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eXo Collaboration provides a rich, Web 2.1 browser-based interface with comprehensive
messaging and indexing; archival and search capabilities; shared calendars, address books,
emails and much more features soon.

Calendar application of eXo Collaboration helps you organize your time in the life more easily and
reasonably. It also manages your private and public agendas in your organization. Calendar
provides iCal support that you can use to exchange event/task information with other applications .

Calendar is an open-source calendaring application that is built on the foundation of eXo WebOS
with a variety of new features designed to make your Calendar experience more productive and
convenient. Users can easy take all helpful actions on a pop up menu or take some actions with
dragging and dropping event/task. Searching events/tasks in the calendars is also very convenient
with full text search and advanced search with many criteria.

Enjoy eXo Collaboration Suite

eXoTeam
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Preface

1.1 Overview

Beginning as an open source project in the year 2002, eXo is well-known as the industry's first
Java portlet container. With the aim of dominating the potential portal market through robust
and easy-to-use applications, eXo Project succeeded in attracting consumers in the whole
world. eXo actually opened the floodgates to various options in many markets, and customers
have been choosing eXo as the best method for their success.

The eXo Project grew into a company in 2003, as a response to customer demand. We can do
this because we release our code in the open. It's how the DoD found us, when we were just
university students hacking away, and it's how we choose to do business with our customers.

eXo platform™ software is a powerful Open Source corporate Portal and content management
system. Users of the platform have a customized single point of accessing to the company's
information system and resources. The purpose of this user guide is to help users who have
knowledge for the Calendar application which is an application of the Collaboration Suite — a
module of eXo portal.

eXo Collaboration Suite (CS) is an extension of eXo Platform™ products,. It provides a rich
Web 2.0 browser-base interface with a suite of collaborative applications targeted at team work
coordination and information sharing. The Suite is made of four applications: Contact book,
Calendar, Mail, Chat. All applications has powerful features that help user find easy in
connecting, communicating and sharing.

This documentation is an useful guide for you to learn about the Calendar Application in
details. It gives an in-depth examples and easy explanation of using Calendar Application, not
only allowing technical but also non-technical users to create and manage very fast and
powerful website.

1.2 Purposes of this document

Welcome to the eXo Collaboration material. This document aims at guiding users of eXo
Platform Calendar. This material is for anyone interested in learning and using the Calendart
application of eXo Collaboration. It is also useful for the following groups:

* Users who use eXo Collaboration with the Calendar application in their work and
business.

* Integrators who want to know more about the rich knowledge features in order to advise
their customers to use eXo products.

This user guide will :
* Define some basic concepts used in the Calendar application.

* Show the main instructions of Calendar application.

Copyright © eXo Platform 2000-2010. All rights reserved. 5 of 80
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* Guide step by step to take basic actions.

1.3 References and Related Resources
1.3.1 Related Documents

* eXo Gatein Guide

* eXo Collaboration Address Book User Guide 2.1
* eXo Collaboration Mail User Guide 2.1

* eXo Collaboration Chat User Guide 2.1

1.3.2 Info & Support

Information
» eXo Platform Home Page: http://www.exoplatform.com/portal/public/website/
* eXo Platform Wiki: http://wiki.exoplatform.com/xwiki/bin/view/Main/

Support

e Forums: http://forums.exoplatform.org

* FAQ: http://fag.exoplatform.org
Download

* eXo Content

* eXo Development tools

* Gatein Portal Framework

¢ eXo Collaboration

* eXo Knowledge

¢ eXo Social

Resource Center

¢ Video demos, tutorials, webinar archives, features & benefits tables and more
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Overall Introduction

Calendar application of eXo Collaboration is a web based agenda. This application allows users
to record events/tasks, such as appointments, meetings, birthday, examination and etc on an
electronic calendar. With Calendar, it is easy to keep track of all important events/tasks in your
life — all in one place.

Using Calendar, you can add events and invitations effortlessly, share with colleagues, friends
and family, or only keep things for yourself.

Calendar includes the following features:

Create multiple personal calendars, manage calendar easily with calendar groups.
Quickly create an event or a task using a Quick Add dialog.

Create events and tasks in details, classify events with event categories easily.
Create all-day events.

View other attenders 's availability schedules.

Create recruiting events.

Get reminders.

View calendars by various views: day, week, month and year .

Quickly view events day by day by navigating the mini-calendar.

Share calendars with others.

Import/Export calendars.

Publish your calendars with RSS, CalDAV.

Search events/tasks in calendars.

Print your agenda.

Copyright © eXo Platform, 2000-2010. All rights reserved. 7 of 80



Calendar User Guide 2.1
How to use Calendar application?

3 How to use Calendar application?

Like any eXo product, eXo Collaboration portal is displayed in two modes. One is for
anonymous users that does not require signing in, called ‘public mode'. Another is for registered
users who use registered User name and Password to sign in, called 'private mode'.

In the public mode, visitors can visit only some pages in a portal like reading news, register a

new account... By registering an account, you can access the private mode of the portal and
access all applications in eXo Collaboration.

3.1 Register an account

To register a new account on a portal, do as follows:

Step 1: Go to the Gateln by typing the URL in the address bar (e.g:
http://localhost:8080/portal). The anonymous home page will be displayed :

Change Language

Login | & | Register ] DOWNLOAD
@ 1 START A SESSION I\I CREATE AN ACCOUNT ‘Community version
Y

L of
Calendar Address Book
Did you like it 7
m - Muttiple calendars - Public, group and private address books send feedhack
26 - Events and tasks = - Address book and contacts sharing
—_— - Calendar sharing - Mail and Calendar integration oin the community
- Invitations and reminders - Advanced search wiki | forums
- Free/husy auto check - WCard support
- iCal support
) Chat Mail
o - Instant messaging for portal users - Muttiple accounts
e - Chat rooms for live meetings 2 - Conversations, threads or list modes
- File exchange - Tags, stars and fiters
- Conversation history - Advanced search b
- XMPP based protocol - IMAP, POP, SMTP support

Copyright & 2010. All rights reserved, eXo Platform SAS

lllustration 1: The anonymous home page of the eXo Collaboration portal
Step 2: Click Register on the upper right corner of a home page. The Sign Up page will

appear:
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Register New Account

User Name

Password

First Mame

Last Mame

|

|

Confirm Password: [
|

|

Email Address: [

| subscribe || Reset |

lllustration 2: Register New Account form

Details:
User Name The name of the user that will be used to sign in. It must be unique.
Password The secret string used to log in. It must have at least 6 characters.

Confirm Password  The re-typed password. Password and Confirm Password must be

the same
First Name Your first name
Last Name Your last name
Email Address Youetcontact email address. It must be in the right format. For

example: flower@gmail.com
Save button To accept saving a new account

Reset button To set blank entry for all inputted fields.

Step 3: Click the % icon to search and check whether the inputted User name is
available or not.

Step 4: Fill values in all the required fields in the form.

Step 5: Complete registering a new account by clicking the Subscribe button or the
Reset button if you want to change values for fields.

After registering an account successfully, you can login and access to Calendar
application.

Copyright © eXo Platform 2000-2010. All rights reserved. 9 of 80
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3.1.1 Signin

This function allows you to go into portal in the private mode.

To sign in, do as follows:

Step 1: Go to Gateln by typing the URL in your browser address bar (e.g:
http://localhost:8080/portal)

. Login
|| START A SESSION

Step 2: Click the button . The Sign in form will be displayed

Sign in

User name | 2

Password | =

[[] Remember My Login

| Sign in | | Discard |

lllustration 3: The Sign in form
Step 3: Input your registered User name and Password

Details:
User hame The registered user name which is used to sign in
Password The registered password of the User name above.
Remember My Login This option allows you to return to a portal and be
authenticated based on the value of cookie provided by the
browser.

Forgot your username/  This link allows you to get the forgotten User

Password? Name/Password.
Sign in button To accept signing in.
Discard button To exit the Sign in form without signing in

Step 4: Complete signing in by clicking the Sign in button.

After signing in successfully, you will be redirected to the authenticated home page.

Copyright © eXo Platform 2000-2010. All rights reserved. 10 of 80
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3.1.2 Sign out

This function allows you to get back to the anonymous portal. It ends your current portal
session.

To sign out, click Sign out in the menu list on the administration bar or the Logout link
on the homepage:

[ 3 B Contacts ' Mail i Agenda

@ Change Language

E Change Skin

RATION

. § ' ) Logout | Register
" - 3 | END YOUR SESSION | CREATE AN ACCOUNT
your session i } r____ @@ /!

3.2 Access to Calendar Application

When you have had an account, you can access to Calendar application and use all its
feature.

Do the following to access to Calendar applicaition:

Step 1: Sign in by your registered account. After signing in successfully, you will be
redirected to the authenticated home page.

¥ contacts B wai B Agenda

. Logout  Register
0 END YOUR SESSION \I CREATE AN ACCOUNT

—
Y/

{
Calendar Address Book
[ Did you like it 7
m - Muliple calendars - Public, group and private address books send feedback
26 - Events and tasks - Address book and contacts sharing
————— - Calendar sharing - Mail and Calendar integration join the community :
- Invitations and reminders - Advanced search wiki | forums
- Freeibusy auto check - VCard support
- iCal support
Chat Mail
& —
- Instant messaging for portal users - Multiple accounts
o - Chat rooms for live meetings s - Conversations, threads or list modes
- File exchange - Tags, stars and fiters
- Conversation history - Advanced search
- XMPP based protocol - IMAP, POP, SMTP support

Copyright © 2010. Al rights reserved, eXo Platiorm SAS

lllustration 4: The authenticated homepage

Copyright © eXo Platform 2000-2010. All rights reserved. 11 of 80
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Step 2: Click on Agenda on the navigation bar

¥ Contacts ' Mail

Or click on right from the Chat bar:

The main screen of Calendar application is displayed.

[GEvent [BTask | []Today | []Day [F]Week [JMonth [[]vear [S]lst [Z]Workweek | [jSetings | [JRSS | [

o A (B e : S E—T
)
a1 Week 26, June 2010

Mon, 21 Jun Tue, 22 Jun Wed, 23 Jun Thu, 24 Jun Fri, 25 Jun Sat, 26 Jun Sun, 27 Jun

[>]

16:00

5
BNE =~ -
5
I
5
B
N BEE e o

Calendars € [l 17:00

¥ Personal calendars i

» [ E= my group 1800
=] Default |
| 19:00
» Shared calendars L
» Group calendars 2000
+ [] [ administrators || E
[&%] administrators ca 21:00
v [ B users ~] i
lllustration 5: The main screen of Calendar Application
Details:
Indicator Meaning
1 This is the Tool bar that allows quickly adding events/tasks,
changing calendar view, setting up calendar...
2 This is the Action bar that allows adding more detail events/tasks
and adding new categories
3 This is the Calendar view panel that displays all event/task(s) in
the selected calendar at the current time.
o This is the Search Panel that allows searching event/task(s) in

calendar by quick search and optional search.

