscribing to a Calendar” on page 42.
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Viewing and Working with the Master Calendar
Home Page Display

When aguest or user first accesses Master Calendar, or auser logsin to Master Calendar, the
Master Calendar Home page opens. A variety of options are available for viewing and
working with the Master Calendar Home page display and events. See:

“Announcements and Alerts display” below.
“Featured Events display” on page 28.
“Event Title bar” on page 28.

“Specia Dates display” on page 29.
“Calendar display” on page 29.

“User Menu” on page 33.

Announcements and Alerts display

A dynamically updated display of announcements and/or aertsislocated at the top of the
Home page. To view all the announcements/alerts in a single Announcements dialog box,
click View. (The number of announcements/alerts that will be shown in the single view is
indicated in parenthesis.) Click the Close (x) button to close the dialog box.

Figure 2-16: Viewing Announcements/Alerts

ANNOUNCEMENTS: Tour De France Watch Party: The 17th Annual Team Pump Friction To.\

Announcements

a ‘Wedding Submission Rules: Engagements and marriages are reported in the Weddings/Celebrafions
pages in the Sunday Style section of the Denver Post. To submit news of your engagement or wedding to
the Denver Post, go to www. denverpost.com/wedding_announcements fo access the form t

Tour De France Watch Party: The 17th Annual Team Pump Friction Tour De France Watch Party,
nightly 6 to 9 pm. Downtown Breckinridge Brewery, 6-9 pm, Sunday, July 29th through Sunday, July 20th
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Featured Events display

A scrolling display of featured events (on afeature by feature basis) is located below the
announcements/alerts. To view the information for a specific featured event, click the entry
for the event. To move through the display manually, click the Previous and Next arrows on
the scroll bar. To play or pause the scrolling display, click the Play/Pause buttons. To
expand/collapse the scrolling display, click the Expand/Collapse button.

Figure 2-17: Viewing Featured Events

Featured Events >
Film: BENEATH THE SOUTH Expand/collapse
PACIFIC F_eatured Events
Presented by the MSU Biology Department, 'Beneath The dlsplay.
South Pacific' shows the importance of the reef community
and introduces viewers to many of the great number of
unigue and fascinating creatures which live around the reefs
and sand flats of the tropical Pacific.
Thursday, August 15, 2013
6:00 PM - 7:30 PM
: Pause/play
: > Featured Events
Film: BENEATH THE Teacher Certification Mobile Testing Food Drive and Tasting .
SOUTH PACIFIC Mecting Faire display.
W
Manually move To view the information for a specific featured Manually move
backward through event, click the entry for the event. forward through
the dISpIay. the dISpIay

Event Title bar

28

An Event Title bar islocated below the Featured Events display. The options on the Event
Title bar determine the display of the events on a calendar in the Calendar Display area.

Figure 2-18: Event Display bar display options

Events « Week of Thursday, July 18, 2013 I*1 Day m

Scroll through Scroll through Set the event display
previous dates. upcoming dates. on the default calendar.

» If theview is set to Day, then the current day’ s date is displayed on the title bar (for
example, Thursday, July 18, 2013) and only the eventsthat occur on the current day’ sdate
are displayed on the calendarsin the Calendar Display area.

» If theview isset to Week, then the Week of <current day’ s date> is displayed on thetitle
bar (for example, Week of Thursday, July 18, 2013) and only the eventsthat occur for the
current week are displayed on the calendars in the Calendar Display area.

» If theview is set to Month, then the current month is displayed on the title bar (for
example, July, 2013) and only the events that occur for the current month are displayed
on the calendars in the Calendar Display area.
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If the first day of the month does not begin on the default start day of the week,
then the monthly display might include events for the previous month in the
Calendar view.

You can click the Previous and Next buttons on either side of the displayed date to moveto
the previous or next date, respectively.

Special Dates display

For the default List view, a Special Dates indicator is displayed above the list of events. Any
dates that have been designated as Special Datesin Master Calendar are highlighted with a
gray circle. Click a Special Date to display the Special title/description. A Star icon + is
displayed next to the title to indicate that the date is a Special date.

Figure 2-19: Special Dates indicator

Special Dates Week of Thursday, July 18, 2013 Special Date is July 18, 2013. The
14 15 16 1 - title/description is displayed for the

- date.
@nmpletion of FG for Training Program: Celebratel

Calendar display

A specific calendar, referred to as the default calendar, is always displayed below the Event
Title bar in the Calendar Display areawhen the Master Calendar Home page first opens. The
default display for the default calendar isthe Detailed List view (alist of individual
summarized event details) one week at atime, with the week set to the current week.

Figure 2-20: Default calendar, default display (List view, Week display)

Calendar display options - Day, Week, or Month

Event Timezone option

Event List « Week of Thursday, July 18, 2013 [*] Day (IS W

List

Calendar display

options - List view ——Jpm-
(default value) or Speclal Dales Week of Thursday, July 18, 2013
Calendar view

B Cumpleuon of FG furTrammg Program: Celebrate!

711412013
/ )N

8:00 AM (MT), WAH Technologies, LLC

more

Requestor Edit, no approval_XX 7/15/2013
Detailed List view ——Jppm-
in the Calendar 9:00 AM (CT), City Park .
Display area
71712013

Hardware

8:00 AM (MT), WAH Technologies, LLC

more /
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You can change the view for the calendar in the Calendar Display area, you can choose
which calendars to display in the Calendar Display area, and you can display the event time
based on a different timezone, See;

o “Cadendar view” below.
o “Cadendar Picker” on page 30.

« “Event Timezone’ on page 32.

Calendar view

The default view in the Calendar Display areaisthe Detailed List view. Click Calendar to
change the calendar display to the Calendar view. The events are displayed by title as
individual entriesin calendar date cells. Every event title is a hyperlink that opens the Event
Summary dialog box for the event.

&

Any combination of List view or Calendar view and Day/\Week/Month is allowed.
Note, however, that the different display combinations might display the same
information differently. For example, in the default List view, a Special Dates
indicator is displayed above thelist of events. Any dates that have been designated
as Special Datesin Master Calendar are highlighted in a gray circle. In the

Calendar view, Special Dates are denoted with a Sar icon + inthe calendar date
cell.

Figure 2-21: Calendar display, Calendar view, Week display with Event Summary dialog
box showing for an event

Event List <« Week of Monday, July|

Eric's Test H Month
> Friday, July 19, 2013 e dd Eve
9:00 AM - 10:00 AM
City Park

This is Eric's Test Event.
Monday Tuesday m LU unday

2:00 AM - 13-00 £:00 AM - 10:00 Al Day ] 9:00 AM- 10:00 9:00 AM - 10:00 £:00 AM - 10:00
AW (MT) AM (MT) Hardware Completion of AM (MT) AM (MT) AM (MT)
Eric's Test Eric's Test FG far Eric'gJest Eric's Test Eric's Test
:00 AM - 10:00 i
2:00 AM - 5:00 2:00 PM - 3:00 AM (MT) Training 9:00 AM- 5:00
FMICT) FMCT) Eric's Test Program PM (MT)
Requestor Resume — New opera
Edit, no Writing 4:00 FM - 5:00 £:00 AM - 10:00
approval_XX Course PM(CT} AM (MT)
Study Eric's Test

Abroad

Calendar Picker

All calendars that have been defined as public are organized by grouping in the Calendar
Picker. Both guests and users can view al public eventsthat have been posted to these public
calendars. A guest or user can view events for both single and multiple calendars.

As a user, if you want to view the events that are posted to the private calendarsto
which you have been granted access, then you must log in to Master Calendar.
The Calendar Picker isthen updated with these private calendars.
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» Click acalendar grouping to display all the calendarsin the grouping in the Calendar
Display area. Y ou can select multiple calendar groupings. To display all calendarsin all
the groupings in the Calendar Display area, click Check All.

Figure 2-22: Selecting calendar groupings

To display all events on all calendars in all
groupings, click Check All.

All events on all calendars in the Winter
Sports grouping and the District Events
grouping will be displayed in the Calendar
Display area.

Calendars

—P(checkan Expand Al

B Leoal ~

Winter Sports

B students

—p B Fubic

B Associated Facilities
B Contract Projects
B General Interest

B Sports & Recreation

* Toseectindividual calendarsfor display, click Expand All. All groupings are expanded
to show all calendarsin the groupings. Select the individual calendar or calendars for

which you want to view the events.

Figure 2-23: Selecting individual calendars

Calendars

Check All EXPJB:‘ Al
B Administrative

@ Internal Calendars
B Leoal

@ Winter Sports

B Students

B Fublic

. Associated Facilities Calendars

(B Coniract Projects Check Al
[l Studenis

(B District Events v

Campus Activites

( Student Organizations

Study Abroad

B Fublic

Calendar of Events

( Chamber of Commerce

City Council

Click Expand All to expand all
groupings that are available to you
in the Calendar Picker, and then
select the calendars to display in
the Calendar Display area.

The Student Organizations

- calendar will be displayed in

the Calendar Display area.

The Chamber of Commerce

> calendar will be displayed in

the Calendar Display area.

B Associated Facilities

Center for Law and
Society
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Event Timezone

By default, the event times are displayed based on the timezone in which they were created.
The Display astimezone option letsyou display the eventsin your local timezone. Just select
the appropriate timezone on the Display as timezone dropdown list and the event times are
dynamically updated on the display.

Figure 2-24: Displaying event times in a user’s local timezone

List Calendar ( Display as ([ENIEEE L EnE v) Add Event

Special Dates Week of Thursday, July 18, 2013
14 15 16 17 19 20

4 Completion of FG for Training Program: Celebratel

Event created in Mountain timezone.

7/14/2013
Hardware
8:00 AM (MT), WAH T)echnologies, LLC
more
List Calendar ( Display as ([[ENIREIE TSN v) Add Event
Special Dates Week of Thursday, July 18, 2013
14 15 16 17 19 20

4 Completion of FG for Training Program: Celglreie! Event displayed in user’s local timezone.

7/14/2013
Hardware

9:00 AM (CST), WAH Technologies, LLC

more
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User Menu

After you log into Master Calendar, your User Name is displayed in the upper right corner of
the Home page. A dropdown menu is available for the name. The options that are available
on this User menu depend on whether you are a standard user, a Calendar Manager, or an
administrator user (also referred to as a site administrator).

