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3.04.3 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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Datei Ansicht Erfassung Unternehmensbereiche Tools Ablage Fenster =l —
— = projectile
B &Y 8 [ |5 ﬂ @ B @ suche IAIIe leoI{umentryp =] | '
2@ ? &Y Intro
Standardans-icht| Mu-dulans-icht| Termine| Pnrtfuliurepnrt| Projektliste Risiknmanagement| Vertriek (charts}| Vertrieh (repnrts}| Prnjek‘te| Kunden| Hitartre'rter| |—‘P
| -
lhre Termine Q

[~ Abgeschlossene Eintrage anzeigen

MNeuer Eintrag

03012007 | [11:2626 | E[Akion =] =
Uberfallig [ anzeigen
% Di, 19.12.2006 To-Do-Liste fiir Einfiihrung
Di, 19.12.2006 09:00 1 - Erfasst 19.12.2006 09:00:00 Rechtegruppen anlegen
Wi, 20.12.2006 09:00 1 - Erfasst 20.12.2006 09:00:00 Mitarbeiterdaten importieren
Mi, 20.12.2006 16:00 1 - Erfasst 20.12.2006 16:00:00 Kontaktdaten importieren
o Fr,29.12.2006 12:00 Prasentation Meier Gabi Version 3.1 Engineering ]
Heute Di, 02.01.2007
S Urlaub
BA 11:28  Aktion 1.1-16 Nahl Lisa Kontaktpflege
o 11:40 Kontaktpfiege MNahl Lisa Projektstatus abgleichen
Morgen Mi, 03.01.2007
% Urlaub
Demnachst
%t Do, 04.01.2007 Urlaub
% Fr, 05.01.2007 Urlaub
& Mo, 08.01.2007 Infarmationsmaterial Stutzer Jochen Anforderungskatalog ausfillen ]
fs Mo, 08.01.2007 Abnahme Planung
Mo, 08.01.2007 Arbeitspaket - Plan-Ende : 93.1-1 Konzeption
[A] Mi, 10.01.2007 13:00 - 17:00 Besprechung CONSULT in Hamburg
In the following example, the calender of the user !!!!!l is open for the current month
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"™ TeamCalendar

0 BT Monthview 7] This month =|lo1.12.2000 - 31.12.2009 ConnerJane 7|
M12_December ¥| 2009 |||/ 318 7|
Show selaction |
Dezember 2009 |
Ivlonday Tuesday Wednesday Thursday Friclay Saturday Sunday
49 3011 112, 212, 312, 412, 512, B.12.
5 Project planning = 1300 i%  Programming f second Sdvent
Presentation: Smith
B Protat
,_ﬁ jige Alice
7 1000
General call Green
Jahn
O E0 T2, 512, 912, 1012, 1112, 1212, 1312,
M 0:00 - 12:00 General = Mesting COMSULT M third Advent
call ZmhkH Hamburg
s 1442, 1512, 1612, 1742, 1812, 1912, 2012,
"™ fourth Advert
a2 212, 2212, 2312, 2412, 2512, 2612, 2712,
= 1300 "™ Christmas Day W firet Christmas Day | 4 second Christmas
Frezentation: Smith Diay
Alice
O 53 2512, 2912, 3012, 2. 1.1, 21. 3.1,
T New Year
E] Top 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.

Mlesw Year

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

"rﬂ

1300
Presentation: Smith
Alice

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

10:00-12:00
General call

Blue entries are from internal appointments.

Meeting COMSULT
GmhbH Hamburg

Purple entries are from external appointments.

Programiming

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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| M TeamCalendar

QB ronnee =] [Tota o205 8- 31122005

M12_Decerber || 2008 =||<b|/d
Showselectionl

Dezember 2009 |

onday Tuesday Wednesday Thursday Fricay Saturday Sunday
O 48 3011 142, 212, 312, 412, 212, 512,
= 1300 & Teleo with Claria A second Advert
Preszentation: Smith Dunbam Indraduction
Alice Projectile
O E0 T2, g12. 912, 1042, 1112, 1212, 13.12.
A 1000 - 17:00 Uhr = Mesting CONSULT : third Addvent
Training Cambridoge GmbkH Harmburg
el 14120 1512, 16.12. 1712, 1812, 19.12. 2012,

"™ fourth Advert

CWE2 2112, 2212, 2312, 2412 2512 2612, 2712,
;;,_" 13:00 f Christmaz Day A first Christmas Drary | 4 second Christmas
Prezentation: Smith Dy
Alice
OS5 2512, 2912, 3012, 3112, 1.1. 21. 31,

A Mew Years Day

(=] Tap of page
In the calendar the time interval of the display can also be changed (here in team overview).

