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The PAWS Environment

Personalized
Access to Web
Services

PAWS Tabs

PAWS Channels

PAWS is the acronym for Personalized Access to Web Services, a
customizable web environment at the U of S.

PAWS hosts a variety of web-based application tools that provide role-based
access to a broad and comprehensive range of information. This service is
available to students, faculty, staff, alumni and other members of the
University community.

PAWS is personalized to you. When you log in, you will see a set number of
tabs with predefined channels. The displayed information and services will be
related to your specific role(s) at the University. You may then customize this
view by subscribing to other areas of interest.
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Google v A semch gl e e Bhc fY bockmarbsc o Check o BN Travsiste + ) putord ¢ 4 £y * fgisonin
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£ Home - Academnics Adimin Services Aumni Campus Life Litwary PO & Training Hews

= Welcome to PAWS! -3 = Bookmarks

Explors PAWS using this channal a8 your introductory guids. You may delets this
channel ance you have read its content by clicking the X in the top right hand
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* On Campurs lews - Latest Issus
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Personalizing PAWS

Customizing Content Layout

Customization of the PAWS environment is now carried out through a number
of intuitive quick click or drag and drop procedures. All customization begins
with the creation and modification of organizational units referred to as tabs.

A tab may then be divided into related but separate channels (units) of detail,
including website accessibility.

AddingaTab  To add a new tab:

Step

Action

1

From the PAWS window, click the Add a Tab link (icon) located to

the right of the default system tab display.
rary PD & Training Hews

An empty tab name box appears along with the Add tab and Cancel
buttons:

v PD & Training New: Add tab Cancel

Type the name for the new tab and click Add tab.

My ey Tak
Note: Click Cancel to abort the new tab creation.

The new tab appears to the right of the existing tabs:

ary PD & Training News My New Tab o &dd & tab

Adding Content To add content to a tab:

toaTab

Step

Action

1

Click on the tab.
The new tab page displays two options for creating tab content:

UNIVERSITY OF /i
SASKATCHEWAN P"'ws
B Add s MMM e e 4

Zabeme | Acedescs | AdwinSeraces | Mmwd | Compusife | Ubeary | PD&Timng | Mews || Wy Tab

E:'T) = Add stuff to this tab @ L] - [ Crexte |

Select the standard or framed website tab options.

Continued on the next page
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Personalizing P

AWS

Customizing Content Layout, Continued

Action

Click on the Add stuff to this tab link (left side).

g .
E, Add stuff to this tab

The All channels pane appears:

UNiversiTy oF - P!t
SASKATCHEWAN .l'

Al gty | Weoe an Hadghissn

Al ghannals

Creating a To create a standard tab:
Standard Tab
Step
1
2

Add the desired channel(s).

CreatingaWeb To cre
Tab

ate a website tab:

Step

Action

1

URL textbox ‘~

In the Create a framed website tab option area (right side), click in the
URL textbox; either type or paste in the desired website address and
click Create.

hitps:/taurus.usask.ca/courses/currentofferings.t | Create
Enter the addiress of a welsie (sg. http: fovwyv.google ca) and it wil become avallable in PAWS.

The website content appears in the tab window:

St o | Mcobesics | Mnerices | Mmd | Cangusiie | Ubcay | P08 Toskig | Mews | Mytlew Tub

UNIVERSITY OF

SASKATCHEWAN oy
Training Services [ 2w [
S Current Course Offerings

wen gy St e Doy | 200] b Vet | S0 by Courie Mime
Conawe Mamme Dates and Tames.

e

Continued on the next page
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Personalizing PAWS

Customizing Content Layout, Continued
Repositioning a  To rearrange the display of tabs:

Tab

Renaming a Tab

Deleting a Tab

Step

Action

1

The tab becomes semi transparent during the drag procedure.

{3 Home My New Tab Academics Admin Servi

Note: Only the Home tab can not be moved.

To rename a tab:

Step Action
1 |From the PAWS window, click on a tab to make it active.
Two symbols, an arrow and an x are displayed beside the tab.
My New TaIO
2 | Click on the arrow beside the Tab name.
3 | Type the desired name in the Change tab name text box:
/
Note: System or default tab names may not be changed.
To delete a tab:
Step Action
1 | From the PAWS window, click any tab to make it active.
2 | Click on the x beside the Tab name.
A cancellation prompt is displayed:
9 Aee you sare you! to dekte the "My New Tob® ek
3 | Click OK to confirm deletion of the tab.
Note: If a default tab is deleted, you must send a request to the
Help Desk to reset the layout.

Continued on the next page
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Personalizing PAWS, Continued

Customizing Content Layout, Continued

Restructuring  To restructure columnar layout for an entire tab:

Tab Content

Step

Action

1

From the PAWS window, click on a tab to make it active.

2

Click the arrow beside the tab name.
The tab’s Columnar layout options appear:

4% Hon New Tab
&k )

Change tab name

Wou cannot change this tak's name

Change tab layout

1 cOmm
2 columns
3 columns

]

4 columnz

Note: The current format selection is dark green.

Click the icon representing the desired columnar structure.

Note: All tab (except the default system tab formats are changed
accordingly.

Continued on the next page
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Personalizing PAWS

Customizing Content Layout, Continued

Adding a
Channel

Repositioning a
Channel

Channels are topical, at-a-glance, information and links provided by the
U of S. A channel can be added to any tab and may be positioned according to

the tab’s columnar format.
To add a channel:

Step

Action

Add stuff link (top right).

[
Addstuff ), . 18,2008
Acai)

I~

“*New Tab

The All channels pane appears:

O Addstuff

All channels

£ Home Academics Admin Services Alumni ‘Campus Life

4,2008 10 days untl the last day of classes for most students

1 |From the PAWS window, with the desired tab selected, click on the +

@ Clicker Management Grades & Transcripts
1 casts Wy Courses

Page 1015

Library

PD & Training

News | mynewtab

or

Click on a folder (to the left), to display more channels.

3 | Drag the desired channel to the tab content area.

To reposition a channel in a tab:

Step

Action

another location.

< Welcome to PAWS! >

Drag this channel to move.
Explore PAWS using this
introductory guide. You ma this

channel once you have read its content
by clicking the X in the top right-hand

comer.

¥ What is PAWS?

* Tabs & Channels

¥ Adding/Deleting Tabs & Channels

¥ Announcements

+ E-mail, Calendar, Groups, Address &
More b/

1 |From the PAWS window, click the title bar of any channel and drag to

Continued on the next page
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Personalizing PAWS, Continued

Customizing Content Layout, Continued

Deleting a To remove a channel from view:
Channel

Step Action
1 | On the channel title bar, click on the x (right corner).
The deletion prompt is displayed:

)

0 ey meve the iy i oozt chanl from your ey

o el

2 | Click OK to confirm the deletion.
Note:

University of Saskatchewan Training Services 7
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Advanced E-mail Management

Working with the Address Book

The Address Book allows you to maintain information about frequent contacts.
It is located in the E-mail application component of PAWS.