Figure 2-25: User menu, Calendar Manager or administrator user

riter

)

Admin Panel
Calendar
My Options

Technica

User menu

Submit Event
Help

Option Description

Admin Panel Displayed only for Calendar Managers or administrator users. A Calendar
Manager or administrator user must click this option to open the Master Calendar
Manage Events page. The Master Calendar main menu is displayed at the top of
the page. (See Figure 2-26 on page 34.) From this page, you can view all the
calendars to which you have access as a Calendar Manager, and you can access
all the Master Calendar functions and system areas that are available to you
either as a Calendar Manager or as a site administrator.

Note: For Calendar Managers, see “Managing Events from the Manage Events
Page” on page 52.

Calendar Users or guests can click this option at any time to return to the Master Calendar
Home page.
My Options Displayed for standard users, Calendar Managers, and site administrators. See

Chapter 4, “Managing your Master Calendar Options,” on page 77.

Submit Event Opens the Add Event page. Users and guests use this page to submit events to
calendars to which they have been granted access. See “Submitting an Event” on
page 47.

Help Displayed for standard users, Calendar Managers, and site administrators.
« Contents - Opens the Master Calendar Online Help.

« Knowledge Base - Opens the EMS Support Center Knowledge Base for
Master Calendar.
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Figure 2-26: Master Calendar Manage Events page with main menu

Tite: First Event * Last Event Calendar Priarity
>l Fild Hockey Camp BM22013 Mon EMAI013 Wed Snatent Cegangations Medim
= [ Student Amates of the ACS - Crganang Meeting BS2013 Thy Thu Chemsary Students Megram

Communty Prayes Time BTU013 Wed Wesd Facuity and Stafl Trainig Medim
=1 [0 SIFMA Traning Managers Roundistee B2202013 Thu Thu Lectures & Seminars. High

BTI013 Thy Thy Lectures & Seminars Medim

SOMALIA LECTURE
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Working with Event Detalils

Multiple options are available for working with the details for an event that is displayed in
the Calendar Display area. All of these options are available from the Event Details dialog
box.

To work with the event details
1. Inthe Calendar Display area, do one of the following:

e Forthe List view, click the Expand icon E

@ If the List view is set to Detailed List, you can also click More.

» For the Calendar view, click More in the Event Summary dialog box.

The Event Details dialog box opens. The dialog box displays the details for the event.
This dialog box also has the options that are needed to work with the event details.

Figure 2-27: Event Details dialog box
@ |8

Prepping for Chemistry Graduate Flike  |wTweet [ +1
Degrees Series

Calendar
Chemistry Students
Monday, August 26, 2013

7:00 PM - 9:00 PM (MT) less
Waring Physical Sciences Building

Event Type

Extracurricular

Contact

tvanboening@gmail_com

Department

Chemistry

=, Share | @S Email | == Add | 73 Set Reminder i= Related Events

2. Continueto any of the following:

» “Toshare and bookmark the event detail s to various socia networking sites” on page
36.

* “Tosend an email about the event” on page 36.

* “Tosend an email to the event contact” on page 37.
e “Toadd an event to apersonal calendar” on page 37.
* “Toset areminder for an event” on page 37.

» “Toview related events’ on page 38.
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You can also click the Edit icon to open the Event Summary page and edit the
event. See “ Managing an Event from the Event Summary Page” on page 64.

To share and bookmark the event details to various social
networking sites

« Tolike the event on Facebook, click the Facebook Likeicon Edlke
« Totweet alink for the event to your followers, click the Twitter icon 3 Tweet
» To publicly recommend the event on Google, click the Googleticon | +1 .

» Click Share to open a popup menu with options for sharing the event details on a
multitude of social networking sites.

Figure 2-28: Social Networking Sites menu

SEReaRs

To send an email about the event
You can email the event information to any number of recipients of your choosing.
1. Click Email.

Master Calendar starts your email program and opens an email that contains the event
information and alink to the event details.

2. Select the recipients and enter the content for the email as you typically would for any
other email, and then send the email.
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To send an email to the event contact

1. Click the contact’s email address in the Event Details dialog box.

Master Calendar starts your email program and opens an email that contains the event
information and alink to the event details.

2. Select the recipients and enter the content for the email as you typically would for any
other email, and then send the email.

To add an event to a personal calendar

1. Click Add.

The Event Details dialog box is refreshed with alist of personal calendars to which you
can add the event opens—iCal, Google calendar, Yahoo Calendar, and Windows Live.

Figure 2-29: Personal calendars list

2. Click the appropriate calendar, and then compl ete the calendar-specific steps to add the
event to the calendar. You can add the event to as many personal calendars as needed.

3. After you have added the event to all the necessary calendars, click the Close button
to close the Personal Calendars list. The Event Details dialog box remains opens.

To set a reminder for an event
When you set areminder for an event, you will also be notified of any changes to the event.
1. Click Set Reminder.

The Event Details dialog box is refreshed with options for setting a reminder for the
event. The email is set by default to your Master Calendar User Id.

Figure 2-30: Reminder options

*Reminders include change nofification.

Emsi [john.doe@acme com

Remind me before event starts.

M Set Reminder for all occurrences of this event.

2. Leavethereminder email address as-is, or enter adifferent address.
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3. Select the reminder time.

To clear a reminder, set the Remind me time to O minutes before the start of the
event.

4. If the event isasingle occurrence in a series event, you can click Set Reminder for al
occurrences of this event. If you do not select this option, then the reminder is set only
for this specific occurrence.

5. Click the Set Reminder icon |2

The reminder is set. The Event Details dialog box remains open.

To view related events

If an event is amulti-date, or series event, then you can view the individual occurrences, or
related events, from the Event Details dialog box.

1. Click Related Events.
A list of the related events opens on top of the Event Details dialog box.

Figure 2-31: List of related events

8132013 6:00 PM - Being a better test writer
Tue 9:00 PFM
812012013 6:00 PM - Being a better test writer
Tue 9:00 FM

« Share | ®EEmail | == Add | {3 Set Reminder llliMap | #= Related Events

2. After you have viewed all the related events, click the Close button to close the
Related Events list. The Event Details dialog box remains opens.
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Searching for Events and Special Dates

A Sdebar is aways displayed on the right or left side of the Master Calendar Home page.
The Sidebar consists of a Calendar Tool, a blank keyword Search field, and an Event Filters
dialog box. If your Master Calendar site contains public facing calendars, then a Calendar
Picker isalso available. You use the options on the Sidebar to search for events and special
dates from the Master Calendar Home page. You can carry out ageneral search for events
and special dates from the Master Calendar Home page, or you can carry out a keyword
search for specific events, and then filter the results to search for special dates.

To search for the events that are posted to the private calendars to which you have
been granted access, you must log in to Master Calendar to update the Calendar
Picker with these private calendars.

Figure 2-32: Sidebar on the Master Calendar Home page

July (v ] 2013] v |

Mo Tu We Th Fr Sa
Calendar Tool 1 2 3 4 5 &
8 9 10 11 12 13
15 m 17 18 19

22 23 24 25 26

28 30 31

Keyword search field — g (_ Search for Events

Motifications/iCal Feeds

N

Check All Expand All

@ ~lumni Association A
B cultural Events

Calendar Picker — g/ (Students

B Public

B Associated Facilities
B Contract Projects

() District Events

B General Interest

!Spuns & Recreation y
Aﬂers \

Event Types Select Multiple
[(all) v
Event Filters — | Locations Select Multiple
[(all) v
Departments Select Multiple

N =/
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To carry out a general search for events

On the Master Calendar Home page, use any combination of the optionsthat are available on
the Sidebar to search for events. You can:

» Usethe options on the Calendar Tool to select a different date, month, and/or year. See
“Calendar Picker icon” on page 22.

» Usetheoptionson the Calendar Picker to determine the calendarsthat are to be displayed
in the Calendar Display area. See “Calendar Picker” on page 30.

» Usethe options on the Events Filter to filter the events by Event Type, Location, and/or
Department.

“Departments” is a default label. Your Master Calendar site administrator can
configure this value to best suit your organization’s needs. For example, the value
might be displayed as “ Business Units.”

The Calendar Display areais dynamically updated with al the events that meet your search
criteria. Inthe List view, a Special Dates indicator is displayed above the list of events. Any
dates that have been designated as Special Datesin Master Calendar are highlighted in agray
circle. In the Calendar view, Special Dates are denoted with a Star icon in the calendar
date cell.

To carry out a keyword search for specific events

40

1. Intheblank Search for Eventsfield, enter a search string, and then click Go.

The search fromthisfieldisan“ or” search, which meansthat results that contain
@ not only the search string but also other information can be returned. The string
can be found anywhere in the results - the event title, the event description, and so
on—and it is not case-sensitive. For example, if “ ball” is the search string, then
search results can include Football, Little League Baseball, Ballgame, and so on.

All the events that meet the search criteriafrom the current day’s date going forward are
displayed on the Search Results page.
Figure 2-33: Event keyword Search Results page

From{g/5/2013 | To | osWACS

[ use Selected Filters ] Use Exact Match ® Generalevents () Special dates

Your search for: '"ACS' returned (19) result(s)

8/26/2013 6:00 PM  Student Affiliates of the ACS Waring Physical Sciences Campus Activites
Building

8/29/2013 6:00 PM  Student Affiliates of the ACS - Weekly Waring Physical Sciences Campus Aclivites
Study Hall Building

9/5/2013 6:00 PM Student Affiliates of the ACS - Weekly Waring Physical Sciences Campus Aclivites
Study Hall Building
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2. Do any of thefollowing in any combination to refine the search criteria, and then click

Go.

Option

Description

From/To Dates

« Change the From date and leave the To date blank to search for all
events from the From date going forward.

¢ Enter a From date and To date to search for all events within the
indicated date range.

