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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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[~ Abgeschlossene Eintrage anzeigen

MNeuer Eintrag

03.01.2007 11:26:26 IAk‘Lion "I (=
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
B4 11:28 Aktion 1.1-16 Nahl Lisa Kontaktpflege
o/ 11:40 Kontaktpflege Nahl 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
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#% | {iy Intro
Standard Madules Tasks InFarnarket Project Lisk Risk. || Partfalio Projects Cuskoriers Skaff Appointnent
= |Your tasks
[~ Ehow finished
Mew entry
02.12.2009 [F | 000000 (8w =
Overdue
&= Fri, 09.10.2009 13:00 IMeeting Wiliams George TLC Telecommunications Corporation Action 1.1-2 Timothy Jones
Mon, 12,10,2009 To-do list for introduction
Fri, 16,10,2009 Test journal 1 - Recorded 16,10,2009 00:00;00 12556583454522-0
=3 Fri, 30.10,2009 Reminder offer Williams George TLC Telecommunications Corparation
4] Thu, 19.11.2009 09:45  Projeck chart 14 Project chart
4] Mon, 23.11.2009 1704 Action 5.2-1 @reen John General call
E Tue, 24.11.2009 16:20  Presentation Green John John Green & Ca. Lkd OFfer presentation
4] Tue, 24.11.2009 17:40  Time entry Workshop 24,11,2009 17:00:00
E WWed, 25.11.2009 Reminder offer Williams George TLC Telecommunications Corporation
] Wed, 25.11.2009 10035 Warning Job End Date
& Fri, 27.11.2009 Order Williams George TLC Telecommunications Corparation
&8 Mon, 30,11,2009 100 General call Green John John Green Lkd,

Today

*

Present 13:30-17:00

Tomorrow

Project - End planning :

12.1 Programming 2.4

Days

Sak, 05,12,2009

Job - End date planning

1 11.1-1 Cuskomizing 4.3

Y sun, 06,12,2009  second Advent
s+ Mon, 07.12.2009  Ilness
Mon, 07,12,2009  Ilness
é Tue, 05,12,2009  Project - End planning : 14 Programning
M Tue, 08122009 10000 - 12:00 General cal
Wed, 09,12.2009  Project - End planning : 13 Implementation Projectile 3.0
Wed, 09,12.2009  Job - End date planning @ § progamming Projectile
Wed, 09,12.2009  Job - End date planning : 12-1 Cuskamizing
Wed, 09,12.2009  Job - End date planning @ 12-2 Development
Wed, 09,12.2009  Job - End date planning @ 13-1 Development
Wed, 09,12.2009  Job - End date planning : 13-2 Cuskomizing
Wed, 09,12.2009  Job - End date planning @ 13-3 Planning
1] | ol
In the following example, the calender of the user !!!!!l is open for the current month
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> M TeamCalendar

0 BT Marthview 7| This month (o112 2009 - [31.12.2009 ConnerJane 7|
mM12_December ™| 2008 |||/ 513 =]
Show selection |
Dezember 2009 |
Peloniclay Tuesday ‘Wednesday Thursday Friclay Saturday Sunday
O 49 3011 112, 212 312 412, 512 612,
B4 Project planning = 1300 i%  Programming : second Advent
% Prototyps Presentation: Smith
= Alice
7 10:00
General call: Green
John
O S0 T A2 812 912, 1012, 1142, 1212, 1312
M 10:00 - 12:00 General = Mesting COMSLLT M third Advert
call GmiH Hamburg
o1 14.12, 1312, 1612, 1712, 1812, 1912, 2012,
"™ fourth Advent
O E2 212, 2212, 2312, 2412, 2512, 2612, 2712,
= =00 "™ Christmas Day W Airst Christmas Day | 4 zecond Christmas
Presentation: Smith Diary
Alice
W53 2812, 2912 3012, a2 11, 21, 3.
A Mew 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.

T Mew Year Green entries are used from the bank holiday definition (see bank holidays)
=T 1200

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

Alice
“™ 10:00-12:00 B| " from internal intment

General call ue entries are from internal appointments.

= Meseting CONSULT

GmbH Hamburg Purple entries are from external appointments.

£ Programming | 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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x : TeamCalendar
l} g T | tdonth view j Today
Showselectionl

~|o112.2000 | B - 31122008

M12_December || 2009 =||<0|/D

d

El Jones Timothy k

Dezember 2009 |
Moncsy Tuesday Wiednesdsay Thursday Friday Saturday Sunday
O 49 3011 112, 212 312, 412, 512 612
= 1500 {»  Telco with Claria T zecond Advert
Prezentation: Smith Dunham Indroduction
Alice Projectile
CWE0 T2, 5.12. 912, 10412 1142, 1212 13.12.
= 10:00 - 17:00 Ukr m  Mesting COMZULT ™ third Advert
Training Cambridge GmbH Hamburg
CWE1 1412, 1512, 16.12. 1712, 1812 1912, 2012,
"™ fourth Advert
O E2 212, 2212, 2312, 2412, 2512, 2612, 2712,
= 1300 "™ Christmas Day A first Christmas Day |[%° second Christmas
Presentation: Smith Diary
Alice
CYW 832812, 2912 302, 3112 1.1, 21, 3.
A Mew Years Day
E] Top of page