Displaying the  To view the address book:
Address Book
Step Action
1 |E the PAWS navigation bar, click the E-mail icon.

m s G R
e = 1
E-mail Lalendar Groups | address passw

Efma" Address Book .Optinn;
~——

The Contact List page appears:

Contact List

Your Location: E-mail / Contact List

N~

E-mail Options button bar }—\

New Group | | Edit Group || E-mail Group

From the E-mail application window, click on the Address Book tab.

New Contact |

Import/Export |

View: Al Contacts AIABCDEFGHIIKLMNOPQRSTUV WX

YZ page |1

oflﬂ

[] Select All Displayed Messages

Name: Primary E-mail Address:

Display Name: (click to edit)

Home Phone:

[ shirriff, Janis janis.shirriff@usask.ca Janis Shirriff
Adding a To add a contact:
Contact

Step Action
1 | From the E-mail Options button bar, click New Contact.
Group E-mail Group )| -
AIABCDEFGHIIJKLMNOPQRSTUVWXYZ p
p— Primary E-mail Address: Display Name: (click to e«
janis.shirriff@usask.ca Janis Shirriff
Continued on the next page
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Advanced E-mail Management

Working with the Address Book, Continued

The Add Contact form dialogue appears:
Add Contact
Your Location: E-mail / Address Book / Add Contact
Personal Information
First Name: || Last Name:
Display Mame:
Contact Information
Primary E-mail:
Secondary E-mail:
Web Page:
Home Number: Work Number;
Pager: Cellular:
Fax:
Home Address Work Address
Street Address: Company Name:
City: Street Address:
State/Province: City:
Zip/Postal Code: State/Province:
Country: Zip/Postal Code:
Country:
Birthday: |-- vl |- (e.g. 1978)
Notes:
Ok Cancel
2 | Enter all relevant or known information into the form and click Ok.
The contact is added to your contact list.

Editing Contact To edit a contact:

Information

Step Action
1 | From the Contact List page, in the Display Name column, click the
desired contact name.
Primary E-mail Address: )
janis shirriff@usask.ca Janis Shirriff
The contact form dialogue is displayed.
2 | Make the required changes and click Ok.

Continued on the next page
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Advanced E-mail Management

Working with the Address Book, Continued

Deleting a To delete a contact:
Contact
Step Action
1 |From the Contact List page, click the checkbox to the left of the
contact to be deleted.
E-mail BNGEEAGHS  Option
@ GetMail @ Compose
Contact List
Your Location: E-mail / Contact List
New Group | Edit Group | E-mail Grouj
View: | All Contacts »
[ select &l Displayed Messages
Name: P
Shirriff, lanis
2 | Click the Delete link (icon) and click Ok to confirm the deletion.
Creating a Contacts can be organized into groups for quick distribution of messages to
Contact Group  multiple individuals interested in the same information.
To create a contact group:
Step Action
1 |From the Contact List page, on the E-mail Options button bar, click the
New Group button.
Contact List
Your Location: E-mail / Contact List
@ Edit Group | | E-mai
The Create Group dialogue appears:
[
=]
2 | Type a Group Name.
Note: Spaces are allowed.
3 | Select contacts from the All Contacts list on the left.
Note: Hold down the CTRL key when selecting multiple contacts.
4 | Click the [Z===»] button to add selected contacts to the New Group
Contents area.
Continued on the next page
10
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Advanced E-mail Management

Working with the Address Book, Continued
5 | Click the Ok button to save the group.

The new address book appears as the current View, and all members of
the group are displayed:

Wiew: Lous Mantors Group % Al AB <D

[[] selact all Displayed Contacts

Name: Primary E-mail Address:
O Hodgkinson, Jill jillhedgkinsen@usask.ca
O Shirriff, Janis janiz. shirrfF@usask. ca
n vidovic, Darigla daniela,vidovic@usask.ca

Note: The View: list box default is All Contacts.

Editing a Contact groups may be edited as participants come and go.
Contact Group
To edit a contact group:

Step Action
1 |From the current address book display, click the associated checkbox
to select the desired group.

2 | Click the Edit Group button.
Contact List

Your Location: E-mail / Contact List

New Group<| Edit Group >_ E-mai

3 | Select, move and/or delete individuals from the New Group Contents
area.

E-mailing a To send an e-mail to a contact group:
Group

Step Action
1 |From the Contact List page display, click the associated group
checkbox to select the desired group.

2 |From the E-mail Options button bar, click the E-mail Group button.
ict List

ycation: E-mail / Contact List

roup Edit Group d E-mail Group D

The Compose E-mail dialogue opens displaying the selected recipient
group in the To: text box.

3 |Compose and send the message.

A confirmation screen displays the list of individual contacts who are
receiving the message.

Your message has been sent to the following recipients:

"Daniela vidowic" <danie\a‘viduvic&]sask.cax
"1anis Shirriff" «<janis.shirriff@usask.caz,
"ill Hodgkinson" <jill.hodgkinson@usask caz

Continued on the next page
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Advanced E-mail Management

Customizing the E-mail Environment

E-mail Options PAWS E-mail is configurable in a variety of ways through the Options tab.
This section identifies some customizations that can make e-mail processing
more efficient.

E-mail Address Book

@ Get Mail | @ Compose

E-mail Options

Your Location: E-mail / E-mail Options

Address Book Preferences Filters

Choose how many contacts you want displayed per page. Sort your incoming e-mail automatically into
out unwanted e-mail.

Auto Forward

Forward your e-mail to another e-mail account for offline message Message Preferences

rmanagerment. Set your outgoing message preferences g
sent messages and requesting return re

Auto Reply

Send a custom message automatically when you are away. Retrieve Other E-mail
Retrieve e-mail from all your other accou

Block Addresses depending on your school's configuration

Block addresses fram which you do not wish to receive e-mail.
Signature

Display Settings Create a personal signature to attach to v

Configuring To set Address Book Preferences:
Address Book
Preferences
Step Action

1 | From the E-mail window, click the Options tab.
2 |From the E-mail Options page, click the Address Book Preferences
link.

The Address Book Preferences dialogue appears:

Address Book Preferences
Your Location: E-mail / @ptions / Address Book Preferences

This feature allows you ta set the number of contacts to be displayed on each page in your address boak,
Contacts Per Page: & 20
O 50
O 100
If your school has enabled Global Addrass Baok searches, this fasture allows you to opt out of being faund by people performing searches.

Exclude me in Directory Search:  []

ok Cancel

3 | Specify the desired preferences and click Ok to save and exit.