Search for Events field

Enter a modified or different search string.

You can select one or both of the following options:

Use selected filters

Use exact match

« Use the options on the Calendar Picker to determine the calendars
that to be displayed in the Calendar Display area. See “Calendar
Picker icon” on page 22..

* Use the options on the Events Filter to filter the events by Event
Type, Location, and/or Department.

The search from this field is an “and” search, which means that only the
results that contain all the words in the exact order as in the search
string are returned. The string can be found anywhere in the results - the
event title, the event description, and so on—and it is not case-sensitive.
For example, if “Alumni Festival” is the search string and Use exact
match is not selected, then the search results could include Alumni
Music Festival. If Use exact match is selected, then the search results
could not include Alumni Music Festival.

You can select only one of the following options:

General events

Special dates

Selected by default when the search results are first returned. Returns
all the events that meet all the search criteria.

Returns all the special dates that meet all the search criteria.

After you have completed the search, you can do any of the following as needed:

» For agenera events search, you can expand the click the Expand icon (] for any
search result to open the Event Details dialog box and view the details for the event.
See “Working with Event Details’ on page 35..

» For any general events search or special dates search, click Export to export all the
search results to a comma-separated values (csv) file. The default name that Master
Calendar assignsto the exported datafile is Export.csv. You can change the filename
as well as specify the location in which to save thefile.

To return to the Master Calendar Home page, click Back to Calendar, or on the User

menu, click Calendar.
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Subscribing to a Calendar

To receive a system-generated email or to have the calendarsin your email system
automatically updated when events are added to selected calendars or when events are
modified or canceled for selected calendars, you must subscribe to the calendars.

You can also use the Subscription page to unsubscribe to one or more calendars.
Smply follow the procedure described in “ To subscribe to a calendar” below but
instead of clicking Subscribe, click Unsubscribe.

To subscribe to a calendar

1. Onthe Master Calendar Home page, click Notifications/iCal Feeds.

The Subscription dialog box opens. The calendars to which you can subscribe are
displayed in the Available Calendars list and they are based on their Subscription status
(Off, Authenticated Users, or All Users). Your User Id (the email that you used to signin
to Master Calendar) isdisplayed in the Email field. By default, both subscription options
(emails for new events and emails for even changes/cancellations) are selected and
Email is selected as the subscription method.

Figure 2-34: Subscription dialog box

Subscription

To subscribe, select your calendar(s), enter your email address, choose your subscription option and click the Subscribe button. You will be
=ent an email with a link that will allow you to confirm your subscription.

Select the calendar(s) to subscribe to:

Available (13) Selected (0)
Arts & Culture
Central Region ~
DSCalendar
East Coast
Executive Trips/Events
gffd
International
Lectures & Seminars
Staff & Faculty
Student Organizations v
Tested Indium

Choose Subscription Method:

Email [jane.doe@acme.com |
Wlsend me an email notification for new events

lsend me an email notification for event changes/cancellations
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2. Select the calendar or calendars (CTRL-click to select multiple calendars) to which you
are subscribing, and then click the Add button to move them to the Selected list.

3. Choose your subscription method—Email (the default value) or iCalendar feed.

» Email—To receive aconfirmation email that contains alink that you must click to
activate or edit your subscription. If you select this option, go to “ To subscribe using
email.”

» iCalendar feed—To automatically add the selected calendars to your email program
and subscribe to updates to the calendar. If you select this option, the Email field and
email options are removed from the page. Go to “ To subscribe using an iCalendar
feed.”

To subscribe using email

If you subscribe to multiple calendars using email, then you receive only a single
daily digest email.

1. If you are aguest, enter the email that is to be used for your subscription in the Email
field. Optionally, as a user, you can edit this email addressif needed.

2. By default, both of the options for email subscriptions are selected. Optionally, clear the
option by which you do not want to receive email notifications.

@ At least one option must remain selected.

3. Click Subscribe.

A message opens indicating that an email has been sent to the indicated email address
and that you must click on the link in the message to confirm your subscription request.

Figure 2-35: Subscription message

Subscription

An email to confirm your request has been sent to tammyvb@spectrumwritingllc.com. You must click on the link in the email to activate
your subscription

4. Click Close to close the message and return to the Master Calendar Home page.
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To subscribe using an iCalendar feed

1. Click Subscribe.

A dialog box opens asking you if you want to allow this website to open a program on
your computer.

2. Click Allow.

A dialog box opens asking you if you want to add this Internet Calendar to your email
program (in this example, Microsoft Outlook) and subscribe to updates.

Figure 2-36: Dialog box that opens for an iCalendar subscription

Microsoft Office Cutlook &Iéj

Add this Internet Calendar to Outlook and subscribe to
4| updates?

http: ffwww.dea.com/MCTW iCalFeed. aspx?
data=Ai6R 2a1/4RV0ZPhIrsGIvQ==

R

To configure this Calendar, dick Advanced.

Advanced... | [S Yes | Mo

3. Optiondly, click Advanced to open a Subscriptions dialog box and customize the
settings for your subscription on your email program.

4. Click Yesto add the calendar or calendarsto your email program.
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This chapter details the procedures for viewing, submitting, and managing eventsin Master
Calendar efficiently and effectively.

This chapter covers the following topics:

e “Submitting an Event” on page 47.
“Managing Events from the Manage Events Page” on page 52.
“Managing an Event from the Event Summary Page” on page 64.
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Submitting an Event

A guest can submit arequest to post an event to apublic calender. A Calendar Requester isa
user can submit arequest to post an event to a public calendar and to any private calendarsto
which they have been granted access. The Calendar Manager can approve or deny the
reguest. If the Calendar Manager approves the request, the event is posted to the calendar.
After the Calendar Manager approves or denies reguest, the system automatically generates
an email to the requestor, informing them of the Calendar Manager’s decision. A Calendar
User is auser who can post events directly to a public calendar and to any private calendars
to which they have been granted access without the Calendar Manager’s approval.

To submit an event

1. Do one of thefollowing:
* Onthe Master Calendar User menu, click Submit Event.
e Onthe Master Calendar Home page, click Add Event.
The Add Event page opens.

Figure 3-37: Add Event page

PostDate  8/12/2013

Featured Event Event Date(s)

Sef as Featured Event

Event Info
EventStartDate  8/12/2013
Evont Tille
Event Time(s)
Event Url
- @ Timed event Al day event
Event Descripson = -
- L — (If timea event is s4iected then a start and end ime must be enbéred,
1
L4 StanTime  935AM
Mormal Aral

Ho end sme

End time goes into the next day
B J U &([=|=% = m|%-A-1O
EndTime 1000 AM

Event Image

Additional Event Info

Dessig HTML | Preview
Emails  Aftachmants Tag:
Event Contact CmmmFar)
Contadt Name Techmcal Wiler VHige Fleld name 1
Contad Emall  writer@comeastnet YHide Descripion 1
Contact Frons Hide

Event Group - Priority
(Crestorn Faeld) -
Prioeity Madiurn
Fleld name 2
Calend:r - Select Multiple
Description 2
Event Type (none)

Department

Location

Location

Locaton Ul

Master Calendar User’s Manual 47



Chapter 3

Using Master Calendar

48

2. ThePost Dateis the date that the event is to be posted to the selected calendar or
calendars. The default value isthe current day’s date. You can leave this value as-is, or
use the Calendar Tool to enter a different date. (See “ Calendar Picker icon” on page 22.)

3. Indicateif the event isto be a featured event. (See “Featured Events display” on page

28)

Enter the event information on the Add Event page.

Required fields are marked with a Required icon . TheMaster Calendar site
administrator setsthe required fields on the Add Event page.

Field

Description

Event Info fields

Event Title The title or name of the event. The event title is always displayed for the
calendar entry in the Calendar Display area and on the Event Details dialog
box.

Event URL The URL (website address) for the event's web page.

Event Description

A text description of the event. The event description is displayed on the
Event Details dialog box when a guest or user clicks More to display more
information about the event. On the blank Design tab, enter the needed text
for the event description. Use the formatting options that are available to
select the paragraph style (Normal, Heading 1, and so on), font, font color,
and font size for the description. Optionally, you can also do one or both of
the following:

¢ Click HTML to open the HTML tab and view the HTML code for the event
description.

» Click Preview to open the Preview tab and view the event description as it
will be displayed in your Master Calender system

Event Contact fields

Contact Name

The name of the contact person for the event. Hidden by default.

Note: If you do not want this information displayed on the Event Details
dialog box, make sure that Hide remains selected.

Contact Email

The email for the contact person for the event. Hidden by default.

Note: If you do not want this information displayed on the Event Details
dialog box, make sure that Hide remains selected.

Contact Phone

The phone number for the contact person for the event. Hidden by default.

Note: If you do not want this information displayed on the Event Details
page, make sure that Hide remains selected.

Event Group - Priority fields

Priority

Dropdown list. Available values are High, Medium, and Low. In conjunction
with the event time (All Day or Timed), this variable determines where the
event appears in a calendar display—at the top in a List view or at the top of
the calendar date cell in the Calendar view. For any priority, the order is All
Day Event, and then Timed Event.
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Field Description

Calendars A dropdown list of all public-facing calendars that are currently active in
Master Calendar as well as any active private calendars to which you have
been granted access. You can select a single calendar, or you can click
Select Multiple to open a list from which you can select multiple calendars at
the same time.

Note: The selected calendars are displayed on the Event Details dialog box.

Event Type The type of event that you are submitting.

Note: The calendar or calendars that you select determine the event types
that available for selection.

Department The department that is hosting or sponsoring the event.

Note: Department is a default label. Depending on how your Master
Calendar site administrator has configured Master Calendar, you
might see this field labeled something else, for example, “Business
Unit.”

Location fields

Location The location where the event is to take place. You can manually enter a
location, or you can select a location from a Locations dropdown list.

Room The sub-location for the event. Displayed only if the selected location has
associated sub-locations.

Note: Room is a default label. Depending on how your Master Calendar site
administrator has configured Master Calendar, you might see this
field labeled something else, for example, “Office.”