Copyright © eXo Platform 2000-2010. All rights reserved. 12 of 80
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This is the Mini Calendar that allows quickly viewing event/task(s)
8 in the selected day.

8 This is the Calendar list that shows the personal calendar, shared
calendar and group calendar.

3.3 Manage Calendar Groups

The calendar groups allows you to categorize your calendar types easily. One calendar group

may contain one or more calendars added by yourself. By default, Calendar provides a group in
Personal calendars category named '‘My group'.

3.3.1 Add a new calendar group

This function allows adding new calendar groups in Calendar which allows organizing and
personalizing calendars in your own way.

To add a new calendar group, do as follows:

Step 1: Click the Calendar Options icon =] at the right of the calendar list panel to
open the menu --> then select Add group in the menu:

Calendars 1=~
k Personal calendars E
b [ My group [ Add calendar
E Add event category
%] Default 35 import
+ Shared calendars E ST

» Group calendars

= 22:00
* [] [ administrators

[E] administrators ca
23:00

¥ [ £ users

(<]

The Calendar groups form will appear:

Copyright © eXo Platform 2000-2010. All rights reserved. 13 of 80
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Calendar groups [ ]
Group Actions

My group ﬁ

Group name  Manager =

Description Manager's calendar

[ Save ][ Reset ][ Close ]

lllustration 6: The Calendar groups form

Step 2: Input values in the form.
Step 3: Complete adding a new calendar group by clicking the Save button.

o After creating a new calendar group, the new created group will appears in the
calendar list of the Calendar groups form like the illustration 7 below. The Calendar
groups form lists all the group that you can be directly edited or deleted.

Calendar groups |Z|
Group Actions
My Group ﬁ
Manager ﬁ
Group name [ ]f
Drescription
Save ] [ Reset ] [ Close ]

lllustration 7: The Calendar Groups form

* Empty calendar groups that do not have any calendars inside it, are not displayed
under the Personal Calendars, but when they are added a calender, they will be
displayed as the the illustration below with the group "Manager".
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Calendars [x]

b Personal calendars —

¥ [] £ My Group

[ [%] Default

¥ [] [ Manager

4 = -

¥ Shared calendars

* Group calendars

¥ [] ' administrators [

When adding a new calendar to a calendar group, you can also add new a calendar group by clicking

'ﬂ <L 4

the icon that corresponds to Group fields. When the icon is clicked, the Calendar groups
form.

3.3.2 Edit a calendar group

This function lets you change the name and the description of a selected group.
To edit a calendar group, do as follows:
Step 1: Open the Calendar groups form by two way:

* The 1t way: Do the same as adding a new calendar group to open the Calendar

Groups form--> click the Edit icon = corresponding to the group that you

want to edit.
Calendar groups |X|
Group Actions

My Group ﬁ

Manager ﬁ
Group name ]»
Description

| save |[ Reset || close |

Copyright © eXo Platform 2000-2010. All rights reserved. 15 of 80
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* The 2nd way: Right-click on the group name which you want to edit and select
Edit in the drop down list menu:

@ Add calendar
Fé Delete
@ Impoark
[%F Export al
The Calendar groups form will appear:
Calendar groups X
Group Actions
My group =
Group name  Manager =

Description  |Manager's calendar

[ Save H Reset ][ Close ]

Step 2: Change values in the Group name or Description fields

Step 3: Complete editing the calendar group by clicking the Save button.

When adding a new calendar to a calendar group, you can also add new a calendar group by clicking

+ +
"ﬂ the icon that corresponds to Group fields. When the icon is clicked, the Calendar
groups form is shown like illustration 7. (See Add a new calendar for details)

3.3.3 Delete a calendar group

This function allows removing calendar groups. When a calendar group is deleted, all its
calendars are also deleted.

To delete a calendar group, do as follows:
Step 1: Open the Calendar groups form.

+ The 1** way: Do the same as adding a new calendar group to open the Calendar
Groups form--> click the Delete group icon
you want to delete.

corresponding to the group that

Copyright © eXo Platform 2000-2010. All rights reserved. 16 of 80
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Calendar groups [2x]
Group Actions
My Group =
Manager .ﬁ ﬁ
Group name [ ]'
Description
| save || Reset || ciose |

* The 2nd way: Right-click on the name of the group which you want to delete and

select Delete in the drop down list menu:

@ Add calendar
¥ Edit

o

[RF| Iritrt

[5F] Export al

The confirmation message will appear :

The page at http://192.168.1.168:3080 says: S

9}- %ou are about to delete a group and all its calendars. Do you confirm?

E oK g [ Cancel

lllustration 8: The confirmation message when deleting a calendar group

Step 2: Click the OK button to accept deleting the group or the Cancel button to quit
without deleting.

The selected calendar group will be removed from the Group table. Besides, the
deleted group and all its calendars will not be displayed in the calendar list panel.
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When adding a new calendar to a calendar group, you can also add new a calendar group by

0 i g

clicking the icon that corresponds to Group fields. When the icon is clicked, the
Calendar groups form is shown like illustration 7. (See Add a new calendar for details)

3.4 Manage Categories

Categories are used to classify events and tasks. For example, you could use a 'Meeting'
category for all meetings with your colleagues or customers in your company. By default,
Calendar provides 5 available categories: Calls, Meeting, Holiday, Clients, Anniversary. You can
add and view events/tasks in default categories. In addition, you also can edit, delete default
categories or create new categories by yourself.

3.4.1 Add a new category

This function is used to create new categories in Calendar.

To create new categories, do as follows:

Step 1: Click the id icon at the right corner of the action bar:
Categories: | All : |

The Event categories form will appear :

Event categories x

Category Actions
All

Meeting
Calls
Clients
Holiday

Anniversary

g by Ry Y I Ry
B & & B & &

Ewvent category =

Description

[ Save ][ Reset ][ Close ]

lllustration 9: The Event categories form
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Details:
Event category The name of the category. This name will appear in the category list.
Description The description of the category. This description only appears when you edit
the category in this form.
Save button To accept saving a new category.
Reset button To set blank entry for all inputted fields.
Close button To exit the Event categories form without adding new.
Za“f This button is used to edit a category corresponding to it.
This button is used to delete a category corresponding to it.

Step 2: Input values in all the fiels in this form
Step 3: Complete adding a new category by clicking the Save button.

The new created category will appear in the category list box.
3.4.2 Edit a category

This function allows changing name and description of a selected category.

To edit a category, do as follows:

Step 1: Open the Event categories form by clicking the ia icon in the action bar:

Categories: | All : |

Step 2: Click the Edit icon = corresponding to the category that you want to edit.

The properties of the selected calendar group will appear:

Copyright © eXo Platform 2000-2010. All rights reserved. 19 of 80



Calendar User Guide 2.1
How to use Calendar application?

Step 3: Change values in the Event category and the Description field.

Event categories E3
Category Actions

Al E)

Meeting Ef

Calls Ei

Clients =

Holiday =il

Anniversary =

Event category  Annjversary =

Descripion |This category stores all ewvents
related to anniversary

[ Save H Reset H Close ]

lllustration 10: The Edit category form
Step 4: Click the Save button to complete deleting the category.

3.4.3 Delete a category

This function allows removing categories from Calendar; however, all events/tasks in this
category still exist.

To remove a category, do as follows:

Step 1: Open the Event categories form by clicking the id icon in the action bar:

Categories: [All - ]

Step 2: Click the Delete icon corresponding to the category that you want to
delete.
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Event categories x
Category Actions
z 7
Meeting =
Calls éff
Clients g
Holiday ﬁ
Anniversary =
Birthday =

Event category [l +

Drescription

| save || Reset || Close |

Step 3: Click the OK button in the confirmation message to accept deleting the category
or click the Cancel to quit without deleting.

The deleted category will be removed from the Category table in the form and the categories
list box.

n The catgory "All" can not be deleted from the category list.

3.5 Manage Calendars

After being created, a calendar will be categorized in the group that you choose for it. It can be
added tasks/events, edited, deleted, exported and shared with the others users. There are three
types of calendar: personal calendars, shared calendars and group calendars.

3.5.1 Add a new calendar

This function allows adding new calendars. All created calendars will be listed under the
Personal calendars category on the left navigation panel.

To create a new calendar, do as follows:

Step 1: Open the Calendar form. You can do this step in 3 different ways:

e The 1* way: Click the Calendar Options 2] icon at the top right of the calendar
list and then select the Add calendar item in the menu:
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Calendars !
» Personal calendars |.'=g'3 Add group
. |E='_,Mygmup @ Add calendar (2
Add event category
[57] Default

[7%] mport
[z Calendar settings

» Shared calendars

» Group calendars

22:00
» [] [ administrators
[=] administrators cal
23:00

P [ Ejusers =
« The 2™ way: Right-click on the name of the calendar group which exists in the list of
Personal Calendars and then select Add calendar in the drop down list menu:

Calendars

» Personal calendars

o ]

L= B Edit
& Delete

[25] Import

v Group caler| [AF| Exportall

» Shared cale

*» [] [ administrators

[] [ administrators ca

L L‘='_,luse|3 -

The Calendar form will appear:

~« Calendar details || » Groups
Display name ‘New calendar *
Description
Groups [y group v|+
Country (Language) | ynited States(English) [~
Time zone | (GMT +01:00) Europe/Brussels |v]
Color | |

[ save |{ Reset || comcet |

lllustration 11: The Calendar details tab of the Calendar form
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m The Calendar details tab includes:

Display name
Description

Groups

Country(Language)

Time zone

Color

Save button
Reset button

Cancel button
m The Groups tab:
Calendar

The name of the calendar. This field is required
The brieft description of the calendar
The group contains your calendar. The group can be chosen in

the existing group list or quickly add a new group by clicking the

4

icon at the right Groups combo box. The Calendar

group form that allows adding a new group directly in the
Calendar form will be displayed.

The location for the calendar

The displayed time zone for the calendar activities. You can
personalize your calendar time zone.

The displayed color for the calendar activities. You can
personalize it.

To accept saving a new calendar
To set blank entry for all inputted fields

To exit the Calendar form without adding new

¥ Calendar details w Groups

Show in groups Editable by
Jplatformfadministrators [ a 2
Jplatformjusers [ a LS
forganization/management [ a S
fexecutive-board
[ Save ] [ Rezet ] [ Cancel ]

lllustration 12: The Groups tab of the Calendar form

The Groups tab allows sharing the calendar with the other groups/users.