In the calendar the time interval of the display can also be changed (here in team overview).
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" TeamCalendar

l'l A T Teamansicht j

Mext calendar week Q 7122009 (5 - 13122009 ..lu:unesTimu:uthyj

b12_December =] 2008 | <& 919 =]
Show zelection |
W a0 Jones Timathy Conner Jane  hiller Geory  Tate Adam
Lezember 2009 |
(& & 10:00 - 17:00 Ukr £ 4 liness 000 - M zEn-
071t Training Cambridge 18:00 Uhr 15:00 Uhr
Training Telco
Washington Clarize
Turner
e S 10:00 -
aflh
0% 1% 1200
General
call
£o% Prototype
4.5
aa s SpareTimeCnmpensatil:un| f Indroduction
1d. 1 Projectile
Testversion
34
i e Mesting COMSLLT - Meeting F#% Project
AadlE ZmbH Hamburg COMNSULT planning
GimbH
Harmkburg
it # Holid
11.1: 7 O
da
li.li
fa ™ third Advent | ™ thirct ™! third ! third
1A Advert Adlvert Advert

By using the action “Show Selection” the settings of the calender can be viewed and changed.
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>-< M TeamCalendar

GBE

Tearnansicht ¥ MNext calendarweek | 07.12.2008 | B - 13.12.2008 | B Jones Timothy 7|

mM12_Decernber = | 2009 |50 319 x|

a0 Jones Tife Br Jane Miller Georg Tate Adam
Dezember 2009 |
&l & 10:00-17:00 Uhr £ liness & 0900 - () (S
i1 Training Cambridge 15:00 Lhr 15:00 Lihr
Training Telzo
Washington Clarize
Turner

__f,._“_ 10000 -
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.

w0 "™ TeamCalendar

{'l A T Teamansicht j Mext calendar week j 0y.12.20049 - 13122009 Jones Tirmothy j
t12_Decermber | zoos =) <l 319 |
Show zelection |
Further Units ErtryTypes Add invited Showy scheduled
employees hiolickary
@Find available documerts 1 & 3 r
Descrigtion = | <% = (x)
17 4% Marketing | &)
and Sales
[ e M apzence
[ e =4 i
[ s S Haliclay
[ e Mhileztone
[ s = TimeErtry
[ = Toba
Calumn Calumnz Columna Columnd Caolumns Display
0a:00:00 11:00:00 14:00:00 17:00:00 20:00:00 CH.-’-‘-HTj
W S0 Jones Timothy Conner Jane  Miller Gearg Tate Adam
Dezember 2003 |
2 = A0 - 1700 Uk fhliness | 350800 - MM i230-
he.1 Training Cambridge 1800 Uhr 15:00 Uhr
Training Telco
Wiazhingtan Clarize
Turner

with Q3 the display of the calender is refreshed.
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><: M TeamCalendar
@ B || | Teamansicht ]
Ehuwselecticunl

Mext calendar week j 07.12.2009 - 1312.2009 -_Il:nnesTiml:uthyj
t12_December x| 2008 = |<al/c>

Showy scheduled

Further employees Units ErtryTypes Add invited
hiolicay
@ 1-3:3 [Z| Mo ertries =] r
. First 4L = [x]
Mame & =
name [:] E]
1 & Jane  Conner
27 & Jones  Timathy [~ ae M shzence
3[C & Tate  Adam [ &)= ction
— [ o 1t Halicdary
[ e M ilestone
[ w1 = TimeErtry
[ w1 B Tobo
Calumn Calumn2 Calumna Calumnd Calumns
0a:00:00 11:00:00 14:00:00 17:00:00 20:00:00
W S0 Janes Timothy Canner Jane Jane Conner hciller Tate Adam iy S0

Dezember 2009

Feary

e 1000 - 1700 Uk
171 Training Cambridge

lile

j A A
19 18 & SpareTlmeCDmpensatan|

Tu F#% Prototype || 45 Programming
0%.1% 45 with Mileson

James

M 2E0 - 2l
500Uk |°7-1E
Telco
Clarize
Turner

0E .1

"™ Incirocuction| ™
Projectile

g-19 |

Display

CHART =]

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 2%
{1 B | Monthview = Nextcalendarweek »|01.12.2009 | [E - 31.12.2009 Conner Jane )
M12_December =| 2008 =[5/ % 19 =
Show seledinnl
Dezember 2009 |
Maonday Tuesday Wednesday Thursday Friday Saturday Sunday
CWanv12, g8.12. 912, T 112 12.12. 13.12.
£ lliness 4oy 10:00-12:00 & Meeting Haliday "™ third Advent
General call COMSULT
4 Prototype 4.5 zmhH
Hamburg