Location URL The URL (website address) for the location’s web page.

Additional Info fields

Displayed if any of the calendars that you selected have associated UDQs. The questions might or
might not be required to submit the event.

Event Dates fields

Single Day The default value. A one time event.

Recurrence If the event is a recurring date, click Recurrence to open the Recurrence
Pattern options and the Range of Recurrence options, and specify the
information for the recurring event.

Event Start Date The date for a single event, or the first date for a recurring event. The default
date is the current day’s date. You can leave the date as-is, or you can use
the Calendar Tool to select a different date. See “Calendar Picker icon” on
page 22.
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5. Indicate whether the event is atimed event or an al day event, and if:
» Theeventisatimed event, specify a start time, and then do one of the following:
e Specify an end time for the same day.
* Select no end time.
» Select end time goes into the next day.
The event name is displayed on the calendar and if you:

» Sedlected an end time, the beginning and end time are al so displayed on the
calendar.

» Sedlected no end time, only the beginning time is displayed on the calendar.

» Selected end time goesinto the next day, the beginning and end time are
displayed on the calendar, with a Next Day icon , displayed next to the ending
time.

* Theeventisan All Day event, you must specify only a date for the event.
The phrase “ All Day Event” is displayed above the event name on the calendar.

6. Thetime zone that is displayed isthe time zone that you selected when you logged in to
Master Calendar. Optionally, select a different timezone for the event.

7. Optionaly, do one or both of the following:

» Toadd animageto the event, click Add Image, and in the Choose File to Upload
dialog box, scroll to and select the image, and then click Open. The phrase
“Uploaded <Image Name> is displayed. Theimage is displayed on the Event details
dialog box.

The maximum image sizeis 2 MB. After you attach an image to an event, an
@ option to Remove the event is always displayed.

* Add custom fields, email addresses, attachments, and/or tags for the event.

Option Description

Custom Fields This tab is opened by default when the Add Event page opens.

« Type—Select the field type. If you select any type other than (Custom Field)
or (Custom Link), then the Field Name is automatically populated with a
default value, but you can always select a different value from a list of preset
field names.

« Field Name—If you select (Custom Field) or (Custom Link) for Type, then
enter a name that describes or provides hints about the information that is to
be entered in the Description field. For example, if the Description field is to
contain information about event parking, then you could enter “Parking Info”
for the field name.
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Option Description

Note: If you select any value other than (Custom Field) or (Custom Link) for
Type, then the Field Name is automatically populated with the same

value as the selected Type, but you can click the Hint icon to open
a list of preset custom field hints and select a different value.

Note: If you select (Custom Link) for Type, then the Field Name becomes the
active link for the URL that you specify.

Note: Even if you select (Custom Field) or (Custom Link) for Type, you can
still click the Hint icon to select from the list of preset values.
« Description field—Enter additional information about the event in this field.

* URL—Displayed only if you select (Custom Link) for Type. Enter the URL
for the website that provides additional information about this event.

Email addresses | A list of email addresses for the event invitees. Separate multiple email
addresses with either commas or semi-colons.

Attachments A file that is attached to the event. Click Attachments to open the Attachments
tab. Click Attach a file to and in the Choose File to Upload dialog box, scroll to
and select the attachment, and then click Open. The phrase “Uploaded
<lmage Name> is displayed.

Note: Your site administrator sets the allowed file formats, the maximum
number of attachments, and the maximum file size. After you add an

attachment, an option to delete the attachment X is displayed.

Tags An optional identifier that allows for easy searching and retrieval of any events
that are marked with this identifier. Separate multiple tags with either commas
or semi-colons.

8. Optionally, click Save/View Event to open a preview of the event and determine if you
are satisfied with the event request, or if you need to make changes to the request.

9. If present, enter the verification code that is displayed at the bottom of the page.

Your Master Calendar site administrator might have enabled a function that
@ requires you to enter a code that must be verified before you can submit the event.
10. After you have entered all the information for the event and are satisfied with the entry,
click Finished.

A Confirmation message opens, asking you if you want to add another event.
11. To add another event, click Yes and repeat this entire procedure; otherwise, click No.

The message closes. The system processes your submission and returns you to the
Master Calendar Home page. If you are a Calendar User, then the event is automatically
posted to the selected calendars. If you are a Calendar Requester, then after the Calendar
Manager approves or deniesyour request, the system automatically generates an email to
you, informing you of the Calendar Manager’s decision. If the Calendar Manager
approves your request, the event is posted to the selected calendars.
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Managing Events from the Manage Events
Page

When aguest or user requests to submit an event to a calendar, as the Master Calendar
manager, you are responsible for managing the event in your calendar system—do you
approve the event request, do you reject the event request, and so on. Managing event
reguests in Master Calendar consists of approving event requests, rejecting event requests,
deleting outdated event requests., and moving a previously rejected event request to an
approved status. You can also generate a Manage Events List report and you can request
information from the EM S contact for events that have been pulled into Master Calendar
from an EMS database.

You use the Manage Events page to manage eventsin Master Calendar. When this page first
opens, the list of events that appearsisalist of all pending events for all calendarsto which
you have access as a Master Calendar manager. To manage events with different statuses,
you must refine this list by carrying out a search for events that meet only specific criteria

For all procedures in this section, you must be logged in either as a Calendar
Manager or asthe site administrator.

Figure 3-38: Manage Events page

Admin Calendar Submit Event My Account Help Welcome: Technical Writer

Actions
FIILErs) Deletz | Approve | Reject | Print

Start Date: End Date:
[erizo1amu 5 [12/31/2013 Tue | | =

Keyword:

[ | Pending Events

Calendars:* [ Title FirstEvent +  Last Event Calendar Priority
[multple Selected) ~] [ Becoming a Better Chemistry TA 812/2013 Mon 8M12/2013 Mon  Chemistry High
Event Types: Students
€] ~] [ Student Affiliates of the ACS - Organizing 8152013 Thu  8M15/2013 Thu  Chemistry Medium
Locations: Meeting Students
[t=y v] [] Inorganic Lab Equip. Pickup 8/21/2013 Wed  8/21/2013 Wed Chemistry Medium
Roams: Students
[tan v [ Organic Chemistry Lab Equipment Pickup Day /262013 Mon  &/26/2013 Mon  Chemistry High
Departments: Students
[n - - ~] [ Analytical Lab Equip. Pickup 8/27/2013 Tue  8/27/2013 Tue  Chemistry Medium
®) penging U Approved () Rejected Students
[ Student Affliliates ACS 8/28/2013 Wed  8/28/2013 Wed Chemistry Medium
Students
[] Eric Roher Speaking Engagement 8/31/2013 Sat  3M14/2014 Fri  Campus Activites  Medium
[ U3A Monthly Meeting 10/13/2013 Sun 10/13/2013 Sun Campus Activites  Medium
[ Linus Pauling Seminar 10/16/2013 10/16/2013 Chemistry High
wed wed Students

always open the event by clicking the event title on the Manage Events page. You
can then easily review the event specifics as well as edit the event details. See
“Managing an Event from the Event Summary Page” on page 64.

@ If you arelogged in asthe Calendar Manager or asthe site administrator, you can
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To search for event requests

1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Manage Events.

The Manage Events page opens.

2. Enter the search criteriafor the events.

Field Description

Start Date/End Date Search for events that occur on or after the indicated start date, on or
before the indicated end date, or within the specified date range. Leave
these fields blank to search for all pending event requests for which you
are the Calendar Manager, regardless of the date.

Keyword The search string. The search is limited to the exact order of the
characters in the string; however, the search string is not case-sensitive
and the search string can be found in any information that is associated
with the event—the event title, the event description, and so on. For
example, the search string “mental” returns notifications that contain
either Departmental or Mental Health Department.

Calendars A list of all active calendars to which you have access as Calendar
Manager. By default, all calendars to which you have access are
selected as the search criteria. You can click the Lookup icon to open a
Calendars list and refine the list of calendars to search.

Event Types A list of all currently active event types in Master Calendar. Click the
Lookup icon to open the Event Types dialog box and select the event
types.

Locations A list of all currently active event locations in Master Calendar. Click the

Lookup icon to open the Locations dialog box and select the locations.

Rooms A list of all currently active sub-locations in Master Calendar. Click the
Lookup icon to open the Rooms dialog box and select the room.

Note: “Rooms” is a default label for a sub-location. Depending on how
your Master Calendar site administrator has configured Master
Calendar, you might see this labeled as something else, such as
“Fields,” “Offices,” and so on.

Note: No options are available on the Rooms list and the Lookup icon
is not available unless you have selected a location for which
active rooms have been configured.

Departments All list of all currently active departments in Master Calendar.

Note: “Department” is a default label. Depending on how your Master
Calendar site administrator has configured Master Calendar, you
might see this labeled as something else, such as “Business
Units” for example.

Pending/Approved/ The status of the events for which to search. You can select only one
Rejected value.
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3. Click Search.

A list of all eventsthat meetsyour search criteria appears on the Manage Events page. A
single line runs through any event for which all the event dates have been canceled.

Figure 3-39: Example of a canceled event

Admin  Calendar  Submit Event My Account  Help Welcome: Technical Writer

At
Doalebs | Apprmve | Raject | Prick

Last Event Calendar

O Becoming a Better Chemisiry TA 81212013 Mon Chemistry Students  High

) ] Inorganic Lab Equip. Pickup BE013Wed  B2U2013Wed  Chemistry Stdents Medium
[ ~] (] Organs Chemistry Lab Equipment Fickup Day 8262013 Mon BE2013 Mo Chemistry Students  High
pesrma ) [ Analytical Lab Equip. Pickup W2T12013 Tue 272013 Tue Chemislry Students  Medium

To approve pending event requests
1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Manage Events.
The Manage Events page opens.