Continued on the next page
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Advanced E-mail Management

Customizing the E-mail Environment, Continued

Blocking an To block receipt of unwanted (unsolicited) e-mail from specific addresses:
Address
Step Action
1 |From the E-mail window, click on the Options tab.
2 |From the E-mail Options page, click on the Block Addresses link.
The Block Addresses dialogue appears:
Block )’\qdr.c's?‘cs: N
3 | Type the e-mail address in the Address to be Blocked text box.
4 | Click Block Address.
The address appears in the Blocked Addresses display area.
5 |To discontinue blocking an address, in the Blocked Addresses display
area, select the desired address and click Remove.
6 |Click Ok to save and exit.
Changing To change display settings:
Display Settings
Step Action
1 | From the E-mail window, click on the Options tab.
2 | From the E-mail Options page, click the Display Settings link.
The Display Settings dialogue appears:
Display Settings
l Deleted Messages: (¥ Send to Deleted folder
" Delete from system
Messages Per Paga: (20
50
& 100
Message Headers: {0 All
% Brief
3 | Make the desired adjustments to the display settings and click OK.

Continued on the next page
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Advanced E-mail Management

Customizing the E-mail Environment, Continued

Applying a Message filters can automatically route messages to specific folders.
Message Filter

To apply a message filter:
Step Action

1 | From the E-mail window, click the Options tab.
2 | From the E-mail Options page, click the Filters link.

The Filters instruction dialogue appears:

Filters

Your Location: E-mail / Options / Filters

This feat te any number of that vhether
sre to b ased on the message sender, subject or even to whom
it's add,
Create Filter
Filter 1 Edit | Delete
If Subject begins vith junk
then deliver to duke.usssk.ca account, Deleted folder Enzbled ¥

Apply Filters Now When you click this button all of your filters will be saved and
vill be applied to existing messages in your primary inbox.
0K Cancel

3 |[Click Create Filter.

eate any number of ions that whsther
ers based on the message sender, subjact or even to whom

The Create/Edit Filter dialogue appears:

Create/Edit Filter

Your Location: E-mail / Options / Filters / Create/Edit Filter

Il of the following conditions exist:

. L . P"TE:: ignor e it biank.)
Filter Criteria List Box —
From header: [beginswih x| |
To/CC header: | begins with =
Subject header: [beginswith v |

[T match case

Please choose the destination folder for this filter,
Choose Folder

4 | Designate filter specifics by selecting a filter criteria:
begins with e
contains

does not contain
ends with

and entering an e-mail addresses beside the desired filter categories:

From header: incoming from a specific e-mail address
To/CC header:addressed or cc’d to a specific email address
Subject header: based on subject line content

Continued on the next page
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Advanced E-mail Management

Customizing the E-mail Environment, Continued

5

Click Choose Folder.
Your current PAWS E-mail folder structure appears:

Select folder to which you want filtered messages delivered.
< £ mail.usask.ca
[il) INBOX
§ Deleted
& Drafts
& search Results
& sent
3 Deleted Items
& Junk E-mail

Ok Cancel

Select the destination folder for the filtered messages and click Ok.

~

Click Ok to verify and save the filter.

Click Apply Filters Now to apply the new rule to existing messages;
or

click the Enabled checkbox to activate/deactivate a single filter and
click OK.

Filters

Your Location: E-mail / Options / Filters

This feature allovs you to create any numbar of ions that whsther
are to be routed to different folders based on the message sender, subject or even to whom
it's addressed.

Create Filter
Filter 1 Edit | Delete
If Subject begins with junk ol
then deliver to duke.usask.ca account, Deleted folder Ensble

Apply Filters Now When you click this button all of your filters vill be saved and
vill be applied to existing messages in your primary inbosx.

Setting a To set message preferences:
Message
Preference
Step Action
1 | From the E-mail application window, click on the Options tab.

2

From the E-mail Options page, click the Message Preferences link.
The Message Preferences dialogue appears:

Message Preferences

Your Location: E-mail / Options / Message Preferences

This feature allows you to set options for how your messages are sent.
Requesting Read Receipts: [ Alvays request on compose screen
Save Sent Messages: |¥ Send 3 copy of all messages to sent folder

Sent Messages: (¥ Confirm
" Do Not Confirm

Select the desired preferences and click OK.

Continued on the next page
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Advanced E-mail Management

Customizing the E-mail Environment, Continued

Creating/ Signatures are used to automatically add common closing or administrative
Applying a detail to e-mails.
Signature

To create and apply a Signature:

Step Action
1 | From the E-mail application window, click the Options tab.
2 | From the E-mail Options page, click the Signature link.

The Signature dialogue appears:

Signature

Your Location: E-mail / Options / Signature

This feature allows you to create a personal information file that can be added to any
message that you send. Only 7 lines of text vill be saved as the Signaturs.

=l
=
[T add signature to all messages by dafault

3 | Type your signature information in the text box area and click on the
Add Signature to all messages by default check box.
4 | Click OK to save the signature.

16 University of Saskatchewan Training Services
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Advanced Calendar Management

Setting the Calendar View

The PAWS Calendar application allows access to course, group and personal
calendars. Course calendars containing pertinent scheduling information are
displayed automatically to those enrolled in a class. Membership in an on-line
group also results in the automatic display of the associated Group Studio
calendar. In addition, personal calendars may be created and shared with
others.

This section describes typical scheduling activities such as recording events,
tasks and sharing your calendar with others.

Viewing Your
PAWS Calendar

To view your PAWS calendar:

Action
From the PAWS navigation bar, click the Calendar icon:

Step
1

"\Calendar

Your default calendar application window appears in the default Day
view:

% PgWs Calendar

/elcome Jill Hodgkinson

Calendar Related Tabs
Calendar Views Menu

Calendar Activities Bar

Date Pickers
(Navigators)

Calendar Grid

(2 Help

Current Calendar:
v

\m Address Book  Options

Day Week | Month | Year | Events | Invitations | Tasks

jln241 (Jill Hodgkinson)

/@Newaem @NewTask [, Check availabilty (3} Search for Galendar 5 rrintabte \mpnmExpnrl

Search Event Category

earch for Events:

impto: Movember ~|[12 v |[2000 v |Ga Today Type: [ All ~l6o

g ¢ November 2009 » <4 Thursday, November 12, 2008 »

S M TW T F S All Day

1 2 3 4 5 6 7 9:00 am +
—TM

Tasks Pane

0 21
22 23 24 25 26 27 28
29 30 1 2 3 4 5

ime Zone:
GMT-06:00) AmericaiRegina

Overdue Tasks
o overdue tasks for today

g8 9 10 11,12 13 14
11:00 am +

12:00 pm +
1:00 pm +
2:00 pm +
3:00 pm +
4:00 pm +

5:00 pm +

(Quick) Add Event Pane

e
Mo Tasks due forthe
selected date

Add Event

Event Title: Date:

November w12 [+ | 2009 v

Time:

Add Event
9 v ||10am v

The URL to access this calendar is: http:ipaws.usask.ca:6788/uwe/?calid=jin241

Continued on the next page
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Advanced Calendar Management

Setting the Calendar View, Continued

Changing Your The default Calendar display is based on the current Day view.
Calendar View  Subsequent displays can be toggled by choosing both timeframe and activity
category.