"™ TeamCalendar

l} A T Teamansicht j
Shuwselediunl

Mext calendar week Q 7122009 (5 - 13122009 ._InnesTimnthyj

%000 = [<][> RN

12 _December ™

W S0 Jones Timothey Conner Jane  hMiller Georg Tate Adam
Dezember 2009 |
':? 1 & A0:00 - 1700 Ukr £Hlness 50900 - M zEn-
’ Training Cambridge 1800 Uhr 1500 Uk
Training Telco
\Wiazhington Clarize

Turner

D {000 -
0618 "”"1 200
General
call
£#% Pratotype
4.5
73 i? SpareTimeCDmpensatiDn| f Indroduction
LRt Projectile
Testversion
34
i e Mesting COMSLLT - Meeting F#% Project
e 3mbH Harmburg COMNSULT planning
ZmbH
Harmkburg

t5is # Holid
11.1: L=
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3a

1&.1&

M third Advent | *=thied || third M third
1312 Achvert Achvert Acheent

By using the action “Show Selection” the settings of the calender can be viewed and changed.

>-< M TeamCalendar

GBE

Mext calendar week j 07.12.2008 - [13.12.2009 JDnesTithh}fj

M12_Decernber ¥ | 2009 || <50 319 ¥|

Teamanszicht ™

a0 Jones Tife Br Jane Miller Georg Tate Adam
Dezember 2009 |

Me . W 10:00-17:00 Unr ‘i-}u"—.ess = 09.00 - 230

Training Cambridge 1800 Uk 15:00 Uk
Training Telzo
Washington Clarize

Turner

_{;,‘}_1 oo -
1200
General
call

Esb Prototype
45

L 3

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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M TeamCalendar

l'; B | Teamansicht =]
Ehawseleminnl

Further nitz Entry Types Add invited
employees
@Find available documents ' j v
Description = & E] @
1[4 Marketing (8 &)
and Sales
[ Mapzence
[ e 20 2 ctiion
[ st Holiciary
[ e M pdilestone
[ s = TimeEntry
[ s = ToDo
Calumn Calumn2 Calumns Calumnd
0g:.00:00 11:00:00 14:00:00 17.00:00
W a0 Jones Timothy connet Jane Miler Georg  Tate Adam
Dezember 2003 |
s = 1000 - 17:00 Uhe it liness = o=o0 - M 2E0 -
D Training Cambridge 1500 Uhr 15:00 Uhr
Training Telco
Wazhington Clarize
Turner

With Q the display of the calender is refreshed.

Mext calendarweek  ¥|07.12.2008 | 5 - 13122009 Jones Timothy 7|
h12_Decernber | 2008 x| <

g1g v

Showy scheduled

hidliclay

r
Columns Dizplay
20:00:00 CHART 7}
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™ TeamCalendar

A T Teamanszicht j
Shnwselectiu:unl

Mext calendar week j 071220049 - 1312.20049 ..In:nnesTir‘nn:nthyj
M12_December 7| 2009 x| <l

Further employees nitz EntryTypes Add invited Showy scheduled
holiday
@ 1-3:3 (B Mo entries = 0 r
. Firat L =l [x]
kame & =
nName [I] E]
17 A Jane  Conner
27 & Jones  Timathy [~ w1 shzence
38 Tate  Adam [ a2 sction
[ a1t Hlicdry
[ w1 M pfilestone
[~ 1= TimeErtry
[ s = Tabo
Calunr Column2 Column3 Columnd Columns
0ag:.00:00 11:00:00 14:00:00 17:00:00 20:00:00
W S0 Jones Timothy Conner Jane  Jane Conner hciller Tate Adam Wy S0
Geary
Dezember 2009 |
e 1000 - 1700 Uk M 2E0 - =D
0y.1¢ . ) = - 07,18
Training Cambridge 15000 Uhr
Telza
Clarize
Turner

il

j . .
09 13 4 SpareTlmeCDmpensatlnn|

Tu F 5% Prototype || 0¥ Programming
0E. 1% 45 with Mileson

James

0E .1

"™ Indroduction| =
Projectile

g19 |

Display
CHART x|

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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> "™ TeamCalendar

MNext calendar week j 01.12.2009

{} S T | Month view j

- 31.12.2009

7 X

Caonnar Jana j

M12_December | 2008 =] [¢5][2 19 7|
Show selec:tiunl
Dezember 2009 |
mMonday Tuesday Wednesday Thursday Friday Saturday Sunday
CWWAD T2 a.12. 912 =i =12 1212, 13.12.
% lliness oy 10:00-12:00 & Meeting 4% Holiday "™ third Advent
General call CORSULT 1
i Prototype 4.5 GmbH
Harmhurg
W a1 1412, 1512, 16.12. 1712, 18.12. 19.12. 2012,
"™ faurth Advent
W a2 2112, 2212, 2312, 2412, 25812, 26.12. 2712,
=2 13:00 "™ Christmas Day || first Christmas || % second
Presentation: Dray Christmas Day
Smith Alice
CWW A3 2812, 2812 3012, 3112, 1.1. 21 a1,
 Plew Year