Figure 3-40: Manage Events page

Admin Calendar Submit Event My Account Help Welcome: Technical Writer
e
Delete | Approve | Reject | Print

Start Date: End Date:
[e/72012The [ [12/21/2012 Tue |

Keyword:
[ | Pending Events
Calendars:* 0 Title FirstEvent +  Last Event Calendar Priority
[(vuttiple Selected) ~1) [] Becoming a Betier Chemisiry TA 812/2013 Mon  8/12/2013 Mon  Chemisiry High
Event Types: Students
[n ~] [ Student Affiliates of the ACS - Organizing 815/2013 Thu  8M15/2013 Thu  Chemistry Medium
Locations: Meeting Students
[t ~] [ Inorganic Lab Equip. Pickup 8/21/2013 Wed 8/21/2013 Wed  Chemistry Medium
Rooms: Students
[tam ] [] Organic Chemistry Lab Equipment Pickup Day ~ 8/26/2013 Mon  8/26/2013 Mon  Chemistry High
Departments: Students
Ly ~] [] Analytical Lab Equip. Pickup 8/27/2013 Tue  8/27/2013 Tue  Chemistry Medium
pending () Approved () Rejected Studenis
[ Student Afffiliates ACS 8/28/2013 Wed  8/28/2013 Wed Chemistry Medium
Students
[ Eric Roher Speaking Engagement 8/31/2013 Sat  3M4/2014 Fri  Campus Activites ~ Medium
[] U3A Monthly Meeting 10/13/2013 Sun 10/13/2013 Sun Campus Aclivites  Medium
[ Linus Pauling Seminar 10/16/2013 1016/2013 Chemistry High
Wed wed Students
[] Freedman test 11/2013 Fii 11M/2013Fri Campus Aclivites  Medium

4 M Page Ltz B M

Calendar Managers | RSS Feeds v

2. Optionaly, carry out a search for the pending events that you are approving. (See“To
search for event requests’ on page 53.)

3. Select the pending events that you are approving.

To select all pending events on the currently opened page for approval in a single
step, select Title. If you have multiple pages of events to approve, you must repeat
this entire process on each page.
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4. Under Actions, click Approve.

A message opens asking you if you are sure that you want to approve all the selected
events.

5. Click OK in the message.
A message opens indicating that al selected events were approved.
6. Click OK inthe message.

The events are approved and are removed from the Pending Eventslist. For each
approved event, an email is automatically generated and sent to the event requestor
informing them that the Calendar Manager has approved their request.

Figure 3-41: Example of approved event request emalil

» Event Submission Request Approved from Event Office to you

Request for event titled Prepping for a Graduate Degree Series has been approved for the Chemistry Students Calendar.
Date approved: 7/23/2013 11:47 AM

Event Url
hitp:/iwww.dea.comVHOUS1251501984/EventDetailsAdmin. aspx?data=hHré003M7JSUIrHnhMbhyA1avisgCOKTIF IwmmvKm5X%216Ab3zCWhIONAZTvu8GiL

Request for event titled BS Chemistry Careers has been approved for the Chemistry Students Calendar.
Date approved: 7/23/2013 11:47 AM

Event Url
hitp:/fwww dea. comVHOUS1251501984/EventDetailsAdmin aspx?data=hHr8003M7JEXAS %2bKiBxy Dwe5%2f0WGEKIUFL Psv%21Y 7 OcAu 1xFZB %21 %2bVZzJ A% 2MniOBi

event status (approved or rejected), your site administrator must have set the
default System Configuration settings for email—name of sender, SMTP server,
and address of sender. If your systemis not automatically sending and generating
emails after you approve or reject an event request, work with your site
administrator to ensure that the necessary default settings have been specified.

@ To have Master Calendar automatically generate and send emails indicating the
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To reject pending event requests

1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Manage Events.

The Manage Events page opens.

Figure 3-42: Manage Events page

Admin Calendar Submit Event My Account Help Welcome: Technical Writer
P Actions
Flitarg Delete | Approve | Reject | Print

Start Date: End Date:
[er1/2013 The ¥ [12/31/2013 Tue_ | | BV

Keyword:

[ ] | Pending Events

c = [ Title FirstEvent ~  Last Event Calendar Priority
[(Multiple Selected) 1) [] Becoming a Better Chemistry TA 6/12/2013 Mon  8/12/2013 Mon  Chemistry High
Event Types: Students

[t v [ Student Affiliates of the ACS - Organizing 815/2013 Thu  8/15/2013 Thu  Chemistry Medium
La.:aﬁans: Meeting Students

[ vl [ Inorganic Lab Equip. Pickup 8/21/2013 Wed 8/21/2013Wed Chemistry Medium
Rooms: Students

[ta) ~] [] Organic Chemistry Lab Equipment Pickup Day  8/26/2013 Mon  8/26/2013 Mon  Chemistry High
Departments: Studenis

[ - - 1) [] Analytical Lab Equip. Pickup 8/27/2013 Tue  8/27/2013 Tue  Chemistry Medium
(®) panding () approved () Rejected Students

[ Student Afffiliates ACS 8/28/2013 Wed  8/28/2013 Wed  Chemistry Medium

Students

2. Optionaly, carry out a search for the pending events that you are approving. (See“To
search for event requests’ on page 53.)

3. Select the pending events that you are reject.

To select all pending events on the currently opened page for rejection in a single
step, select Title. If you have multiple pages of events to reject, you must repeat
this entire process on each page.

4. Under Actions, click Reject.

A Notes dialog box opens. Enter any comments in this dialog box asto why you are
rejecting the event request. These comments are sent automatically to the event requestor
after you compl ete the rejection process.

5. After you enter the comments, click Send.

A dialog box opens asking you if you are sure if you want to reject all the selected
events.

6. Click OK inthe message.
A message opens indicating that all selected events were rejected.
7. Click OK in the message.

The events are rejected and are removed from the Pending events list. For each rejected
request, an email is automatically generated and sent to the event requestor informing
them that the Calendar Manager has rejected their request as well as the reasons for the
rejection. See Figure 3-43 on page 57.
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Figure 3-43: Example of rejected event request emalil

» Event Submission Request Not Approved. from Event Office to you

Request for event titled Leamning to be a Better Chemistry Lectureer was not approved for the Chemistry Students Calendar

Reason given:
Cannot be scheduled the same day as Being a Better TA as lecturers must attend the TA event w/ their TAs.

event status (approved or rejected), your site administrator must have set the
default System Configuration settings for email—name of sender, SMTP server,
and address of sender. If your systemis not automatically sending and generating
emails after you approve or reject an event request, work with your site
administrator to ensure that the necessary default settings have been specified.

@ To have Master Calendar automatically generate and send emails indicating the

To delete event requests

You can delete an event request of any status - pending, approved, or rejected.

1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Manage Events.

The Manage Events page opens.

Figure 3-44: Manage Events page

Admin Calendar Submit Event My Account Help Welcome: Technical Writer
P Actions
FIILErs) Deletz | Approve | Reject | Print

Start Date: End Date:
[erizo1amu 5 [12/31/2013 Tue | | =

Keyword:
[ | Pending Events
Calendars:* [] Title FirstEvent + LastEvent Calendar Priority
[multple Selected) ~] [ Becoming a Better Chemistry TA 812/2013 Mon 8M12/2013 Mon  Chemistry High
Event Types: Students
€] ~] [ Student Affiliates of the ACS - Organizing 8152013 Thu  8M15/2013 Thu  Chemistry Medium
Locations: Meeting Studenis
[t=y v] [] Inorganic Lab Equip. Pickup 8/21/2013 Wed  8/21/2013 Wed Chemistry Medium
Roams: Students
[tan v [ Organic Chemistry Lab Equipment Pickup Day /262013 Mon  &/26/2013 Mon  Chemistry High
Departments: Students
[n - - ~] [ Analytical Lab Equip. Pickup 8/27/2013 Tue  8/27/2013 Tue  Chemistry Medium
®) penging U Approved () Rejected Students
[ Student Affliliates ACS 8/28/2013 Wed  8/28/2013 Wed Chemistry Medium
Students
[] Eric Roher Speaking Engagement 8/31/2013 Sat  3M14/2014 Fri  Campus Activites  Medium
[ U3A Monthly Meeting 10/13/2013 Sun 10/13/2013 Sun Campus Activites  Medium
[ Linus Pauling Seminar 10/16/2013 10/16/2013 Chemistry High
wed wed Students
[ Freedman test 111/2013 Fii 11M/2013Fri Campus Activites  Medium

2. Optionaly, carry out a search for the pending events that you are approving. (See“To
search for event requests’ on page 53.)

3. Select the events that you are deleting.

To select all events on the currently opened page for deletion in a single step,
select Title. If you have multiple pages of events to delete, you must repeat this
entire process on each page.
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4. Under Actions, click Delete.

A message opens asking you if you are sure that you want to delete all selected events.
5. Click OK in the message.

A message opens indicating that all selected events were deleted.
6. Click OK inthe message.

The appropriate tab (Approved, Reject, or Deleted) is updated to reflect the deletion of
the event requests.

To move a rejected event request to an approved status

58

If you accidentally reject an event request, you can always move the rejected request to an
approved status.

In this case, an email is NOT automatically generated and sent to the requestor
@ indicating that their request was approved.

1. Carry out asearch for the rejected events that you are approving. (See “To search for
event requests’ on page 53.)

Figure 3-45: Manage Events page, Rejected Event Request

Admin Calendar Submit Event My Account Help Welcome: Technical Writer
m Actions
HIters Delete | Approve | Print
Start Date: End Date:
[er7/2013 wed 7 ¥ |
Keyward:
[ ] Rejected Events
[] Title First Event + LastEvent Calendar Priority

[0auile Selected) v [ Eric Roher Speaking Engagement 8/31/2013 Sat 3/14/2014 Fri Campus Activites Medium

lE(‘:",‘.‘ Types: & [J U3A Monthly Meeting 10/13/2013 Sun 10/13/2013 Sun Campus Aclivites Medium
) ’

Locations:

2. Select the rgected events that you are approving.

To select all events on the currently opened page for approval in a single step,
select Title. If you have multiple pages of events to approve, you must repeat this
entire process on each page.
3. Under Actions, click Approve.
A message opens asking you if you are sure that you want to approve all selected events.
4. Click OK inthe message.
A message opens indicating that al selected events were approved.
5. Click OK in the message.