W a1 1412, 1512, 16.12. 17.12. 18.12. 18.12. 2012,
"™ faurth Advent
TV A2 2112, 2212 2312, 2412, 25132, 2612, 2712,
& 1300 "™ Christmas Day || first Christmas | % second
Presentation: Dray Christmas Day
Smith Alice
TV A3 2812, 2912, 3012, 312, 1.1. 2.1 31,

A Mew 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 10.12.2009 00:00:00

B @ By ﬂll{lj [ Document = Edit = Wiew v Backreferences »  Actions +

Main Invikations Files
Entry ID a0
Marme

Meeting COMSULT GmbH Hamburg

Catedory | Euremn = Frivate [
Timespan From yn 92 2000 @y | (o000 @ v 10 '4p12.2009 (8~ |oo:0m:00 3 v
Ll v | Jones Timathy v
Aftendees Employvees = Linit =
— 3 B
SendInvitations b
M 2 "CannerJane
™ 2 ®Jones Timothy
Agenda
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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

@ I;.s i.’ ﬂ] [~ Document = Edik =
Ma Szve the document Project

Entry 1D a0

Mame

Meeting COMSULT GrnbH Harmburg

Category Extern

Timespan From [y 92 2000 3 00: 0000

W

Irrviter ~ | | Jones Timothy

Attendees Emplovees

= I EREE @

Sendlnvitations

»

™ 2 "ConnerJane
™ 2 Flones Timathy
™ 2 Fmiller Gearg
™ 2 "Janes Timathy
[T 2 ¥ Grifith Jean

Agenda

15:00 - 16:30 Interfaces
16:30 - 17:00 further steps

Wiew -

Back references = Ackions

Private

9w

g

e

13:00 - 14:00 status and Project planning

T0 '40,12.2000

>

LInit

ol

Marketing and Sales

W

ooioo:oo L=

W

i

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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p¢ M TeamCalendar

(‘l S| T onth view j

MNext calendar week j 01.12.2009

- 131122009 Conner Jane j

M12_December =|| 2009 =[5/ +18  +|
Shiow seledianl
Dezember 2009 |
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Cwy a0 712, 812, 9132, 10.12. 11.12. 1212, 13.12.
£% liness oy 10000 -12:00 = Mesting 47 Holiday "™ third Advent
General call COMSLILT
B Prototype 4.5 3mbH
Hamburg
Cy 511412, 1512, 16.12. 1712, 1812 19.12. 2012
"M fourth Advent
Cyy 52 2112 22137 2312 2412 2512 26.12. 2712
=F 1300 Y Christmas Day || first Christmas || % second
Fresentation: RE Christmas Day
Smith Alice
Ciyy 532812, 29.12. 301z, a2 1.1. 21. 1.
H Mew Year

[=] Top of page

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

>< t Time entry 16.12.2009 00:00:00

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

Entry 1D 37

Marme

Category

Timespan From [y 45 500 3w

[rmviter

Aftendees  Emplovees

bckions *
= Private "]
00:00:00 [8 v T0 46122000 [3 +

= 3
»
™ & ™Conner Jane
Anenda

N

- Unit

00:00:00 (8w

>
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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 ...
p4 _'-" Time entry 16.12.2009 00:00:00

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

Entry 1D 37

Mame conference marketing strategy

Category Intern = Frivate
Timespan From 16.12.2009 o wr 02:00:00 o W To 16,12.2009 | s 12:00:00 -5
Irviter w _
Aftendess  Employess v Unit e
= 3 &l
v

™ A ™MCannerJane

™ 2 = Grifiith Jean
Agenda product strategy, Homepage, Online-marketing,

distribution partner

... and is automatically accessible in the calendar. The assigned employees receive a message
through the internal system.
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hd t TeamCalendar (B
l} ‘% T | Month view j Mext calendar week jD?JE.EDDQ - 1312.2009 Conner Jane j
M12_December »| 2008 »|[<3) & 19
Show seleu:tionl
Dezember 2009 |
Maonday Tuesday Wednesday Thursday Friday Saturday Sunday
CWal 712 812 912 1012 11.12. 1212 1312
£# lliness 4oy 10:00-12:00 = Meeting 44 Holiday M third Advent
General call COMSULT
i Prototype 4.5 mbH
Harmburg
CW a1 1412, 1512 16.12. 712 18.12. 1812 2012
4oy 08:00-12:00 "™ fourth Advent
conference
marketing
strategy
CW a2 2112 2212 2312 2412 2512, 2612 2712
=T 1300 "™ Christmag Day || first Christmas || % second
Fresentation: Day Christmas Day
Smith Alice
CWW a3 2812, 29.12. 3012, 312 1.1. 21, a1,
T Mew Year

[=]Top of page
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