Displays of Events, Invitations and Tasks are determined by first selecting the
timeframe. Specific timeframes may also be defined with the Date Picker
option features.

To change the calendar view:
Step Action

1 | From the current calendar window, click on the desired timeframe
view in the calendar views menu:

Day Week | Month | Year |

2 | To view specific activity details, click on the desired activity category
in the calendar views menu:

| Events | Invitations | Tasks

3 | To define a specific date (up to five years from the current date),
click on the desired timeframe view and select from any of the date
picker options.

Jump to:| November (v || 17 w || 2009 v |Go Today 4 Tuesday, November 17, 2009 »
4 November 2009 »

S M TW T F S
1 2 3 4 5 6 7
8 910 11 12 13 14
15 1617 18 19 20 21
22 23 24 25 26 27 28
29 30/ 1 2 3 4 5§

Managing Events

Creating a The most common calendaring requirement is to create, process and view
Calendar Event  events. There are two ways to designate (create) an event in PAWS:

1. The (Quick) Add Event pane at the bottom of the current calendar window
allows for the quick creation of events often useful to your own scheduling
requirements.

Note:  This option adds a new event to a calendar only if you have the
appropriate read/write access to the selected calendar.

2. The New Event link (icon) generates a comprehensive dialogue of
additional options used in defining an event that often includes others.

Continued on the next page
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Advanced Calendar Management

Managing Events, Continued

Quick Add To quickly add a personal event to your PAWS calendar:
Event
Step Action
1 |From the current calendar view, select the desired timeframe to which
the event will be added.
2 |Inthe (Quick) Add Event pane, type a descriptor (title) for the event.
3 | If necessary, specify the correct date for the event.
4 | Enter the start time.
Note: A duration of one hour is automatically designated for the event.
5 |Click on Add Event to create the event.
The event descriptor appears in the Calendar grid:
12:00 pm +
1:00 pm + B & ITS Training Team Meeting
1:30 pm-2:30 pm &
2008m + | o a0
3:00 pm +
Create New To add a more detailed event to the PAWS calendar:
Event
Step Action
1 |From the current calendar view, select the desired timeframe to which
the event will be added.
2 | From the calendar activities bar, click on the New Event link (icon).

Continued on the next page
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Managing Events, Continued

Section Jump Links

Event Details Section

Recurrence Section }7

Invitees Section }7

Reminders Section }7

}7_\
Event Details

}7_

The New Event dialogue is displayed:

New Event

Invitees

Recurrence Reminders

Title: | |

Calendar: |j|h241 (Jill Hodgkinson) vl

start time: | November v|[12 v|[2009 v |[Z3[11 v|[-10am v| [0 an day event

Endtime:  [November v|[12 [[2000 v|[J[12 ¥ |[:10pm +]

Availability: Show as busy

Business v

| Public Event

Type:

Privacy:

Location:

Notes: ‘ ‘

Back to top

Does Mot Recur

Frequency:

Back to top

Invitee: | Add Add from Address book

Type the invitee's emnail address, or calendar id, then clidk Add. You may slso add invitees from your Address Book.

|— Quick Invite Personal or Subscribed Calendar

v

Invitee List: o Invitees Selected

Request RSVP
Check Availability

Remove

Back to top

[ send an Email Reminder

Email Address: | |

® |30 minutes % | hefore the event

O [November v |[12 v |[2008 v |at[ 11 v[[:10am v]

Send Reminder:

Reminder Message:

Back to tap

Save Save and Add Another Cancel Hely

w

Click on the Section Jump Links to navigate to the option areas.

Complete the event information and click Save to add the event to your
calendar.

Continued on the next page

20

University of Saskatchewan Training Services



PAWS Intermediate: Customization, Advanced E-mail & Calendaring

Advanced Calendar Management

Managing Events, Continued
Edting a Once created, calendar entries may be modified or deleted.

Calendar Event

To edit a calendar event:

Step Action
1 | From the current calendar grid, click on the event descriptor (title).
The event dialogue is displayed.
2 | Click Edit (bottom of the window).
The event option fields become available.
3 | Navigating via the section jump links, make changes to the desired
Event options.
Event Detail Option Descriptions to Note
Title: Concise descriptor of the Event
Start/End Time: Use the Calendar icon to ensure correct entry of
dates
Availability: Select the checkbox to display busy status for this
timeframe when others view your availability
Type: Include an event category description to tag the event for
more efficient searching functionality
Privacy: Public — allows everyone to view title, description, time and
duration of the event. Event details may only be
viewed with Read permission.

Private — Only the date and time is displayed for calculating
availability status. Uncheck Availability if the event
is to be completely transparent to others.

Show Time and Date Only — Displays no other detail while

the event timeframe is blocked as busy.

Remember: Send an Email reminder to yourself for events
requiring lead-time.
4 | Click Save to record the changes and return to the calendar window.
Creating a To create a recurring event entry:
Recurring Event
Step Action
1 | Select or create the desired event to be repeated.
Note: For existing events, click the Edit button.
2 | In the Edit Event dialogue, navigate to the Recurrence section.

Continued on the next page
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Managing Events, Continued

3

Select the desired Frequency timeframe.
Additional options appear:

Frequency: |Weekly v

Every|2 Week On
[ sunday [0 Monday [ Tuesday [] wednesday [] Thursday Friday [] Saturday

Pattern:

End: & End After| 10 Occurences

Maximum of {0} occumences may be cested
O End By| Movember + || 13 +|| 2009 +

()Mo End Date

Complete the desired recurrence pattern.

Click Save to record or update the event and return to the current
calendar window.

Deleting a To delete an event:
Calendar Event
Step Action
1 | From the current calendar grid, click the red x icon associated with
the event entry.
Note: This icon is only visible if Delete permission has been granted.
2 | At the prompt, click Yes to confirm the deletion.
Searching for To search for an event or related events:
An Event
Step Action
1 |From any calendar view, in the Search for Events text box, type the
title or partial description of the event and click Search.
Events matching the criteria are listed in the Events pane:
2 | Order the listed events by clicking on the Start Date or Title headings.
3 | Click on the event title to view details.
Continued on the next page
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Managing Events, Continued
Generatingan  To invite one or more users to an event:

Event Invitation

Step Action
1 | Select or create the desired event for which invitations will be sent.
Note: For existing events, click the Edit button.
2 |Inthe Edit Event dialogue, navigate to the Invitees section:
Invitee List: [[jin244 (Jill Hodgkinsan) Request RSVP
Check Availability
3 | Type the NSID of the invitee and click Add or select users from an
existing address book by selecting Add from Address Book.
4 | Repeat steps 3-5 to complete the Invitee List participants.
5 |From the Invitee List, click on Check Availability to review possible
scheduling conflicts.
6 |From the Invitee List, click on Request RSVP to receive a response
from the user.
Note: This option is set by default for all invitations.
7 | Click Save to record or update the event.
Viewing/ The generation of an event invitation automatically records the event

Responding to  in the recipient’s calendar and invitations list. Invitations awaiting
an Invitation  reply are indicated in parentheses beside the invitations link.