The events are approved and are removed from the Rejected Events list. They are now
displayed on the Approved Events list.
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To generate a Managed Events List report

You can generate a Manage Events List report, which lists al the events to which you have
access as a Calendar Manager. You can generate areport that lists all the pending events for
all calendars to which you have access as a Master Calendar manager or you can generate a
report for events with different statuses.

1. Under the Admin Panel main menu option, point to Events & Specia Dates, and then
click Manage Events.

The Manage Events page opens. When this page first opens, the list of events that
appearsisalist of all pending eventsfor all calendars to which you have accessas a
Caendar Manager.

Figure 3-46: Manage Events page

Admin Calendar Submit Event My Account Help Welcome: Technical Writer
% Actions
FIILErs) Deletz | Approve | Reject | Print

Start Date:

End Date: N
[erizo1amu 5 [12/31/2013 Tue | | =

Keyword:

| Pending Events

Calendars: ] Title FirstEvent ~  LastEvent Calendar Priority
[multple Selected) ~] [ Becoming a Better Chemistry TA 812/2013 Mon 8M12/2013 Mon  Chemistry High
Event Types: Students
€] ~] [ Student Affiliates of the ACS - Organizing 8152013 Thu  8M15/2013 Thu  Chemistry Medium
Locations: Meeting Students
[t=y v] [] Inorganic Lab Equip. Pickup 8/21/2013 Wed  8/21/2013 Wed Chemistry Medium
Roams: Students
[tan v [ Organic Chemistry Lab Equipment Pickup Day /262013 Mon  &/26/2013 Mon  Chemistry High
Departments: Students
[n - - ~] [ Analytical Lab Equip. Pickup 8/27/2013 Tue  8/27/2013 Tue  Chemistry Medium
®) penging U Approved () Rejected Students
[ Student Affliliates ACS 8/28/2013 Wed  8/28/2013 Wed Chemistry Medium
Students
[] Eric Roher Speaking Engagement 8/31/2013 Sat  3M14/2014 Fri  Campus Activites  Medium
[ U3A Monthly Meeting 10/13/2013 Sun 10/13/2013 Sun Campus Activites  Medium
[ Linus Pauling Seminar 10/16/2013 10/16/2013 Chemistry High
wed wed Students

2. Do oneof thefollowing:

To generate a Manage Events List report that lists all pending events for all
calendars to which you have access as a Calendar Manager, click Print.

To generate a Manage Events List report for events with different statuses, carry out
asearch for these events (see “To search for event requests’ on page 53), and then
click Print.

To generate a Manage Events list report for all EM S events for which you are the
Caendar Manager, click the EM S tab to open it, and then click Print.

An onscreen preview of the Manage Events List report opensin its own window. A

variety of options are available from this preview, including (from left to right at the
top of the onscreen preview) the options to search the report results, print the report
initsentirety, print the currently displayed report page, and export the report to afile
and save the file. See Figure 3-47 on page 60.

PDF is the default format for exporting to a file. Other allowed formats are XIs,
XlIsx, Rtf, Mnt, Text, Image, and Csv.
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Figure 3-47: Onscreen preview for a Manage Events List report

=4 Manage Events Report - Windows Internet Explorer

% http://www.dea.com/VHOUSL251501984/ ManageEventsRpt aspa?sdt=7/23/2013 TueBtedt= &Calendarlds=142, 768 Event Typelds= &L ocationlds= &Sublocationlds= &:Departmentlds= &Keyword=&ApprovedType

|@ I & 8 | g a Page  [1 o 1| ‘ s g e | ~

EMS Master Calendar Demo Manage Events Report
Start Date: 7/23/2013 End Date: Search Type: Pending Keyword:
Calendar(s): Chemistry Students, Faculty and Staff Training
Title First Event LastEvent Calendar Priority
Leamning to bea Better 7302013 7302013  Chemisty High
Chemistry TA Students
Student Affiliatesof  gi150015  gi152013  Chemisty Medium
the ACS - Orzanizing Students
Mecting
Community Prayer  gig013 8212013 F2C0My and Staff pregiug
Time Training
Linus Pauling Seminar 10162013 10/162013  Chemistry High

Students

Traininz
MUSIC COMM. Teaining
Development Meeting 5262014 5/26/2014 ~ Faculty and Staff ..

Training
Conference at 5272014 5272014 Faculty and Staff peginm
Moorpark Training
Community Prayer  gog2014 8202014  Facolty and Saff preginm
Time Training

v
#®100% -
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To request information for an EMS event

You use the Request Event Info option on the Manage Events page to request information
from the EM S contact for a selected event that has been pulled into Master Calendar from an

EMS database.

1. Under the Admin Panel main menu option, point to Events & Specia Dates, and then
click Manage Events.

The Manage Events page opens.

2. Optionaly, carry out a search for the pending events that you are approving. (See “To
search for event requests’ on page 53.)

3. Click the EMStab to openit.

Thistab shows all the events that have been pulled from an EM S database into Master
Calendar via a connector.

Figure 3-48: Manage Events page, EMS tab

Admin Calendar Submit Event My Account Help Welcome: Technical Writer
R e
Delets | Request Event Info | Print

Start Date: End Date:
[erazoiamhe 15 ¥ m

Keyword:
[ ] Approved Events
[] Title First Last Calendar  Email Email  Last Updated  Last

[(Multiple Select=d) ~l) Event ~  Event Sent | Sent Updated
Event Types: [] Synthetic  7/24/2013 12/18/2013 Chemistry  tvanboening@yahoo.com Yes 7/23/2013 No
[tz v Inorganic  Wed Wed Students Tue
Locations: Lab
[z v [] Analytical ~ 822/2013 10/3/2013  Chemistry No No
Rooms: Chemistry  Thu Thu Students
[can) ~] Lab
Departments
[ty ~]
O pending ® approved O Rejected Calendar Managers | RSS Feeds

SR ems |

4, Select the event or events for which you need more information from the EM S contact,
and then under Actions, click Request Event Info.

The Request Event Info dialog box opens.
Figure 3-49: Request Event Info dialog box

Enter any comments you would like to include to the event contact. |

Calendar Managers | RSS Feeds

ey Al
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5. Enter any questions that you would like to request of the EM S contact, and then click
Send.

6. Click OK in the prompt about sending an email to request more information.
7. Click OK in the confirmation message.

The email is sent to the EM S contact for the selected event. The email containsa Fill out
moreinfo link that the EM S contact can click to open an Event Info Request page on
which they can enter or edit the requested information and then submit the information.
This action essentially allows the EM S contact to work directly with the event in Master
Caendar and prevents you from having to manually enter the information that you have
reguested from the EM S contact.

Figure 3-50: Email sent to EMS contact

* Reequest for mors informanan from the svent Btied Syrinete inorganic Lab

Wied Syrituenc inosganc Lt il ccues ga 7 M e e ] . an vt 10 chute 1 on P b lor Camprider 1 pou wosskd B 12 560 8 reiew Sntidee] GnecTysion i d Fage i AyIng e Hie chek B ok e

2 baer Lndertias eraen s el

Figure 3-51: Event Info Request page

Event Type: (nane)

Location: RPZ RIM-A
Wednesday, July 24, 2012
12:00 PM - 5:00 BM (MT)

Calendar: Chemistry Students

Contact: Tammy Writer
tvanboening @yahoo.com

Department: Department of Chemistry

Event. ngcrl'ptl'l_m

Picture

Add Image

SAttachments

‘

Attach File

Custom

Type:
[(Custom Field) v]

Field name 1:

Description 1:

Type:
[(Custom Field) ~]

Field name 2:

Calendar Managers | RSS Feads
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Depending on how your site administrator has configured Master Calendar, the
following might happen—After the EMS contact modifies the information for the
event, the event request is reset to a Pending status. An automated email is
generated and sent to the Calendar Manager informing the manager of the
modifications by the contact and the status changeto “ Pending” for the event.
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Managing an Event from the Event Summary

Page

64

On the Manage Events page, event titles are displayed as hyperlinks. If you click an event
title from the Manage Events page, or the Edit icon on the Event Details dialog box, the
Event Summary page opens. On the upper half of the page, the Details tab on this page
summarizes the current details for the event. The History tab on this page shows the history
for the event. On the lower half of the page, three tabs show the dates that are associated with
the event.

* TheAll tab shows all datesfor the event in Master Calendar. (The information that
appears on thistab is the combined information from the Current tab and the Historical
tab.)

The Current tab shows recurring dates for the event going forward from the current day’ s
date.

» TheHistorical tab shows recurring dates that have already posted.

Figure 3-52: Event Summary page, Details tab

T - Event Summary

Edit Event
Copy Event
Download .ics file

Event Id 8880

Reservation Id 3758

Title Synthetic Inorganic Lab
Event Type (none)

Department Department of Chemistry

Contact Name
Contact Email
Contact Phone

Tammy Writer
tvanboening@yahoo.com

i | sl
Edit
[ Actions | EventDate = Event Time Title Status Featured Locations Calendar
O m 7124/2013 Wed 12:00 PM - 5:00 PM Synthetic Inorganic Lab Approved No RP3 RM-A Chemistry Students
m | 8/21/2013 Wed 12:00 PM - 5:00 PM Synthetic Inorganic Lab Approved No RP3 RM-A Chemistry Students
O m 8/28/2013 Wed 12:00 PM - 5:00 PM Synthetic Inorganic Lab Approved No RP3 RM-A Chemistry Students
ImER | 9/4/2013 Wed 12:00 PM - 5:00 PM Synthetic Inorganic Lab Approved No RP3 RM-A Chemistry Students

A variety of options are available to you for managing the event from the Event Summary
page, including:

» Editing the event. See “To edit an event” on page 65.
* Adding event dates. See “To add event dates’ on page 68.
» Deleting event dates. See “ To cancel event dates’ on page 69.

Canceling an event. See “To cancel event dates’ on page 69.

Copying an event. See " To copy an event” on page 72.