[=] 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
M E Meeting CONSULT GrbH Harnburg
Catednry | oo = Private [
Timespan From 45955000 /@~ 000000 8 v 0 40.12.2000 |3~
e v Jones Timathy ¥
Attendees  Emplovees = Linit
— i ®
Sendlnvitations v
™ 2 "cCannerJane
™ 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

.@. Eﬂ & ﬂ] [9] | Document = Edit *  VWiew v Backreferences »  Actions *
Ma Save the document |Project
Entry [0 an
e Meeting COMSULT GrbH HarnbLrg
Catedor | Eyram - Private [
Timespan From 9n 95 2009 (8| 00:00:00 |8 v 10 ipazoo0e Ev| oooooo v
Ll ~ | Jones Timothy >
Aftendees  Emplovees = LInit Marketing and Sales =
— i &
SendInwitations v
™ & "cCannerJane
™ 2 ®anes Timathy
™ 2 ®Midller Geory
™ 2 ".lones Timathy
[T 2 3 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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|E]]| TeamCalendar |
IMonatsansicht - [Nachste Kalenderwoche x| |+#/01.012007 | B 31012007 | E[schaubPeter =]
Auswahl anzeigen | |{}1—Januar j |2{}07j @@
Mantag Dienstag Mittwoch Daonnerstag Freitag Samstag Sonntag
1.1. 21, 3.1. 4.1. 5.1 6.1, 71
w1, Neuiahe | £ Urlaub | & Urlaub | % Urlaub | £ Urlaub |
8.1, 9.1. 10.1. 1.1, 12.1. 13.1. 14.1.
o Informationsmaterial:| |[7]) 10:00-12:00 & 13:0047:00 | § Informationsmaterial-| £ Konzeptabnahme |
Stutzer Jochen Personalgesprache Besprechung Meier Hannah
KW 2 CONSULT in
% Abnahme Planung
Hamburg
151, 16.1. 17.1. 18.1. 19.1. 201 21.1.
o Prasentation:
KW 3 % Meier Hannah
221 23.1. 241, 251. 26.1. 271 281
4% Abnahme
KW 4 Prototyp
291, 301, A 1.2 22 32 42
KWBMMIIIEHEIII_I % Prototyp

Then, a new document of the type appointment opens. Here the basic values are now defined.
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2% 2 |A Termin 16.01.2007 00:00:00

- | Dokument Bearbeiten Ansicht

Nummer |125 |

Ansprechpartner

Zeitspanne von 16012007 | [00:0000 | () () bis 16012007 | [po:0000 | (4 ()
Mitarbeiter

| ]
0 E8R00 @ @

& MSchaub Peter

MName -

Kategorie I vl

Agenda a

Projekt | =] v

Arbeitspaket | |

Dokumente | || Durchsuchen...
<

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 !!!!), the description/the name of the
appointment, the category (internal/external ), further notes and possibly external documents. The
appointment will be saved ...
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22 |2 A Termin 16.01.2007 00-00:00
@ ‘ Dokument Bearbeiten Ansicht
Nummer |-|25 |
Ansprechpartner
Zeitspanne von (16012007 | 090000 | (4 (2 bis [16012007 | 120000 | () [J
Mitarbeiter | j
e
I & 1MSchaub Peter
- 3 [21Batzeck Klaus
MName Besprechung Vertriebsstrategie =
Kategorie IIntern vI
Agenda Produktstrategie, Homepage, Online- -
marketing, Vertriebspartneﬁ
Projekt | j o
Arbeitspaket | |
Dokumente | | Durchsuchen...
<

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

3 |2 || TeamCalendar |
0 | [Monatsansicht =] |« [Nachste Kalendewoche 7] |o#/[01012007 | B -31012007 | E[SchaubPeter =] |
Auswah anzeigen | [01-Januar =] [o2[2007 7] || 12>
Januar 2007 |
Maontag Dienstag Mittwoch Donnerstag Freitag Samstag Sonntag
1.1, 2.1, 3.1, 4.1. 51 6.1, 71,
Ky ¢ Nediahr |l Urtaub £ Urlaub | &% Urlaub | & Urlaub |
8.1. 9.1 10.1. 1.1, 12.1. 13.1. 14.1.
& Informationsmaterial-| [7] 10:00-12:00 2 13:00-17:00 & Informationsmaterial’| % Konzeptabnahme ‘
Stutzer Jochen Personalgesprache Besprechung Weier Hannah
KW 2 55 Abnahme Planung CON3ULT in
Harnburg
15.1. 16.1. 171, 18.1. 19.1. 201. 211,
[ 09:00-12:00 o Prasentation:
Besprechung Meier Hannah
L Vertriebsstrategie
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