To respond to an invitation:

Step

Action

1

In the PAWS Calendar window, click Invitations in the calendar views
options bar.

The invitation list appears in the Invitations pane.

Day | Week | Month | Year | Evemasks

{E‘D New Event {’B’ New Task |_‘3> Check Availability G{b Search for Calendar Import/Export

Save

View: | October _ﬂ 1 _ﬂ 2009 _ﬂ Show: | Invitations for Month _ﬂ Go

Invitations « Month: October 2009 »

Delete

Date Event Title Organizer Accept Decline Tentative

n 10/20/2008 Paws Workshop on Calendars Trina Mortson
. 9:20 am - 10:20 am &
Location: IT4U - 134 Murrav Blda

Note: Depending on the configuration of your email environment,
you may also receive an email invitation. Responding to the
email does not post your response to the calendar.

Continued on the next page
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Managing Events, Continued

2 |Torespond to an invitation, select the desired response by clicking the
associated radio button: Accept; Decline; Tentative

Note: When Tentative is selected, the event is not displayed in the
invitations list.

w

Click Save to send your response(s).

4 | To email the organizer of the event, click on the name link in the
Organizer column.

Managing Tasks

Daily task status is monitored through the current calendar window via the
Tasks pane display.

Complete  Delete

Overdue Tasks
No averdue tasks for today

Due
PAWS Training
Documentation
Due: 11/13/2009

Complete  Delete

Viewing Task ~ To view a detailed task list:

Lists
Step Action
1 |From the current calendar view, select Tasks from the calendar view
options menu:
Month Year | Events | Inwtat\uns
The Tasks page is displayed. All tasks appear in the Tasks List Pane.
Tasks Save
{%New Event @NewTask @Chezki\vailahilih Qﬁﬁeamhinr(}a\endar Pnntahle Impnm'Expnrl
Search for Tasks: Search
View: | November %[ 18 || 2009 % | Show:| Tasks for Month |+ | Type:| All v | Go
Tasks List Pane }— Tasks + Month: November 2009 »
Delete
Priority = Title .~ Due Date w Status -~ Type Actions
O High PAWS Training Documentation 11413/2009 100% (Completed) | Business Edit
Delete
Add Task
Task Tte: e T-(I}r;w:ﬂ‘l V|15 am w Add Task
Continued on the next page
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Managing Tasks, Continued
Quick Add Task To quickly create a task:

Step Action

(Quick) Add Task Pane

1 |From the current calendar view, select Tasks from the calendar view
options menu:

The Tasks page appears:

Tasks

%New Event ';E‘lv Mew Task |_‘E‘> Check Availability m Search for Calendar Printable Import/Export

Search for Tasks: Search
View: | November + || 13 v || 2009 v | Show:| TasksforDay  » | Type:| Al w | Go
Tasks < Day: Friday, November 13, 2009 »
Priority Title Due Date Status Type Actions

This view does not have any tasks to display. Choose another filter or search for tasks

}7— Add Task

Task Tifle: Due Date : Time:
- (& Movember | 13 | 2009 + @ 2 % |[10pm v Add Task
C'No Due Date Mo Due Time

2 | Inthe (quick) Add Task pane, enter a Task Title.

w

If desired, select a Due Date and Time.

4 | Click on Add Task.
The new entry appears in the Tasks pane:

Tasks <« Day: Friday, November 13, 2009 »

Delete
Priofity » Title DueDate w Status = Type Actions
O Mormal PAWS Training Documentation 111312009 0% (Mot Starled) |~| Business  Edit
Delete

5 | Click on any view to return to the current calendar window.

Create New
Task

To add a more detailed Task to the PAWS calendar:

Step Action

1 |From the current calendar view, select the desired timeframe to which
the event will be added.

Continued on the next page

University of Saskatchewan Training Services

25



PAWS Intermediate: Customization, Advanced E-mail & Calendaring

Advanced Calendar Management
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New Task

Section Jump Links :
Task Details

2 | From the calendar activities bar, click on the New Task link (icon).
The New Task window appears:

Recurrence Reminders

Title: |

Calendar: | jin241 (Jill Hodgkinson)

A
Task Details Section Start Date: |N0vember v||1B v||2009 "|D
Due Date:  [] No Due Date
[ November (18 v|[2000 +|[]
Time: [ Mo Due Time
Status: 0% (Mot Started)
Privacy: | Private Task v|
Location: |
HNotes: ‘ ‘
Back to top
Recurrence Section }7— Frequency:
Pattern: ® Every day(s)
() Every Week Day
End: @End)\ﬂer Occurences
Maximum of {0} occurrences may be oeated
O End y| November v [ 18 |v][ 2009 |
()Mo End Date
Back to top
[] send an Email Reminder
Email Address: | |
i . Send Reminder: O |30 minutes | pefore task due time
Reminders Section B ® [Novernber v |[18 v[[2000 v]at[10 v[[:45am ]
Reminder Message: ‘
Back to top
' |
Save Save and Add Another Cancel H

Continued on the next page
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Managing Tasks, Continued
Editinga Task  To edit task information:

Step

Action

1

In the Tasks pane, click on the Task descriptor (title).
The Task dialogue appears.

Click the Edit button (bottom of the window).
The Task option fields become available.

Navigating via the section jump links, make changes to the desired task
options.

Task Option Descriptions to Note
Title: Concise Description of the Task
Start/End Time: Use the Calendar icon to ensure correct entry of

dates
Type: Include a category description to tag the task for more
efficient searching
Priority: Low —
Normal —
High -

Status: Choose a percentage of completion value
Privacy: Public — those with the appropriate permissions can view all
event details.
Private — Event details are not viewable by others.
Show Time and Date Only — Displays no other detail.
Notes:  Maximum 256 characters.

Remember:  Send an Email reminder to yourself for tasks requiring
lead-time.

4

Press Save to record the changes and return to the calendar window.

Completing a To designate a task as complete:

Task

Step

Action

1

From the current calendar window Tasks pane area, click the
checkbox corresponding to the desired task.

2

Click the Complete button.

The task title disappears from the Task processing dialogue but
remains listed in the Tasks activity window for tracking purposes until
it is deleted.