Adding an event to the calendarsin your personal email program (for example, Microsoft
Outlook.) See“To add the event to your personal email calendar” on page 74.

Viewing the event details. See“ To view the event details’ on page 74.
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To edit an event

If an event that you are editing was imported into Master Calendar from EMS,

@ then any information that was originally entered for the event in EMSis not
editable. Only the information that was entered for the event in Master Calendar
(event description, tags, and so on) is editable. If you need to edit information for
the event that was originally entered in EMS, you must edit this information in
EMS and then reimport the event into Master Calendar from EMS.

Two options are available for editing an event from the Event Summary page. You can use
the Edit Event option, or you can use the Edit option. The information that you can edit is
different for these two options. In addition, you must consider whether you are editing a
single date event, or a multi-date event.

» If you are editing a single date event, and you:

» select the Edit Event option, then you can edit the event title, the event post date, the
event contact information, the event group-priority information, the event additional
information, the event timezone, and the event tags. Y ou can aso add an image and/
or attachments to the event.

» select the event date on any of the three tabs (All, Current, or Historical) and then
click Edit, you can edit the event info, the event location, custom fields, and with the
exception of the event timezone, the event times. Y ou also have the option of marking
the event as a featured event or canceling the event.

If you are editing a multi-date event, you can edit either the “top-level” event information
(the main event), or you can edit individual dates for the event (the event occurrences).
When you edit the main event option, the same edits are applied to all the event occurrences.
When you edit an event occurrence, the edits are applicable only for the selected occurrence.
No other event occurrences are affected. Further, any edits that you make to an event
occurrence override the edits that you make to the main event. For example, if you attach an
image at the main event level, then thisimage is displayed for all event occurrences;
however, you can also attach a unique image for each occurrence of a multi-date event. If
you attach a unique image at the event occurrence level, thisimage overrides any image that
is attached at the main event level.

* If you are editing a multi-date event, to edit:

» themain event, you must select the Edit Event option. Y ou can edit the event title, the
event post date, the event contact information, the event group-priority information,
the event additional information, the event timezone, and the event tags. Y ou can also
add an image and/or attachments to the event.

e anevent occurrence, you must select the event occurrence on any of the three tabs
(All, Current, or Historical), and then click Edit. Y ou can edit the event info, the event
location, custom fields, and with the exception of the event timezone, the event times.
Y ou a'so have the option of marking the event as a featured event or canceling the
event.
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For both single date events and multi-date events, depending on how your site

@ administrator has configured Master Calendar, if you edit an event that has
already been approved, the event might be reset to a Pending status, which will
require approval again by the Calendar Manager.

To edit a single date event
1. Click an event title from the Manage Events page, or click the Edit icon on the Event
Details dialog box.
The Event Summary page opens.
2. Do oneof thefollowing:
» Click Edit Event.
»  Select the event on any of the three tabs, and then click Edit.

The Edit Event page opens populated with the information for that you can edit for the
selected event.

3. Edit theinformation as needed for the event.

See Sep 4 and Sep 7 of “ To submit an event” on page 47 for the information that
you can edit for an event.

4. Click Save.

5. Do one of thefollowing:

» If you accessed the Event Summary page from the Manage Events page, click Back
to Manage Events to return to the Manage Events page.

» If you accessed the Event Summary page from a calendar, click Back to Calendar to
return to the event’s calendar.
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To edit a multi-date event

1. Click an event title from the Manage Events page, or click the Edit icon onthe Event
Details dialog box.
The Event Summary page opens.

2. Do one of thefollowing:
» If you want to edit the main event, then click Edit Event.

« |If you want to edit an event occurrence, then select the occurrence on any of the
three tabs, and then click Edit.

The Edit Event page opens populated with the information for the main event or the
selected event occurrence.

3. Edit theinformation as needed for the event.

See Sep 4 and Sep 7 of “ To submit an event” on page 47 for the information that
you can edit for an event.

4. Click Save.

5. Do one of the following:

* If you accessed the Event Summary page from the Manage Events page, click Back
to Manage Events to return to the Manage Events page.

* |If you accessed the Event Summary page from a calendar, click Back to Calendar to
return to the event’s calendar.
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To add event dates

You use the Add function on the Event Summary page to add more dates, including recurring
dates, to an existing event, whether the event is a single date event or a multi-date event.
When you add more dates to an existing event, you can also modify the event information
and the event location, and with the exception of the event timezone, the event times. You
can aso add an image to the event, and you have the option of marking the event asa
featured event.

The Add option is a quick and convenient way of adding more dates to an event
that has recurring dates without having to edit all the information for each event
date.

1. Click an event title from the Manage Events page, or click the Edit icon on the Event
Details dialog box.

The Event Summary page opens.
2. For either asingle date event or a multi-date event, click Add.

3. Modify the information as needed for the event.

See Sep 4 and Sep 7 of “ To submit an event” on page 47 for the information that
you can edit for an event.

4. Click Save.

5. Do one of the following:

* |If you accessed the Event Summary page from the Manage Events page, click Back
to Manage Eventsto return to the Manage Events page.

* If you accessed the Event Summary page from a calendar, click Back to Calendar to
return to the event’s calendar.
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To cancel event dates

You can cancel al datesfor an event in asingle step, or you can cancel dates on an individual
basis. When you cancel an event, the event is no longer active in Master Calendar; however,
the entry is not removed from the Manage Events page or the Event Summary page. On the
Event Summary page, and on the event’s calendar, a single line appears through each event
date that was canceled. If you cancel all the dates for an event, then asingle line also runs
through the event on the Manage Events page.

To cancel all event dates in a single step

1

Click an event title from the Manage Events page, or click the Edit icon onthe Event
Details dialog box.

The Event Summary page opens.
Click Cancel Event.

A message opens asking you if you are sure that you want to cancel al the selected event
dates.

Click OK in the message.
A message opens indicating that al the selected event dates were canceled
Click OK in the message.

The Event Summary page is updated to reflect the cancellation of the event dates. None
of the entriesis removed from the Event Summary page. Instead, a single line runs
through each event date, indicating that it was canceled.

Do one of the following:

» If you accessed the Event Summary page from the Manage Events page, click Back
to Manage Events to return to the Manage Events page.

* If you accessed the Event Summary page from a calendar, click Back to Calendar to
return to the event’s calendar.

To cancel individual event dates

1

Click an event title from the Manage Events page, or click the Edit icon onthe Event
Details dialog box.

The Event Summary page opens.
Open the tab (All, Current, or Historical) that contains the dates that you are cancelling.
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3. Sdlect theindividual datesthat you are canceling.

To select all event dates on the currently opened page for cancellation in a single
step, select the blank checkbox next to Actions. If you have multiple pages of event
dates to cancel, you must repeat this entire process on each page.

4, Click Cancel.

A message opens asking you if you are sure that you want to cancel all the selected event
dates.

5. Click OK in the message.
A message opens indicating that the selected event dates were canceled.
6. Click OK inthe message.

The tab on the Event Summary page is updated to reflect the cancellation of the event
dates. The entries are not removed from the Event Summary page. Instead, asingle line
runs through each event date, indicating that it was canceled.

7. Do one of thefollowing:

* |If you accessed the Event Summary page from the Manage Events page, click Back
to Manage Events to return to the Manage Events page.

» If you accessed the Event Summary page from a calendar, click Back to Calendar to
return to the event’s calendar.

To activate an event

If all event dates for a scheduled event have been canceled, you can activate all the event
datesin asingle step.

You cannot activate individual dates. The Activate functionisan “ either all or
@ nothing” function.

1. Click an event title from the Manage Events page, or click the Edit icon on the Event
Details dialog box.

The Event Summary page opens.

Remember, the event that you are selecting must have all its event dates canceled,
@ not just some.

2. Click Activate Event.

A message opens asking you if you are sure that you want to activate all the event dates.
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Click OK.

The message closes. All previously canceled event dates are returned to an active state.

To delete event dates

Just as with canceling adate, you can delete all datesfor an event in asingle step, or you can
delete dates on an individual basis; however, unlike canceling a date, adeleted dateis
removed from the Manage Events page and the Event Summary page, which means that you
cannot view the entry for the deleted event. If you want to remove all the dates for an event,
but still be ableto view the entry for the event, then you must cancel the event dates. See “To
cancel event dates’ on page 69.

To delete all event dates in a single step

1

Click an event title from the Manage Events page, or click the Editicon onthe Event
Details dialog box.

The Event Summary page opens.
Select the blank checkbox next to Actions.
Click Delete.

A message opens asking you if you are sure that you want to delete all the selected event
dates.

Click OK in the message.

A message opens indicating that al the selected event dates were deleted
Click OK in the message.

Do one of the following:

» If you accessed the Event Summary page from the Manage Events page, click Back
to Manage Events to return to the Manage Events page.

* If you accessed the Event Summary page from a calendar, click Back to Calendar to
return to the event’s calendar.

To delete individual event dates

1

Click an event title from the Manage Events page, or click the Edit icon on the Event
Details dialog box.

The Event Summary page opens.
Open the tab (All, Current, or Historical) that contains the dates that you are deleting.
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3. Sdlect theindividual datesthat you are deleting.

To select all event dates on the currently opened page for deletion in a single step,
select the blank checkbox next to Actions. If you have multiple pages of event dates
to cancel, you must repeat this entire process on each page.

4, Click Delete.

A message opens asking you if you are sure that you want to delete all the selected event
dates.

5. Click OK in the message.

A message opens indicating that the selected event dates were deleted.
6. Click OK inthe message.
7. Do one of thefollowing:

* |If you accessed the Event Summary page from the Manage Events page, click Back
to Manage Events to return to the Manage Events page.

» If you accessed the Event Summary page from a calendar, click Back to Calendar to
return to the event’s calendar.

To copy an event

If you want to duplicate an event to another date, or if a new event contains the same
information as a previously existing event, you do not have to enter all the event information
as new information. Instead, you can use the Copy Event function to copy an existing event.

1. Click an event title from the Manage Events page, or click the Edit icon on the Event
Details dialog box.

The Event Summary page opens.
2. Click Copy Event.