To share a calendar, check the check box(es) corresponding to a group(s) that you want
to share. Users in the checked groups will be able to view this calendar. Besides, you
can define who can edit the calendar in each group.

* To grant the edit permission to individual users in a group, follow these steps:
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1. Click the ® icon at the right of the Edit permission column.

2. Select a user in the group . For example: select john in the administrators group.

User selector |Z|

Jﬁ platform > administrators

Select group Select user
ﬁj}“ ¥ john
.@ Customers b root

i @Organizatiun
‘ﬁ Platform
‘ﬁ Partners

lllustration 13: The User selector form

* To grant the edit permission to a membership type in group, follow these steps:

[
1. Clickthe ™ icon at the right of Edit permission column.

2. Select a membership in the group. For example: select the manager role in the
administrators group.

User selector |X|

M platform > administrators

Select group Select membership
he -

.@ Customers » manager
.‘ﬁ Organization F member

@ Platform » validator

.@ Partners

lllustration 14: The Select Membership in the User Selector form
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Step 3: Enter values in the Calendar form.

Step 4: Complete adding a new calendar by clicking the Save button.
The new added calendar will appear in the calendar list.

When you fill values in the Group tab, the calendar will appear in the Group calendars category. All
members of the corresponding groups will be able to view that calendar. If you don't want your
calendar to be a public one, leave the Group tab empty.

3.5.2 Edit a calendar

This function allows you to make changes to a selected calendar.

To edit a calendar, do as follows:

Step 1: Right-click on the name of the calendar (e.g: Holiday) to open the drop-
down list menu and then select the Edit item:

e, |

[ Add event

| =
Add task
W@ ®

28 29 30 31 Q

a5 67| [@ re

11 12 13 14 B Import

18 19 20 21

25 26 27 28
Calendars .
» Personal calendars . .

¥ | £ My groug AN

=] Default
[=%] Holiday

The Calendar form will appear with all information displayed, available for editing.

* With personal calendar: (it means that the calendar is not shared with any one.
When adding a new calendar, all the fields in the Groups tab are blank). There is
only one tab. It is Calendar details tab:
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» Calendar details
Display name Holiday *
Description |
e | My group s |+
Country (Language) | Belgium{French)} ;Vl
Time zone | (GMT +01:00) Europe/Brussels [»]
Color | |
Private URL [T¥1]
Public URL This calendar is not public access. Enable Public Access

[_sove J[ Reset || concel

lllustration 15: Calendar form

* With group calendar: (it means the calendar is shared with the users who belong to
the shared group).There are 2 tabs: the Calendar details and the Groups tab:

| Calendar (x|

» Calendar details [ » Groups

Display name |admini5trator5 calendar =

Description |

Country (Language) | BelgiumiFrench) =V|

Time zone | (GMT +01:00) Europe/Brussels |~ |

Color | |

Private URL m

Public URL This calendar is not public access. Enable Public Access

_sove [ Reset || cancel |

lllustration 16: The Calendar form
Step 2: Change the values in the Calendar form as you want.
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Step 3: Complete editing the calendar by clicking the Save button.

You can edit any personal calendar. In addition, you can also edit a shared or group calendar when
'ﬂ you have the edit permission on it. For instance, when you right click on the calendar's name that you
do not have the edit permission, the Edit item will be disabled in the drop down list menu.

The Edit permission on a calendar allows you to add, edit or delete events/tasks which exist in that
calendar.

3.5.3 Remove a calendar
This function allows removing a calendar and all events/tasks stored inside it.
To remove a calendar, do as follows:

Step 1: Right-click on the name of the calendar to open the drop-down list menu, then
select the Remove item:

|

| [ Add event

1] (& Add task
= edit

=

14 El Impaort ([b
27 @ Export

3] ;_lj Share

™~

[iu)

il

E3L

alen

[ |
ry [l [ |
_ [ |
7| D

T exaPER

Step 2: Complete removing a calendar by clicking the OK button in the confirmation
message or click the Cancel button to quit without removing a calendar.

The removed calendar will not be displayed in the calendars list panel. All events/tasks
inside that calendar will also be removed.

In fact, if you do not have the edit permission on the shared calendar, removing a shared calendar
-ﬂ means that you only remove it from your calendar list. Other users still can continue seeing and working
on it in their calendars list.

3.5.4 Share a calendar

This function allows sharing an existing calendar with other users. It means that you allow other
users to participate in activities on it. The permissions in a shared calendar are set in two levels:
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* View permission allows you to view a calendar and its events/tasks, but you can not
change any information. It means that you can not add/edit/delete events/tasks; edit,
import and export calendars. For example, right-click on the name of the shared
calendar that you do not have edit permission and select the Add event item in the
menu, a warning message shows that you are not allowed to edit this calendar.

* Edit permission allows you to view, import and export a calendar or add, edit, delete
events/tasks inside the shared calendar, export the shared calendar. However, you can
not edit it.

To share a calendar, do as follows:

Step 1: Right click on the name of the calendar to open the drop down list menu,
then select the Share item:

'k

[ Add event
4| [® add task
5 " & e
71 E Remaove

7 8
4 15 @ Import

21 22 |3 [ Export

2529;13 ({5

Calendars EN HE =
H N H |~
b Personal cals —
EREN
'‘OEMEANNENE B
|
=10
EEED
The Share calendar form will appear:
Share calendar |Z|
User name Can edit Actions

= - ']
Empty data

Calendar name Default

User name ||

h‘, 1]

Edit permission [_|

| _save || cancel

lllustration 17: The Share calendar form
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Details:
Calendar name The name of the calendar that you choose to share
User name The name of the users who you want to share your calendar with.
Edit permission This option allows granting edit permission on the calendar to
selected user
Save button To accept sharing the calendar
Close button To exit the Share calendar form without sharing

Step 2: Select users to share.

To select users for sharing, do the following :

1. Click on the “ icon at the right of the User name field.

2. Select users that you want to share. For example, select John in Iplatform/
administrator group or you can manually input in the User name field. The
Shared users will be displayed in the User name field.

Share calendar b4

User name Can edit Actions

=
Empty data

Calendar name Default

User name |j|:|h|'| g

Edit permission ||

| save || cancel |

Step 3: Check the Edit permission check box if you want to share the edit right with the
selected users.

Step 4: Click the Save button to complete sharing the calendar.

After sharing a calendar successfully, the shared users will be displayed in the
Share table below:

Share calendar x

User name Can edit Actions

john Mo =

Calendar name Relax

User name

Edit permission [

[ Save ][ Cancel
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In this form, you can:

* Change the Edit permission of a shared user by clicking the edit icon Eil

e Delete a shared user from the shared table by clicking the Delete icon
corresponding to the shared user. The deleted shared users will not able to view the
shared calendar any more.

3.5.5 Change calendar color

This function allows changing the color of the calendar to distinguish activities between
calendars better. When you are looking at all activities in Calendar view panel, different colors
mean activities are on different selected calendars.

- [ Addevent | [ Add task Categories: s
——— ropmsr—
4 L2008 b . Mon, 04/Aug Tue, 05/Aug Wed, 06/Aug Thu, 07 /Aug Fri, 08/Aug Sat, 09/Aug Sun, 10/Aug
s M T w T F s
27 2B 29 30 3 1 2

0 1 12 13 @ 15 16 10:00

[fo=o_ ] o=o__ ]
4 25 % 27 B B D Exo Meeting o0 Intervign
11:00
31 1 2 3 4 5 6
Calendars = 1200
» Personal calendars o’
» []E2 My aroup -
13:00
Iga's Birthday
[ ]Exe Calendar -
(] eXo Haliday - L
14:00
r (162 aha -

15:00
¥ Shared calendars

¥ Group calendars

£

16:00

lllustration 18: The Calendar view panel with different events/tasks on different calendars
To change color, do as follows:

Step 1: Right-click on the name of the calendar to open the drop-down menu and then
select a color for your calendar from the color palette. There are 32 colors available:
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o

[ Add event
[ Add task
1

= Edit

Ji 1 ] E
7 a . Remave

14 15 | 1 [Bf mport
Ail] [5F] Expart

S ;lj Share

Calendars

5 M

[ %]

A

=l [ |

F Perzonal cale [ | [ |
HEN

rOEm g

=
] —

Step 2: Change color by selecting the specific color area.

After being changed a color, the calendar will be displayed with your new selected
color.

3.5.6 Export calendars

This function allows exporting a calendar to a separate file on your computer. You can only
export thee calendar which has at least one event inside it. You also can export any calendar
types including personal , shared and group calendar if you have the edit permission.

To export calendars, do as follows:
Step 1: Open the Export Calendars form by two ways:

The 1% way: Right-click on the name of the calendar group to open the drop down
list menu, then select Export all in the menu:

3 D |f=|_‘ My
@ Add calendar

5| De
E Edit

=] eX
fﬁ Delete

¥ Shared calend @ Import

¥ Group calenda4@

The 2™ way: Righ-click on the name of the calendar and select the Export item in
the menu:
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1
\— [ add event
4 [® add task
S M| &g 3
ll E Remove ¥
7 8 13
14 15 | [ mport 0
21 2 | 7
s ;lj Share @ ‘?
Calendars | [ [ i RIE
¥ Personal ca n = mE = e
'OEfEEEE B
= =

The Export calendars form will appear:

Export calendars |z|
File name
Export format  |Calendar(ics) -
Relax
[ Save l [ Cancel

lllustration 19: The Export calendars form
Step 2: Enter a name in the file name field.

Step 3: Select a type of the export format in the list box. For instance, ICalendar (.ics)

Step 4: Select one or more available calendars which you want to export by checking its
check box(es).

Step 5: Click the Save button to accept exporting the selected calendars.
A window pop up will appear:
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Cpening go+swimming.ics &J

You have chosen to open
[F | go+swimming.ics
which is a: iCalendar File
from: http://lecalhost:8080

What should Firefox do with this file?

Windows Calendar (default) -

() Sawve File

[ Do this automatically for files like this from now on.

[ ok || cancel |

lllustration 20: The download pop up on Fire Fox

*  Open with: To directly open the exported file with application on your
computer
» Save File : To download the exported file and save it on your computer.
* Ok: To accept exporting it.
« Cancel : To cancel exporting
You can only open the file if you have an application installed on your computer that

supports the format of the exported file.

You can export personal, shared and public calendar which you have the edit permission

0

3.5.7 Import calendars

This function allows importing one or more calendars in a file from your computer to a selected
calendar group in Calendar.

