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3.04.03 Group Organizer "Team-Calendar"

The group organizer manages project relevant appointments (milestones, external and internal
appointments, project actions) and person-related events (absences, such as holidays and illness,
bank holidays, general operations, ...). The calendar can be opened for the user, the group (such as
unit) or for all the employees for any period of time. With the appropriate permissions, appointments
can not only be displayed, but also be defined.

Bank holidays, absences, milestones and open actions are transferred from the appropriate record
data in the system. Appointments can be freely defined (with sufficient permission). In addition, the
scheduled employees to these appointments can be notified through the internal mail system Mailer.

The calender is opened through the toolbar.
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In the following example, the calender of the user Jane Conner is open for the current month.

M TeamCalendar

0 BT Marthview 7| This month =|l01.12.2009 - 31.12.2000 ConnerJane 7|
#M12_December ¥| 2008 |||/ #1837
Show selection |
Dezember 2009 |
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General call Green
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"™ fourth Advert
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= 1300 "™ Christmas Day W first Christmas Day | 4 zecond Christmas
Presentation: Smith Diay
Alice
O 53 2512, 2912, 3012, 2. 1.1, 21. 31,
 hew Year
(=] Tap of page

All appointment types (including milestones) are displayed, the black entries from the defined actions
and the purple entries have been defined in the calendar itself.

MEw Year

i
=T 1300
Presentation: Smith

Green entries are used from the bank holiday definition (see bank holidays)

Yellow entries are from the contact administration (see actions).

Alice
“H 10:00-12:00 Bl " from internal intment
Genetallzall ue entries are from internal appointments.

= Meeting CONSULT

Ee] e Purple entries are from external appointments.

f4%  Prograrmming Pink entries are personal milestones of the employee (see milestones).

The calender supports and displays (with appropriate permission) also the appointments of other
employees.
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(=] Tap of page
In the calendar the time interval of the display can also be changed (here in team overview).
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By using the action “Show Selection” the settings of the calender can be viewed and changed.
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The selections “Employee” and “Units” provide filters for individual employees or units (organizational
units, such as departments), and the selection “Entry” can filter the entries by the type of dates.
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With Q the display of the calender is refreshed.
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Projectils

To view or change appointments, click on the appointments (here an appointment for !!! on the
10.01.2007 between 1 pm and 5 pm).
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[=] Top of page

In the appointment document, the appointment, including all the information (and attached

documents) can be viewed ...

>-< t Time entry Meeting CONSULT GmbH Hamburg 10.12.Z2009 00:00:00

B @ & ﬂ]'@ [41 | Document = Edit = Wiew * Backreferences »  Actions ~

Main Invitations Files

Entry [0 a0
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Timespan From 40455000 @l | [oooooo |3 v T0 40,12.2000 |3+

e v Jones Timathy ¥
Attendees  Emplovees = Linit
— i ®
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»

™ & " Conner Jane

™ 2 @ Jones Timathy
Adenda

00000 3 v

2
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... and they can be changed (here completion of the agenda).

>-< ""' Time entry Meeting CONSULT GmbH Hamburg 10.12.2009 00:00:00

l@l @ iﬂ ﬂ] [ | Document = Edit »  VWiew v Backreferences v Actions -
Ma Save the document Project
Entry 1D an
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Timespan From 40125009 [@lv | |oo:00:00 (8 v T n122000 @~ ooomoo (8 v
WL v | Jones Timothy v
Attendees Employees = Unit Marketing and Sales =
= iy @
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»

™ 2 "CannerJane
™ 2 Flones Timathy
™ 2 ®miiller Gearg
™ 2 “Janes Timathy
[T 2 ¥ Grifith Jean

Agenda 13:00 - 14:00 status and Project planning
15:00 - 16:30 Interfaces
16:30 - 17:00 further steps

If a new appointment has to be defined, click on the check-box in the selected day. Here a new
appointment for the 16.01.2007 will be defined.
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> ' TeamCalendar

?
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M12_December =/ 2008 =|[<5][c> 19 =
Show selecticunl
Dezember 2009 |
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
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£# liness {5 10:00-12:00 & Meeting 4% Holiday MM third Advent
General call COMSULT
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[=] Tap of page

Then, a new document of the type appointment opens. Here the basic values are now defined.

>< M Time entry 16.12.2009 00:00:00

E] [ | Document = Edit *  Yiew
Main Invitakions Projeck

Entry 1D 37
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This includes the period of time (here, of 16.01.2007 9:00 to 12:00), the participants (with the
possibility of multiple choice, (here the employees !!! and !!!1), the description/the name of the
appointment, the category (internal/external ), further notes and possibly external documents. The

appointment will be saved ...

"M Time entry 16.12.2009 00:00:00

@ [-7]  Document = Edit *  View ¥ Ackions *
Ma Save the document |Project

Entry IO 37

Marme conference marketing strategy

Category Intern b

Timespan From (42 422000 (M@ 000000
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ol 0 '46.12.2009 [F v 12:00:00 L5 w

Iriter - bl
Attendees Employees v A i
= 3 &
™
»
™ & ™MConnerJane
™ 2 = Grifiith Jean

Agenda
distribution partner

product strategy, Homepage, Online-rmarketing,

... and is automatically accessible in the calendar. The assigned employees receive a message

through the internal system.
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> " TeamCalendar
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[=] Tap of page
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