The Copy Event dialog box opens. The option to Copy this Event is selected by default.
Figure 3-53: Copy Event dialog box

Copy Event

Copy this Event

® Caopy to a new Event (New event will be loaded to the screen)
New Start Date:™

D Include cancalled avents when copying.
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Do one of the following:

To copy the existing event asis, enter a new start date, and then click Copy.

The Copy Event dialog box closes. You return to the Event Summary page. The
newly copied event is displayed on the All tab. (Depending on the new starting date
for the copied event, it might also appear on the Current tab, the Historical tab, or
both.)

To copy the event to anew event, select Copy to aNew Event, enter anew start date,
and then click Copy. The Copy Event dialog box closes. You return to the Event
Summary page. The new event isloaded to the Event Summary page with anew event
ID. The newly copied event is displayed on the All tab. (Depending on the new
starting date for the copied event, it might also be displayed on the Current tab, the
Historical tab, or both.)

Optionally, to include canceled events when you are copying, select Include canceled
events when copying.

Click Copy.

The Copy Event dialog box closes. You remain on the Event Summary page with the
newly copied event displayed on the page.

Edit the event as needed (see “To edit an event” on page 65); otherwise, do one of the
following:

If you accessed the Event Summary page from the Manage Events page, click Back
to Manage Events to return to the Manage Events page.

If you accessed the Event Summary page from a calendar, click Back to Calendar to
return to the event’s calendar.
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To add the event to your personal email calendar

1. Click an event title from the Manage Events page, or click the Edit icon on the Event
Details dialog box.

The Event Summary page opens.
2. Click Download .icsfile.
A dialog box opens, asking you if you want to open or save the .icsfile.
3. Indicatein thisdialog box whether you want to open thefile, or save the file.

* If youindicate that you want to open the downloaded file, after all the datais
downloaded, the file opens automatically in the Calendar view of your personal email
program.

» If youindicate that you want to save the downloaded file, after all the datais
downloaded, you can save the file to alocation of your choice, and then after you
open thefile, the event opensin the Calendar view of your personal email program.

4. Do one of thefollowing:

» If you accessed the Event Summary page from the Manage Events page, click Back
to Manage Eventsto return to the Manage Events page.

» If you accessed the Event Summary page from a calendar, click Back to Calendar to
return to the event’s calendar.

To view the event details

You can view the event details for a single date event, or for a selected occurrence of a
multi-date (or series) event.

1. Click an event title from the Manage Events page, or click the Edit icon on the Event
Details dialog box.

The Event Summary page opens.
2. Under Actions, click the View icon g .

The Event Details dialog box opens. (See Figure 3-54 on page 75.) Although this dialog
box has a different appearance and layout then the Event Details dialog box that opens
for an event from the Calendar Display area, most of the same functions are still
available, including adding the event to a personal calendar, sharing the event to social
networking sites, printing the event details, and so on. (See “Working with Event
Details” on page 35.) You can also click View Link to open aLink dialog box that
displays the actual URL for the event. You can copy and paste this link into the address
field of any browser to go to the event in Master Calendar. (See Figure 3-55 on page 75.)
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Figure 3-54: Event Details dialog box (from the Event Summary page)

e

View Link

Add L, JShare | pPrint S EEmail
Analytical Chemistry Lab FlLike W Tweet R_ =
Event Type: {none)
Location: Twh ALOD1

Thursday, August 22, 2013
2:00 AM - 1:30 PM (AKT)

Calendar: Chemistry Students
Contact: Jane Doe
Department: Department of Chemistry

TAMMY UDF!: cool

| Event Date

* Event Time  Location

' 8/29/2013 Thu 8100 AM - 1:30 PM (AKT) Analytical Chemistry Lab TwA AL001
9/5/2013 Thu 8:00 AM - 1:30 PM [AKT) Analytical Chemistry Lab Twh A1001L
@t 9/12/2013 Thu 8:00 AM - 1:30 PM [AKT) Analytical Chemistry Lab Twh A1DOL
‘ 9/19/2013 Thu 8:00 AM - 1:30 PM [AKT) Analytical Chemistry Lab Twh A100L
9/26/2013 Thu 8:00 AM - 1:30 PM [AKT) Analytical Chemistry Lab Twh ALOOL
10/3/2013 Thu 8:00 AM - 1:30 PM [AKT) Analytical Chemistry Lab Twh A100L

Title

3

Figure 3-55: View Link option on Event Details dialog box

FlLike W Tweet

http:/fwww.dea.com/VHOUB1251501984
/EventDetailsAdmin.aspx?data=hHr8003M7J6FzsIF5hcZT7Ze)0e SLO4IET3EWEFENsKzv24 GjFg6ft

<[5 B l Y
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Managing your Master Calendar
Options

When your site administrator setsyou up as a user in aMaster Calendar system, you are
supplied with both your User Id and password. You can change your own password, or you
can have your current password emailed to you if you have forgotten it. In addition, you can
view ahistory of all the event requests that you have submitted, and you can view a summary
of al your calendar subscriptions and reminders, collectively referred to as notifications.

This chapter covers the following topics:
e “Changing your Password” on page 78.
*  “Viewing Event Requests’ on page 79.

77



Chapter 4
Managing your Master Calendar Options

Changing your Password

Two options are available for working with your password. If needed, you can change your
own password, or you can have your current password emailed to you if you have forgotten
it.

To change your password

1. Loginto Master Calendar.

2. Onthe User menu, under My Options, click Change Password.
The Change Password page opens.

Figure 4-56: Change Password page

Technical Writer Log Out

Change Password

Email: tammyvb@spectrumwritinglic.com

Old Password L 1
New Password L 1
Confrmpassword [ ]

3. Inthe Old Password field, enter your current password.

The option Email me my password might be displayed at the bottom of the Change

@ Password page. If you do not remember your current password, then you can click
this option to have your current password emailed to you at the email address that
is associated with your user account.

4. Inthe New Password field, enter your new password.

@ No special rules apply to your password.

5. Inthe Confirm Password field, re-enter your new password exactly as you entered it in
the New Password field.

6. Click Update.

Your new password is saved. The message “Password Saved” is displayed at the top of
the page.
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Viewing Event Requests

You can view ahistory of al the event requests that you have submitted, and you can view a
summary of all your calendar subscriptions and reminders, collectively referred to as
notifications.

To view your event requests

1. Loginto Master Calendar.
2. Onthe User menu, under My Options, click View My Requests.

The View Requests page opens. By default, the Current tab is the opened tab. The
Current tab shows all your event requests going forward from the current day’s date. The
Historical tab shows all your past event requests.

If Status
The request was approved for all calendars to which you submitted it Approved
The request was denied for all calendars to which you submitted it Disapproved
The request has not previously been approved for any calendar, or it was Pending
previously denied for any calendar, and it is currently pending on one or more
calendars
Figure 4-57: View Requests page
Contract Writer
Historical Title I:l [] show Cancelled

Being a Better TA TFi22/2013 12:00 AM 7i22/2013 12:00 AM Approved Faculty and Staff Training

Being a better lecturerer 7/23/2013 12:00 AM 7/23/2013 12:00 AM Approved Faculty and Staff Training

3. Optionaly, you can do one or more of the following to customize the information that
you are viewing to better suit your needs:

* Click Show Cancelled to also view all canceled events on this page.

* Click the event title to open the Event Summary page and edit an event request. See
“Managing an Event from the Event Summary Page” on page 64.

» Enter acomplete or partial search string inthe Titlefield, and then click Go to search
for a particular event by title.

The search is limited to the exact order of charactersin the search string but the

@ search is not case-sensitive and the string can appear anywhere in the search
results. For example, if you enter “ ball” as your search string, search results can
include Football, Baseball, Ballgame, and so on.
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» Click acolumn header to sort your request based on a particular characteristic (for

example, Event Title or Event Status).

» If theselected event isone occurrencein a series event, you can click Related Events
to open alist of al the event occurrences for the series. When you are done viewing
the event occurrences, click the Returnicon to closethelisand returnto the Event

Details dialog box.

e Under Actions, click the View Event Detailsicon  to openthe Event Detailsdialog
box and view the detailsfor the event. See “ Working with Event Details’ on page 35.

Figure 4-58: Event Details dialog box
#

Monday, July 22, 2013 Calendar Y
9:00 AM - 5:00 PM (MT) Faculty and Staff Training
Dale Hall Towers

Event Type

Class

Contact

Jane Chemist

chemist@ou.edu

Department

Chemistry

Learning how to be a first time teaching assistant in the Depariment
of Chemistry.

«; Share | @EEmail | =f= Add | {ij Set Reminder

Being a Better TA FiLike

8]

o Tweet l: +1

less

To view your notifications

80

A noatification is one of two types of Master Calendar system-generated emails that you can

receive:

»  Subscriptions—Emails about new, modified, or canceled events for calendars to which

you have subscribed. See “To subscribe to a calendar” on page 42

* Reminders—Emailsthat alert you about the start of, or changes to, specific events. See

Add Reminder in “Working with Event Details’ on page 35.
1. Loginto Master Calendar.
2. Onthe User menu, under My Options, click My Noatifications.

The My Notifications page opens. By default, the Subscriptions tab is open.

Figure 4-59: My Notifications page, Subscriptions tab

Reminders

A

Chemisiry Students Modified or Canceled Evenis
Chemistry Students New Events
Faculty and Staff Training Modified or Canceled Evenis

Faculty and Staff Training New Events
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Figure 4-60: My Notifications page, Reminders tab

Subscriptions

Being a better General Chemistry lecturerer 2772013 9:00 AM 8/7/2013 8:45 AM Faculty and Staff Training

Being a better General Chemistry lecturerer 8/14/2013 9:00 AM 8/14/2013 8:45 AM Faculty and Staff Training

3. Optionaly, you can do one or more of the following to customize the information that
you are viewing to better suit your needs:

»  Sort your notifications based on a particular characteristic (for example, Event Title).

* Under Actions, click the Deleteicon ~ next to anotification to del ete a subscription
or areminder.
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