To import calendar, do as follows:

Step 1: Open the Import Calendars form:

e The 1**way: Left click the [ icon at the right top of the calendar list and then
select the Import item in the menu:
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b 1600

[y Add group

Add calendar

ﬂ E Add event category
;j Calendar settings

T

19:00

20:00

(<]

2100

« The 2™ way: Right-click on the name of the calendar group to open the drop down
list menu and then select the Import item:

r [

¥ Shared o

P Group ca

[ e B

@ Add calendar
B Edit
'-'_=é Delete

@I :“::.-ﬂb
@ Export &

« The 3™ way: Right-click on the specific calendar in the calendar list and select the

Import item in the menu:

[ Addevent

Add task

B Edit

E Remowe

8 import p:

@ Export

;[j Share

[ |

| |
N

HENE

|
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The Calendar form will appear:

Calendar
Format | ICalendar(.ics) V|
LG | Browse... |
Calendar name | | * [
Description
Groups | My group ~ |
Country (Language) | Belgium(French) v |
Time zone | (GMT +01:00) Europe/Brussels ~ |
Color | |
lllustration 21: The Import calendars form
Details:
Format The format of the imported file. There are 2 options: *.ics and *.csv
Upload file The path of the upload file
Browse button To select the uploaded file from your local computer
S To start uploading the selected file.

Calendar name: The display name of the imported calendar.

This icon is used to unhide a form used to import an uploaded file to existed

calendar:
Calendar
Format  |Calendar{ics) -
Upload file ﬁ‘,
Importto  Default v |lE

Save Cancel

4
In this form, the icon next to the Import to field is used to import an

uploaded file to new calendar.
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Description The brief description about the imported calendar.
Groups The group that the imported calendar belongs to.
Country The country of the imported calendar.

Save button To accept importing calendar.

Cancel button To exit the Import calendars form.

Time zone The time zone of the imported calendar.

Color The color of the imported calendar.

Step 2: Select a type of the import format. For example: ICalendar(.ics)

Step 3: Click the Browse... button to select a file (For example: *.ics) which is imported

from your computer and then click on the Upload icon to upload the selected file.

For example select and upload Dancing.ics file.

Calendar x

Format  |Calendarics) -

Upload file Dancing.ics m

Calendar name * (-
Description
Groups My group e
Country (Language)  Belgium(French) -
Time zone  (GMT +01:00) Europe/Brussels -
Color |
[ Save ] [ Cancel ]

Step 4: Define the properties for the imported calendar.
Step 5 Click the Save button to accept importing a calendar with the selected file .

After importing a calendar, in case the uploaded file is imported into an existing
calendarall events/task(s) inside the uploaded file will be imported into the selected
calendar.
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_m You can only import calendar to a personal calendar. At present, two file formats are supported for

importing is *.ics and *.csv

3.5.8 iCal

iCal is a personal calendar application in Calendar application. It contains a link that allows
dowloading a file having all the events and taks in a calendar and also allows the creator of the
calendar to be for personal use or send it to other users on the internet.

Do the following to access to iCal support:

Step 1. Right-click on the name of a calendar that you want to access to iCal (e.g: Holiday) to
open the drop-down list menu and then select the Edit item:

28 29 30 31

4 5 [ ¥

11 12 13 149
18 19 20 21
25 26 2¥ 28

Calendars

} Personal calendars

¥ [ E My grou

[+ Default

[=*] Holiday

The Calendar form will appear with a Calendar Details tab for the personal Calendar:

Copyright © eXo Platform 2000-2010. All rights reserved.

37 of 80



Calendar User Guide 2.1
How to use Calendar application?

Calendar X
~ (Calendar details
Display name Holiday =
Description |
Groups | My group >+
Country (Language) | Belgium(French) |V|
Time zone | (GMT +01:00) Europe/Brussels |~

Color | |

Private URL

Public URL This calendar is not public access. Enable Public Access

_save J[ Reset || concel

Step 2: You can use the Calendar for your own need with Private URL or share it to
other members with Public URL.

m Private URL: ICAL is used for personal. It means that you, the creator of the calendar
can download it to your computer and use any calendar products which support the .ics
file format to open it. You can also import it into another calendar.

1. Click the ICAL icon in the Calendar form:

Calendar x
w Calendar details

Display name [Hojigay |-

Description
|
Groups [ My Group v ]'!'
Country (Language) | geigium(Dutch) =

Time 20N | (GMT +01:00) Europe/Brussels =

Private UR
Pubilic URL Open lar is not public access. Enable Public Access

(save ) (risser ) (_cance
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A windown pops up:

You have chosen to open

[ calendar630224977f00010100de7c85cced0oba?.ics

which is a: VCS/ICS calendar
from: http:/flocalhost:8080

What should Firefox do with this file?

L4 ]

@ Open with | gedit (default)

) Save File

[] Do this automatically for files like this from now on.

|°Cancel|| @DK |

Details:
Open with To directly open the this calendar on your computer
Save File To download the the calendar and save it on your computer
OK To accept opening / downloaing the calendar
Cancel To close this windown without opening/ downloading the calendar

2. Check the Open With check box or the Save File check box --> Click the OK to
accept downloading the calendar.

3. Use any calendar products which support the .ics file format (For instance: Mozilla
Sunbird application) to directly view the events and tasks on that application.

m Public URL: Public URL link allows you share the calendar to other users and then
they can download it to their computers. They must use a calendar product which
supports the .ics file format to directly view the events and tasks in the calendar on that
application, or they can import the calendar into another calendar.

By default, Public Url is empty and it is only accessible when public acess is explicitely
enabled and it can be also disabled anytime by clicking "Disable Public access" as in the
illustration below.

1. You can send the calender to others by clicking to the link "Enable Public Access" to
make the Calendar become public access as the illustration below:
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Calendar |Z|
~ Calendar details
Display name Meeting *
Description
Groups [Manager = l +

Country (Language) | geigium (Dutch)

Time Zone | (GMT +01:00) Europe/Brussels =]

e

Private URL |
L]
Public URL .l'?.ls calendar is public access. Disable Public Access

| save || Reset || cance

2. Click the ICAL icon, a Calendar Feed form pops up:

Calendar Feed |X| '

251 users calendar

(http:/localhost:BOBVcsdemolrest-csdemoics/calendar/subscribe
ISaralcalendar59f0ad32 7100010100 2{5a35a6c a006/2)

Close

3. Copy this address link in the Calendar Feed and send to other users.

To view the events and tasks in this calendar, they must copy and paste this link into
another brower, and a pop-up windown will allow them to download the calendar to their
computer. They must use a calendar product which supporsts the .ics file format (For
instance: Mozilla Sunbird application) to directly view that application, or they can import
it into another calendar of Calendar application.

3.6 Manage Events
3.6.1 Add a new event

This function allows adding a new event in Calendar application.
To add a new event, do as follows:

Step 1: Open the Add Event form.
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* The 1° way: On the tool bar, click the Event icon for the Quick add event or
the Add Event icon for detail one.

@Task. [F]Today | [E]Day [Z]Week [DMonth []Year [E]list [E]Workweek | [jSettings | [EJRSS | [l |

E— Y T T

« The 2™ way: Create an event directly on the calendar view panel by right-
clicking on it and select the Add new event item in the drop down list menu or
left-click directly at the date/time you want to add a new event or drag/drop on
calendar view panel to add an event with a specific time.

8 Week 9, February 2010 B
Wed, 24/Feb = Thu, 25/Feb  Fri, 26/Feb

)

@ Add new task

« The 3™ way: Create an event directly at the calendars selector level by right-clicking
on the calendar name and select the Add Event item in the menu:

Add task @

Edit

Remove
Import

Export

16 & bl E & Bl

Share
[ |

[ |

HE N

N[

H |
EEE

EEEm

The Quick add event form will appear:
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Quick add event [¢]

Event summanry =

Description

From [oas2072010 | [o8:27 |

To [04as20/2010 | [08:42 |

Allday []

Calendar | pefaylt ~ |

Ewent category | All ~ |

| _save || Moredetails || cancel |

lllustration 22: The Quick add event form

Details:

Event Summary The event title. This field is required.

Description The detailed description of the event.

From The starting date/time of the event.

To The ending date/time of the event.

All day This option allows setting the event duration to be all day or not. If
you don't check this option, you have to define the starting
date/time and ending date/time. By default, the starting date and
ending date is the current date.

Calendar The calendar will include the event

Event Category The category will include the event.

Save button To accept saving a new event

More detail button To show the event in more detail that allows defining more
properties for the event

Cancel button To exit the Add event form without adding new

Step 2: Fill values to all the required fields

Step 3: Complete adding a new task by clicking the Save button.The added task
will be displayed when viewing the calendar in which it is stored.
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You can finish at step 3, but if you want to add more detailed information to your event,
click the More detail button, the Event form will be displayed with 4 tabs :

Detail, Reminders, Participants, Schedule
ndd;jt event ﬂ:) ﬁ x
[m[ » Reminders | » Partipants | » Schedule |
Event summary =
Description

Location

From  02/25/2010

To  02/25/2010
allday []
Priority  None -
Repeat  MNo repeat -
Calendar  Default -
Event Category Al v | (=

Attachments (4

Save Cancel

lllustration 23: The Detail tab of the Add/Edit event form

m The Detail tab contains basic information of an event:

Event Summary The event title. This field is required.

Description The brief description of the event.

Location The location where the event will take place.

From The start date/time of the event.

To The end date/time of the event.

All day All day option allows setting the event duration to be all day or not..If you don't check

this option, you have to define the start date/time and end date/time. By default, the
start date and end date is current date.

Priority The priority level of this event: None, Normal, High and Low

Repeat The repeat time or recurring time for the event, such as weekly team meeting,
monthly report... There are many options available: No repeat, Daily, Working days,
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Weekend, Weekly, Monthly, Yearly.
Calendar Chose the calendar that will include the event.
Event Category Chose the category that will include the event. To create a new event category.

Click this icon to open the Event categories dialog.

Attachments The list of attached files to the event. The attachment may be a spreadsheet or a
presentation needed for the event.

B The Reminders tab:

The reminder function is used to remind users who will take part in the event. A
reminder includes the summary information about the event such as a title, time, a
place where that event will happen...

Add/edit event x

» Detail | ~ Reminders IP Participants ” » Schedule

Remind by email

Send mail before event startsin Sminutes  »

D Repeat

Also send reminders to

john@localhost m
-+ Add mare

Show a notification popup

When event starts in next Sminutes -

D Repeat

Save Cancel

lllustration 24: The Reminders tab of the Add/Edit event form

Details:
Send mail before event The interval time (in every # minutes) that the reminder will be
starts in repeated before an event starts.
Repeat The check box allows setting the email reminder of the event repeat or
not.
Also send reminders to The list of email addresses to which the reminder will be sent. The

default value is the email address of the current user.
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When event starts in next  The interval time (in every xxx minutes) the pop up reminder will be
repeated before the event starts.