Continued on the next page
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Managing Tasks, Continued
Deleting a Task  To delete a task:

Searching for
Tasks

Step

Action

1

Click the Tasks option in the calendar activities bar, and click the
Delete button (bottom of the Tasks window).

or

If the task is still viewable in the Tasks pane,

Select the task and click on the Delete button.

To search for a task or related tasks:

Step

Action

1

From the Tasks view, in the Search for Tasks text box, type the title or
partial description of the event and click Search.

Tasks matching the criteria are listed in the Tasks List pane:

2 | Order the listed tasks by clicking on Priority, Title or Due Date
headings.
3 | Click on the task title to view details.

Continued on the next page
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Advanced Calendar Management

Maintaining Calendars

Displaying/ Multiple calendars may already appear your PAWS Calendars list. If you are
Selecting a taking classes or have joined a specialty group, these calendars are also listed.
Calendar

To select/display a calendar from the list:

Step Action

1 | From the current calendar window, display your list of calendars by
clicking on the Current Calendar: list box arrow:

jlh241 {Jill Hodgkinson)

Current Calendar:
A

Multiple calendars may appear:

jlh2d1 (Jill Hodgkinsan) iw

Calendar Actions
[Manage Calendars..]
My Calendars

jlh241 iJill Hodgkingany

Subscribed Calendars
calmaster;12005.GROUPTOOLSTERM (Test_Public_Group)
calmaster30363.GROUPTOOLSTERM itest)
calmaster:34033.GROUPTOOLSTERM (EDMS Project)
calmaster:36702.GROUPTOOLSTERM iThe_Clicker_Club)
calmaster 47984 GROUPTOOLSTERM iMew Consolidated Cou.)

2 | Click on any calendar to make it the current calendar view.

Viewing a To view the list of your calendars for management purposes:
Calendar List

Step Action

1 | From the calendar window, display the Current Calendar: list.

2 |From the Calendar Actions section, select [Manage Calendars...].

Current Calendar:
Eilh241 (Jill Hodgkinson) iv

/m;nd fOrTs

5]

The Manage Calendars view appears:
Manage Calendars

%Newaam @NewTask @cnazk;\vanahum aname \mpnnfExpnr\

Calendars

View Calendars |  New Calendar... Subscribe.. | New Calendar Group...

Name Description Owner Properties. Action
[ Personal Calendar
O] ih241 @il Hodgkinson) jIh241 Edit

[Ei Calendar Groups
Mo calendar groups to display
[/ Subscribed Calendars

[m} calmaster:1 2005 GROUPTOOLETERM GroupTools calendar for Test_Public_Group calmaster View Unsubseribe Calel
(Test_Public_Group)

[} calmaster:30363 GROUPTOOLSTERM (tesf) GroupTools calendar for test calmaster Edit Unsubseribe Calel

[} calmaster34033.GROUPTOOLSTERM (EDMS GroupTools calendar for EDMS Project calmaster View Unsubgcribe Calel
Project)

[} calmaster:36702.GROUPTOOLSTERM GroupTools calendar for The_Glicker_Club calmaster View Unsuhgeribe Gale
(The_Clicker_Club)

[} calmaster:47584 GROUPTOOLSTERM (Mew Course tools calendar Mew Consolidated Course calmaster Edit Unsubseribe Calen
Consolidated Course)

L calmaster Unsubseriba Calends

3 | Selecting multiple calendars (by clicking in the associated
checkboxes), creates a comparison display of the selected calendars.

Note: The names of the selected calendars are concatenated to create
a new calendar in the current calendar dropdown list which is
only available for the current session.

Continued on the next page
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Maintaining Calendars, Continued

Subscribing to a Depending on access permission, you can subscribe to other calendars.
Calendar
To subscribe to a calendar:

Step Action
1 | From the calendar window, display the Current Calendar: list.

The Manage Calendars view is displayed.

2 | Click the Subscribe... option from the Calendars task bar:

Calendars

View Calendars | New Calendal w New C.

The Subscribe to Calendar window appears:

/= Subscribe lo Calendar - Windows Internel Explorer

Subscribe to Calendar

Calendars

9 Calendars Found
[#] [v]  Hame Description Cwmer
Uz Search 10 find calendars on Mis senver o system
0 Cadendars Found .

-

Subscnbe to Calendar(s) Cancel  Help

3 | Inthe Search for Calendar text box, specify a key word related to the
subject/class of calendar

or

enter the NSID/name associated with a specific personal calendar.

4 | Click the Search button.
Calendars meeting the criteria appear:

2 Subscribee to Calendar - Windaws Intesnet Explorer

Subscribe to Calendar

Search results for “IT4U"
Showing 1-20f2
L] Mame Descripion Crwmer

[ [e8231T40_schedue (T4U T4 w

] I 1RITEUCaends (AU Calendar)  schedube of ITAU Workshops

| Showing 1-20f2

Subsscribe (o Casendar(s) Concel  Heip

Note: Sometimes it takes a moment for the calendar display to refresh.

5 |Select the checkbox beside the desired calendar(s) and continue
searching for other calendars.

6 |When all calendar selections are complete, click on

Subscribe to Calendar(s).

7 | To view a specific calendar, display the Current Calendar: list and
select the desired calendar.

Continued on the next page
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Viewing When subscribing to a calendar, the permissions specified by the owner will
Permissionstoa determine access.

Subscribed

Calendar Read, delete and modify permissions provide the ability to display, schedule,
and delete activities in a subscribed calendar.

To view the granted permissions for a subscribed calendar:

Step

Action

1

From the Calendar window, display the Current Calendar list and
select [Manage Calendars...].

The Manage Calendars view appears.

Note: There are five columns (categories) of information displayed
for each calendar:

Name Description Owner Properties  Action

fidi Personal Calendar
jin241 (Jill Hodgkinson) jin241 Edit
O

O jin241:MyCalendar (Jills Fersonal jIh241 Edit
Calendar)

[ calendar Groups
No calendar groups to display
[ subscribed Calendars

O calmaster:12005.GROUPTOOLSTERM  GroupTools calendar for calmaster  View Unsubscribe Cale
(Test_Public_Group) Test_Public_Group

[]  calmaster30363.GROUPTOOLSTERM  GroupTools calendar for test calmaster Edit Unsubscribe Cale
{test)

O calmaster:34033. GROUPTOOLSTERM  GroupTools calendar for EDMS calmaster View Unsubscribe Calen:
(EDMS Project) Project

ndar for calmaster View Unsubscribe Calend

Note: Calendars with at least some modification access will display
Edit in the Properties column.

In the Subscribed Calendars section, navigate to the calendar for which
the desired permissions are to be displayed.