Repeat: The check box allows setting the event's pop up reminder repeat or
not.

To add more emails.

m To delete emails.

4
To add more emails , in the Select email form, click on the icon. The
Select an email form wil appear:

Select an emai x
Search Q Address books: all -
[ Mame Email
John Anthony john @ocalhost
[ Mary Kelly mary @ocalhost
[C] Demogtn demo@localhost
[[] KakalLele th4nhcOng3@yahoo.com
[C]  Aha Nguyen th4anhcOn3@yahoo.com
[] RootRoot root@localhost.vn
[[] MinhDuc minhduc@gmail. com
[ QuynhLien guynhlien. 34@gmail.com
[[] HoaHoa hoahoa@yahoo.com
[] JohnlLee johnlee @yahoo, com

Total pages: 1 % < 1 =*

[ Add ][ Replace ][ Close

4 [ *

lllustration 25: The Select an email form
 Email addresses are available in the list and can be selected by checking the
corresponding check box(es).

* The Address books and the Search function allow filtering and searching the expected
email result.

e Click the Add button to add the selected emails to the Also send reminders to fields or
click the Replace button to replace existing emails by the selected emails or click the
Cancel button to close this form.

*  After adding email addresses, the email addresses of the selected contacts are displayed in
the Also send reminders to field of the Reminders tab.

!ﬂ »  When the Remind by email function is used, the notification email about the event will be sent
at the defined time expectedly.
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*  When the Show a notification pop up is used, the notification pop up about the event will
appear when using Calendar at the defined time expectedly.

m The Participants tab: This tab allows you to select the other users who will join
in your event.

Add/edit event X
[P Detail " » Reminders l w» Participants || » Schedule
Privacy @ private © Public
Available @ Busy © Avaisble © outside

Partidpants : (<
Participant Status action
root

Invitations sending 7 Never @) Always @ ask

[ Save ][ Cancel l

lllustration 26: The Participants tab of the Add/Edit events form

Details:

Privacy The privacy of the event. An event may be public or private. Default value of this field
is 'Private’. (At present, public or private has information meaning only. There is no
effect)

Available The status of participants. There are 3 options: Busy, Available and Outside. In case

Busy or Outside option is selected, when viewing the event/task schedule, the time
the participant takes part in the event/task will be in red. In case the Available option
is selected, when viewing the event/task schedule, the time the participant takes part
in the event/task will be in white.

Participants  The list of users who will be participants and receive an invitation by email (If the

4+
Send an invitation option is selected). You can click on the icon to add more
participants. The Participant table lists all users who will take part in the event and
their status. The status may be Yes, No or Pending that depends on the invitation
confirmation of the participant: Yes, No or May be.
* If Yes, the status will be Yes: It means that the users accept joining the event
. If No, the status wi Il be No: It means that the user will not join the event
» If the participant has not confirmed whether he/she participate or not or
answer with 'May be' option, the status is Pending: It means that the
invitation is pending for the user's approval .

The Action column allows deleting the participant in the list.

Invitations This option will be loaded by default with the value defined in the Calendar Settings.
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sending There are 3 options that can be reselected:
*  Never: The event invitation will not be sent to any participant.
*  Always: The event invitation will always be sent to the participants.

*  Asked: There will be a confirmation message which confirms that whether
you want to send the invitation or not.

To select users to participates in invite box:

i
Step 1: click the icon.
[» Detail ][ » Reminders ] - Participants | » Schedule

Privacy O private O Public
Available © Busy ) Awailable ) Outside
Participants : @ add participants

Participant Status action
root
Invitations sending O mever O Always © ask

The Invitations form will appear:

X

Invitations

Participants I | &

Invitation Message

Save Cancel

Illustration 27: The Invitations form
In details, the Invitations form includes Participants information and the content of
the Invitation Messages.

Step 2: The participants can be added from the Address Book by clicking the icon
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Select Address

X

Search Q, Address books: all -
1 Mame Email

John Anthony john@localhost

[ Mary Kelly mary@localhost

[C] Demogin demo@localhost

[[] KakalLele th4nhcona3s@yahoo.com
[C] AhaMNguyen thanhcOne@yahoo.com
[[] RootRoot root@ocalhost.vn

[C]  Minh Duc minhduc@gmail. com

[[1 Quynh Lien quynhlien. 84@gmail.com
[[] HoaHoa hoahoa @yahoo.com

[[] JohnlLee johnlee @yahoo.com

Totalpages: 1 || < | 1 | > *

Close

4 1 2

lllustration 28: The Select Address form®
User names are available in list and can be selected by selecting its check box(s).

To search the desired users, enter a keyword and click the search icon

Address books filter and the Search function allow filtering and searching expected
user result.

* Click the Add button to add the selected users to the Participants table or click
the Close button to close this form.

The participants can be also selected from the user picker by clicking on the ® icon

Email addresses are available in list and they can be selected by selecting on its check
box(s).

! Select users |X|

Group : | Q | ||UserName it

Q

] User Name First Mame Last Name Email
[ demo Demo gtn demo@localhost
] |Jchn John Anthony john@local host
[] | mary Mary Kelly mary@local host
] root Root Root rooti@ocalhost

lllustration 29: The Select users form
* Group and Search function allow filtering and searching the expected mail result..

Step 3: Click the Add button to add selected emails to the Participants table or click

Copyright © eXo Platform 2000-2010. All rights reserved. 49 of 80



Calendar User Guide 2.1
How to use Calendar application?

the Close button to close this form.

After adding a user, the selected user name is displayed in the Participants table of the
Participants tab.

m The Schedule tab:

Add/edit event x
[P Detail " ¥ Reminders " » Partidpants ] w Schedule
apply selected date : [ Fram : To: Al day : [0
4 Feb, 24,2010 @ 00 01 02 03 04 050607 0809 10 11 12 13 14/15 16 17 18 19 20 21 22 23
Participants & aE
[T john
[T root

Available [JJj Busy

[ Save H Cancel ]

lllustration 30: The Schedule tab of the Add/Edit events form
This tab allows you to check the availability of the participants in a defined slot of time
(by default, it is the start and end time of the event which you define in the detail tab). By
selecting the check box in front of the participants’ names, you may check the
availability for all or the selected users.

The selected users in the Participants field of the Participants tab will be displayed in
participant list of the Schedule tab.

v To add participants:

Step 1: Click the Add attendee icon E on left panel

Step 2: The Select users form appears that allows selecting the attendees.
v To delete participants:

Step 1: Select the participant's name that you want to delete by ticking on User check
=

box and then click the Remove attendee icon on left panel

Step 2: The selected participants are deleted from the participant list of the Schedule
tab and Participants tab

v To apply selected date:

Step 1 Add any users to participants list. For example, add john and root who attends
to other events.

Step 2: Check the Apply selected date check box. It means that selected date From/To
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in the left panel is applied

Step 3: Availability time of user John and user root are shown below:

Add/edit event |Z|
[ » Detail " * Reminders " » Participants l w Schedule
Apply selected date : ] From : To: All day : [
4a Feb, 23,2010 g 00 01 02 03 04 05 06 07 0809 10 11 12 13 14 15 16 17 18 19 20 21 22 23
Participants & aE II
[ john
[ root §§

Available . Busy

Save Cancel

You can select the slot of time to check visual by moving mouse in time panel. The
selected period will become green and the corresponding time will be displayed in 'From'
and 'To' fields of the Detail tab.

* Fill values in the required fields

*  Complete adding a new event by clicking the Save button. The confirmation message
will appear:

Confirm [x]

Message "The event will be saved and invitations sent. Do you confirm?™

[ Save and Send ][ Save ]

lllustration 31: The Confirm form

¢ Click the Save and Send button to save and also send an invitation or the Save button
to accept adding a new event.

The added event will be displayed when viewing the calendar in which the event is
stored.

3.6.2 View an event
To view an event of a specific calendar more detailedly, directly right-click on the event in

the Calendar View Panel and select the View item in the menu:

F]ie:30_1d

Mew Event

[ Edit
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The Preview form will appear:

Preview
From:02/24/2010 16:30 MNew Event
To:0224/2010 19:30 Location:
Phssessment. odt (31.69 KB) Al Eventrepetition:
&ModernTech. odt (10,44 KB) Description:
Reminder:
Privacy:
Availability:

Invitation email:

Particpants:

Calendar User Guide 2.1
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Mo repeat
Event for you
email

Public

Busy

root

john

lllustration 32: The Preview event form

At the Preview form, if the event includes attachments, you

can download any

attachment by directly clicking on the title of the attachment, a pop up will be displayed,

available for saving the attachment file into your local disk :

Cpening Assessment.odt

(S5

You have chosen to open

% Assessment.odt

which is a: OpenDocument Text
from: http://localhost:8080

What should Firefox do with this file?

) Open with

opendocument.WriterDocument.l (default) -

@ : Save File

Do this automatically for files like this from now on.

[ ok || conce

3.6.3 Edit an event

This function allows making changes to an existing event.

To edit an event, do as follows:

Step 1: Open the Add/ Edit form by right- clicking on the event that you want to edit and

select the Edit item in the menu:

[ v

'I.-'iE:w
7%
) Déﬁ

F_’FI Export

Copyright © eXo Platform 2000-2010. All righws reservea.

52 of 80



Calendar User Guide 2.1
How to use Calendar application?

The Add/Edit event form is displayed and full filled with all information event,
available for editing like adding a new event:

Add/fedit event x

- Detail [b Reminders " » Participants " b Schedule l

Event summary  New Event =

Description |Event for Fou

Location

From  p2/24/2010

To  02/24/2010

Allday [T
Priority  Mone -
Repeat  No repeat -
Calendar  Defautt -
Event Category g J T

Attachments Assessment.odt-{31.69 KB) Remowe
ModernTech.odt-(10.44 KB) Remove
G

Save Cancel

lllustration 33: The Add/edit event form
Step 2: Modify information of the selected event by following the steps like creating a
new event.

Step 3: Complete editing by clicking the Save button to accept saving changes.

*  When editing you can add/ remove the attachment files or download them by directly click
on the titles

0

e Ifyou only want to change the starting date and time of the event, you can also use the
dragging and dropping feature to edit the time for the event directly on Calendar view
panel.

e You can only edit events in personal, shared and group calendars which you have edit
permission.

3.6.4 Delete an event
This function allows removing events from a calendar.
To delete an event, do as follows:

The 1% way:

Step 1: Right-click on the event that you want to delete and then select Delete item in
the menu:
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The page at http://localhost:8080 says:

@ Are you sure you want to delete?

| oK

Cancel

Step 2: Complete deleting the event by clicking the OK button in confirmation message.

The 2™ way:

Step 1: Choose the month view and all the events / tasks are listed in the Calendar
View Panel view, --> Check to the check box(es) in front of the event name --> click the
4@ Delete checked

[@Event [@Task | []Today | []Day W'k[j‘fenr [Elust [E]Workweek | [Fisetings | [JRSS | @ |
B | e [FEmremis ] o

S—C

4 ,2010 b
M T W T F S
23 a4 s
9 0 1 12
6 17 18 19
% 2%
2 3

[
BRE e~
b
®
A NEBB e 0

Calendars

r ]Izl

» Personal calendars
» [ =My Group

] Defautt

» [ [ Manager

* Shared calendars

]

icon on the action bar:

Mon

lllustration 34: The Month View of the Calendar panel

41 June, 2010
Tue Wed Thu

14 15

21 2 2

22
Check the
check box

e [ A@Go fishing

] Aglhehr

28 29 30 Juliol

18

Categuries I}

Sat Sun

[2]

13 20
26 27
Juio3 Juliod|

Step 2: The confirmation message will appear, click the OK button to accept deleting
the selected event or click the Cancel button to exit deleting the event

o
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permission.

3.6.5 Drag and drop an event

The dragging and dropping feature helps you change the starting date and time of an event
more conveniently. You only need to click on the event, drag it and drop it on another new day,
new time area in the Calendar view panel.

0Z2:30

the dcument

|Drc:g and drop to move event

To change the event duration (in day view, week view and working view only), use your
mouse and the control at the bottom of the event.

13:00

14:00 P 14:00 - 15:30 |

15:00

16:00

* According to the features of the Calendar panel view, the drag and drop feature can be
applied to the date and time differently.

* In Day view, all events are shown in a day, you can change the time of the event in one
day only.

* In Week and Work Week view, all events are shown in a week, you can change both the
event time and the event date.

* In Month view, all events are shown in a moth, you can can change the event date only.
You can also change more events at the same time by ticking on their check boxes and
using the drag and drop feature.

You can only drag and drop events in the personal, shared and group calendars which you have edit
,ﬂ permission. For example, if you drag and drop an event which you do not have edit permission, a

warning message shows that you are not allowed to edit this event/task.
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3.6.6 Export an event

This function allows exporting one event into a separate file on your computer.

To export anevent, do as follows:

Step 1: Right-click on the event that you want to export and select Export in the menu:

3 15 16 17 18

25

Juloz

N
The Export calendars form will appear like the illustration below:
Export calendars |z|
Filz name
Export format  |Calendar(ics) -
Default

[ Save H Cancel ]

Step 2: Enter a name into the File name field to export.
Step 3: Click the Save button to accept exporting the event.

The pop up will appear to allow saving the exported file:
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Opening CS+presentation.ics —— ﬁ

You have chosen to open
2| CS+presentation.ics

which is a: iCalendar File
from: http://localhost:8080

What should Firefox do with this file?

() Openwith | Windows Calendar (default) -

i@ : Save File

[7] Do this automatically for files like this from now on.

| ok || cencel |

Step 4: Click the OK button to save the exported file into your local computer.

In fact, exporting an event means exporting a calendar with one event only. Therefore, the exported

file format and the way to export an event is similar with the way to export a calendar with multiple
events and tasks.

3.6.7 Import an event

This function allows importing an event into a specific calendar.

In fact, importing an event means importing a calendar with one event only. Therefore, the way
to import an event is similar with import a calendar.

You can see 3.4.7 Import Calendar for details.

3.7 Manage Tasks

3.7.1 Add a new task
This function allows adding a new task in Calendar.
To add a new task, do as follows:
Step 1: Open the Add task form. You can do this step by three ways:

* The 1* way: Click the Task icon for the quick add task or the Add Task icon for
the detail add task on the tool bar:

[GEvent | [@Task | []Today | [T]Day []week [T]Month [T]Year [5]List [=]Work week

[ l Q H [hAdd event | [ Add task
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« The 2" way: Create a task directly on the calendar view panel by right-click on it:
and select Add new task item in the drop list menu :

41 Week 32, August 2008
Wed, 06fAug Thu, 0F fAug Fri, 08fAug

Add new event
Add new task

« The 3" way: Create an event directly at the calendars selector level by right
clicking on the calendar name and select Add Task item in the menu:

Add event

B add tas
E= @
[@ remove
A5 Impart
[&F Export
L share

The Quick add task form will appear:
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Task

Mate

Fraom
To

All day

Calendar

Task category
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02/23/2010 16:04

02/23/2010 16:19
[

Outgoing -

: Holiday P

[ Save ][ Mare details ][ Cancel l

lllustration 35: The Quick add task form

Details:

Task
Note
From
To

All day

Calendar
Task category
Save button

More details

Cancel button

The name of the task.

The note of the task.

The starting date/time of the task.
The ending date/time of the task.

All day option allows setting the duration of the task to be all day
or not. If you don't check this option, you have to select the starting
date/time and ending date/time. By default, the starting date and
ending date is the current date.

The calendar will include the task.
The category will include the task.
To accept saving the new task

To show the event in more details that allows defining more
properties for the task

To exit the Add task form without adding new
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When the More detail button is clicked or add task by clicking the Add detail task button
on the menu bar, the Add/Edit tasks form is displayed with two tabs (Detail and
Reminders) which allows defining task in more details:

m The Detail tab allows defining detail task information.

Add/Edit tasks x

w Detail || » Reminders

Task name *

MNote

Task delegations gt &+

From  02/23/2010

To  02/23/2010
aAllday [
Priority  Mone -
Calendar  Qutgoing -
Task Category  Holiday - (+
Task status  Needs action hd

Attachments (4

Save Cancel

lllustration 36: The Detail tab of the Add/Edit tasks form

Details:
Task name The name of the task.
Note The notice or description of the task
Task delegations The user(s) to whom you would like to delegate the task. You can manually input

+
or click the icon to select users from the Select users form:
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Priority
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Task Category

Task status

Attachments
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elect users
Select X
-
Group : Q User Name
-
] User Name First Name Last Name Email
[[] oot Root Root root@ocahost
] ishn John Anthony john@localhost
] mary Mary Kelly mary@localhost 1
B demao Demo atn demo @localhost
Bl zha Aha Nguyen thanhcOnd@yahoo.com
[[] ahasss Kaka Lele thanhcOng9@yahoo.com
[F] Lien Quynh Lien quynhlien.84@gmail.com
[F] Duc Minh Duc minhduc@gmail.com

The starting date/time of the task

The ending date/time of the task

All day option allows setting the task to be all day or not.
The priority level of the task.

The calendar will include the task.

The category will include the task that can be selected from the existing tasks or

4
added a new one by clicking the icon to open the Event categories form:

To add new category, input values for Event category and Description field
and complete adding new by clicking the Save button. The new category is
immediately displayed in the Task category selector.

The status of the task. This field can be set to:: Need action, In Process,
Completed or Canceled

The list of the attached files to the task. The attachment may be a spreadsheet
or a presentation needed for the task. To attach file, clicking the 4, button,

the Attach files form will appear and files can be attached or removed like
when attaching file to event in 3.5.1

The Reminders tab: The reminder function is used to remind users who will take part in

the task. A reminder includes the summary information about the task such as title, time,

place where the task will happen...
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The Reminder by mail:

Add/Edit tasks x

» Detail + Reminders

Reminder by email
When task starts in next S minutes -

D Repeat

Send reminders to :
4+ Select email

[¥] Show notification popup
When event starts in next Sminutes «

D Repeat

Save Cancel

lllustration 37: The Reminders tab of Add/Edit tasks form

Details:

When task starts in next The interval time(in every xxx minutes) that the reminder will be repeated before
the task starts and a mail reminder is sent before the event starts.

Repeat This option allows setting the reminder to repeat or not for an event The interval
time(in every xxx minutes) that the reminder will be repeated before the task
starts.

Send reminders to The list of email addresses to which the mail reminder will be sent. The default

=+
value is the email address of current user. You can click on the icon to

select emails from the Select email form.

Select an email x
Search =} Address books:  all -
] name Email
[C]  3chn Anthony john@localhost
] Mary Kelly mary@localhost
[[] Demagin demo @localhost
[[] Kakalele thanhcOng9@yahoo.com
[F]  AhaNguyen thanhcOn@@yahoo.com
[F] RootRoot root@localhost.vn
[F]  Minh Duc minhduc@gmail.com
[F]  Quynhlien quynhlien.84@gmail.com
[F] HoaHos hoahoa@yahoo.com
[[] 3Johnlee johnlee @yahoo.com

Total pages: 1 | € (< 1 >

[_add || Replace | [ Close |

< | 1, | »

« Email addresses are available in the list, can be selected by ticking on
its check box(s).
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e Group and Search function allow filtering and searching expected mail
result..

¢ Click the Add button to add selected emails to 'Send reminder to' fields
or click the Replace button to replace existing emails by the selected
emails or click the Cancel button to close this form.

After adding email addresses successfully, the email addresses of the selected contacts
are displayed in the 'Send reminders to' field of the Reminders tab.

When Remind by email function is used, the notification email about the task will be sent
at the time like its definition expectedly.

When the Show a notification pop up is used, the notification pop up about the task will
appear when using Calendar at the defined time expectedly.

Step 2: Complete all the field in this form

Step 3: Click the Save button to accept creating a new task or the Cancel button to quit
this form.

3.7.2 View a task

To view detail of a task of a calendar, right-click on the task in the Calendar View Panel and
select View item in the menu:

e e
|

[ Edit
[ Delete
@ Export

The Preview form will be displayed below:

Preview x
#ModernTeach.odt (10.44 KB) Outgoing activities
Status Needs action
Priority MNone
Start date 02/23/2010 16:36
Due date 02/23/2010 16:51
Delegated to
Reminder
MNote Qutgeing far from Hanoi

At the Preview form, if the task includes attachments, you can view the attachment by
clicking on the title of the attachment, a pop up will be displayed, available for saving the
attachment file into your local disk.
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3.7.3 Edit atask

This function allows making changes to existing tasks.

To edit a task, do as follows:

Step 1: Right click on the task you want to edit and select edit item in the menu.

il B
ou

View
7,

[ Delete
El Export

The Add/Edit tasks form will be displayed and full- filled with all task information,

available for editing like below:

Add/Edit tasks

= Detail | » Reminders

Task name

Mote

Task delegations
From

Ta

All day

Priority

Calendar

Task Category
Task status

Attachments

QOutgoing activities

Cutgoing far from Hanoi

02/23/2010 09:00

02/23/2010 2200
None

Relax

Al

Needs action

ModernTech.odt-{10.44 KB) Remave
a1

Save Cancel

(x|

Step 2: Modify the information of the selected task by following the steps as you create

a new task.