Continued on the next page
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Maintaining Calendars, Continued

3 | Inthe Properties column, click on Edit.
The Edit Calendar dialogue appears:

Edit Calendar

General Information Share this Calendar with Specific Users Time Zones
Share This Calendar Owners
Calendar ID: calmaster:62349.200705

Display Name: 2007 Spring&Summer Termn 1: TRNG-102-01 (TRY

Description: |

Availability: [ Include this calendar when calculating your availability

Back to top

Select all that apply:

Anyone can view my availability

[ Anyone can read my calendar

Anyone can invite me to an event

O Anyone can modify events, tasks and invitations on my calendar

] Anyone can delete events, tasks and invitations on my calendar

Back to top

Note: This window does not allow edits.
4 | Navigate to the Share This Calendar section to view public
permissions.

If you have been given personal permissions, navigate to the Share
This Calendar With Specific Users section:

Permissions List

Remove | pame: Add Add from Address book
Hame Availability Read Invite Modify Delete
0o jdd374 (jdd374) O O
[]  ibbi53(tbb153) O O
Backto top

Unsubscribing  To unsubscribe from a calendar:
to a Calendar

Step | Action
1 |Display the Current Calendar: list and select [Manage Calendars...]
2 | Navigate to the calendar to be removed.

3 | In the Action column for the calendar, click on the Unsubscribe
Calendar link.

The calendar is removed from the list.

Continued on the next page
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Creating a New
Calendar

If you are in charge of group projects or need to keep track of scheduled
resources, you can create a new calendar complete with multi-user access
permissions.

To create a new calendar:

Step Action

1 |From the Current Calendar: list box display, select
[Manage Calendars...]:

The Manage Calendars window is displayed.

2 | Click the New Calendar... option from the Calendars task bar:

Calendars

View Calendars uhscril)e... New (

The New Calendar dialogue appears:

New Calendar

General Infarmation Share this Calendar with Specific Users Time Zones

Share This Calendar Owners
* Indicates required field

General Infoermation

* Calendar Name:
Calendar name cant have embedded spaces.
Display Hame:

Description:

Availability: [ mclude this calendar when calculating your availability

Backtotop

Share This Calendar
v

Save Cancel Help

w

Type a Calendar Name in the Calendar Name: text box.

o

In the Display Name: text box, type the viewing name for the calendar.

5 |Inthe Description: text box, enter the purpose of the calendar.
Note: This information assists in determining the benefit of
subscribing to the calendar.

determining free time.

6 |Select the Availability checkbox if this calendar is a consideration in

7 | Click Save to create the calendar.

8 | To view this calendar, select it from the Current Calendar: list.

Continued on the next page
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Setting
Calendar
Properties

Continue to specify public accessibility, individual user permissions, time
zones and ownership through the Edit Calendar dialogue.

To set the properties for a calendar:

Step

Action

1

From the Current Calendar: list box display, select
[Manage Calendars...].

The Manage Calendars window is displayed.

Under the Properties column in the Calendars pane, click on the Edit
link of the desired calendar.

Calendars

View Calendars

| New Calendar... Subscribe... New Calendar Group... |
Hame Description Owner Properties  Actiol
fi§ Personal Calendar

O jlh241 (Jill Hodakinson) jIhz41

jIh241 Edit

The Edit Calendar dialogue appears:
Edit Calendar

General Information Share this Calendar with Specific Users Time Zones
Share This Calendar Owners

Calendar ID: jlh241
Display Name: Jill Hodgkinson

Description:

Availability: Include this calendar when calculating your availability

Backto top

Select all that apply:

Anyone can view my availability

[ Anyone can read my calendar

Anyone can invite me to an event

[ Anyone can modify events, tasks and invitations on my calendar

[ Anyone can delete events, tasks and invitations on my calendar

Back to top

Save Cancel Help

The Edit Calendar dialogue is divided into sections displayed by
scrolling or clicking the section jump links at the top of the window:

Edit Calendar /

General Information Share this Calendar with Specific Users Time Zones
Share This Calendar Owners

Continued on the next page
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Viewing/Editing To view/edit general information for a specific calendar:

General
Information

Setting Public
Access

Setting
Individual
Permissions

Step

Action

1

From the top of the Edit Calendar dialogue, click on the General
Information link.

The public access section is displayed:

Calendar ID: jin241
Display Name: Jill Hodgkinson

Description:

Availability: Include this calendar when calculating your availability

Make the desired changes and click the Save button at the bottom of
the window.

To set public access permissions:

Step

Action

1

From the top of the Edit Calendar dialogue, click on Share This
Calendar link.

The public access section appears:

Select all that apply:

Anyone can view my availability

O Anyone can read my calendar

Anyone can invite me to an event

[ Anyone can modify events, tasks and invitations on my calendar

[ Anyone can delete events, tasks and invitations on my calendar

Back to top

2 | Select the desired access by clicking the associated checkboxes.
3 | Make the desired changes and click Save.
To set specific user permissions:
Step Action
1 | From the top of the Edit Calendar dialogue, click on the Share This
Calendar With Specific Users link.
The individual permissions list is displayed:
| Hame: Add Add from Address book
2 | Type the NSID of a specific user and click Add
or click Add from Address book to select from an Address Book.

Continued on the next page
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Maintaining Calendars, Continued

Step Action
Selected users appear in the Permissions List:

Permissions List

Remove | pame: Add Add from Address book

Name Availability Read Invite Modify Delete
[]  JerodDietrich = (jdd623) O O O O O
O Janis Shirriff (jib889) O O O O O

3 | Designate permissions by clicking the corresponding checkbox for
each desired attribute.

4 | Toremove a user, click on the checkbox in front of the user name.

5 | Make the desired changes and click the Save button at the bottom of
the window.

Specifying Ownership of your calendar may be transferred to or shared with another.
another Owner  Owners have the same functional capabilities as the creator.
To view/edit Owner information for a calendar:
Step Action
1 | From the top of the Edit Calendar dialogue, click on the Owners link.

The Owners section of the Edit Calendar appears:

A calendar may have multiple owners. Each owner may act on your behalf to reply to invitations, and to create modify, or delete
events

Owner Name: Add Add from Address book

Owmer List: No Owners Selected

Remaove

2 | Type the NSID of the user and click Add

or

Click Add from Address book to search for and select an owner.
3 | Make the desired changes and click Save.

Creating a Calendars may be combined for comparison, and for greater control over
Calendar Group scheduling /managing your time. The ability to layer related calendars into a
single view is referred to as Calendar grouping.

To create a calendar group:
Step Action

1 | From the Current Calendar: list box display, select
[Manage Calendars...].

The Manage Calendars window is displayed.

Continued on the next page
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Maintaining Calendars, Continued

2

Click the New Calendar Group... option from the Calendars task bar:

Hew Calendar... Subscribe... New Calendar Group...

The New Calendar dialogue appears.

New Calendar Group
* Indicates required field

*Grnup Name:

Description:
Type the group member's calendar id, and then click Add. You may also select members from your
personal and subscribed calendars list or search for calendars.
Member: Add Search for Calendar
—— Quick Add Personal or Subscribed Calendar — v
Member List: [— —
Mo Members Selected P

Save Cancel Help

Enter a Group Name (spaces allowed) and brief description for the
Calendar Group.