Step 3: Complete editing by clicking Save button.
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*  When editing the task, you can add, remove the attachment files or download them by directly
click on the titles

,ﬂ »  Ifyou only want to change the starting date and time of the task, you can also use drag and
drop feature to edit the time for the task directly on Calendar view panel.

*  You can only edit tasks in personal, shared and group calendars which you have edit
permission.

3.7.4 Delete a task

This function allows removing task from a calendar.
To delete a task, do as follows:

* The 1st way:

Step 1: Right-click on the task you want to delete and then select Delete item in the
menu:

o= [T
| View
% Edit
<

@ Export

The confirmation message will appear below:

The page at http://localhost:8080 says: ﬁ

0' Are you sure you want to delete?
e

[ ok || Cancel

Step 2: Complete deleting by clicking the OK button in confirmation message.
« The 2" way:
Step 1: Choose the month view and all the events / tasks are listed in the Calendar
View Panel view, --> Check to the check box(es) in front of the event name --> click the
|48 Delete checked

icon on the action bar:

Step 2: A confirmation message will appear. Then, click the OK button to accept
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deleting the selected task or click Cancel button to escape deleting task.

You can only delete tasks in personal, shared and group calendars which you have edit permission.

0

3.7.5 Drag and drop a task

Like dragging and dropping an event, the drag and drop is a feature to change the starting date
and time of a task. You only need to click and hold your mouse on the task, drag and drop it to a
new day and a new time area in Calendar view panel.

* To change task duration (in day view, week view and working view only), use your
mouse and the control at the bottom of the tasks.

» According to the features of Calendar panel view, the drag and drop feature can be
applied to the date and time differently.

* In Day view, all tasks are shown in 1 day, you can change the task time in one day only.

* In Week and Work Week view, all tasks are shown in 1 week, you can change both the
task time and date.

* In Month view, all tasks are shown in 1 month, you can can change the task date only.
You can also change more tasks at the same time by checking on their check boxes and
using the drag and drop feature.

"ﬂ You can only drag and drop tasks in the personal, shared and group calendars which you have edit
permission. For example, if you drag and drop the task which you do not have edit permission, a
warning message shows that you are not allowed to edit this event/task’.

3.7.6 Export a task

This function allows exporting one task to a separate file on your computer.
To export a task, do as follows:

Step 1: Right click on the task that you want to export and select Export in the menu:

| View
[SF Edit
[ Delete

5]

The form to export task will appear:
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Export calendars xX

File name

Export format  |Calendariics)

Relax

[ Save ][ Cancel

Step 2: Enter a file name to export
Step 3: Click the Save button to accept exporting the task.

A pop up that allows saving the exported file will appear:

COpening eXo+CollaborationSuite.ics ﬁ

You have chosen to open

3| eMo+CollaborationSuite.ics

which is a: iCalendar File
from: http://localhost:3080

What should Firefox do with this file?

() Openwith | Windows Calendar (default) -

i@ Save File

[] Do this automatically for files like this from now on.

| ok || Cancel

Step 4: Click the OK button to save the exported file into local disk.

In fact, exporting a task means exporting a calendar with one task only. Therefore, exported file

format and the way to export a task is similar with the way to export a calendar with multiple events
and tasks.

3.7.7 Import a task

This function allows importing a task from your local computer into a specific calendar.

In fact, importing a task means importing a calendar with one task only. Therefore, the way to
import a task is similar to the way to import a calendar.

You can see 3.4.7 for details.
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3.8 Search events/tasks

This function allows finding existing events/tasks according to specific search conditions easily.
There are 2 search type: Quick Search and Advanced Search

3.8.1 Quick Search

This function allows you to do a quick search with specific keyword in all your events/tasks. All
events/tasks having the text matching with your search team will be displayed in the search

result form.
To do a quick search, do as follows:

Step 1: Enter a word in the Search field at the top of the mini calendar:

oy

Step 2: Click the Search icon =
For example, quick search with “CS” term. All events/tasks matching with “CS” term are

listed in the search results form. The Search result form will be displayed like figure
below:

QuickAdd  [3gEvent @Task EToday Iﬁ Day E Week Iﬁ Month Ij Year Ij List E Work week |j5ett|ngs [Eirss B

- Search result
— LA™ Summary - Start End
4 L2010 b n Qutgoing activities 02232010 03:30 02/23/2010 20:45
s M T T F = & Outgoing activities 02/23/2010 16:36 02/23/2010 16:51
z: IEREREREEE Total pages: 1 [ (=8 [ (1] [E=
7 8 9 1 | 12 | 13
14 15 156 17 13 119 20
21 22 23 24 25 2% 22 . noom=
28 I 2 e ¥ 5 &

Calendars =
} Personal calendars

» [ B My group

[+ Default
JRelax

L[| l:='J Manager

Illustration 38: The Search result form

3.8.2 Advanced Search

Advanced Search allows you to make a search with multiple criteria.

To do an Adcanced search, do as follows:

Step 1: Click the Advanced Search button o] in the search area.
The Advanced Search form will appear like the illustration below:
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 [&=] Advanced Search [x]!

Text [0utgoing| ]

<3

Type [

Calendar [

<3

Category [

(5]

Priority [

<

From date [ ]

To date [ ]

Illustration 39: The Advanced Search form

In this form, you can set one, few or all criteria for your search:

Text This field allows defining the search term or keyword for searching

Type This field allows defining search type criteria. There are 3 options: leave Blank for searching
both events and tasks, Event for searching event only and Task for searching task only

Calendar This field allows defining the calendar in which the search action is done. All your calendars
including personal, share and public calendars will be shown in the calendar drop list box,
available for selecting.

Category This field allows defining the category criteria of event/task. All categories are listed in
Category drop list box, available for selecting. Only event/tasks having category matching
category criteria are shown in search result form.

Advanced Search (E3)

Text  autgoing
Type -

Calendar -

Category

Priority
From date

To date

Priority This field allows defining the priority criteria. There are many options: leave blank for
searching all, High for searching event/task having high priority, Normal for searching
event/task having normal priority and Low for searching event/task having low priority.

From date: This field allows defining 'From date’ criteria. Only the event/task(s) having 'To date' greater
than or equal entered 'From date' are listed in the search result form. You can manually input
or select date from Calendar selector tool.
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From date

To date

= M T W

T F s
7 a8 9 10 11 12 13

i4 15 16 17 18 19 20
21 22 B33 24 25 26 27

To date: This field allows defining "To date' criteria. Only the events/task having 'From date' less than or
equal to entered 'To date' are listed in search result form. You can manually input or select date
from the Calendar selector tool.

Step 2: Define some search criteria in the Advanced Search form

Step 3: Click the Search button to launch the search. All events/tasks matching with
your criteria(s) will be listed in the search result form.

At the search result form, you can also view, edit or delete event/task by right click on it and select

} .n action item in menu pop up.

3.9 Calendar View

This function allows personalizing your calendar view by different view types.

By default, the Week view is set and displayed when the calendar is opened at the first time.
You can change your view from the main tool bar to make it easy for you to see activities in your
calendar. However, changing the calendar view from the main tool bar only has effect for
current session. In the next time, you go to Calendar application, the view will be back to what
has been set in your calendar settings.

To change your calendar view, select one view type on the main menu. There are 6 view types:
Day, Week, Month, Year, List and Work Week.

|j Day |j Week |j Monith |j Year |j List |j Wark week

Each calendar view has its own feature.

* Click the Day view icon to open the Calendar Day view:
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QuickAdd [ Event @Task | EToday | EDay EWeek Emmﬁ Ij\‘ear Eust EWnrkweek | @Seﬁmgs | [Erss | |£ |

Addeventl Addiask Categories: Al -

R
1 Tuesday, February , 23, 2010 B
4 February, 2010 » » Go fishing
S M T W T F S a
37 1 2 3 EE 5] 6
13:00| A FER S T
7 g & |10 |1l | 12 | 13 P
Go swimming
14 15 1 17 18 19 20
21 22 23 24 25 XK 27
14:00)
28 I 2 3 4 & &
Calendars
‘ 15:00
* Personal calendars
» [[] £ My group
16:00)
[~ Default
JRelax 16:26 - 16:51
; Outgeing activities
17:00) E
v [[] £ manager

lllustration 40: The Day View

* Click the Week view icon to open the Calendar Week view:

QuickAdd [ Event [@Task | [[]Today | [[]pay [Elweek [CIMonth [vear [SJlist [=]Workweek | [fSettinas =~ [RSS | [l |

-1 H 'ﬂdd event | Add task Categories: ﬁ
Q
4,
41 Week 9, February 2010 B
4 February , 2010 » b Mon, 22/Feb = Tue, 23/Feb = Wed, 24/Feb = Thu, 25/Feb Fri, 26/Feb Sat, 27 [Feb Sun, 28/Feb
s M T W T F s Gofising 1§
31 2 i = 5 6 05:00 p"
7 8 2 0 11 | 12 13
14 15 15 17 18 18 20
21 22 23 24 25 2% 27 06:00
28 1 2 3 4 5 &
Calendars i
07:00
¥ Personal calendars i
» [[] £ty group
03:00
[Z]Default
[TRelax
09:00
O ’5='J Manager
P [05:35 11
10:00 Event
¥ Shared calendars lew Even
* Group calendars i
11:00

Illustration 41: The Week View

* Click the Year view icon to open the Calendar Year view:
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QuickAdd [@event [@Task | [Today | [C]pay [Elweek [CMonth [Jvear [Etst [F]Workweek | [settnos | [RSS | [Fal |

) H [@Addevent | [FHAdd task Categories: Al + g
Q
1 Year 2010 B
{ 1 ,2010 ¢ ¥ January February March i
S M T W T F §
s M T W T F 5§ S M T W T F § s M T W T F §
371 23 4 5 6
R I B R B 12 1 2 3 4 5 6 12 3 4 5 6
3 4 5 & 7 8 9 7 8 9 10 11 12 13 7 8 9 10 11 12 13
“4 15 6 17 18 18 2
T T T 1 1 0 011 12 13 14 15 16 4 15 16 17 18 189 20 4 15 165 17 18 19 20
T T T 7 18 19 20 2 2 N3 21 2 23 24 5 ¥ 7 A 2 B 24 B ¥ T
24 25 % 27 B ¥ D 28 B 9 W0 A |
Calendars ] 3
¥ Personal calendars il Apri May T
=
[ 1y group s M T W T F 5 S M T W T F § s M T W T F 5§
(] Defaut 1 iz 3 1 i 2 3 4 5
Relax 4 5 & 7 8 9 10 2 3 4 5 & 7 8 5 7 8 9 10 11 12
112 13 14 15 16 17 9 10 11 12 13 14 15 13 14 15 15 17 18 13
¥ [] £ Manager B 19 W A 2 B M B 17 18 19 0 A 2 M A R B ¥ B XK
2B % T OB/ WD 23024 25 % 27 B M9 27 B 9
= | =
lllustration 42: The Year View
. Click the List view icon to open a list of all events and tasks as the following:

QuickAdd [ Eyent (Task | [ClToday | [[]pay [E]wesk [CMonth [lvear [Eltst [E]Workweek | [Glsettings | [DRSS | [Hal |

. H E.ﬂ\dd event | @Add task | EDeletechecked | @Showall Categories: Al - E
q
48 Tuesday, February , 23, 2010 B
r 4 L2010 b h 0 & Priority Summary = Start End
s M T W T F s 0 ¢ W CS Presentation 02(23/2010 16:04 02/23/2010 16:19
312 3 4 5 &6 @] Go fishing 02/23/2010 00:00 02/23/2010 23:59
7 8 9 W 11 12 13
i 02/23/2010 13:00 02/23/2010 19:45
Tl ElElE el s [ Go swimming 2/23] 223,
21 2 23 4 B % 2T m Go swimming 02/23/2010 13:00 02/23/2010 13:45
®B| 1 2 3 4 5 &
m Ga swimming 02/23/2010 13:00 03/23/2010 19:45
Calendars | | m Go swimming 02/23/2010 13:00 02/23/2010 12:45
» Personal calendars =l | @ Go swimming 02/23/2010 13:00 02/23/2010 13:45
» [0 B 1y group & Go swimming 02/23/2010 13:00 02/23/2010 19:45
[ Default 1= Go swimming 02/23/2010 13:00 02/23/2010 19:45
[TRelax &l Go swimming 02/23/2010 13:00 02/23/2010 19:45
» [ = Manager Totalpages:2 € ¢ 1 2 > »
Torle dndail e
lllustration 43: The List View
. Click the Work week view icon to open the Calendar Work week view
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QuickAdd EEvent

(@Task | [[]Today | [[]pay [F]wesk [DMonth [[[vesr [Eltist [F]Workwesk | [[lsetings | [RsS | el |
) H [F@Addevent | [Add task Categories: Al - @
4
41 Week 9, February 2010
4 L2010 ¥ Mon, 22/Feb Tue, 23/Feb Wed, 24/Feb Thu, 35/Feb Fri, 26{Feb
 n o wa .
31 B 2 3 . 5 1 -
7 3 g 1 |11 12 13 09:00
14 15 16 17 18 18 20
21 22 23 24 5 X% 7
T Talal sl ol 2l z Py [03:45 11:45
10:00
Calendars |Z|
} Personal calendars m 11:00 il
» [ My group
[ Default 12:00 £
[ Relax
» [0 £ Manager 13:00 71300
0
wirnrming
lllustration 44: The Work Week View
* Click the Month view icon to open the Calendar Month view:
QuickAdd [@Event [@Task | [[Today | [[]Day [Flweek [TMonth [Tvear [Slust [Flworkweek | [jsettings | [RsS | [l |
) H [pAddevent | [FAddtask | [@Delete checked Categories: Al A E
!
1 February, 2010 B
4 ,2010 ¥ Sunday Monday Tuesday Wednesday Thursday Friday Saturday
S M T W T F S T
31 £ B3] < 5 ]
7 8 9 10 |11 | 12 | 13
4 15 16 1F 18 19 20
21 (22 (23 24 25 3 27 14 15 15 17 15 19 20
28 i 2 & 4 & &
Calendars |Z|
¥ Personal calendars nd
* D ':=l4 My group 21 22 23 24 25 26 27
E [] 4@Go fishing "] 4@New Event [ AfNew Event
|| Default &
Go swimmir
[ Relax L
[~|outgeing activi =
» [[] £~ Manager
28 Mar/01 Mar/02 Mar/03 Mar /04 Mar /05 Mar /06

lllustration 45: The Month view

3.10 Calendar Settings

This function allows personalizing your calendar view according to available features. Calendar
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brings you a wide range of custom settings to set your own calendar.

To access the settings, do as follows:

The 1% way: Click the (4 51095 1 the main tool bar.

[l Year [E]ust [&]Workweek | |[]Settings Erss | & |

| [4@Delete checked

The 2" way: Left click on the 2] icon and select Calendar settings in the menu:

Calendars 1
—
} Personal calendars |.'=g'3 Add group
¥ (| ' My group [© Add calendar
) Add event category
[+] Default
. @I Import
_=*] Holiday =
[="] new calendar 2 -
W

The Calendar settings form will appear:

Calendar settings |Z|
- Settings ¢ Displayed calendars Hb Feeds l
View type | Week view ~ |
Time interval{in minutes) | 15 e |
Date format | mm/dd/yyyy E |
Time format | 24 Hours L7 |
Country (Language) | Belgium(French} ~ |
Time Zone | (GMT +01:00) Europe/Brussels ]
Week start on | Maonday vl

Show working times [

Send event invitations () peer () Ajways © Ask

() e

lllustration 46: The Setting tab of Calendar settings form

B The Settings tab includes:

View type The view type of Calendar View Panel. You can define the default view type
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when you start the calendar application (day, week, month, year, list or working

view)
Time interval(in The value (in minute) to define the precision of time intervals. In Day view,
minutes) Week view or Work Week view, the time 'ruler' will be displayed with the interval

likes its definition.

Date format The date format for the date displayed in Calendar such as Starting date,
Ending date of event/task.

Time format The time format for the time displayed in Calendar such as the time in Starting
date, Ending Date, the time displayed in Calendar View Panel.

Country(Language) The default geographical location displayed in Calendar application.

Time Zone The default Time zone displayed in Calendar application.

Week start on The first day of the week displayed in Week view or Work Week view

Show working This option allows setting working times when viewing calendar. The working
times time can be defined by selecting Starting and Ending time.

Send event When creating an event, you can invite the participants by sending an invitation
invitations email. This option is to set by default value for the send event invitations

function. There are 3 options:
* Never: The event invitation will not be sent to any participant.
¢ Always: The event invitation will always be sent to the participants.

e Asked: There will be a confirmation message to ask whether you
want to send the invitation or not.

m The Displayed calendars tab:

This tab allows you to define the calendars which will be displayed when you open
Calendar by simply ticking on its check boxes.
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Calendar settings |z|
b Settings Iv Displayed calendars l + Feeds
MNote: Uncheck calendars that you want to hide.
Personal calendars
Default
Holiday

new calendar

Group calendars
executive-board calendar

users calendar

aoao

administrators calendar

New

a

|

g
3
g
il

lllustration 47: The Displayed calendars tab of Calendar settings form

3.11 Generate RSS

This function allows you to publish your calendar as a RSS feed. It will build an URL that can be
used to follow events in a RSS reader.

To generate RSS in the calendar, do as follows:
Step 1:

* The 1* way: Open the Calendar settings form, then chose the Feeds tab.

e The 2™ way: Click directly on the RSS icon from the Toolbar to directly open the

Feeds tab in the Calendar settings form:

Slust [=]workweek | [settings | [IRrss | & |

The Feeds tab in the Calendar settings form appears like the illustration below:
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Calendar settings .
» Settings | » Displayed calendars &| - FEEﬂS,_-
e Action
Empty data
[ Save ][ Cancel ]

lllustration 48: The Feeds tab from the Calendar settings form
Step 2: Click the Add button to add a new feed.

The Edit Feed from will be displayed:
Edit Feed (x|

Name | calendar_Feed|

URL |http://localhost:8080/csder| = & &
Calendars
add more | ‘ +
| save || ciose |
lllustration 49: The Edit Feed form
Details:
Name The name of the feed. This is a required field
URL The link of the feed. This is a required field
O Reset the RSS link.
o Generate the RSS link.

Calendars The name of the calendars.

Add more  Add the name of the calendar that you want to get RSS feed

Step 3: Input the name of RSS in the Name field

Step 4 :Input the name of calendar that you want to get RSS feed in the add more field.

The auto-complete function will help you input the information faster.
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Edit Feed [x]

SEILE |Feenm|me

L |http:ﬂlocaIhost:BﬂBD{csdew G &
Calendars new calendar m
add more ||.4 | T
administrators calendar E:]
Mew

users calendar

exacutive-board calendar

Step 5: Click the icon to add more calendars. You also can delete an added calendar
by clicking on the icon corresponding to the calendar name.

Step 6: Click the Save button to accept generating the feed or Cancel to quit this form.

A message will appear to inform that you have generated the feed successfully, just click
OK.

|I=| Messages

b4
Error 1. Warning 'o Information

I@l The feed Feed name has been generated successfully.

After clicking OK, the created feed will be listed like the illustration below:

Calendar Setting [x]
[r Settings " » Displayed calendars l ~ Feeds
Feed Action
Holiday Calendar B =

(=) (o)

*  You can get the RSS link by clicking on the W icon:
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Calendar Feed [x]|

5] Holiday Calendar
(http://localhost: BOBO/ csdemoy/rest-cesdemo/'cs/calendar/feed/root/Holiday Calendar
J249178047700010101fd60312bcaf1f0.rss)

Close

Copy and paste this address link into any calendar product which supports the Rss
format (For instance: Mozilla Sunbird application). Then you can view directly in that
application.

* You can edit the calendar RSS by clicking on the el icon or delete it by clicking on
the icon.

Copyright © eXo Platform 2000-2010. All rights reserved. 79 of 80



Calendar User Guide 2.1
Next Steps

It is our hope that information stated above is valuable to you, our Corporate customers and
users in the process of experiencing the Calendar application. To clearly support for benefits

recognition from customers and users, we would like to summarize major strengths of Calendar
application of eXo Collaboration as follows:

* Based on the robust Gateln portal, Calendar application really brings about interesting
experiences for all users.

* With Calendar, you will find it easy to schedule your time more quickly and conveniently
and also manage your shared and public agendas in the organization efficiently.

» Calendar offers various useful features that help users keep track of all important
events/tasks in your life in one place.

» Calendar also facilitates iCal support that helps you easily exchange event/task
information with other applications.

Our Company is always willing to receive any feedback, including errors feedback and ideas
feedback that can make the guide better. Serving and resolving all issues related to the
Calendar are our responsibilities, so please post your questions at our forum freely.

For more information about eXo platform and our products, please visit the our homepage. We
also provides professional support via eXo Forum, where you can find useful advices and
solutions to your issues.

The following links can connect you with resources to learn more and contribute to the open
source development process.
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