Add a Member to the group by:

Typing a calendar ID and clicking Add.

or

Clicking Search for Calendar to locate and select the desired
calendar.

Search for Calendar

Search for Calendar Search
“You may search for any calendsr on this server of system,

0 Calendars Found
Name Description Owner
Use Search to find calendars on this server or system

0 Calendars Found

To select members from your personal or subscribed calendar list,
Display the Quick Add Personal or Subscribed Calendar list and
select the desired calendar.

—— Quick Add Personal or Subscribed Calendar —
—— Gz MAd Personal or Subscribed Calendar——
My Calendars

jih241 (Jill Hodgkinsan)

jIh241:MyCalendar (Jills Personal Calen.)
Subscribed Calendars
calmaster 12005 GROUPTOOLSTERM (Test_Public_Group)
calmaster.20362. GROUPTOOLSTERM (test)
calmaster:34033. GROUPTOOLSTERM (EDMS Project)
calmaster 36702 GROUPTOOLSTERM (The_Clicker_Club)
calmaster47584. GROUPTOOLSTERM (New Consoclidated Cou..}

Member List:

To remove a calendar from the set, select the calendar name and click

Remove.

Continued on the next page
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Maintaining Calendars, Continued

Editing A
Calendar Group

Adding an
Eventto a
Calendar Group

8

With the member list complete, click Save.

The new grouped Calendar appears in the Calendar Groups section of
the Calendars pane:

View Calendars | New Calendar... Subscribe... | New Calendar Group...
Hame

fifj Personal Calendar
O jih241 (Jill Hodgkinson)

Description Owner Properties  Action

jin241 Edit

O jlh241:MyCalendar (Jills Personal
Calendar)
[El Calendar Groups
My Group Calendar Edit
O

jln241 Edit

£/} subscribed Calendars
Unsury,

GroupTools calendar far calmaster View

To edit a calendar group:

Step

Action

1

From the Current Calendar: list box display, select
[Manage Calendars...].

The Manage Calendars window is displayed.

Click on the Edit link in the same row as the desired calendar group.

Make the required changes and click Save.

To add an event to a calendar group:

Step

Action

1

From the Current Calendar: display list, select a calendar group.
The Group Calendar is displayed.

Click the New Event link (icon).

Specify the event specifics and click Save.
The event is recorded for all calendars in the Calendar Group.

Continued on the next page
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Customizing the Calendar Environment

The PAWS calendar is configurable in a variety of ways through the Options
tab. This section identifies some customizations that can make calendaring
processing more efficient.

Configurable options are divided into three Options View menu categories:
Global used to set language, time zone, and date display preferences
Calendar used to set the default calendar options

Address Book used to set personal address book details

By default, the Options - Calendar dialogue appears:

Options View Tabs }—\
Calendar Address Book
Global | ddress Book

Options - Calendar Save
Default Calendar View: Day |«
Default Type: Business v

Type assigned to a new event or task
[ Anwways show completed tasks wherever tasks are shown

Default event status filter: Accepted Tentative Dedlined Mo Response
COnly events with the selected status will be displayed.

Day Starts: 9:00am |+ | DayEnds: |6:00pm |+

Split Day Every: |Hour v

First Day of Week: |Sunday v

Weekend Days: Sun [ Mon [ Tue [J Wed [ Thur [ Fri [4] Sat

[ Do not display weekend days in the Calendar Week and Month views

[] when displaying a single calendar use its time zone

[0 send an email reminder message for all events and tasks

Email Address:
Separate multiple email addresses with a comma.

Send Reminder: |30 minutes % | pefore the event.

Send notification whenever somebody invites me to an event

Email Address:
Only one email address may be entered.

Save

Continued on the next page
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Customizing the Calendar Environment, Continued

To change or set the default operation for your calendaring needs:

Action

From the current calendar display, click the Options tab.
By default, the Options - Calendar dialogue is displayed.

Calendar Options to Note:

Default Calendar View: Choose from Day, Week, Month

Default Type: Category assigned to events and tasks for searching

and filtering purposes.

Always show completed tasks whenever tasks are shown:
Includes completed tasks in the Tasks List Display

Default event status filter: Determines which events to display

Send an email reminder message for all events and tasks:
Specify any or all of your email addresses

Send notification whenever somebody invites me to an event:
Enter your preferred email address

Setting
Calendar
Defaults
Step
1
2

Complete the default settings and click Save to update the changes.

Setting Global

To set preferences for the overall operation of both calendar and address book:

Defaults
Step Action
1 | From the current calendar display, click the Options tab.
2 |From the Options View tabs, click the Global link.
The Options — Global Settings dialogue appears:
Calendar Address Book Options
Calendar | Address Book
Settings
Options - Global Settings Save
Default Email Client: | Browser Default |+
Language: Enalish w
Date Format: Month, Date, Year
Date Delimiter: |slash/ v
Time Format: © 12 hour dlock
) 24 hour clock
MNorth & South America v
(GMT-10:00) AmericalAdak
(GMT-09:00) America/Anchorage
(GMT-08:00) AmericalLos_Angeles
(GMT-07:00) AmericaPhoenix
(GMT-07:00) America/Denver ™
Save
Continued on the next page
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Step Action
2 | Set desired preferences for Language, Date Display and Time Zone
and click Save to update the changes.

Setting Address  To set personal address book display preferences
Book Defaults

Step Action
1 | From the current calendar display, click the Options tab.
2 |From the Options View tabs, click the Global link.

The Options — Address Book dialogue appears:

Calendar Address Book Options

Global | Calendar ( Address Book

Options - Address Book Save
Name: Fersonal Address Book
Description: | Thig s the personal address book

Default View: | | yminis Address Book +
Cards Per Page: 25 |»

Columns fo Display: Select the information to be displayed in each column of the Address Book:

Column 1: Display Name

Column 2: | Primary Email -
Column 3: | Primary Phone -
Column 4: | Edit Link v
Column 5: | — Don't Display This Column —
Column 6 | — Don't Display This Column — «

Address Book Options To Note:
Default View: Select from Luminous Address Book or Corporate
Directory
Columns to Display:
Customize up to six categories of information to be displayed per
contact from the following list:

Display Name, Company, Title, Phone (Primary Phone, Work Phone, Home Phone,
FAX Phone, Pager Phone) ,Email (Primary Email, Work Email, Home Email)
,Address (Home Address, Work Address), Web Page Address 1, Web Page Address
2, Calendar Address, Availability Address, Dates (Birthday, Anniversary
Date),Organization Unit, Contact Actions (Edit link, View Calendar Icon).

3 | Set the desired preferences and click Save to update the changes.
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